Computerssues 5/08

CREATE A QCALL

1. Create a fAQcall o

http://jordan.fmehost.com/logon.asp
BOTH the Wser ID and password is the school name and numBgample:
terralindal62

Sitecode: Chose JSD: Maintenance Worklers
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Welcome To spGlobal!

Please Log On Below:

Change
Password:

User ID: |terralinda162

Sitecode: |JSD Maintenance Work Orders  + ‘
Save Sitecode: []
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Enter Contact: Media Assistant
Enter Phone: Min phone number
Enter Location: Your school location number
Enter Request code: AV EQUIPMENT
Skip DamageReport
Enter Priority: 5: LearningDisruption
Enter Request Comments:

0 Put name of school.

o Putyour school location number

o Put what you are requesting:

Example: Bulb replaced

0 Put gquipment Serial Number

o0 Put @uipment Asset Number

0 Put guipment Barcode Number (if there is one)
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Before you click on Subrhiprint the Qcall.

After you have printed the Qcall, click on Submit amate the Qcall number on the

printed copy.

1 Fill out aQcall tagCOMPLETELY and attach it to the equment. (Your tags may be
the older orange tags. If they are orange, theretia bank for the Qcall number, so
make sure you add it on.)

1 Send the equipment in district mgiDo not send mounted equipment or LCD

projectors.)
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