Copy and paste the form below into an email message.  Complete the data and send it to helpdesk@potsdam.edu.  Make sure you CC: hubbarjl@potsdam.edu on the email.

ALL FIELDS ARE REQUIRED:

Computer Decal #:

Computer Serial #:

[If you aren’t sure what your serial number is, please look it up on HELIOS in “decal serial number list” file in the AUTOMATION\PROCEDURES file. The serial number is generally listed on a label on the side of the CPU or on the back of the CPU.]
Staff Name:

Department: College Libraries

Location:

Description of Problem:

Priority (High, Medium, Low):

Date Needed:
