LUSD PHONE SYSTEM WORK ORDER

Rev 02-07
1.
Complete Requester Information.  The requester is the person who has the most knowledge of the request & can answer questions accurately if required.  The requester is responsible for obtaining signature approval for the request.

2.
Determine if the request is for a Classroom Phone, Admin Phone or Voicemail Only Acct.  Complete the section that applies by checking boxes & providing information if required.

3.
Obtain signature approval from your Principal or Manager.

4.
Forward Work Order to ITS department.

	REQUESTER INFORMATION

	Location of Request:
	Date:

	Requested By:
	Position:
	Ext:

	Approved By:
	Position:
	Ext:


	CLASSROOM PHONE – Phones located in traditional classrooms.

	Room #:
Ext:
School:

	(
New Classroom - No Voicemail, all incoming calls directed to Office Main Ext.

Budget # for phone:

	( Change Classroom Phone to:

( LUSD Special Ed - No Voicemail, all incoming calls directed to classroom, unanswered calls directed to Office.

(
Outside Organization using LUSD classroom – All incoming calls directed to room, unanswered calls directed to VM.  Name of organization (YMCA,SBCEO, etc) ___________________________________

(
Change from Classroom to LUSD Office.  Complete appropriate ADMIN PHONE section below.

	(
Other – Non-Standard (Describe in detail):



	ADMIN PHONE – All other phones not located in traditional classrooms.  

	Name:
Ext:
Location:
Position:

	(
New Phone.  Provide Budget # _________________________________________________

	· Model 7905 – 1 line for open/multi-purpose large area requiring additional phone, no computer data port.

· Model 7912 – 1 line with data port.

· Model 7940 – 2 lines with 2 buttons, for Principals, Managers, Supervisors & low usage users.

· Model 7960 – 2 lines with 6 buttons for high usage/multiple calls.

	(
Change Existing Phone – Same Phone/New or Different Employee

Employee who last held position:  Name_______________________________  Went to: _______________________


Employee who now holds position:  Name _____________________________  Came from: _____________________

	(
Change Name Only (VM password will be reset to 12345)  New Name:

	(
Request long dist access code

	· Other (Describe in Detail):




	VOICEMAIL ONLY ACCT  – Employees not assigned to a specific phone.  Includes Teachers, Instructional Asst, Custodial, Maintenance & Transportation workers and any other LUSD employee not assigned to a specific phone.

	Name:
Ext:
Location:
Position:

	(
Create VM for New Employee

	(
Delete VM for Employee leaving LUSD

	(
Change working location of employee To:                                                    From:

	(
Request for Long Distance Access Code

	· Other (Describe in Detail):




	INTERNAL USE ONLY

	ITS – Verify Data/Conn

· Need Data/Conn

· Has Data/Conn
	Maintenance

· Need Trench/Condiuit
	Purchasing

· Issue Phone

· Configure Phone & Dir

· Configure VM
	Personnel

(
Update LUSD directory


For questions, contact Ruie Garnica at 742-3257.
