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1.0 Purpose

To provide instructions for requesting telephone repair service.

2.0 Scope

Applies to the Switchboard, Mailroom, and Purchasing & Support Services staff who will be filling out the service form and to all campus personnel who will be requesting telephone repair.

3.0 Departments Affected

All

4.0 Definitions

Phone malfunctions and/or extension problems

5.0 Procedure

5.1 Refer to User’s Guide for CallXpress to troubleshoot.  Document your attempts to fix the complication.

5.1.1 Document your attempts.

5.1.2 If the phone is still not working properly see 5.2.

5.2 Email or notify in writing the Lead Operator or Switchboard staff of the problem.  Include the following:
5.2.2 Your name (and the name of anyone with whom you share the extension), your extension number or 9000 voice mailbox number, and your room number.
5.2.3 The type of phone you have (how many programmable buttons)
5.3 Switchboard staff will complete the service request form.  (See attachment A)

5.4 Switchboard staff will call the telecommunications provider for service.
**NOTE:  Elapsed time for service is approximately one week unless an emergency.
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