USING THE FORT ZUMWALT IT WORKORDER SYSTEM
1. Click on Submit a Work Order on the Tech Department website (http://tech.fz.k12.mo.us)
2. [bookmark: _GoBack]Put in your E-Mail address (ex.  krogers@fz.k12.mo.us)[image: ]

If this your first time logging in, follow the instructions that come up next.  Enter your Last Name.[image: ]
3. Fill out the form with your information
SUBMITTING A WORK ORDER
1. Double click on the IT Work Order icon on your desktop
2. Fill out your work order
3. The following is required
a. Location
b. Room Number
c. Select a problem type
d. Please describe your problem or request
e. Submit Password                         (fztech)
f. Click on Submit

CHECKING YOUR IT WORK ORDER REQUEST
1. Double click on the IT Work Order icon
2. Sign in with your email address
3. Go to My Request in the top tab

[image: ]
4. Go to My IT Request, this is where you will find what action has been action on your work order     
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Welcome! To begin, please enter your email address below.

Email Address [esgerseriizmoss

We cannot find the indicated email address.

Please either correct the email address o enter your last name
below if you are a new requester.
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