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[company logo]
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Problem Record

Timestamp
Problem ID - =
Date | Time
1 1/1/2020 : 3:00:00 AM




[company logo]
[company name]

Impact

Priority

1




[company logo]
[company name]

Name

Telephone

Last name, Name 10

987654




[company logo]
[company name]

| E-mail

Date

email.techl@tech_domain.com

15/01/2020




[company logo]
[company name]

Resolution

Workaround

—

C— e —— | Related Problem(s)|

Software Reset

N/A




[company logo]
[company name]

Change Needed |——- e e b

YES




[company logo]
[company name]

[T — Related Known Error

N/A




Usage instructions

Usage instructions

Problem can contain one or more rows. If you record every step in
finding a resolution (which is highly advisable) of a problem, use a

To enter new problem: select first row of last problem and copy it.

"Problem Record" worksheet uses Lists in columns: C, F, L, Q, T and
V. Source data for lists are in worksheet "Usage instructions" Enter

Timestamp data (Date and Time) - use "Ctrl+<semi-colon> (for
status date) i.e.
combination. In such way, status timestamp will be entered.

Priority - cell is automatically calculated (Impact+Urgency-1)

Do not delete data below this point. Fill in data whicl

Origin

Web portal

Service Desk
Phone

E-mail

Event management



Tips

Record every reported problem. As resolution process
progresses, record every task completed. To do this,

Use new template for each customer.

1 are used in table "Problem Record."

Technician data
Last name, Name 10 987654 email.techl@tech_domain.com
Last name, Name 9 987653 email.tech2@tech_domain.com
Last name, Name 8 987652 email.tech3@tech_domain.com



Dell V130

HP 650

AOC 2133HD
Samsung Note |
Apple iPhone
HP LaserJet 544

.



Problem Status
In Progress
Closed
Reopened

Change Needed
YES
NO
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