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OPTIONAL PAGES YOU CAN ADD TO YOUR CATALOG:


Frequently Asked Questions	 


Meet the Help Desk Team  (Include Picture and Team Bio)	 


Priority Levels assigned to Service Requests	 











One Call Does it All!





Look Inside for helpful information!





The Help Desk’s Mission, Charter and Vision Statements


Important phone numbers you should know!


Frequently Asked Questions!


Supported Hardware and Software Products





Spring/Summer Edition - 2004





Help Desk Services


Catalog 





How do we help?


When someone on your team gets stuck with a question, procedure or computer problem, who do you think they first call for help?  I hope your first thought is to call us—the I/T Help Desk….your friendly resource at the other end of the phone, or e-mail.  Helping people when they are stumped with a problem or question is our specialty.





Single Point of Contact


We will act as your Single Point of Contact for all divisions of the Company.  That means all departments, all locations can call us to report problems, lodge complaints, ask questions, seek training and navigation support or report computer hardware problems.


We are available Monday through Friday from 6:00 a.m. – 5:30 p.m. Eastern Standard Time.  Watch for our expanded hours to serve our West Coast customers coming soon!


Remember, we are just a quick phone call, e-mail, fax or voicemail away from being ‘stuck’ to ‘unstuck’.  We are always happy to help you!  Please read on to find out more about the other Help Desk services available to all XYZ Company employees.








How to contact the Help Desk . . .


Call us at anytime!  Our number is (123) 555-1212.  We are on-site during normal business operating hours, Monday-Friday, 6:00 a.m.—5:30 p.m.


Leave a voicemail message for non-urgent matters by pressing Option #1. If your call for help is received during evenings, weekends, or holidays, press Option #2.  Your call will be routed to the After Hours Pager where you can input a phone number where you can be reached.


Send an e-mail message to HELP@helpdeskcom.


FAX the Facts of your service request to us at  (123) 555-1212.





What to tell us when you call . . .


Identify yourself as an employee or contractor. Provide your full name (first name, last name); provide your physical site location.  Provide your department name/unit#. Provide/verify your phone number or a number where you can be reached to discuss this problem.


Provide the name of the individual to be contacted, and provide an alternate contact, should you not be available.


Provide a clear description of the problem. Provide any error message, program information or other helpful details. Indicate if a workaround or alternative source of computer/printer(s) are available (and for how long). Give the Help Desk an accurate assessment of the severity of the problem (EX:  Must be repaired today; can wait until next business day, etc.)


Arrange for access to the work location if after-hours access will be necessary.  Please be sure to inform the Help Desk of your business hours.


Request the problem tracking # (generated from our computerized problem tracking system) and record this, along with the date, time, your name, and a brief problem description in a common place (especially important if you share your computer with others, or across shifts, so that your co-workers will know that the problem has been called in to the Help Desk


If leaving a voicemail message for the Help Desk, please speak slowly and clearly, leave your name and a call-back number.











Microsoft Operating Systems





Red Hat Linux-Supported in DC Only!


Windows 98—Unsupported


Windows 2000/NT-Supported until 6/30/2004


Windows XP—Currently supported!











Word Processing


.





MS Word for Windows 97--Unsupported


MS Word for Windows 2000-Supported


MS Word for Windows XP – Supported


Corel Wordperfect--Unsupported











Spreadsheet


Describe the product, service, or event here. Include a brief description and any features.





MS Excel – All versions supported


Lotus 1-2-3 - Unsupported


Quattro Pro - Unsupported











Miscellaneous





MS Publisher – All versions supported


MS Visio—All versions supported


MS PowerPoint—All versions supported


Adobe Acrobat—Version 5 & 6 supported


MS Project—All versions supported


MS Exchange—All versions supported


MS Outlook—All versions supported





Help Desk Goals





Help Desk Mission Statement


The purpose of a catalog is to sell products or services to a targeted audience, or to advertise upcoming classes or events. Catalogs can be a great way to market your products or services, and also build your organization’s identity.





Help Desk Charter & Help Desk Vision


First, determine the audience of the catalog. This could be anyone who might benefit from the products or services it contains. Next, establish how much time and money you can spend on your catalog. These factors will help determine the length of the catalog and how frequently you publish it. 


Also consider how you want to print your catalog. You can print it on a desktop printer, at a copy shop, or at a commercial printing service.


Before you print your catalog, consider how you will bind your pages. The number of pages, how the reader will use it, and whether you mail it will help you determine the type of binding. For example, if you have only a few pages and your catalog is meant to be held, you might consider folding the pages and stapling the spine. Larger catalogs that are meant to be folded flat work best with a plastic binding with punched holes, while larger publications.





Hardware-Desktop


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type








Hardware-PDA


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type








Hardware-Laptop


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type








Hardware-Printer


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type	Type





Hardware-Desktop


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type








Hardware-Desktop


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type








Hardware-Laptop


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type








Hardware-Printer


Describe the product, service, or event here. Include a brief description and any features.





Price:	0.00


Order #:	000000


Type:	Type	Type





Your Company Name & Logo





Customer Name


Street Address


City, ST  ZIP Code





Your Company Name


Street Address


Address 2


City, ST  ZIP Code
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