
Determine if the problem is urgent

La Center School District Technology Support Protocol

START
 HERE

A district technology request is initiated 
by the end-user through the creation of an 

online help-desk problem report.

A district technology repair technician 
will be dispatched as soon as possible to 

troubleshoot the reported problem.

The district technology repair technician 
solves reported problem within a reasonable 

and/or agreed upon time frame.

YES

NO

Email the district technology director to 
inquire about the status of the situation and 

request an estimated time for repair.

YES

NO

Contact your supervisor to request 
assistance in solving the technology 
problem that is occurring as well as

send an email to techfeedback.

Technology Problem Solved.
Repair is completed within

 agreed upon time.

Basic Troubleshooting Steps
1. Restart Device
2. Check to make sure all connections are secure.
3. Verify power cords are plugged and power is present.
4. Annotate any unusual conditions (i.e. blinking lights etc.).
5. If error message(s) occur, record the exact wording.

Send feedback email to:
techfeedback@lcsd.k12.wa.us
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Optional Steps
1. Talk with other staff.
2. Google problem for hints.
3. Talk with your building 
     technology coordinator.

YES

NO

Call extension 211
and describe the problem
to Tech Dept Secretary.

Call extension 789 and 
leave a detailed message 
describing the problem.

Do you
have access to

help-desk?

NO

YES


