
Requesting school creates 
a work order

Help desk routes work 
order to appropriate queue
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STUDENT LAPTOP TRANSFER - End after 10 day report

Work orders are collected 
and filed for Aug. 1

School processes work 
order(s) and collect laptops 

to be transferred

Delay until Aug. 
1

Sending site transferrs 
work orders to help desk

Technician picks up 
laptops and transports to 
destination on specified 

days

School receives laptops 
and closes work order

Tuesday and Thursday 
Adding all members 
of both schools on 

work order

Student Arrives 
at School

Student 
receives 
computer


