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PURPOSE:

To provide instruction for Obtaining Service on Microfiche/Microfilm Viewer.
OBJECTIVE:
· To provide guidance for requesting service and repair of office equipment used by the Customer Service Center.
GENERAL INFORMATION:
Pursuant to Clerk of Court Operating Procedure PRO-MR-1006: Obtaining Service on Office Equipment, this will provide guidance for requesting service and repair of office equipment used by the Customer Service Center, for example, micro-fiche equipment, microfilm viewer, etc.  Excluded are multi-function copiers and IT equipment.  
EVENT DRIVER:

· Service on Microfiche/Microfilm Viewer is required.
PROCEDURES: 
1. Report the problem with the machine to the Supervisor/Lead via e-mail or in person immediately. 

2. Provide the following information:

A. Detailed description of the problem. 
B. Location of the machine. 
C. Serial or Tag number of the machine. 

3. Place an “Out of Order” sign across the front of the machine so that staff or customers will not attempt to use the broken machine. 

4. The Supervisor of Lead complete a Purchase Order via the Microsoft Dynamics GP intranet website for each machine that needs service prior to contacting the vendor for a quote on repairs. 

a. If the machine is still under the service warranty, Management Resources will provide this information and a Purchase Order will not be needed. 
5. The Administrator will be notified via e-mail from Microsoft Dynamics that a Purchase Order is ready for approval.
6. Once approved, contact and provide the vendor with the Purchase ID # (located on each separate Purchase Order PRF) and the serial number from the machine.  Schedule the time and date of visit with the vendor. 

7. When the vendor arrives, the Lead, Supervisor, or Manager must escort them to the machine(s) that needs repair.   
8. After machine is repaired, obtain a copy of the service report, scan and e-mail the report to Management Resources. 
9. Scan and e-mail the service report with the approved PRF form to COC Management Resources. 
10. Once the final invoice for repair has been received, scan and e-mail the invoice to COC Management Resources.
POLICIES / RELATED DOCUMENTS:
· PRO-MR-1006: Obtaining Service on Office Equipment
OTHER PARTIES INVOLVED:
· Repair vendors
· Management Resources
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
REPORTS / FORMS:
· PRO-MR-1006: Purchase Request Form (PRF)
DEFINITIONS:
· PRF: Purchase Request Form 
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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