
Managing the Work Order System 

 
 
If those solutions, don’t work, you can find the LISD (technology) work order 
system in a couple places: 
 

 From the District web page >> For Staff 
 From the LISD blog shortcut on your desktop >> Help! 

 
If your machine isn’t working or you can’t log in, ask a colleague or use a computer 
in the LMC to access the work order system. If the work order is in your name, 
you’ll get a speedier response. 
 

 
 
 
 
 
 
 

 
 
 
 
 

 
 
 

1. Log in.  
Username: The usual 
Password: You may have changed this 
password. If you can’t log in, contact 
Candy (6528) or Kim (6537). 
 
Click Proceed. 

 
2. Don’t see the login screen? Enter 

dasd where it says Enter Realm. 

Before doing a work order, try rebooting a computer or turning off a printer. 
Those two steps can solve many issues: 

 Restart your computer. Use Start >> Shut Down. Or hold in the 
power button until it turns off. Turn it on again after a few seconds. 

 
 Turn off the printer for 30 seconds. Turn it back on. 

 

 

http://wos.deforest.k12.wi.us/workorders/
http://wos.deforest.k12.wi.us/workorders/
http://www.deforest.k12.wi.us/
http://www.deforest.k12.wi.us/forstaff.html
http://www.deforest.k12.wi.us/blogs/lisd/


3. Once you’re logged in, you can check on a previous work order or 
submit a new one using the menu at the top of the screen. You’ll see 
current work orders when you log in. Click Closed to see past work 
orders. 

 
 
 
 
 
 
 
 
 
 
 

Submitting a New Work Order: 
1. Click on the Submit tab. Check the 

box for Submit a New Work Order 
. . . click on Proceed. 

2. Problem related to? Select from 
the dropdown list.  

3. Tell more about the problem by filling in all the fields in blue: 

a. Unit Identification No: Most 
likely, this ID number is on the 
front of the computer, monitor, or 
printer. If you have two numbers, 
use the one with your school ID . 
. . for example, epe-23-01.  

 in 
ck. 

If you don’t find a number, 
include more about the location
the description blo

b. Location & Room: This 
information may or may not be 
available with the unit ID number, 
so please include it here. 

c. Description of problem or work: Including some essential and 
specific information will help to speed up the response or ensure that 
the technician arrives with the proper equipment or parts. It’s a good 
idea to include: 

 Just one issue (if you’re having multiple problems, submit them 
separately) 

 Error messages you received 

 Specific software name 

 What you’ve already tried 

 Service tag (the seven letter/number code on your computer) 



4. Click Proceed at the bottom of 
the screen. You’ll get a 
confirmation and a number . . . 
don’t worry about remembering 
it. Click Exit. 

 

What Happens Next? 
 Your work order is assigned . . . different issues often get addressed by 

different staff. 
 Some behind the scenes troubleshooting or consulting might take place. 
 The person assigned to your work order will add a note. The note might 

include when it will be addressed, what to try next, or other information 
about the issue.  

 You’ll receive an email with any notes added. 
 If you’re wondering about the status of a work order or feel it hasn’t been 

addressed in a timely manner, send a polite reminder or request status 
through a note on the work order or send an email to the person assigned. 

 

Adding to or Checking on a Previous Work Order:  
Adding a note is always better than stopping a staff member in the hallway—adding 
a note ensures that the issue is added the “to do” list. 

1. When you log in, you’ll see a 
list of your current work 
orders.  

If you’re looking for a closed 
work order, click the Closed 
tab at the top of the screen.  

2. Click on Add a Note.  

a. Tell more about the issue 

b. Ask a question 

c. Answer a question from 
the tech 

ork order receives the note. 

d. Add an attachment . . . 

3. Click Update.  

Adding a note to a closed 
work order automatically re-
opens it and adds it to the 
“new” list. 

The person assigned to your w


