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I have a performance or 
I need basic 

functionality issue with 
information or a 

current hardware or 
quick answer to a 

software, OTHER THAN 
simple question 

card access. 

Notified 
of outcome Isolate 

Email appropriate IT 
Staff and & Dir. Admin Enter online ticket 

or call 97 4-9900 

Sign in before 

submitting ticket so 

that department is 

noted 

copied for 
issue tracking 

Either 

Work is 
assigned to IT 

staff and 
feedback sent 

to requestor, cc 
Dir Admin 

NO 

Is the issue isolated 
or system wide? 

System Wide 

Is it an 
emergency? 

YES 

Call Dir 
Admin, and 
enter ticket 

Contact IT 
Manager for further 

discussion 

YES 

NO 

Contact Finance 
and Business:

aott3@utk.edu  and 
allisonw@utk.edu

Email Dir. Admin 
and call if 

emergency 

Email Dir. Admin, 
and enter ticket 

Richard Swearingen I August 19, 2022 

I have a card 
access issue 

Is it with the Lockout 
System? 

NO 

Review access 
diagnostic guide 

and take 
appropriate 

action 

Execute any 
vendor orders, 

SLAs, MOUs, or 
invoices 

I need to order I have a new 

new or work challenge 

replacement or project in 

hardware or need of a 

software technical 
solution. 

Discuss 
needs, goals, 

costs, and possible 
solutions with 
Housing Staff 
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