	Troubleshooting Chart

	Step #
	Description
	Action #

	Step 1
	Recognize the problem.
	8

	Step 2
	Replicate the problem (reproducing the steps that cause the problem consistently).
	4

	Step 3
	Attempt a basic solution (such as restarting hardware or checking cable connections).
	5

	Step 4
	Find available help and advice for the particular problem.
	7

	Step 5
	Communicate the problem clearly and accurately to others that can help.
	1

	Step 6
	Follow instructions given by support services or those that have experience with the problem.
	3

	Step 7
	Confirm that a problem has been permanently fixed.
	2

	Step 8
	Take steps to avoid similar problems in the future.
	6




Actions to take to solve the problem with the printout

1.  Carefully explain to the support staff exactly where the staple is lodged.
2.  Print the report again, and verify the printout is clear.
3.  Follow the instructions the support department gives on how to access the gears and remove the staple without damaging the printer.
4.  Print a second copy, and verify the same smeared appearance.
5.  Check the printer for paper jams. There are no paper jams, but a staple is lodged in the gears.
6.  Remove the stapler and other office supplies from the top of the printer.
7.  Contact the school computer support department.
8.  See that the printout of the report is smeared.


