SUPPORT Work Up Sheet

Genesis Software


                     Date Logged into DR:



Office: 

Date Started this Work-Up Sheet:



Acct #:
                             Date Completed:


The issue MUST be documented clearly and in detail in Dr.

Have two copies on desktop.  One to compare the original and the second to test fixes.

Staple the following, neatly and in order to this filled out Work-Up Sheet.  

If an individual report contains more than ONE page, immediately staple these sheets together. 

Immediately label each sheet with it’s corresponding number and keep ALL paper clipped together.

ALL documentation in DR for this issue is to be added to the Original Issue AND in detail.

        1   Print Contact Sheet and highlight the issue
Initial: ______
  Date: __________


        2   How many documents sent to us # ______
Initial: ______      Date: __________


        3   Backup required      …      Yes  /  No


         Received: __________

        4   Additional technical assistance (goto #15)
Initial: ______      Date: __________

             FULL Work Up Required  … Yes  /  No   ( 5 thru 14 )
        5   Restore data

        6   Re-Build




Initial: ______      Date: __________

        7   Re-Age




Initial: ______      Date: __________

        8   Print “xSymbols Test” 


Initial: ______      Date: __________


        9   Print “Dayend by Date”


Initial: ______      Date: __________


      10   Print “Dayend by Close”


Initial: ______      Date: __________


      11   Print “Ledger Aging Report”


Initial: ______      Date: __________


      12   Print “Posting Test” (Fill in the 3 numbers)

Initial: ______      Date: __________


      13   Print xLedgers (Staple reports 8 thru 13 together )
Initial: ______      Date: __________


      14   Repeat 8 thru 12 (Staple these reports together and label #14)



     (Repeat #8 ONLY if pertinent)
----------------   If the six numbers on the Posting Test DO NOT match … Pass to Technical   -----------------      

      15   Passed to Technical


     Techs Initial: ______      Date: __________


      16   Passed to Support (Includes Tech Work Up)    Supports Initial: ______      Date: __________


      17   Support to test fixes (If generated from #4)
      18   Support to repeat from #5 (If FULL Work Up is required)


      19   Issue Resolved to Customers Satisfaction
Initial: ______      Date: __________


20   ALL details of corrections documented in DR and supplemental reports and 

 documentation attached.

Bring these completed Work-Ups into our morning meeting for review until we have established a process.  Leave a copy of this FINAL Work Up Sheet on Larry’s Desk.

