
Troubleshooting Guidelines 

Dear [Employee Name], 

We understand you are experiencing issues with your [specific issue, e.g., internet connection, 

software glitch]. Below are some troubleshooting steps you can follow to resolve this issue: 

Step 1: Restart Your Device 

Please restart your computer or device to clear any temporary issues. 

Step 2: Check Network Connection 

Ensure that your device is connected to the internet. If using Wi-Fi, try switching to a wired 

connection if possible. 

Step 3: Update Software 

Check for any available updates for your operating system and any relevant applications. Install 

updates if necessary. 

Step 4: Disable Antivirus Temporarily 

Sometimes antivirus software can interfere with operations. Temporarily disable it and see if the 

issue persists. 

Step 5: Review Error Messages 

If you receive any specific error messages, please note them down and provide this information 

to our support team. 

Contact IT Support 

If the issue continues after following these steps, please reach out to our IT support team at 

[support email] or [support phone number]. We are here to assist you. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

IT Support Team 

[Company Name] 


