 Problem Report Format

Summary of the Problem:___________________________________________________

(Note:  summary cannot exceed 60 characters in length)

Critical Function: ______________________Recommended Severity:_______________

A.  General Information:

1. Caller’s Name, and Component: 

2.  Telephone Number where the caller may be reached:   

3  (Optional) Fax

                      Email

4. Name/Phone for Additional Info (If different from the caller):

5.  Regional Personnel Office (Name & Number) where the problem occurred:

6.  Name of the User who encountered the problem:

7.  When and on what instance did this problem occur? (For example, did the problem begin after a patch was applied; if so, what was the patch number? Is the problem occurring on a live Region or a training instance?)

8.  If another problem reporting tool is used, please tell us the related problem number for cross-reference purposes: 

9.  Responsibility (Menu) in which the user was operating when the error occurred: 

10. How many users in your Region are experiencing the same problem? 

11.  Navigation (for example, People/Enter & Maintain/Special Information/Education):

12.  In as much detail as possible, please describe the steps that led up to the problem: 

13.  What was your expected outcome (vs. what actually happened)? 

14.  Is there anything unusual about the action you were working on, or any observations you think might help diagnose and repair the problem? 

15. What workaround have you discovered for this problem? (Required for Severity Level 2 and 3)   What workarounds were attempted, and why did they not succeed? 

16.  Impact:  What specific difficulties are caused by the existence of this problem?  

(Required for Severity Level 2 and 3)

17.  Has the problem been tested on the SQT instance?  If so, what record was used?  Could the error be saved in SQT?  What record(s) in SQT demonstrate the error?

B.  Complete only if the error involves a Request for Personnel Action:

B1.  What was the nature of action (NOA) being processed?

B2.  Name/employee number of the person on the RPA

B3.  Position on the RPA

B4.  Effective Date of the action

B5.  Legal Authority Code used, if any

B6.  What was the complete, exact text of the error notice that prevented the action from processing

C.  Complete only for trigger errors:

C1.  If a popup notice appeared, please provide the complete text provided when the “History” button is clicked: 

C2.  If the trigger error appeared on the bottom status line, please state the entire notice that appeared: 

C3.   Does a trigger error occur when similar actions are processed, or only with one action or record?

C4.  Does the trigger error recur after the user either reboots or ends the ntvdm.exe process and logs back into DCPDS? 
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