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DCPDS 

Problem Report Template

13 January 2003
· Please enter your Clearinghouse Problem Report Control Number here: 

· Also, be sure to enter your Problem Report Control Number in the subject line of your email.

· Email to the Functional Clearinghouse at: afpc.dpc.clearinghouse@randolph.af.mil  

· Several items, below, will be completed by the Clearinghouse and are underlined and in bold font. 

A.  General Information:

A1.  Caller’s Name, Organization, and Base:     

A2.  Caller’s Telephone Number (DSN): 

A3.  Caller’s Fax Number (Optional): 

A4.  Caller’s Email:  

A5.  Name/Phone for Additional Info (If different from the caller):

A6.  Regional Personnel Office where the problem occurred: Air Force Personnel Center
A7.  User ID/User Name of the user who encountered the problem:

A8.  What database instance did this problem occur on?  Air Force Production

A9.  If another problem reporting tool (such as Remedy) is used, please tell us the related problem number for cross-reference purposes:  

A10.  Responsibility (Menu) in which the user was operating when the error occurred 

(For example, CIVDOD PERSONNELIST, CIVDOD MANAGER, etc.): 

A11.  How many users at your location are experiencing the same problem? 

(Must be a number, not “everybody”)  

A12.  Please give a brief description (50 characters or less) of the problem:  

A13.  In as much detail as possible, please describe the steps that led up to the problem: 

A14.  What was your expected outcome (vs. what actually happened)? 

A15.  Is there anything unusual about the action you were working on, or any observations you think might help diagnose and repair the problem? 

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

D.  Complete only for trigger errors: (can be included with screenshots)

D1.  If a popup notice appeared, please provide the complete text provided when the “History” button is clicked: 

D2.  If the trigger error appeared on the bottom status line, please state the entire notice           that appeared: 

D3.   Does a trigger error occur when similar actions are processed, or only with one action or record?

D4.  Does the trigger error recur after the user either reboots or ends the ntvdm.exe process and logs back into DCPDS? 
E. Screenshot attachment instructions:

· Include screenshots of the problem, as many screenshots as necessary to clarify the problem, including RPAs and error messages as a separate Word Doc attachment in the template. 

· Have the problem displayed on your computer screen.  Copy the screenshot by pressing CTRL-ALT-PRTSCN (Control-Alt-Print Screen) or CTRL-PRTSCN (Control-Print Screen).  Use either feature that captures the best screenshot you wish to provide.
· Open a word document and place your cursor at the beginning of the document.  Paste the screenshot by pressing CTRL-V (Control-V). 

· Save and name the screenshot to a personal folder (example:  1234567ss.doc)

· Then open the template.  Attach the screenshot file at the end of item “E” 

· For (XP) Office 2002 users, to attach the screenshot file:  click Insert from the menu bar, select Object, click on tab labeled “Create from File”, click the Browse button, select the screenshot file from personal folder, click the Insert button, select the small box on the right labeled “Display as Icon” (this must be selected), and finally click OK.

· For Office 2000 users, attach the word document file either by doing a Click and Drag or Cut/copy and paste to the template.
F. This portion is to be completed by the Clearinghouse.  

F1.  Severity:  What severity level is recommended, and why? 
F2.  Workaround(s) (Required for Severity Level 2 and 3) 
F3.  What workaround have you discovered for this problem? 

F4.  If none, what workarounds were attempted, and why did they not succeed? 
