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	MIS Operations and Technology Project Office

SCOTI Customer Issue Form





Instructions: Answer all questions by hitting <Tab> to move, and return this form with any supporting documents to SCOTI_Feedback via GroupWise email OR via fax (614-387-8745).  If a question is not applicable to your issue, state “N/A”.  If you cannot answer a question, state “unknown” in that space.  Add more sheets or lines if you need more space.
	1) 
User Name:
     

ID:
     


Phone:
     


Office:
     
	2) Date:


     

Approximate time
 issue occurred:

     FORMDROPDOWN 


	3) Operating System:

 FORMDROPDOWN 


	4) Issue occurred on:
 FORMDROPDOWN 


	5) IP address of PC where issue occurred:
     

	6) List all Applications: (SCOTI, OJI, Excel, etc) that were open when issue occurred:
     
	7) Section of SCOTI user was in:
 FORMDROPDOWN 



	8) Identify the SCOTI page and/or tab and what field you were on when the issue occurred.  Attach or fax screen prints if possible.  If the issue is lost data, please state what page the data was on and what the data fields are:
     


	9) Describe what you were specifically doing (Job match, LEXS Registration, requesting reports, etc). What are the EXACT steps you took just prior to this problem occurring?
     


	10) As detailed as possible, describe what your computer did.  If a lock up or freeze, please note how long your PC was locked (> 10 seconds, >30 seconds, > minute, etc)
     


	11) Can you duplicate this issue every time?
 FORMDROPDOWN 

Comments:           
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