ADRC System Bug Reporting Checklist
Please be sure to include all of the following when reporting system issues and bugs. 
1. Telephone & Extension:
2. Date Occurred:
3. Time of occurrence (approximate):

4. ADRC module this is occurring in (include all that apply) and specifics:

· I&R Call Module

· Please Include the Call ID# and GC ID #: 
· Caretool

· Please include the GC ID #: 

· Public Website

· Please include URL (copied and pasted)

· Listing Maintenance

· Program Record Name?  

· Listing Maintenance Tab?  

· Listing Maintenance Data Field? ​​​​​​​​​​​​​​​​ 

· Report Manager

· Report Name
· Export Field (s) 

· Report Filter (s)

5. ***In as much detail as possible, please describe the issue you are having. Include steps taken just before the bug occurred. Please include screen shots when applicable.
6. How often is this occurring?

· One time/Unable to replicate

· Intermittent – Has occurred multiple times, but not consistent

· Ongoing – Occurs every time
7. What browser does it happen in? Please include version.
· Internet Explorer 
· Chrome
· Fire Fox

8. Number of users known to be impacted by the issue.

9. Identified work-around (if applicable)

Questions to ask:
· Do you clear the cache/cookies on a regular basis?

· Was the system sitting idle (no searching/saving) for 20-30 minutes prior to beginning to work in it?

· Are you experiencing issues with other web pages?

· Do you have multiple sessions of ADRC active within the same browser?[image: image1.png]



