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PROCUREAZ GO LIVE ISSUE REPORTING FORM 


Instructions for Completing/Submitting Form	
1. Complete one form for each distinct issue.
· Issues that seem small, may hide larger issues so please take the time to document all unique problems.

2. Please be as clear as possible - we need to be able to reproduce the issue before we can report it to the vendor.
· [bookmark: _MailEndCompose]Complete all the sections of the form. 
· If you are in the testing room, one of the moderators will be happy to assist if needed.

3. Save the form/file.
· The document is a word template, so you will need to provide a new name for the document. We would like you to use the following file naming convention:
<agency code><testing date: yyyy_mmdd> <First Initial><last name><short description>.docx
· For example, Joe Smith from ADOA received an unexpected error while entering Freight on their invoice during their testing on 3/2/15.  They would name their file:
AD2015_0302 JSmith Error Entering Freight on Invoice.Docx.

5. Please attach the form to an email:
· Subject: ProcureAZ Go Live Issue
· Send to: ProcureAZCentral@azdoa.gov
[bookmark: _GoBack]


	
Testing Date:
	Click to enter a date.
	Submitted by:
	Click to enter your name.

	Phone #:
	Click to enter your Phone #.
	Email Address:
	Click to enter your email.



	Please rate the severity of the issue
	Critical  ☐         Serious ☐         Moderate ☐           Minor☐

		Critical – a problem with ProcureAZ that could cause critical impact to the State’s business operations.

	No workaround is immediately available and testing cannot continue.

	 

	Serious – a problem with ProcureAZ could cause significant impact to the State’s business operations.  

	A workaround is available, but is unacceptable on a long-term basis.

	 

	Moderate – a problem with ProcureAZ that could impair some functionality for the State’s business operations.  

	A practical workaround exists.

	 

	Minor – a problem with limited impact or functionality failure with ProcureAZ.  

	There are available work around to support the State’s business operations.







	Please check the issue’s document type
	Bid☐           Requisition ☐           PO☐                Receipt ☐            Invoice ☐
Credit Memo ☐        Report ☐       Vendor ☐         User Profile ☐  Other ☐

	Please provide the login id that experienced the issue 
	Please enter Login ID that experience the issue

	Please provide the issue’s document number 
	Click to paste ProcureAZ document number.



	Issue Title / Summary 
	How would you describe the issue, in approximately 80 or fewer characters?

	Click to provide a brief summary of the issue.


	Expected Results
	Please let us know what the application should have done, were the issue not present

	Click to let us know what should have happened.


	Actual Results
	What the application did after performing the steps

	Click here to tell us what happened instead.


	Steps to Reproduce
	Please try to identify the specific steps that will allow us to recreate the issue.   Please also include any special setup steps.

	Either manually type the steps to reproduce the issue here or copy / paste script steps below.

Copy / paste script steps here (if applicable)

	
Screenshots
	A picture is worth a thousand words… if possible, please insert screenshot(s) of the issue.  You can do this by hitting the <Print Scrn> key on your keyboard and pasting it in the space provided

	


	Additional Information
	Any other useful information.  You can also attach a copy of the script you were completing [Insert  object From File  (browse to script)Display as icon]

	Click here to enter text.
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