WorkInTexas.com PROBLEMS AND QUESTIONS

E-mail Template
(for submission to WorkInTexas.com help desk) 

From:  


To:


Cc:


Subject:  
WorkInTexas.com

Originating WDA: The WDA in which the problem originated


Workforce Center #:

The Workforce Center that's experiencing the problem



Job Seeker/Employer/Staff

Mark the appropriate check box to indicate who experienced the problem.
( Job Seeker-ID#_________      ( Employer-ID#_________  

( Staff                                         ( Job Posting #__________

Staff Name:

The name of the person that actually experienced the problem or received the reported problem from an employer or job seeker
 

Staff Phone:

The phone number of the staff to be contacted if additional information is needed


View/Focus:

What view were you logged in as or whom did you have in focus (job seeker, employer, staff)


Function/Component:

What function were you attempting (i.e. Browse Job Seeker, Services, Browse Jobs, Resume & Special Applications, etc.)


Screen:

What screen were you on (i.e. Service – Mass Entry, Basic Job Posting, Contacts, etc) 


Problem Date:

The date the problem occurred


Problem Time:

The exact time the problem occurred


User ID:

What user ID was being used


Problem Type:

Is it  (1) a ‘System’ problem, (2) a ‘Policy/Program’ issue, or (3) an ‘Enhancement’ suggestion/recommendation etc.


Problem Detail:

Describe specifically - include each step taken, what was entered and/or action performed at each step leading up to the problem.

Attach screen prints as appropriate.


WIT Area Liaison:

Name of the WorkInTexas.com Area Liaison submitting the problem or (after discussing the problem) approved you to contact the Help Desk on behalf of the employer.only.


TWN-027(0904)

How to Use the E-mail Template

Detailed information is required in this e-mail template to enable the WorkInTexas.com help desk to recreate and resolve problems. WorkInTexas.com liaisons must:

· use this e-mail template to notify the WorkInTexas.com help desk of any problems;  

· ensure that ALL applicable/specified information on the e-mail template is entered in the appropriate field before submission to the assigned WorkInTexas.com help desk;

· ensure that ALL applicable/specified information required on the e-mail template is collected before telephone contact is made with the WorkInTexas.com help desk.  
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