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National Guard DCPDS 
Helpdesk Request Form

Section A - Summary Information – 
Section B - General Information – 
Section C – Request for Personnel Action (RPA/NPA) – 
Section D – My Biz/My Workplace – 
Section E – Performance Appraisal Application (PAA) –
Section F – Trigger Errors – 

A. Summary Information:  
A1.  Please give a summary of the problem: 
A2.  Date and Time Problem Occurred:      

B.  General Information:
B1.  Name of the HRS(IS) submitting the problem: 
B2.  Telephone Number where you may be reached: 
B3.  Email: 
B4.  Name of the User who encountered the problem (user id):  
B5.  When did the problem occur? 
B6.  Responsibility (Menu) in which the user was operating when the error occurred (Personnelist, Manager/Supervisor, AGR Manager): 
B7. How many users in your State are experiencing the same problem? 
B8.  Navigation (for example, People/Enter & Maintain/Special Information/Education) in detailed steps: N/A
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]B9. In as much detail as possible, please describe the steps that led up to the problem: 
B10.  What was your expected outcome (vs. what actually happened)?  
B11.  Is there anything unusual about the action you were working on, or any observations you think might help diagnose and repair the problem?  
B12.  What actions were taken to try and resolve the issue? 

C.  Request for Personnel Action (RPA or NPA):
*Complete this section only if the error involves a Request for Personnel
Action (RPA or NPA)*
C1.  What was the Nature of Action (NOA) being processed? 
C2.  Name/last four of SSN of the person on the RPA: 
C3.  Position/Sequence Number on the RPA: 
C4.  Effective Date of the action
C5.  Legal Authority Code used, if any: 
C6.  What was the complete, exact text of the error notice that prevented
the action from processing? (Include screenshot as an attachment)
C7.  What is the RPA number? 

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]D.  DCPDS My Biz/My Workplace problems:   N/A
*Complete only for My Biz/My Workplace errors*
NOTE:  Screenshots are required to assist in troubleshooting the problem.
D1.  DCPDS Person Record Employee First, Middle and Last Name (e.g., John U. Smith): 
D2.  DCPDS HR Employee SSAN or Person Record Employee Number: 
D3.  Common Access Card (CAC) User “Common Name” to include the Electronic Data Interchange Personal Identifier (EDIPI) number (for example: SMITH.JOHN.Q.1234567890) (To locate this information Open Active client agent at bottom tool bar, open My Certificates, open Signature Certificate, select Advanced tab):
D4.  Identify Type of User Account My Biz/My Workplace or HR Professional Username:  
D5.  Detailed description of attempted DCPDS Portal (RSO) Registration or Log-In Steps.  Ensure you specify whether the affected user is:  Never Registered New User, Previously Registered User, or a Newly Issued CAC User (include reason for newly issued CAC, e.g., Name Change, Old CAC Expired, Lost, Stolen, etc): 
D6.  Description of the Error Message Received: Screenshot is attached showing error message.

E.  Performance Appraisal Application  (PAA) problems:
*Complete only for PAA problems*
E1. 
E2.  What is your desired outcome for the appraisal: 
E3.  Rating Official:  
E4.  Employee Name:  
E5.  Appraisal Effective Date: 
E6.  Appraisal Period Start Date: 
E7.  Appraisal Period End Date:  
E8.  Plan Status: 
E9.  Current PAA Status: 
E10.  Appraisal ID:
[bookmark: _GoBack]E11.  Current Owner: 

F.  Trigger Errors: N/A
*Complete only for trigger errors*
F1.  If a popup notice appeared, please provide the complete text provided when the “History” button is clicked.  (Include screenshot as an attachment)
F2.  If the trigger error appeared on the bottom status line, please state the entire notice that appeared.
F3.   Does a trigger error occur when similar actions are processed or only with one action or record?
F4.  Does the trigger error recur after the user reboots?

