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Assister Technical Issues Reporting Form
2015/2016

Please use this form when reporting System related problems to the Health Connector.  Note that this form will be submitted to an internal team, who may need additional information from you.  We appreciate your prompt response to any requests as this will help to resolve any outstanding technical issue.

Please send your completed form to Nina Dubuisson at: Nina.Dubuisson@MassMail.State.MA.US
	Administrative Information


	Date of Submission
	


	Name of person reporting problem
	


	Name of Organization, 
	


	Email Address (for follow up)
	


	Phone Number (for follow up)
	


	Type of Issue


	Type of Issue
	


	Level of Severity
	


	Please indicate the stakeholder(s) affected and the impact


☐ Broker Enrollment Assister(s)


☐ Certified Application Counselors(s)
☐ Consumer Advocate(s)
☐ Issuer Enrollment Assister(s)

☐ Navigator(s)

☐ Other


If “Other”, please describe: 

	


Description of the issue’s impact:

	 


	Technology Issues


Description of the issue or problem (try to be as specific as possible:

	


	Date Error/Issue Occurred
	


	Time of Day Error/Issue Occurred
	


	What Browser & Version was Used?
	


What was the user attempting to do?

	


What was the specific error message, if any (if possible submit a screen 
shot of the error message only at the end of this document) Please remember to not show any personally identifiable information (PII) when sending screen shots.
	


If applicable:

	Reference ID
	


	Last Name only of Applicant
	


	DOB of Applicant (MM/DD/YYYY)
	


	Name of person reporting problem
	


	Operational Issues


Describe the operational issue: Please describe 

	


Other issues: Please describe 

	



Space for SCREEN SHOTS

Note: For privacy and security reasons, do NOT include any PII on any screen(s) that you are printing and sending. Follow the guidelines as covered in your Privacy and Security training before printing and sending any screen shots.

(You can take a screen shot of the problem/error you are seeing by simply using the “print screen” function on the computer.   The “PrntScrn” key is usually in the top row of the keyboard.   Hit the “PrntScrn” key then right-click and select the “paste” option to place the image into the word document.) 
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