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Incident Report – COOL FACTS USDA Portal

	Your Name (User)
	First & Last Name
	Review Number
	i.e. "CA 12 N0000A"

	Phone Number
	(_ _ _) _ _ _ - _ _ _ _
	Date Issue Occurred
	Click here to enter a date.
	Email Address
	youremail@somewhere.gov
	Date Reported
	Click here to enter a date.


	Description of Issue:

	- Characteristics of the issue, where is it occurring, etc.
- Describe what you were doing before the incident occurred.
- Notice any patterns? (i.e. "whenever I click this, that happens" or "it occurs whenever I am in a store using wireless"...)




	Gathering Info – Help us diagnose what happened:

	Diagnostic Questionnaire (see Incident Report Guide for help)
	Your Answer

	1.  How often does the issue occur?
If you’ve selected “Once”, please try again before submitting this form.
	Select here...
	2.  What is your current operating system?
	i.e Version 6.1 Build 7601: Service Pack 1

	3.  What internet browser were you using?
	i.e. Version: 9.0.8112.16421

	4.  Is “compatibility mode” enabled in your internet browser?
	Select here...
	5.  What was your location when the issue occurred?
	On-site store, office, home, etc

	6.  What type of internet connection were you using?
	Wireless card, cable/LAN line, etc.

	7.  Are you not able to submit the review because of this issue?
	Select here...
	8.  What is the name of your antivirus software? Or, ☐ I don’t have one.
	McAfee, Norton, etc.

	Please remember to attach any screenshots in an email with this form.



	For USDA COOL FACTS Use Only
	Issue ID: IR-4-001234

	Report Received by
	First & Last Name
	Priority of Issue
	Select here...
	Date Received
	Click here to enter a date.	Screenshot attached?
	Select here...
	Your email/phone
	
	Form complete?
	Select here...


*Please call a COOL Team member if you have any questions.*
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