
CREATING AN 
ISSUE REPORT FORM

DB GURUS INTERNAL TRAINING

http://www.dbgurus.com.au/


1. DOWNLOAD 
THE TEMPLATE

https://files.thedatabase.net/Resources

/DBGurus-Issue-Report-Form.dotx
All issues, bugs, problems, configuration requests 

and program changes should be recorded using this 
Word template.

This ensures all information is collected in a 
standard format.

http://www.dbgurus.com.au/
https://files.thedatabase.net/Resources/DBGurus-Issue-Report-Form.dotx


2.SET THE TITLE

This should be set to the title of the ticket. It should be short (up to 6 words), with no 

punctuation or special characters and indicate the essence of the issue. 

Rename the ticket if necessary, then make them all the same:

[9999 Ticket Title] = [Document Title] = [Filename] = [Trello Card]

http://www.dbgurus.com.au/


3. SET THE FIELDS

Priority is Medium unless otherwise instructed

Expected Difficulty is your perception of how hard it is

Client is the client’s name or DBG for internal issues

http://www.dbgurus.com.au/


4. ISSUE OR 
REQUIREMENT

Describe the issue or requirement as the 

client sees it. 

Explain the symptoms and/or desired 

outcome.

Put the description in the left hand column 

and the screen shots in the right hand 

column.

Use red arrows or boxes to highlight the 

key areas of the screen.

http://www.dbgurus.com.au/


5. TEST CASE

List out the exact steps you need to 

reproduce the issue or to orientate the 

reader.

The steps should be described on the left 

and screen shots with arrows shown on the 

right.

If not necessary you can remove this 

section.

http://www.dbgurus.com.au/


6. FUNCTIONAL 
SOLUTION

Describe the proposed solution as the 

client will see it. 

Explain how the changes will be visible in 

the user interface.

The description of the changes in the left 

column and the screen shots on the right.

Again use red arrows or boxes to highlight 

the key areas of the screen.

http://www.dbgurus.com.au/


7. TECHNICAL 
SOLUTION

Describe the proposed solution in technical 

terms i.e. how are you going to solve this 

issue in the code.

Explain the logic you are going to use (in 

general terms) and which sections of the 

code you will have to change.

Describe the changes in the left column and 

the screen shots or code snippets (not the 

full code) on the right.

If helpful include code comparison results 

(see http://text-compare.com)

http://www.dbgurus.com.au/
http://text-compare.com/


8. HISTORY

Every time the document is edited by a different person then a line should be 

added to the History section – this is how we can see the progress of the issue 

and who did what.
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