	
[image: ]
	NCVIP SUPPORT REQUEST FORM
	[image: ]



[bookmark: _GoBack]The purpose of this form is to submit a Support Request to the DPS NCVIP  Team  for assistance, troubleshooting, and resolution of general issues related to:  removing a NCVIP PMS task (removing a PIP, DCS, or IDP);  re-opening a step or extending a due date or any other general troubleshooting. Please be as descriptive as possible in your description and included screenshots if applicable/possible. Feel free to copy the format and use an Excel spreadsheet format for batch requests. Please submit this form to DPS_NCVIPHELP@ncdps.gov. 
	Request Type:   Remove a Performance Improvement Plan (PIP), Documented Coaching Session (DCS), Individual Development Plan (IDP)

	Agency Name:
	

	Submitted By (Name):
	

	Date of Request:
	

	Type of Task to be removed:
	PIP, DCS, IDP

	Employee:
	Please provide the name and 8 digit Beacon id# of the user who has been assigned the original task

	Employee Manager:
	Please provide the name and 8 digit Beacon id# of the employee’s manager

	Form/Template Title or Name:
	

	Reason for removal:
	Required

	Other Supporting Info:
	












	Request Type:   Re-Open Step or Extend Due Date 
	NOTE: If the employee's Task has "expired" the Step Due Dates must be "extended" to reactivate the Plan. A notification email will not be generated.  
Steps can be reopened if they are Past Due or Completed and an email is generated.

	Agency Name:
	

	Submitted By (Name):
	

	Date submitted
	

	Task Title or Name
	

	Employee affected:
	Please provide the name and 8 digit Beacon id# of the user who has been assigned the original task

	Employee Manager/Indirect Mgr
	Please provide the name and 8 digit Beacon id# of the employee’s manager and or Indirect Manager if applicable

	Step Name to Reopen or Extend:
	

	Requested step due date(extend only)
	

	Reason/User instruction (reopen only)
	Required

	Other Supporting Info:
	





	Request Type:   General Troubleshooting

	Agency Name:
	

	Submitted By (Name):
	

	Date submitted:
	

	Portal
	PROD or PILOT

	Task Title or Name
	

	Issue or request:
	Please provide a brief description of the issue. Example: Employee has not been assigned a task and I thought that he or she would have?

	Employee affected 
	Please provide the name and 8 digit Beacon id# of the employee and any relevant information such as their manager, indirect manager, etc. 

	Employee Manager:
	Please provide the name and 8 digit Beacon id# of the employee’s manager and or Indirect Manager if applicable

	Permission needed
	

	Additional information:
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