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Enter a New Complaint
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Prompt:

A merit complaint has been filed by an employee that needs to be recorded into PeopleSoft.

Course Objective(s):
After completing all course lessons, personnel responsible for the administration of Employee Relations will be able to:
· Enter new merit complaints

· Review and update existing merit complaints
Lesson Objective(s):
This work instruction will guide Employee Relations personnel on how to properly enter a new merit complaint filed by an employee.
Additional Information:
Level 1 through 3 complaints are entered at the agency/facility level.  Level 4 complaints are referred to the State Personnel Department for further action.

Refer to the following Supplemental Documents as needed to answer questions and concerns:
· Grievance Type Codes

· Grievance Step Codes

· Merit & Non Merit Agency Listing

· Merit Complaint Form & Procedure

· SEAC Non-Merit Factsheet

Additional information may also be accessed by visiting the State Personnel Department’s website at:  http://www.in.gov/spd/  After accessing the website, click the Policies & Procedures link on the left-hand side of the page.
Procedure

When an employee files a merit complaint, it is important to record the information into PeopleSoft. This allows the State of Indiana to maintain a central repository for employee complaint information. Agencies and facilities will be responsible for entering merit complaints resolved at the agency level. If the complaint escalates to SPD, the Employee Relations staff will enter the data in PeopleSoft.

	Step
	Action

	1.  
	Click the Workforce Administration [image: image1.png][ Workforce Administration



 link.
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	Prior to entering a new complaint, double-check to see if it has already been entered in PeopleSoft to avoid duplicating the complaint.


	Step
	Action

	2.  
	Click the Labor Administration [image: image3.png]


 link.

Note: The side menu links or the Main Menu links in the middle of the screen may be used to click through the screens when available.

	3.  
	Click the Greivance Information – SOI [image: image4.png]


 link.

	4.  
	Click the Add a New Value [image: image5.png]Add a New Value



 tab.

	5.  
	Leave the Grievance ID field blank. The system will assign a PeopleSoft Grievance ID number after the transaction is saved.

	6.  
	Click the Add [image: image6.png]Add



 button.

	7.  
	Enter the employee id of the employee filing the grievance into the Employee ID field. 

If the employee ID number is not known, click on the magnifying glass to search for the employee by name.

	8.  
	Press the [Tab] key.

	9.  
	Click in the SOI Grievance Number field.

	10.  
	Enter the correctly formatted grievance number into the SOI Grievance Number field. 
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	To formulate the SOI Grievance Number follow the sequence below:
(2) digits - the last two digits in the fiscal year.
(1) letter - identifies the complaint type (M-Merit)
(5) digits - your Business Unit (Agency Number).  You will need to use the PeopleSoft Business Unit!
(4) digits - assign the next sequential number.  (It will be important to keep a log of the sequential numbers at your facility).


	Step
	Action

	11.  
	If a complaint reaches Step 4 of the Merit Complaint process, the Assigned To field refers to the SPD Employee Relations Specialist assigned to the merit complaint. 

Leave this field blank!
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	Note:  The Business Unit and Department fields will automatically populate after the Employee ID number is entered.


	Step
	Action

	12.  
	Click the SOI Grievance Class drop-down menu [image: image9.png]


 button.

	13.  
	Select Merit [image: image10.png]Merit



 from the list of values.

	14.  
	Click in the Grievance Date field.

Note: The Grievance Date field defaults to the current date. To change the date, highlight the current value and type in the desired date.

	15.  
	Enter the date the complaint was originally filed into the Grievance Date field. 

	16.  
	Press the [Tab] key.

	17.  
	To add the type of grievance, enter the number or click the Type Magnifying Glass [image: image11.png]


 button.
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	A list of the Grievance Type Codes is available on the SPD PeopleSoft HR Training Program website:  http://www.in.gov/spd/2367.htm  (Please copy and paste the link into  the Internet Explorer web browser)

The supplement is located in the Work Instructions section under Labor Administration.


	Step
	Action

	18.  
	Select an entry in the Grievance Type or Description column.

	19.  
	Click in the Description field.

	20.  
	Enter the description of the complaint into the Description field. 

	21.  
	Click in the Contract Ref: field.

	22.  
	Enter the specific merit rule cited on the complaint form into the Contract Ref field. 

	23.  
	The Status field retains the Pending [image: image13.png]Pending




 value for all new complaints until the complaint is dismissed, settled, or withdrawn.

	24.  
	Click the SOI Grievance Step [image: image14.png]50| Grievance Step |



 tab.


 

	Step
	Action

	25.  
	To add the grievance step, enter the grievance step code number or click the Grievance Step Magnifying Glass [image: image15.png]


 button.


	[image: image16.png]



	A list of the Grievance Step Codes is available on the SPD PeopleSoft HR Training Program website:  http://www.in.gov/spd/2367.htm  (Please copy and paste the link into  the Internet Explorer web browser)

The supplement is located in the Work Instructions section under Labor Administration.


	Step
	Action

	26.  
	Select an entry in the Grievance Step or Description column.

	27.  
	The Effective Date field refers to the date the action is effective; in other works, the date the merit complaint was filed at that step. This will default to the current date, which may not be the date the action occurred. To change the date, highlight the current value and type in the desired date.

	28.  
	Enter the date the merit complaint was filed at that step into the Effective Date field. 

	29.  
	In the event of multiple steps occurring on the same day, use the Effective Sequence field to note the sequence of the steps. 

Insert a row to add the second event, using the same effective date, and enter 01 in the Effective Sequence field. Continue adding rows and increasing the sequence number as each event occurs.

	30.  
	Click in the Action Date field.

	31.  
	Enter the date the grievance step record is being updated into the Action Date field. 
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	The Resolution Date refers to the date when the grievance/complaint is settled or denied. 


	Step
	Action

	32.  
	Click in the Name field.

	33.  
	Enter the name of the SPD Employee Relations Specialist with whom the complaint will be discussed into the Name field. (If unknown, this field may be updated at a later date.)

	34.  
	Enter any comments that are applicable to the grievance.
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	The Comment field is used to record pertinent details of the complaint meeting, such as proposed outcomes, etc.  


	Step
	Action

	35.  
	Click the Save [image: image19.png]


 button.

	36.  
	A PeopleSoft Grievance ID number is now assigned to the PeopleSoft record. 

Remember to record the SOI Grievance ID number assigned to this record. It may be a good idea to also record the PeopleSoft Grievance ID number on the top of the complaint form for easy recall.

If an error is made in a saved record and needs correction, contact the State Personnel Department Employee Relations division.

	37.  
	Congratulations! You have successfully entered a new complaint.

End of Procedure.
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