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Review an Existing Complaint
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Prompt:

There is a need to review a merit complaint for investigation purposes and/or to see if a complaint already exists in the PeopleSoft system prior to entering a new complaint.
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 confirm and review existing merit complaints 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

It is necessary to review existing complaints:

· to see if a complaint being made by a merit employee is already in the system or;

· as an information gathering tool during an investigation.

	Step
	Action

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



 link.

	2.  
	Click the Labor Administration [image: image2.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: image3.png]


 link.

	4.  
	Enter the PeopleSoft grievance id number into the Grievance ID field. 
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	Users may utilize the Grievance ID, Business Unit, or EmplID fields to locate a grievance record.  


	Step
	Action

	5.  
	Click the Search [image: image5.png]Search



 button.

	6.  
	Click the SOI Grievance Step [image: image6.png]| SOl Grievance Step



 tab to finish reviewing the complaint.

	7.  
	Congratulations! You have successfully reviewed an existing complaint.

End of Procedure.
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