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Record Additional Steps to an Existing Complaint
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Prompt:

Additional steps need to be recorded into an existing merit 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 update an existing merit complaint.
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

After decisions are made at each step of the complaint process, the record should be updated to note the outcome. 

	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]reivance Infor Sol




 link.

	4.  
	Enter the PeopleSoft grievance id number into the Grievance ID field. 

	5.  
	Click the Search [image: image4.png]Search



 button.

	6.  
	Click the SOI Grievance Step [image: image5.png]50| Grievance Step



 tab.

	7.  
	Click the Add a new row [image: image6.png]


 button.

	8.  
	Click in the Grievance Step field.

	9.  
	Enter the new merit step code into the Grievance Step field. 

	10.  
	Click in the Effective Date field.

	11.  
	Enter the effective date of the grievance step into the Effective Date field. 

	12.  
	Click in the Resolution Date field.

	13.  
	Enter the date the grievance was resolved into the Resolution Date field. 

	14.  
	Press the [Tab] key.

	15.  
	If the complaint is at Step 4, confirm the name of the SPD Employee Relations Specialist in the Name field is correct. 

	16.  
	Press the [Tab] key.

	17.  
	Enter the resolution comments into the Comment field. 

	18.  
	Click the Save [image: image7.png]


 button.

	19.  
	Congratulations! You have successfully recorded additional steps to an existing complaint.

End of Procedure.
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