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Updating the Complaint Status
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Prompt:

The complaint status on an existing merit complaint needs to be updated.
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 status.
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

The status should be changed if the complaint has been settled. When a complaint is denied it is possible for the complainant to continue the process up to arbitration. Therefore, all denied complaints should remain pending until it is withdrawn or settled.

	Step
	Action

	1.  
	Click in the Grievance ID field.

	2.  
	Enter the PeopleSoft grievance number into the Grievance ID field. 

	3.  
	Click the Search [image: image1.png]Search



 button.

	4.  
	Click the SOI Grievance Step [image: image2.png]50| Grievance Step



 tab.

	5.  
	Click the Add a new row [image: image3.png]


 button.

	6.  
	Click the Grievance Step Magnifying Glass [image: image4.png]


 button.

	7.  
	Click an entry in the Grievance Step or Description columns.

	8.  
	Press the [Tab] key.

	9.  
	Click in the Effective Date field.

	10.  
	Enter the effective date of the grievance step into the Effective Date field. 

	11.  
	Click in the Action Date field.

	12.  
	Enter the action date of the grievance step into the Action Date field. 

	13.  
	Press the [Tab] key.

	14.  
	Enter the resolution date of the grievance step into the Resolution Date field. 

	15.  
	Click in the Comment field.

	16.  
	Enter the resolution into the Comment field. 

	17.  
	Click the SOI Grievances [image: image5.png][ SOl Grievances



 tab.

	18.  
	Click the Status drop-down menu [image: image6.png]


 button.

	19.  
	Select Settled [image: image7.png]Settled



 from the list of values.

	20.  
	Click in the Status Date field.

	21.  
	Enter the grievance status change date into the Status Date field. 

	22.  
	Click the Save [image: image8.png]


 button.

	23.  
	Congratulations! You have successfully updated the complaint status.

End of Procedure.
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