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Introduction

Executive Order 05-14 rescinded prior executive orders pertaining to collective bargaining units
and union settlements. As a result, the utilization of the PeopleSoft Labor module has also
changed. While the word grievances is continued to be used on several panels, this term will now
reference merit complaints until programming changes are made to the module.

Agencies/facilities should enter all complaints resolved at the agency level. The State Personnel
Department’s Employee Relations staff will enter all complaints resolved by State Personnel.
Questions regarding complaint entry should be directed to Cathy Bird (cabird@spd.in.gov).

Enter a New Complaint
Enter a New Complaint
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.

= Employee-facing registry content - Microsoft Internet Explorer IZHE\['SZ\
2e

File Edit View Favortes Toolks Help A

eﬁatk > ] \ﬂ @ :] /\,-\JSEarEh ‘i&fFamntes 8 2 T/’ = - 33
address €] httpsidevhi qmis.n. gov/psplhrup2/EMPLOYEEJHRIMS]h/7tsb=DEFALLT v B ks ?
Pe Ople SOft s ioridist | Mutichann

Sign ou
Personalize Content| Layout Help
Menu ]

Search:
®

[+ My Favorites

[ Self Service

> Manager Self Service

[ Recruiting

[-Workforce Administration

[ Benefits

[ Compensation

[+ Stock

[> Time and Lakor

[ Payrall for North America

[ Global Payroll & Absence Momt
[ Payrall Interface

> Workforce Dewelopment

> Organizational Development
> Enterprise Learning

[ Workforce Manitoring

[ Pension

> Campus Cammunity

> Gtudent Recruiting

[ Student Admissions

[+ Records and Enroliment y
> Curriculum Management
[+ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[ SetUp HRMS

[ BetUp BACR

[ Enterprise Companents
[ Worklist

- Application Diagnostics

&) Dane @ Trusted sites

(9

2 Emplo:
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Step

Action

1.

Click the Workforce Administration [ #orkforce Administration| |jnk,

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

2l Base Navigation Page - Microsoft Internet Explorer

File Edit Wiew Favorites

Tools

Help

Qe - © (%] B @) PO sach Foramies €8 (- i @ -

PeopleSoft.

[ Personal Information
[ Job Infarmation
I Global Assignments
[ Headcount FPS
I Labor Administration
[+ Absence and Vacation
[ Leave Administration USF
[ Bengfit Information NLD
[ Flexible Service EG
[ Tenure FPS
[ Collective Processes
[ Self Service Transactions
I- Wiorkforce Reports
[+ Benefits
[» Compensation
[+ Stock
[> Time and Labar
[ Payroll for Morth America
> Global Payroll & Absence
Marmt
> Payrall Interface
I Warkfarce Development
[ Organizational Developrment
I Enterprise Learming
[ Warkforce Monitoring
[> Pension
> Campus Community
[ Student Recruiting
[+ Student Admissions
[» Records and Enrollment
> Curriculum Managerment
[> Financial Aid
[> Student Financials
I Academic Advising

I et bay Dalmtinne

~

ﬁ Workforce Administration

Address \:ej http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRIMS s/ WEBLIB_PTPP_SC.HOMEPAGE . FieldFormula, IScript_AppHF?pt_frame=HC_WORKFORCE_ADMINISTRATIONEFolds v Go

Links >

Eciit "Wyinrkfiorce Addministration” Folder

Hire employess, add non-employess, maintain personal and job dats, administer global assignments, labor relations, shsence and vacation.

Personal Infor on

Mairitain information about & person

regardless of Jobs.

[l 4dd a Person

ElModity & Person

ElPerson Organizational Summary.
8 More

4

leadcount FPS
Contains pages o set up the headoount
management system (define CAECS, Finance
Act and budget lines), manage the
commitment accourting entity (sllocation,
deallocation, stamps), and calculate the
weerkforce
CiManage CAE
[Cigalculate Headoount
[CIReview Headcount

Mare:

4

Leave Administration USF
US Federal Leave Administration

[CiManage Leave Information
CiReports

4

Ten
Contains pates o calculsts tenure dates,

Joh
ﬁ Mairtain information akout @ persan tisd to &
specific joh record
[l ok Data
[ElReview Staffing Assignmerts
[ £d Emplovment Instance
55 More

Labor Admini
Administer worktorce agresmerts, layatts,
recalls and discipinary actions.
[E=Uinion Workioree Mot Certer
[Cy¥age Progression
[iLayafts and Recals
10 More..

ﬁ Benefit Information NLD

Administer acddtional benefit and salary
information for employees in The Netherlands:
in ordler to collect the information you need to
pass to external payroll products for further
processing,
[CMaintein General Information
[CiEnrall in Biensfits
[ &ssign Earnings and Deductions

2More:

K[ Collective Processes
Pracesses that affect multipls people

P

2

Global Assignments

Track assignment date; Maintain assignes
qualifications, educational alowances and
other sducation related information
[CiTrack Assignmert

[ Assionee Gualifications

[CIEducational Allowances

Absence and Vacation
Idertifies absence and vacation, including
specific types of leave. Ak allows working
time moritoring
[ Irack Absence History
[icrests Vacation Schedule
[ &bsence Reports
3 More:

Flexible Service EG
Mairtain flexible service rules; Calculats and
print employee service data.
ElDefine Service Rules
ElFlesible Service
=] ervice History.
7 More..

Self Service sactions
Administer Self Service workfiow

~

] javascript:Select’HC_WORKFORCE_ADMINISTRATION',"hitps{devhr. gris

.gov/psc[hrup2 {EMPLOVEE/HRMS/s/WEBLIE_PT_NAV.ISCRIPTL Fiel

@ Trusted sites

Action

Click the Labor Administration [ Lakor Administration | |jnk,

Click the Grievances Information - SOI [Greivance information - SOI| |ink,
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A Record Grievances - Microsoft Internet Explorer

File Edic View Favorites Todks

Help

@aack - Q B @ ;h pSEarch s‘:\?Favnntas & t':gv ; w - 33

PeopleSoft.
Menw &

Search:
®

[= Mty Favarites

[» Self Service

> Manager Self Service

> Recruiting

= Wiorkforce Administration
[ Pergonal Information
[ Job Information
= Labar Administration

[ Reporte
— Record Disciplinary
Actions

S0l
[+ Absence and Wacation
[ Workforce Reports
[» Bengfits
> Compensation
> Payrall Interface
> Warkfarce Development
[» Organizational Development
> Enterprise Learning
[> Set Up HRMS
[ Worklist
> Repaorting Tools
I PeopleTools
— Careers
— Change Ny Password
— hiy Personalizations
— by Swstern Profile
— by Dictionary

Record Grievances

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value
Grievance ID: | begins with v |
Grievance Type:| begins with v” Q
Status: B v v/
Filed By: = v | v \
EmpliD: beging with Q
Union Code: begins with v | Q
Contact Name: | begins with + |
[ case Sensitive
Search | Clear ‘ Basic Search B Save Search Criteria

Find an Existing Yalue | Add a New Valug

auddress ] hitps:{hr. g n. Govp<p hrpr Y EMPLOVEEHRMS{< MANAGE _LABOR,_RELATIONS_{GEL), GRIEVANCES. GBL?FolderP ath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMI ¥ Go

Mew Window | Help |

Links >

=1

€

>

Inb

S @ Internet

Action

Click the Add a New Value L2

| tab.

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

Click the Add button.
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2l Greivance Information - SOI - Microsoft Internet Explorer |;HE‘E‘
Fle Edt ‘iew Favortes Tooks Help [

h
Qe - © - [x] @ @) POsach Foramies €8 (- i @ - B

Address \:ej http:fjclevhr gris. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_GRIEVNC_PNLG.GEL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION,F ¥ Go  Links >

PeopleSoft.

= Labor Administration & Mew Window | Help | Customize Pane | 5,
> Wage Pragressian
[» Lavoffs and Recalls
[ Reports

— Union Warkioree Morot .
Center Grievance ID: n0gooonoon

— Becord Discinlinary liq
acliong Employee ID:

— Record Disciplinary . ,7
ActionslUSF Union Code: Q S0 Grievance Number:

— Record Grigvances
— Record Megotiahility Assigned To:l S0l Grievance Class:
AppeallUSFE
— Review by Job Chance il Unit: Q Department. Q
Beguest
—Job Change Reguest
Approval
— WG Autornatic Approval

‘Grievance Date: 0212512008 [H ‘Type: Q

‘Description:

[+ Absence and Wacation -
[ Leawe Administration USF Contract Ref: |

EEE:&REEEHE?E%NLD "Status: "Status Date: ,W
[ Tenure FPS
I- Collestive Processes EE ‘ [=] otify ‘ | = Nexttab | ExAdd UpdmeJDisp\sy‘ 2] Include History ‘ ¥ Correct History
[> Self Service Transactions
I Warkforce Reports S0l Grievances | S0| Grievance Step
[> Benefits
> Compensation
[> Stock
[> Time and Lakar
[ Payroll for Morth America
> Global Payrall & Absence -

&] Done @ Trusted sites

i - g = - o - = . ¥ .
+g start E T E Out... el - /3 Greivance , = Upk27 on 'gmisappdd. .. = M* tsopm

Step

Action

Enter the employee id of the employee filing the grievance into the Employee 1D
field.

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

Press the [Tab] key.

Click in the SOl Grievance Number field.

10.

Enter the correctly formatted grievance number into the SOl Grievance Number
field.

f;) To formulate the SOI Grievance Number follow the sequence below:

(2) digits - the last two digits in the fiscal year.

(2) 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).

(Example: 08-M-00070-0088)

Page 4
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Step | Action

11. | If acomplaint 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!

Note: The Business Unit and Department fields will automatically
populate after the Employee 1D number is entered.

Step Action

12. | Click the SOI Grievance Class drop-down menu =21 button.

13. Select 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
button.

@ A list of the Grievance Type Codes is in the appendix of this manual.

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 Merit rules into the Contract Ref field.

23. | The Status field retains the Pending value for all new complaints until
the complaint is dismissed, settled, or withdrawn.

24. | Click the SOI Grievance Step L 1l tab.
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2l Greivance Information - SOI - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] @] (0 POseach §lgravaries &

- & -3

EEX
[

i

PeopleSoft.

= Labar Administration ~
> Wage Pragressian
[» Lavoffs and Recalls

S0l Grievance Step

Address \:ej http:fjclevhr gris. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_GRIEVNC_PNLG.GEL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION,F ¥ Go

Links >

Mew Window | Help | Customize Pane | 5,

[ Reports

— Union Warkioree Morot
Centet

| Grievance ID: 0000000000 Grievance Date:

02/01/2008

— Becord Disciplinar

Status:  Pending

Actiong [

Grievance Type:

Demotion

— Record Disciplinary
ActionsUSFE

— Record Grigvances

— Record Megotiability
AppeallUSFE

— Review by Jab Change

“Grievance| Q
Step:
02/25/2008 [

'Effective Date:
02/25/2008 [

Beguest

—Job Change Reguest
Approval

— WG Autoratic Aparoval

"Action Date:

—

Effective
Sequence:

Resolution Date: ]

First [ 1o 1 [M Last

FHE

Name: ‘

[+ Absence and Wacation
[ Leawe Administration USF ‘ ‘
[- Bengfit Information NLD
[ Flexible Service EG
[ Tenure FPS
[ Collgctive Processes
[> Self Service Transactions
[ Wiotkforce Reparts

[> Benefits

> Compensation

[> Stock

[> Time and Lakar

[ Payroll for Morth America

> Global Payrall & Absence -

Comment:

[ save ‘ [=] Watity ‘ (= Previous tah [EAcd Unuateﬂousplay| JE Includde History | [ Carrect History

50| Grievances | SO Grievance Step

&] Done @ Trusted sites

i start B Mt vsipm

= Upk27 on 'gmisappdd...

Step

Action

25.

To add the grievance step, enter the grievance step code number or click the
Grievance Step Magnifying Glass 4 button.

&

A list of the Grievance Step Codes is included in the appendix.

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 words, 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.

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

28.

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.

29.

Click in the Action Date field.

30.

Enter the date the grievance step record is being updated into the Action Date field.

Page 6
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9,

The Resolution Date refers to the date when the grievance/complaint is
settled or denied.

Step Action

31. | Click in the Name field.

32. | 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.)

33. | Click in the Comment field.

The Comment field is used to record pertinent details of the complaint
meeting, such as proposed outcomes, etc.
Step | Action

34. | Click the Save button.

35. | 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.

36. | End of Procedure.

Page 7







Training Guide ORACLE

Labor Administration — Merit Complaints v8.9

User Productivity Kit

Review an Existing Complaint

Review an Existing Complaint

Procedure

A Employee-facing registry content - Microsoft Internet Explorer

File Edit View Favorites Took  Help 2

eﬁatk - B @ b pSE.arch ‘i:(FavnntEs [ o) D/:zv ; w - 33
address €] httpsidevhi qmis.n. gov/psplhrup2/EMPLOYEEJHRIMS]h/7tsb=DEFALLT v s ks ?
PeopleSoft. —
Sion out

Personalize Content| Layout Help
Menu ]

Search:
®

[+ My Favorites

[ Self Service

> Manager Self Service

[ Recruiting

[-Workforce Administration

[ Benefits

[ Compensation

[+ Stock

[> Time and Lakor

[ Payrall for North America

[ Global Payroll & Absence Momt
[ Payrall Interface

> Workforce Dewelopment

> Organizational Development
> Enterprise Learning

[ Workforce Manitoring

[ Pension

> Campus Cammunity

> Gtudent Recruiting

[ Student Admissions

[+ Records and Enroliment N |
> Curriculum Management
[+ Financial Aid

[ Student Financials

> Academic Advising

[ Contributor Relations

[ SetUp HRMS

[ BetUp BACR

[ Enterprise Companents
[ Worklist

- Application Diagnostics

(3

&) Dane & Trusted sites
S

Step

Action

Click the Workforce Administration [ Warkfarce Administration] |ink.
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3 Base Navigation Page - Microsoft Internet Explorer

Edit

File Wiew Favorites  Tools

Help

Qe - () @ @ \\ O search \;EJFavuntes @ a- :;_ # -~ 3

PeopleSoft.

[ Personal Information
[ Job Infarmation
I Global Assignments
[ Headcount FPS
I Labor Administration
[+ Absence and Vacation
[ Leave Administration USF
[ Bengfit Information NLD
[ Flexible Service EG
[ Tenure FPS
[ Collective Processes
[ Self Service Transactions
I- Wiorkforce Reports
[+ Benefits
[» Compensation
[+ Stock
[> Time and Labar
[ Payroll for Morth America
> Global Payroll & Absence
Marmt
> Payrall Interface
I Warkfarce Development
[ Organizational Developrment
I Enterprise Learming
[ Warkforce Monitoring
[> Pension
> Campus Community
[ Student Recruiting
[+ Student Admissions
[» Records and Enrollment
> Curriculum Managerment
[> Financial Aid
[> Student Financials
I Academic Advising

I et bay Dalmtinne

~

ﬁ Workforce Administration

Hire employess, add non-employess, maintain personal and job dats, administer global assignments, labor relations, shsence and vacation.

ﬁ Personal Infor
Mairitain information about & person
regardless of Jobs.
[ElAdd & Person
ElModity & Person
ElPerson Organizational Summary.
8 More

Headcount FPS
Contains pages o set up the headoount

management system (define CAECS, Finance

Act and budget lines), manage the
commitment accourting entity (sllocation,
deallocation, stamps), and calculate the
weerkforce
CiManage CAE
[Cigalculate Headoount
[CIReview Headcount

2 Mare

K] Leave Administration USF

US Federal Leawve Acministration
[CiManage Leave Information
CiReports

Tel
Ki Contains pates to caiculats tenure dates,

ﬁ Job Informa
Mairtain information akout @ persan tisd to &

specific job recard
ElJob Data
FElReview Statfing Assigrmerts
=] 2oid Emplovment Instance

56 More

Labor Ad
Administer worktorce agresmerts, layatts,
recalls and discipinary actions.
[E=Uinion Workioree Mot Certer
[Cy¥age Progression
[iLayafts and Recals
10 More..

K] Benefit Info 1 NLD
Administer acdtional benefit and salary

information for employees in The Netherlands
in order to collect the information you need to
pass to external payrol products for further
Rrocessing.
Caintsin General Information
CIEnrol in Benefts
[ Assinn Earnings end Deductions

2 More:

Collective Processes
Frocesses that aftect multisls people

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRIMS s/ WEBLIB_PTPP_SC.HOMEPAGE . FieldFormula, IScript_AppHF?pt_frame=HC_WORKFORCE_ADMINISTRATIONEFolds v Go

P

2

Links >

[E3

Eciit "Wyinrkfiorce Addministration” Folder

Global Assignments

Track sssignment data; Mairtain assignes
qualifications, educational alowances and
other education related information

[ Track Assignmert

[ Assignee Qualificetions

[CIEducational Allowances

Absence and Vacation
Idertifies absence and vacation, including
specific types of leave. Ak allows working
time moritoring
[ Irack Absence History
[icrests Vacation Schedule
[ &bsence Reports
3 More:

Hlexible Service EG
Mairtain flexible service rules; Calculate and
print employee service data.
ElCefine Service Rules
ElFlesible Service
El3ervice History
7 More..

Self Service Transact
Administer Self Service workfiow b

@ Trusted sites

Action
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2l Greivance Information - SOI - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] @ @) POsach Joramies €8 (2 @ - B

Address \:ej http:fjclevhr grmis. in. gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_GRIEVNC_PNLG.GEL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.F ¥ Go  Links >

PeopleSoft.

= Labar Administration ~ NemedDWl el ‘
> Wage Progression B ew indow [ Heln | g

E ;e;\;u;r;sand Reralls SOl Grievances
— Union Warkforee Mot Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
Center
— Record Disciplinary Find an Existing Value
Actions
— Record Disciplinary
ActionsUSF Grievance ID: begins with |
— Record Grigvances 5 |
— Record Megotiability
AppealUSE Business Unit: | begins with |+ ||
— Review by Jab Change |
|
[
[

Type: beginswith

begins with |»
Beguest
—Job Change Reguest Status: = V|
Approval
— WG Autornatic Approval
— Disciplinary Actions Union Code: bepins with +

v|

EmpliD: begins with s

Q
Q

Contact Name: | begins with v ||

I> Absence and Yacation [include History [ correctHistory []Case Sensitive
[ Leawe Administration USF
EEE:F:R:%EHE?E%NLD Search ‘ Clear ‘ Basic Gearch (& Save Gearch Criteria
[ Tenure FPS
[ Collgctive Processes
[> Self Service Transactions
[ Wiotkforce Reparts

[> Benefits

> Compensation

[> Stock

[> Time and Lakar

[ Payroll for Morth America

> Global Payrall & Absence -

Find an Existing Yalue \ Add a New Value

&] Done @ Trusted sites
—

Step | Action

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

Users may utilize the Grievance ID, Business Unit, or EmplID fields to
locate a grievance record.

Step Action

5. Click the Search

button.
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Greivance Information - SO1

icrosoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Qe - © - [x] [@ @) POsach Foramies €8 (- i @ - B

PeopleSoft.

= Labar Administration
> Wage Pragressian
[» Lavoffs and Recalls
[ Reports

S0l Grievances

Address ‘@ http:fjclevhr gris. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_GRIEVNC_PNLG.GEL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION,F ¥ Go

Links >

NewWindow | Help | Customize Page | &

— Union Warkioree Morot
Centet

| Grievance ID:

0000011892

— Becord Discinlinary
Actions

— Record Disciplinary
ActionsUSFE

— Record Grigvances

Employee ID: hDDDD221654 Q

Union Cade: |10 @ BLI 00 - Exemipt

Gordon, Greg Alan

SO Grievance Number: |08-M-00070-0001

[
unie; (00004 G Senate

ozi01izoog [H

— Record Megotiability
AppeallUSFE

— Review by Jab Change
Beguest

—Job Change Reguest
Approval

Assigned T

"Grievance Date:

S0l Grievance Class:
Department 483001 QU gongpe
“Type: 010 L

Demation

— WG Autornatic Approval

— Disciplinary Actions Description:

Employee was demated unjustly and unfairly.

[+ Absence and Wacation

[ Leawe Administration USF
[- Bengfit Information NLD
[ Flexible Service EG

[ Tenure FPS

[ Collgctive Processes

[> Self Service Transactions

Contract Ref:

"Status:

B save

|MemRule 12 & SPD's Discipline Policy

S Returnto Sasrchl [=] Netity | EPrevious tab

“Status Date: |02/25/2008

lexttab | Bk HUpdsteDisplay nclude History orrect Histary
Mexttsb | [Eradd | Updsteispl Includle Hist Correct Hist

[ Wiotkforce Reparts

[> Benefits

> Compensation

[> Stock

[> Time and Lakar

[ Payroll for Morth America
> Global Payrall & Absence

S0 Grievances | S0 Grievance Step

|3

|~

&] Done
"ii start

@ Trusted sites

Action

Click the SOI Grievance Step |l

End of Procedure.
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Update an Existing Complaint

Record Additional Steps to an Existing Complaint

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

note the outcome.

Procedure

] Employee-facing registry content - Microsoft Internet Explorer

File Edit view Favortes Tools  Help

Back + €9 Y D sewth 57 Favaries ) 0 o w] v
@ ARPS P ® 2%

PeopleSoft.

Personalize Content | Layaut
Menu B B

Search:
®

[+ My Favorites

[+ Self Service

> Manager Self Service

> Recruiting

- Warkforce Administration
[> Benefits

[> Compensation

[ Stack

[ Time and Lahor

[ Payroll for North America
[ Global Payroll & Absence Mamt
[ Payrall Interface

> Workforce Dewelopment
> Organizational Development
[+ Enterprise Learning

> Workforce Monitoring

[ Pension

> Campus Cormrmunity

> Student Recruiting

[ Student Admissions

[ Records and Enraliment
> Curriculurm Management
[> Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

[> SetUp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

acres ] hitpsidevhr gmis.in. gov{psplhrup2/EMPLOYEEHRMS{hfTtab=DEFALLT v Do ks

Wiorkist | MultiChannel Acld

3

€] Dane
‘S start. @ ©

@ Trusted sites
=B M* 07 pm

Step Action

1. Click the Workforce Administration [ #orkfarce Administration] |jnk.
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A Base Navigation Page - Microsoft Internet Explorer

File Edit View Favorites Took  Help >
e Back () B @ ‘_\ p Search . ¢ Favorites {4} D/:‘{ - ;. = - 33
Address \@ http:fidevhr gmis.in. gov/psphrup2/EMPLOYEEHRMS s/ WEBLIB_PTPP_5C.HOMEPAGE. FieldFormula, T5cript_AppHP?pt_frame=HC_WORKFORCE_ADMINISTRATIONSFolds Links **
PeopleSoft.
~
[ Personal Information il
I Job Information ﬁ Workforce Administration Edit "Wioricforce Administration” Folder
I> Global Assignments
b Headeount FPS Hire employees, add non-employees, maintain personal and job data, administer globsl assignments, lahor refations, sbsence and vacation.
[ Labaor Administration ﬁ Personal Information ﬁmh Information ﬁ Global Assignments
I Absence and Vacation Maintain information about a person Mairtain informetion akout a person tied to a Track assignment date; Maintain assignes
I Leave Administration USF regardless of Jobs. specific job record qualifications, educational alewances and
I Benefit Information NLD =l 4dd & Person ElJob Data other education related information.
I Flexible Service EG Elpodify & Person =l Review Staffing Assionmerts [ Track Assignment
I Tenure FPS ElPerson Oreanizational Summary =) Add Emplovment Instance [ Assicnes Gualifications
I Callective Processes & More 55 More: [IEducational Alowances
E ﬁ;:;szg;l&w:mmm ﬁ Headcount FPS ﬁ Labor Adn T ﬁ] Absence and Vacation
Cortains pages to set up the headsount Administer workforce agresments, layoffs, Idertifies absence and vacation, including
[ Benefits managemert system (define CAECs, Finance recalls and discipinary actions. specific types of leave. Also allows working
[> Compensation Act and budget lines), manage the [nion Workforce Marmt Certer time monitoring
[» Btock commitment accounting ertity (allocation, [Cvae Procression [CaTrack Absence History
[> Time and Labar deallocation, stamps), and calculate the CiLavotts and Recals Cagreste Yacation Schedule
[ Payroll for Morth America workforce 10 More.. [ Absence Reports
[> Global Payroll & Absence CiManans CAE 3 More:
Mot [CCalculate Headeount
[> Payroll Interface [CiReview Headcount
[ Workfarce Develapment 2More...
E gr:?:%;:znizgﬁie:g\npment ﬁ eave A(Imlnislmllo_n_USF ﬁ Benefit IIllnlll! ion NLII_' ﬁ Fle_xil)_le Service EQ
I Wiarkfarce Monitoring US Federal Leave Administration Administer additional benefit and salary Mairtain flexible service rules; Calculate and
h [ Manags Leave Information information for employees in The Netherlands print employee service data
b Pension ClRapens e in ordler to collsct the information you nesd to ElDefine Service Rules
[> Campus Comrmunity pass to external payroll products for further [EIFlexible Service
[ Student Recruiting processing ElService History
[ Student Admissians [CiMaintain Genersl Information 7 hore:
[+ Records and Enroliment [C3Enrallin Bensfits
[» Cumiculum Managerment [ Assign Esrnings and Deductions
[» Financial Aid 2 More:
[+ Student Financials
1> Academic Advising ﬁ Tenure FPS ﬁ‘:olleam Processes ﬁ i sacti
B P ndvibistar Dalatiane b Cortains paces to caloulste tenure dates, Processes that affect multiple people Administer Self Service workflow b
&) Dane @ Trusted sites

start

Step | Action

2. Click the Labor Administration

3. Click the Grievance Information - SOI
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2l Greivance Information - SOI - Microsoft Internet Explorer

Fle Edt Yiew Favortes Tools Help [

Qe - () @ @ \\ S search ‘Slwt(FavuntEs @ a- :;_ # -~ 35

Address ‘@ http:fjclevhr griis. i, gov/pspfhrup2 EMPLOYEEIHRMSc/SOT_MENU,SOT_GRIEVNC_PNLG.GEL?PORTALPARAM_PTCNAY=SOI_GRIEVNC_PNLG_GBLBEOPP.SCNode=HRMSa v Go  Links >

PeopleSoft.

Sign out

= Labar Administration ~ NemedDWl el ‘
> Wage Progression | ew indow [ Heln | g

E ;e;\;u;r;sand Reralls SOl Grievances

— Union Warkforee Mot Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
Center

— Becord Disciplinary an Existing Value
Actions

— Record Disciplinary
ActionsUSF Grievance ID: | begins with

— Record Grigvances 5

— Record Megotiability
AppealUSF Business Unit: | begins with

— Review by Jab Change
Beguest

—Job Change Reguest Status: = V|
Approval

— WG Autornatic Approval

— Disciplinary Actions Union Code: bepins with +

~
Type: beginswith
v
v

hegins with

v|

EmpliD: begins with s

Q
Q

Contact Name: | begins with v ||

I Apsence and Vacation [include History [ correctHistory []Case Sensitive
[ Leawe Administration USF
EEE:F:R:%EHE?E%NLD Search ‘ Clear ‘ Basic Gearch (& Save Gearch Criteria
[ Tenure FPS
[ Collgctive Processes
[> Self Service Transactions
[ Wiotkforce Reparts

[> Benefits

> Compensation

[> Stock

[> Time and Lakar

[ Payroll for Morth America

> Global Payrall & Absence -

Find an Existing Yalue \ Add a New Value

€] javascript:Selecti"HC_LABOR _RELATIONS","http:f/devhr  amis.in.gowipsc/hrup2/EMPLOYEEHRMS{s{WEBLIE_PT_NAY ISCRIPT FieldFormula. @ Trusted sites

Step | Action

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

5| Click the Search button.
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Greivance Information - SO1

File Edit Wiew Favorites

icrosoft Internet Explorer

Tools  Help

Qe - () @ @ {h ) search *Favuntes @ a- E; -~ 35

PeopleSoft.

= Labar Administration

> Wage Pragressian

[» Lavoffs and Recalls

[ Reports

— Union Warkioree Morot
Center

— Becord Discinlinary
Actions

— Record Disciplinary
ActionsUSFE

— Record Grigvances

— Record Megotiability
AppeallUSFE

— Review by Jab Change

Address ‘@ http:fjclevhr grmis. i, gov/pspfhrup2 EMPLOYEEIHRMS/SOT_MENU,SOT_GRIEVNC_PNLG.GEL?PORTALPARAM_PTCNAY=SOI_GRIEVNC_PNLG_GBLBEOPP.SCNode=HRMSa ¥ Go

A NewWindow | Help | Customize Page | &

Links >

S0l Grievances

| Grievance ID:

0000011882 ‘
Employee ID: 10000321854 |G Gordon, Greg Alan

Union Code: (00 L BU 00 - Exempt SOl Grievance Number: |08-M-00070-0001

| S0l Grievance Class:

Assigned T

Beguest

—Job Change Reguest
Approval

— WG Autoratic Aparoval

— Disciplinary Actions

[+ Absence and Wacation

[ Leawe Administration USF
[- Bengfit Information NLD
[ Flexible Service EG

[ Tenure FPS

[ Collgctive Processes

[> Self Service Transactions
[ Wiotkforce Reparts

[> Benefits

> Compensation

[> Stock

[> Time and Lakar

[ Payroll for Morth America

> Global Payrall & Absence

unit: 00004 QU g Department 483001 QU g,
031012008 ) rype: 010 QL

Employee was demated unjustly and unfairly.

"Grievance Date: Demation

‘Description:

|MemRule 12 & SPD's Discipline Policy

S Returnto Sasrchl [=] Netity | EPrevious tab

Contract Ref:

"Status:

“Status Date: |02/25/2008

B save

Naxttshl Bk Add updateﬂmsplay| ] Includs History

7 Correct History

S0 Grievances | S0 Grievance Step

|3
|~

@ Trusted sites

Action

Click the SOI Grievance Step
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<A Greivance Information - SO - Microsoft Internet Explorer

File Edit View Favorites Toolks  Help

Qe - © - [¥] B & ) search Sz Favarkes 2) - ; W - 3

EF&
:'l

ORACLE’

= Labor Administration ~
I Wage Progression
I» Layoffs and Recalls

fiidress | @] hktp:}Jdevhr. gmis.in. gov psp]hrtrn/EMPLOVEE HRIMS/c/SOL_MENU.S01_GRIEVNC_PNLG. GEL?FolderPath=PORTAL_ROOT_OBJECT HC_WORKFORCE_ADMIMISTRATION. H( % Go

Links **

b Rrapotts [ B0I Grievances | SOI Grievance Step ',
- g”‘ut" Miorkiarce Momi i ID: 0000011876 Grievance Date: 050172007
enter
— Record Disciplinary
Actions Status:  Pending Grievance Type: Ferarmant
— Record Disciplinary
ActionsUSF

— Record Grievances

— Record Negotiability
AppealUSF

— Bleview My Jub Change
Reguest

—Job Change Request
Approval

0511142007 |5
0510142007
— WC Automatic Approval E]
plinary Actions

‘Grimnce Q

Meritf Denied @ Step 2
Step:

*Effective Date: EICELL)

Sequence:
Resolution Date: l:l

“Action Date:

ion -
Name: ‘

[ Absence and Yacation
Comment: ‘

[ Leave Administration USF
[> Benefit Information NLD

[ Flexible Service EG
[> Tenure FPS
[ Collective Processes

I Self Service Transactions
> Workforce Reports

[ Benefits

[ Compensation

[ Stock

b Time and Labar

> Payroll for North America

[> Global Payrall & Absence |

B save | ELRetumnto Search ‘ +[5] Previous in List | +[Z] Mext in List ‘ [=7] Moty ‘

Previous tab

50| Grievances | 301 Grievance Step

[Ex adel Update Display | ¥z ‘

[E# Correct History

&

"B ticrosoftE... | Attachmerts | B9 2 Microso.. -

@ Trusted sites

7 2 mteme..,  ~| € Snac

Action

Click the Add a new row button.

2, click the Show next row 1 button.

By adding a row, the system added record 2 of 2. If the record defaults to record 1 of

Click in the Grievance Step field.

10.

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

11. Click in the Effective Date field.

12.

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

13. Click in the Resolution Date field.

14.

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

15. | Press the [Tab] key.

16.
correct.

Confirm the name of the SPD Employee Relations Specialist in the Name field is

17. | Press the [Tab] key.

18.

Enter the resolution comments into the Comment field.

19. Click the Save button.

20. End of Procedure.
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Updating the Complaint Status

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.

Procedure

A Greivance Information - SOI - Microsoft Internet Explorer

File Edit view Favortes Tools Help .'l.'li

Qe - () B @ \;j pSearch \j}(Favontes & Bv :\,’, R §

Acdress | ] hitpu/ideshr.gmis.n. gov/pspfhrup2/EMPLOYEE/HRMS/c/SOL_MEN. SOI_GRIEVNC_PNLG.GBL7FolderPath=PORTAL_ROOT_OBIECT.HC_WORKFORCE_ADMIMISTRATION.F v | [ 6o Links

PeopleSoft.

=

bew window | Hela | B,

S0l Grievances
Enter any infarmation you have and click Search. Leave flelds blank for a listof all wvalues.

Find an Existing Value

Grievance ID: | begins with ||
Grievance Type:| begins with + ‘ Q
Business Unit: | heqgins with ‘
Department: begins with ‘
Status: = V‘ ‘ "‘
EmpliD: hegins with v || Q
Union Code: beging with \ Q
Contact Name: | begins with ||
[CJinciude History [Icorrect History []Case Sensitive
Search | Clear | Basic Search |5 Save Search Criteria
Find an Existing Value |Adn 2 Mew Yalue
&] Dore & Trusted sites

e
‘ystart. € = @ 7 [ @ mnbox- o ; on 'amis =@ [0 4damm

Action

Click in the Grievance ID field.

Enter the PeopleSoft grievance number into the Grievance ID field.

Click the Search button.
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2l Greivance Information - SOI - Microsoft Internet Explorer

File  Edit Favorites  Tooks  Help

Qe - () B @ (h ) search *Favuntes @ K- E; = -~ 3%

Address ‘@ http:fjclevhr gris. i, gov/pspfhrup2 EMPLOYEEIHRMSc/SOT_MENU,SOT_GRIEVNC_PNLG.GEL?FolderPath=PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION,F ¥ Go

PeopleSoft.

iet

Hioime:

=

NewWindow | Help | Customize Page | &

SOl Grievances

0000011892 |

Grievance ID:
Employee ID: hEIIJEIEI221554 Q Gordon,Greg Alan
Union Code: 00 |4 BU 00 - Exernpt SOl Grievance Number: 08-M-00070-0001
Assigned To: S0l Grievance Class:

Department 463001 Q Senate
Type: 110

Business Unit: 10004 | QL Senate
02012008 [5H

"Grievance Date: Demotion

‘Description: Employee was demaoted unjustly and unfairly.
Contract Ref: ‘Mem Rule 12 & SPD's Digcipline Policy
"Status: *Status Date: |02/25/2008

& save .QRaturr\mSear:hl ENuﬁfy| & Previous tab Nexttabl [ExAdd Updmamismsy| 2] Include Histary | B Correct History

501 Grievances | 301 Grievance Step

¥

Links >

@ Trusted sites

Action
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4 Greivance Information - SOI - Microsoft Internet Explorer

File Edit Wew Favorites Tools  Help

eﬁack > \ﬂ @ ;j fﬁJSearch s;n\?Favnntas &) [:.?;v :_,\', w - 3B

address | (&) hitp:fJdevhr. gris.in gov/psp Frtm EMPLOYEEJHRMS/c/SOT_MENU SO1_GRIEVNC_PMLG.GBL?FekderPath—PORTAL_ROOT_OBJECT.HC_WORKFORCE_ADMINISTRATION.H v | [£] Go

OCRACLE
>

{501 Grievances | SOI Grievance Step |

Grievance ID: 0000011684 Grievance Date: 0143172007

Status:  Pending Grievance Type: Perfarmanc

First [ 1 o o I Last

*orievance M43 |\ erit/ Denied @ Step 4
Step: i
‘Effective Date: | 0272712007 | if:i'l‘:ie

‘ActionDate:  |0173112007 |[5) Resolution Date: |02727/2007 31

Name: ‘Baxier‘Bruce
The investigation revealed that your appraisal was properly administered in 4
Comment: accaordance with guidelines established by the State Personnel Directorin -

Links >

Mew Window | Help | Custamize Page | om,

[& save | [\ Returnto Search | Hatify | Previous tain | [E Al | i Update/Display ‘ B [ Carrect History
201 Grievances | 0| Grievance Step
&) @ Trusted sites

& £ * | [@ Inbox - M. Microsoft ... W attachments | Q02 Micros.. - 70 2 Intern.. - O SnagltCa.. B €] = [0 4:03FM

Step Action

5. Click the Add a new row £l button.

6. By adding a row, the system created record 2 of 2. If the record does not default to

record 2 of 2, click the Show next row C button.

7. Click the Grievance Step Magnifying Glass [&] button.

Click an entry in the Grievance Step or Description columns.

Press the [Tab] key.

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 Action Date field.

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

14. | Press the [Tab] key.

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

16. Click in the Comment field.

17. Enter the resolution into the Comment field.

18. | Click the SOI Grievances I tab.
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A Greivance Information - 501 - Microsoft Internet Explorer

File

@Back @ \_) |ﬂ @ 7;} /:j Search ‘i:(Favorites @ EZ(- :;. ] - 'ﬁ

#iddress ] httpsjjdevhr.gmis. in.aovpspihtrn EMPLOYEE /HRMS c/SOI_MENU, 501_GRIEVNC_PHLG,GBL7FolderPath=PORTAL_ROOT_OBJECT HC_WORKFORCE_ADMIMISTRATION.H( ¥ | [E] G0 Liks ™

Wiew Favorites  Took  Help

ORACLE

E13

New Window | Heln | Custornize Page |n

[ SOl Grievances {501 Grisvance Step |

| Grievance 1D: 000000102 |

Employee ;| 1P000035085 QL spangler Ricky E
Union Code: Q BU 01 - Labar, S0l Grievance Number: l:l

Trades & Crafts
v
To: | HATFIELD BETH | S0l Grievance Class:

Business Unit: |20615 |2 poc Department| 169000 |2 pengieton Corr Fac
*Grievance Date: 10191998 [ Types[ 012 | press cose

*Description: UMNABLE TO WEAR EARRINGS TO WORK,
Contract Ref: |AHT‘CLES 714
‘Status: Settled w ‘Status Date: |04/28/2000 |30
B save | SiReturnto Ssarch | 1[2] Previous in List ‘ 4[] Mext in List | [=] mctify ‘ | (=5 Mext tab | Esadd | B UpsteDisplay | 2 [E# Correct History

501 Grievances | 301 Grievance Step

i4 start

&) Done

@ Trusted sites

-~ £ 7 Intern... > alt Ca. .. D 5 M 408 Pm

Step

Action

19.

Click the Status drop-down menu L= button.

20.

Select Settled from the list of values.

21.

Click in the Status Date field.

22.

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

23.

Click the Save button.

24.

End of Procedure.
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Appendices

Appendix A — Enter a New Complaint

Click the Workforce Administration [- orkiorce Administration] |ink .

Click the Labor Administration [> Labor Administration| |jnk.

3. Greivance Infarmation -
Click the Grievance Information - SOI 22 link.

4. | Click the Add a New Value EEEEIETRE tab,
Leave the Grievance ID field blank. The system will assign a PeopleSoft Grievance
ID number after the transaction is saved.

6. | Click the Add button.

7. Enter the employee id of the employee filing the grievance into the Employee 1D
field.
If the employee 1D number is not known, click on the magnifying glass to search for
the employee by name.
Press the [Tab] key.
Click in the SOI Grievance Number field.

10. | Enter the correctly formatted grievance number into the SOI Grievance Number
field. (Example: 08-M-00070-0088 — See page 4 for creation instructions)

11. | If acomplaint 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!

12. | Click the SOI Grievance Class drop-down menu button.

13. | Select 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
button.

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.
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22. | Enter the Merit Rules into the Contract Ref field.

23. | The Status field retains the Pending value for all new complaints until the complaint
is dismissed, settled, or withdrawn.

24. | Click the SOI Grievance Step L 1l tab.

25. | To add the grievance step, enter the grievance step code number or click the
Grievance Step Magnifying Glass [&] button.

26. | Selectan 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. | Inthe 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.

30. | Click in the Action Date field.

31. | Enter the date the grievance step record is being updated into the Action Date field.

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. | Click in the Comment field.

35| Click the Save button.

36. | A PeopleSoft Grievance ID number is now assigned to the PeopleSoft record.
Remember to record the SOI Grievance 1D number assigned to this record. It may be a
good idea to also record the PeopleSoft Grievance 1D 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. | End of Procedure.
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Appendix B — Review an Existing Complaint

Click the Workforce Administration [ Warkfarce Adrministration] |jnk.

Click the Labor Administration [ Laber Administration] |jnk.

Greivance Information -
Click the Grievance Information - SOI E2 link.

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

Click the Search button.

Click the SOI Grievance Step & | tab.

N|o| g s

End of Procedure.
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Appendix C — Record Additional Step in an Existing Complaint

1. Click the Workforce Administration [ Warkiarce Administration| [ink.

2. Click the Labor Administration Labor Administration] |jnk,

3. Click the Grievance Information - SOI [Ereivance information - SO1 |jnk.,

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

5. Click the Search button.

6. Click the SOI Grievance Step | 1 tab.

7. Click the Add a new row l£l| button.

8. By adding a row, the system added record 2 of 2. If the record defaults to record 1 of
2, click the Show next row I button.

9. Click in the Grievance Step field.

10. | Enter the new merit step code into the Grievance Step field.

11. | Click in the Effective Date field.

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

13. | Click in the Resolution Date field.

14. | Enter the date the grievance was resolved into the Resolution Date field.

15. | Press the [Tab] key.

16. | Confirm the name of the SPD Employee Relations Specialist in the Name field is
correct.

17. | Press the [Tab] key.

18. | Enter the resolution comments into the Comment field.

19. | Click the Save button.

20. | End of Procedure.
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Appendix D — Updating the Complaint Status

1. Click in the Grievance ID field.
2. Enter the PeopleSoft grievance number into the Grievance ID field.
3. Click the Search button.
4, Click the SOI Grievance Step | 1 tab.
5. Click the Add a new row =] button.
6. By adding a row, the system created record 2 of 2. If the record does not default to
record 2 of 2, click the Show next row 1 button.
7. Click the Grievance Step Magnifying Glass [&] button.
Click an entry in the Grievance Step or Description columns.
Press the [Tab] key.
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 Action Date field.
13. | Enter the action date of the grievance step into the Action Date field.
14. | Press the [Tab] key.
15. | Enter the resolution date of the grievance step into the Resolution Date field.
16. | Click in the Comment field.
17. | Enter the resolution into the Comment field.
18. | Click the SOI Grievances tab.
19. | Click the Status drop-down menu =21 button.
20. | Select Settled from the list of values.
21. | Click in the Status Date field.
22. | Enter the grievance status change date into the Status Date field.
23. | Click the Save button.
24. | End of Procedure.
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Appendix E — Grievance Type Codes

Grievance Description

Grievance Description Type

Type

001 Accrual Date/Days 044 Nepotism

002 Backpay 045 Off-Duty Misconduct

003 Break/Lunch Periods/Areas 046 Other

004 Classification 047 Overtime

005 Comp Time 048 Parking

006 Conduct of Management 049 Patient Abuse

007 Contents/Access Personnel 050 Performance Appraisal
File

008 Counseling 051 Personal Leave

009 Damage of State Property 052 Policies/Rules

010 Demotion 053 Possession/Use of Intoxicants

011 Disability Leave 054 Pre-Dep Process

014 Disclosure of Information 055 Promotion Denial

015 Discourtesy 057 Rep in lieu of suspension

016 Discrimination 058 Reprimand

017 Dismissal 059 Return to Status

018 Disparate Treatment 060 Salary/Pay

019 Dress Code 062 Sexual Harassment

020 Drug/Alcohol Testing 063 Sick leave

021 EAP 064 Sleeping/Loafing

022 Emergency Conditions Leave 065 Smoking Policy

023 Fact File 066 Suspension

024 Fighting 067 Theft/Dishonesty/Gambling

025 Fitness for duty/Restrictions 068 Time Abuse

026 Flextime/Schedule Adj. 069 Trafficking

027 FMLA 070 Training

028 Funeral Leave 071 Transfer

029 Grievance Procedure 072 Travel Reimbursement

030 Harassment 073 UL Time

031 Health & Safety 078 Vacation Leave

032 Holiday 079 Work Assignment

033 Hostage Leave 080 Work Improvement Plan

034 Hours of Work 081 Work/Shift Schedule

035 Housing at State Facility 082 Workers Comp

036 Inappropriate Conduct 083 Working out of class

037 Insubordination 084 Hostile Work Environment

038 Insurance Benefits 085 Staffing

039 Interview/Selection Process 086 Minimum Quals

040 Involuntary Resignation 087 Insubordinate Behavior

041 Job Bank/Process

042 Layoff

043 Military Leave
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Appendix E — Grievance Step Codes

DO NOT use these codes: USE THESE CODES:

Grievance Description
Grievance Description Step

Step

M10 Merit-Step 1/Supervisor

|

M23 Merit/Settled at Step 2

|

M31 Merit/Settled at Step 3

|

M33 Merit/Denied at Step 3

M41 Merit/ Settled at Step 4

|

M43 Merit/Denied at Step 4

|

M45 Merit/Step 4/Davenport

|

47 Merit/Step 4/Miller

Més  Mewswepdcmil

M49 Merit/Step 4/Butler

|

M51 SEAC Scheduling Order

M53 SEAC/Status/Settlement
Confer

M55 SEAC Hearing

M57 SEAC/Final Order
"MED  Mediaton
OTH Other
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