CREATE/MAINTAIN GRIEVANCES [ pa
JoB AID PER-7 | TRANSACTION CODE PA30

The purpose of this job aid is to explain the Create/Maintain Grievance transactions which are used to
document an employee grievance. Grievance information should be entered as instances occur so that the

system

is current.

Infotypes that currently exist for the employee accessed are identified by green check marks to the right of
the infotype descriptions.

An overview of the process contains some or all of the following steps:

The Employee identifies a violation of Policy/Procedure and discusses with management.

The Agency Representative/Management with the input from the Grievance Maintainer makes a
decision to deny or settle the issue.

The Agency Representative/Grievance Maintainer issues decision to the Employee.
The Grievance Maintainer enters the appropriate information into Integrated HR/Payroll System.

The Employee receives Management decision on the grievance and decides whether or not to
continue.

The Agency Representative Grievance Maintainer monitors the Grievance progress until required
submission to Mediation or Appeals Court.

The Mediation/Appeals Court issues the final decision/step in the Grievance process.

The Grievance Maintainer — closes grievances as appropriate and updates the Employee record in the
Integrated HR/Payroll System.
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Job Aid PER-7 — Create/Maintain Grievances

Maintain HR Master Data
O« D@ &2

&|[=]I[&] 153 EY
Object manager scenario: EMPLOYEE
e @i} Person

« [l colective search help

« [l search Term

« [l Free search

Persannel no.

2. Enter the Infotype and the Subtype (Sty).

" Basic Personal Data |' Payroll " Benefits | Time | Addtl. Personal Data | P... |I||§
Infotype text 5. Period
Actions ~ || ®Period
Organizational Assignment h From To
Personal Data () Today O Curr.week
Addresses Al () Current month
Planned Working Time (O)From curr.date () Last week
Basic Pay (O To Current Date (O Last month
Family Member/Dependents (") Current Period () Current Year
-8 Residence Status = |E| Choose
Additional Personal Data -
Direct selection
Infotype STy
1. Enter the Personnel number in the Personnel no. field and click the Enter & button.
Maintain HR Master Data
O ¢ O @ 2
E ¥ | Persannel no. BO0E1243
Ohjec... | Mame Jimmy Smithe1
i @}PE EEGroup [ SPA Employees FPerss 4601 Cultural Resources
* % EESuboroup [#1 FT M-FLSADT Perm Costs (4627500000 GRAVEYARD OF TH..
- [ : _ —
Basic Personal Data | Payroll - Benefits - Time . Addfl. Personal Data - f =]
i Infotype tent 5. Period
Actions o (¢ Period
Crganizational Assignment o Fram To
Fersonal Data o Today “Icurrweek
Addresses o Al " Ccurrent manth
Planned Warking Time L4 “)From curr.date “)Lastweek
Basic Pay v “)To Current Date "I Last month
Family MemberiDependents ) Current Perind "I Current Year
l-9 Residence Status v . |'E| Choose
Additional Personal Data o -
Direct selection
Infotype 102 sTy |l
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Job Aid PER-7 — Create/Maintain Grievances

3. Click the Create E button.

Create Grievances NA (0102)
H B2

= ||=» | Personnel Mo
Ohjec... || EEGroup )
- @9 Pe| EESUbgroup (A1
) H Start
- [H
- [H

gERE1 243
SPA Employees

FT N-FLSACT Ferm
HE/OFS2011) to

Mame

Grievance data

Subtype 1
4« » || Reason 04|
Grievance number

Date entered

Supervisor

Status

Tirme fram
Resolved at
Result

Estimated costs UsD

4. Complete the following fields and click Enter.

e Start (date)

Jimmy Smithi1

PersA (4601 Cultural Resources
Statu
124317499499

Active

Grievance - 3 step no mediation

Date settled

e Reason
(1 The start date is when the Grievance process began. When records are
. created, they are assigned a “Start Date.” Because the end dates are not
Information

to apply the actual “End Date.”

typically known, SAP automatically applies an end date of 12/31/9999.
Once the actual “End Date” is known, the record is maintained (delimited)

You can use the matchcode to find the desired reason.
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Job Aid PER-7 — Create/Maintain Grievances

Lock/unlock Shift+F12
Maintain text Fo

Cancel F12
5. Click Edit > Maintain text on the toolbar at the top of the screen.

Infotype Text

) e [ ([@E)E)

Enter appropriate comments here |

6. Enter appropriate text in the Infotype Text box that is displayed. (Don’t forget to Save your

comments.)
"ér;] Click in the body of the text field and add the appropriate text. The
Information various application buttons above the text area will allow additional
text to be imported/pasted, etc.
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Job Aid PER-7 — Create/Maintain Grievances

Create Grievances NA (0102)

/‘1: :II: 3
Objec...
~ @ Pe

- [
- [
-

o

B &

Persaonnel Ma
EEGroup A

EESubgroup | A1

Start

Grievance data
Subtype
Reason

Bo0D1243 Marre Jimmy Smithod
SPA Employess PersA (4601 Cultural Resources
FT M-FLSACQT Perm Statu  Active

E/OT/2011] to 12431749999

1 Grievance - 3 step no mediation
04|  DA- Dismissal

Grievance numher

Ciate entered

(6072011

Supervisor 20081283 Jesusa Servais0l

Status

Tirme fram 501 Initial Filing

Resolved at

Result Date settled
Estimated costs Ush

Note that the screen now displays an icon indicating that there are comments attached to this record.

Complete the following fields, then click Enter and Save.

e Date Entered

e Supervisor

e Time from
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Job Aid PER-7 — Create/Maintain Grievances

Create Monitoring of Tasks {0019)

=W

Personnel Mo |20001243 Marme dimmy SmithEt

EEGraup L) SPA Employvees Persh [4601 Cultural Resources

EESubgroup &1 FT M-FLSAOT Perm Statu  Active

Task

Task Type 05 Days -

Date of Task HEAT 42011 Processing indicatar Meww tashk -
Reminder

Reminder Date

Leadifollow-up time For specific task type -

Comments

Follaow up with Mr. Servais

8. Complete the following fields, then click Enter and Save.

e Task Type
e Date of Task
e Processing Indicator

e Comments

NOTE: Create a Monitoring of task during each step as a reminder to maintain the IT0102

. Use dates
from OSHR or OSHR-Approved Agency Policy.
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Job Aid PER-7 — Create/Maintain Grievances

Maintain HR Master Data
Oz eDlaT 2

Personnel no.
[Hame Jimmy Smith0l
EEGroup 2 SP& Employees PersA 4801 Cultural Resources
EESubgroup 11 FT N-FLSADT Perm CostC |4627500000| GRAVEYARD OF TH..
/Ba;ic Personal Data } Payral " Benefits | Time ° Addtl Personal Data - P... D=
Infotype text :.. Period
Actions o = || (=) Period
Organizational Assignment W T From ] To
Personal Data U ) Today O curr.week
Addresses o DAl () Current manth
Planned Working Time v ") From curr.date () Last week
Basic Pay v ) To Current Date ()Last month
Famiy Member/Dependents () Current Period () Current Year
I-9 Residence Status ¥ . I@ Choose
Additional Personal Data v -
Direct selection
Infotype Grievances MA STy 1 | Grievance - 3 step no mediati..
"é) The infotypes have been created. Review via PA20 to ensure accuracy.

Information

9. Click the Back button.
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Job Aid PER-7 — Create/Maintain Grievances

TO MAINTAIN THE GRIEVANCE:

SAP Easy Access
M & #HE 7 v a

v [ Favarites
= = SAP menu
v [ Office

v [ Cross-Application Components
v [ Logistics

v [ Accounting
b

b

b

|Ij Hurmman ResouUrces
C 1 Inforrmation Systems

Ll Toals

10. Type PA30 in the Command field and press Enter.

Maintain HR Master Data
2 ¢ DT 2

= | = » | Personnel no. aoa01 243
1hject...
- @ Pe
- ()
* (i
& Basic Personal Data | Payroll | Benefits |+ Time | Addtl Personal Data [ F [[E]
A Infotype text 5. Period
Actions ®) Period
Qrganizational Assignment From To
FPersonal Data I Today i curraweek
Addresses TIAl T Current month
Planned Warking Time I Fram curr.date T)Lastweek
Basic Pay “ITo Current Date " Last month
Fernlly Wi D e ) Current Period ) Current Year
I-9 Residence Status - |E| o
Additional Personal Data -
Direct selection
Infotype STy

11. Enter the Personnel no. in the Personnel no. field and click Enter.

Verify the employee displayed is the correct one.
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Job Aid PER-7 — Create/Maintain Grievances

|.| Maintain HR Master Data
Q7 s« D d 2

|| =¥ | Personnel no. BOEE1243
Object.. || Name Jdimmy Smithe1
~ @ Pe EEGroup B SPA Emplovees Persas 4601 Cullural Resources
* [H] EESubgroup (A1 FT M-FLSAQT Perm Costs 4627500000 GRAVEYARD OF TH..
* (il
- [H . : 5
< Basic Personal Data -~ Payroll - Benefits | Time - Addil Personal Data - [+
P Infatype text 5. Feriod
Actions W "I Petiod
Qrganizational Assighment o From @1/01/1800 To 1243179999
Personal Data L4 T Today TCurrwesk
Addresses L Al “Icurrent maonth
Planned ¥orking Time v “IFrom curr.date “Ilastweek
Basic Pay v “ITa Current Date “ILast manth
:::r;ily r.u;emhegtD?pendents v ) Current Period TICurrent Year
-9 Residence Status -
Additional Personal Data v - |EI el
Direct selection
Infotype 102 5Ty

Al

12. Select the All button.

13. Type 102 in the Infotype field.

o]
14. Click the Overview “ button
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Job Aid PER-7 — Create/Maintain Grievances

List Grievances NA (0102)
I i
& |5 | Personnel Mo (80081243 Name Jimmy Smitho
Chject.. || EEGroup & SPA Emplovees Pergt [4601 Cultural Resources
~ @ Pe EESubgroup A1 FT M-FLSAOT Perm Statu  Active
* Chooze  |B1/81/1800) tao 12/31/9939 STy .
i
Gri... Start Date End Date F.. Mame Description m
|1 Q672011 123159899 04 Grievance - 2 step no mediati.. DA - Dismissal -
4 v

15. Highlight appropriate row.

16. Click the Copy In| button.

Copy Grievances NA (0102)
I e

Personnel Mo |20001243 MName Jimmy Smith0l
PersA |4&01| Cultural Resources
EESubgroup |21 FT H-FLSAQT Perm Statu  Active

Start 0&8,/14/2011] fo 12/31/9999

EEGroup z SP& Employees

Grievance data

Subtype 1 Grievance - 3 step no mediation
Reason 04 DA - Dismissal

Grievance number 001

Date entered 0&/07/2011

Supenvisor 20001283

Status

Tirme from
Resolved at

Result

Estimated costs

Date sefttled

usD

17. Enter the beginning date of the record in the Start field.
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Job Aid PER-7 — Create/Maintain Grievances

18. Enter the appropriate selection in the Time from field.

Options for the Time from field:

Subtype 1 — Select appropriate step e 50-Initial Filing
e 51-1-Step1l
e 52-1-Step2
e 53-1-Step 3
Subtype 2 — Select appropriate step e 50-Initial Filing

e 54-2-Mediation
e 55-2-Hearing

Time from for both Subtypes 1 and 2 e 56-FAD

e 57-OAH
e 58-SPC
e 59-Court

19. Enter the appropriate selection in the Resolved at field.

Options for the Resolved field:

Subtype 1 — Select appropriate step e 60-Step1-1
e 61-Step 1-2
e 62-Step1-3
e 63-Step 2-1
e 65-FAD

Subtype 2 — Select appropriate step e 63-Step 2-1
e 64-Step 2-2
e 65-FAD

Select appropriate (not resolved atany | e 66-OAH/SPC

other step) e 67-Appeal to Court

20. Enter the appropriate selection in the Results field.
21. Enter the appropriate selection in the Estimated costs field.

22. Enter the appropriate selection in the Date Settled field, then Enter and Save

"\p Repeat steps 9-21 for each step of the Grievance process.
Once the actual “End Date” is known, the record is maintained

Information
(delimited) to apply the actual “End Date.”

23. Click Back. The infotypes have been created. Review via PA20 for accuracy.

Additional Resources

Webinars HR Conference Call/Webinar, January 18, 2011
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https://files.nc.gov/ncosc/documents/files/Conf_Call_01-18-11.pdf

