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1 Introduction

1.1 Overview

eCASE Alternative Dispute Resolution (ADR) is an e CASE Application that assists ADR Case
Managers with reaching an agreement between involved parties. This manual provides an
overview of the Case Folder where work is performed, an example workflow including the
major work phases (Information Gathering, Mediation, and ADR Closure), and the application
configuration.

Note: The eCASE ADR User Manual uses an out of the box configuration, and may not
represent the end users experience due to the configurability of the application.

1.2 GScope

This manual provides instructions for using ADR, including the following procedures:

= Getting Started: Using the ADR Dashboard, creating a new ADR case folder, the ADR
Intake Folder sections, and Contact Management.

= ADR Intake Folder Interface: The ADR case folder tabs, and their respective
interfaces/actions.

= Workflow Example: How the ADR Ad Hoc workflow progresses through the three
workflow sections using the Next Action drop-down list.

= eCASE ADR Configuration: The ADR Configuration folder and how to complete the ADR
Application to match your organizations specific workflow.

1.3 Accessing the Application

Access eCASE ADR from your preferred web browser. A link to the application is included in
the email you received when your account was first created. You can also ask for assistance in
accessing eCASE ADR from your system administrator.

1.3.1 Sign In

When you access the application link, the Sign In screen appears as shown below:



Introduction

©CASE

Username:

Password:

G-

Enter your (A) Username and (B) Password, then click (C) Sign In to access the application.

1.3.2 Sign Out

To sign out of the application, select the (A) User Drop-Down Menu then click (B) Sign Out:

Contacts = Q T a- A '

Admin Admin

admin@ains.com m

Task Due Date Task Nam Admin
)]
2

1.4 Using eCASE

The following table describes the basic eCASE user interface, and the terminology is helpful for
understanding the steps and directions in this document.
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Term

Home Screen:

The interface displayed
when you first login. In the

center Dashboard you'll find
information relevant to

Gemapic e N G Fhase Cormmge Hextoinn

your role, office or set

preferences. e e

Launch Pad: Yo\ e ————

Where you create cases,

=  Main Menu M
search, and access

.. . [+ Inbox

Administration. Access the
Launch Pad from the left B Contacts
side of the ADR UL. (2 Reports

¥  Mass Mailing
Tabs. Home / ADR Intake 2021047 [Open]

Save "D logs~ < Discussions & Reports~ & Spelling € Back

Tabs are Iocated above the Case At-a-Glance = Involved Party Information Event Log Documents | Notes Portal Messages | Portal Forms

workspace within a case
folder. Access different
information on these folder
tabs. See the ADR Intake
Folder Interface section for
more information.



Term

Top Menu Bar:

The Top Menu Bar is located
above the tabs within a
Case folder. You can
perform actions on the
Case folder from the Top
Menu Bar.

Case Folder ID:

The Case Folder ID is the
identifying number for each
Casefolder.The ID is
located above the Top
Menu Bar in a Case folder.

App Logo:

Your application logo
(eCASE in this example)
appears in the top-left
corner of the screen. Click
this at any time to return to
the Home Screen

Introduction

Home / ADR Intake 2021047 [Open]

| Save D logsv < Discussions & Reports & Spelling € Back |

Intake Case At-a-Glance Involved Party Information

Event Log

Documents

Notes | Portal Messages

Portal Forms

Home /lADR Intake 2021047 [0pen]|

Save Dlogs~ @ Discussions 1 Reports» & Spelling

Intake Case At-a-Glance Involved Party Information

Event Log

< Back

Documents

Notes | Portal Messages

Portal Forms

=

Main Menu

&a Inbox

@CASE  sresnarve oispure sesouurion

MY O

Stat
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Term

Bread Crumbs:

When in a case folder
accessed via Folder Search
Results, you can click on the
breadcrumbs above the Top
Menu Bar to return to the
search results or the home
screen. If you open a Case
folder via the inbox, click
the corresponding
breadcrumb to return to
the inbox.

Introduction

|Home / Search Case / Cases Search Result [/ ADR Intake 2021329 [Open]

Save & Permissions D logsw < Discussions le Reports~ @ Spelling < Back

Intake

Case Summaries

Case At-a-Glance

Involved Party Information

Settlement Terms

Event Log

Documents

Notes



2 Getting Started

This section includes procedures for creating and saving new ADR cases, as well as detailed
descriptions of the various elements in the ADR Case Folder interface.

2.1 ADR Dashboard

After logging into eCASE ADR, the landing page is the eCASE Home Screen. The Home Screen
contains widgets and inboxes relevant to the logged in user’s role and group. In the example
below, the My Open Cases, Resolve Open Cases, and Unassigned Cases inboxes are highlighted:

D vors s [

e CASr B {EOC Suite: ADR 3.0.0 ¥

=  Main Me; MY OPEN CASES E
Q Inbox Status Complainant (ase Has Linked Cases Settiement Cfficial Geographic Office Meutral Next Action
Mo records to display.
[ Contacts
3  Reports
= Mass Mailing RESOLVE OPEN CASES
-— Settings Status. Complainant Cazz Mo Haz Linked Cazez Sertlement Official Geographic Office Meutrsl Current Phaze Cazz Manager Next Action
‘Overdue by 159 days ChazHollowsy 2023002 No Atianta District Office Formatior hering  Dispute Manager Send email to customer with scheduled intake date
o In Frocess Michael Yang 2022003 No Philadelphia District Office Michasl Yang Mediation Amy St Add Schedule Medi: Dat=.
‘Owerdue by 151 days Michael Yang 2023004 No Philadelphia District Office Formatior hering  Amy S Send email to customer requesting availability
Overdue by 330 days (AT 03 £20 2023-COMP-00006-1 Mo Savannah Locsl Office Information Gathering  Complaint Manager  Send email to customer requesting availability
‘Owerdue by 330 days Bruce Buffer 50 2023-COMP-00006-2 Mo Savannah Local Office Formatior hering  Amy Sui Send email to customer requesting availability
lefie] ]2 3 ¢ 5 6 7 2 ¢ w0 - [pn 57 items in 12 pages
UNASSIGNED CASES
Status. Cemplainant Case No Office. Created Date
Op=n Georgia Goodwin EEQ IC-2023-00026-1 OFKX HQ - Opexus HQ 07/24/2023
Open Max Goodwin EEOQ IC-2023-00029-1 02X HQ - Opaxus HQ 07/26/2023
Open Max Goodwin EEQ 2023-COMP-00081-1 02X HQ - Opaxus HQ 1072472023

The annotations in the image above are described in the table below:

Description

A LaunchPad  Where you create cases, search, and access Administration. Access

the Launch Pad from the left side of any eCASE page.

B Logo Your application logo (eCASE in this example) appears in the top-
left corner of the screen. Click this at any time to return to the

Home Screen
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C Inbox Case Folders currently in the workflow process appear in the
Inbox. You can also access the Inbox by clicking Inbox from the
Launch Pad.

D Quick You can configure and execute quick searches using this widget,

Search Bar from any page in the application.

E User Name Here you can access the Help Menu and the User Name drop-down
Drop-down list.
and Help

2.2 Create New ADR Intake Case Folder

The New ADR Intake Form captures information about the complainant and allows you to assign
a Case Manager to handle the complaint. Follow the steps below to create a new ADR Intake
Folder:

1. Usingthe Launch Pad, select Main Menu > New > ADR Intake.

[=  Main Menu

ADR Intaks

View

Search

Inbox

Contacts

b @ D

Reports

(|

Mass Mailing

2. The page refreshes to display a blank New ADR Intake form.

2l 13
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New ADR Intake

Complainant and Phase Information

Complainant: * ‘ @l Organizational Cffice: * | V |
Diistrict: = | v| Geographic Office: * | [

Grade: w Steps: A

GCell Phone Mumber: Hours of Wark:

Position [

Primary Address

3. Click the Complainant lookup. The Search for Contact pop up window appears. The
Complainant can be a party (individual) or a group. Party and Group Complainants are
further explained in the Party and Group Complainants subsection.

a. Enter the complainant contact information into the search fields and click Search.

Q, Search + Mew - " Select Critena &l Save Criteria

Contact Type [AID

Contact Information

First Mame Sample Contact Name

Last Mame

b. The system returns search results matching the criteria. Click the desired
Complainant from the search results and click Select.

#Neww & Actionsw &) Copy Contact to individual = 2] Copy Contact to organization = @ D View Cases @ View Data Changes | € Back @ Close

Full Name Primary Address Secondary Address Created Date  Created By Contact Type

123 Main Street. Gaithersburg MD 20 04/20/2021 John Gatewood

222 Addresz 1, 222 Address 2, City I 521 222 Addresz 1 03/31/2021 Deepiks Patsl sarty
222 Addr 2 Address 2, C 821 222 Address 1,2 03/31/2021 Deepiks Patsl Party
222 Address 1. 222 Addres: 2, 03/31/2021 Deepiks Patsl Fary

Note: You also have the option to create a new contact from the Lookup screen. See the
Contact Management section for steps to create a new contact.

4. The contact’s details populate on the form using information from their profile. The more
information in their profile, the more detail will be added to this form.

Note: Group and Party complaints have slightly different fields available. The example below
is a Party complaint.
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New ADR Intake

Complainant and Phase Information

Is this a Coaching Case? O Yes [ No

Complainant: * Randall Hamm  x

District: * Atlanta District

Grade: 09

Cell Phone Number: (555) 987-7654

Position: Attorney (not Trial)
Primary Address

Address Line 1 123 Main Street

City: Gaithersburg

Country: United States

Phone Number: (BREY 987-TR54

@ Organizational Office: | ~
v Geographic Office: * [ Atlanta District Office v
- Steps: 05 ~
Hours of Work: 40

Address Line 2

State/Province: Maryland ~
- ZIP: 20879
Fax Number:

5. If aPartyis selected as the complainant, the Is this a Coaching Case? field appears to
determine if this is a Coaching case. Select Yes or No.

Note: Coaching Cases enter a simplified coaching workflow.

6. You are required to enter the complainant’s District, Organizational Office, and Geographic
Office. If this information was not imported from the contact’s profile, use the drop-downs

to select these now.

Note: The selection in the District drop-down list features determines the set of values
available in the Geographic Office drop-down list.

7. Scroll down to the Date Information section and use the date picker to select the Date of

Initial Contact.

Date Information

Date of Initial Contact: * q rren dd Py @D

Scheduled Intake Date: April 2021 = T
Su Mo Tu We Th Fr 5a
Staff Assigned - - -
Pl - e o 1 “ ot
4 H @ T8 8 10§ -
Caze Manager * '
11 12 12 14 15 18 17| -~
18 18 20 21 23 24
Issues
25 28 T 28 D 30
S5UES e -
Today

15



Getting Started

8. Use the date picker to select the Referral Date.
Note: The Referral Date cannot be before the Date of Initial Contact.

9. Select the Case Manager from the drop-down list.

10. Click Save. The workspace refreshes to display the newly created ADR Intake case folder.
See Section 3 for information about the ADR Intake Case Folder interface.

Home / Mew Folder

New ADR Intake

Complainant and Phase Informatid

2.3 ADR Infake Form Details

The ADR Intake Form features additional fields to capture information beyond what is
required to create the case folder. These sections are separated into the following subsections:
=  Complainant and Phase Information
= Addresses
= Date Information
= Staff Assigned

= |ssues

2.3.1 Complainant and Phase Information

The Complainant and Phase Information section is used to capture information about the
complainant (Contact), office, and position.

Note: Selecting a complainant may autocomplete fields with information if that information
was previously associated with the Contact entry.

New ADR Intake

Complainant and Phase Information

Complainant: * ‘ Q‘ COrganizational Office: * | v|
District: * ‘ v| Geographic Office: * | o

Grade w Steps: w

Cell Phone Number: Hours of Waork

Position: -

gj 16



Getting Started

The fields in this section of the form are described in the following table.

m

Complainant

Organizational
Office

District

Geographic
Office

Grade

Steps

Cell Phone
Number

Hours of Work

The system contact named as the complainant in this dispute. This can be
a party (individual) or a group. Use the Lookup field to open the Search for
Contact pop up window and select a system contact as the complainant.
You also have the option to create a new contact from the Search for
Contact pop up window. See the Contact Management section for steps
to create a new contact.

The chief executive office with which the complainant is associated with.
Use the drop-down list to select the office of the complainant.

The district that the complaint is associated with. Use the drop-down list
to select the district of the complainant. This selection determines the
selections available in Geographic Office drop-down list.

The geographic office associated with the dispute resolution case folder.
The selections available in this drop-down list are determined by the
selection in the District drop-down list, and as such this cannot be
selected until after a District has been selected.

The Grade associated with the complainant.

The Steps that correspond to the Grade of the complainant. This cannot
be selected until a Grade has been selected.

The cell phone number associated with the complainant.

Enter the number of hours worked by the complainant on the dispute
resolution.

17



Getting Started

m

Position Use this drop-down list to select the position of the complainant.

2.3.2 Date Information & Staff Assigned

This section of the intake form includes fields to capture important dates for this dispute, as
well as the Case Manager assigned to the dispute resolution.

Date Information

Date of Initial Contact: * mm/dd/iyyyy (] Referral Date: = mm/ddiyyyy =

Scheduled Intake Date: mm/dd/yyyy Scheduled Discussion Date: mm/dd/yyyy

Staff Assigned

Casze Manager. * ’ V]

The fields in this section of the form are described in the following table.

Date of Initial Contact The date that contact was first made in regards to the dispute
resolution. Click the field to expand the date picker and select
the initial contact date.

Referral Date The date the referral was submitted. Click the field to expand
the date picker and select the date the referral was received.

Scheduled Intake Date The date the intake was scheduled. Click the field to expand the
date picker and select the date the intake was scheduled.

Scheduled Discussion The date the dispute resolution was scheduled to be discussed.
Date Click the field to expand the date picker and select the date of
the scheduled discussion.
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Description

Case Manager The Case Manager assigned to the dispute resolution case
folder. Use this drop-down list to select the Case Manager
assigned to this dispute resolution case folder.

2.3.3 lIssues

The Issues section of the Intake form includes fields to capture information surrounding the
issue entering dispute resolution.

Issues

SSUES:

Bases

=3 O Activity
[[] Employment Diserimination Race Caler Sex EEO Activity Reprisal
Mational Origin Age Religion Dizability

Genetic Information

D Reasonable Accommodations D Harassment

Previousz ADR Attempts? (O Yes (O Ne

EEO Complaint? O Yes (O Mo

Ressonable Accommodstion Request: D Yes D Mo

Megotisted Grigvance? D Yes D Mo

Harassment Complaint? C) Yes O Mo

Administrative Grievance? D Yes D Mo

MSPB Case? O ves O wo

Unfair Laber Practice Charge? D Yes D Mo

Aroitration Case? O Yes D Mo

Lawsuit? D Yes O Mo

Referred From: hd
Status: "

2l 19



Issues

Employment
Discrimination

Reasonable
Accommodations

Harassment

Getting Started

Description

The Issues that being settled via dispute resolution. Click the (A) lookup
field to select the (B) Issues relevant to the dispute resolution case, then
click (C) OK to add these to the Issues field:

R

@ Select ltem - Google Chrome - o x
Issues
A Not secure | 192.168.5.58/eCase/Scripts/UIPicker_Container.htm?vd

Q

Issues: Select Item

Filter By Name Qa

PRI Ras - - al
[C] Employment Discrimination @ame Description 4

[[] Reasonable Accommodations [ Har

@oo

Previous ADR Atternpts? O Ye Compressed Work Schedule (CWS)

Constructive Discharge
Constructive Retirement

EEO Complaint? QO vq

Demotion

Discioline

Reasonable Accommodation Request: O v 3 of 48 items selected.
Negotiated Grievance? [ORRT g Cancel

Harassment Complaint? o)

The potential basis of employment discrimination. Click the
Employment Discrimination checkbox to enable the Bases checkboxes
to theright. Select Bases that are relevant to the dispute resolution.

Select this checkbox to indicate that the dispute resolutionis in regards
to a Reasonable Accommodations request.

Select this checkbox if this is a harassment-related complaint. If
selected, additional checkboxes appear to determine if the harassment
was Sexual, Non-Sexual or both:

Harassment D Sexual MNon-Sexual

20
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m

Previous ADR Use the Yes/No Radio buttons to indicate if there have been previous
Attempts? dispute resolution attempts. If (A) Yes is selected, fields appear to
capture the (B) Date of the previous ADR, as well as any (C) Comments:

eDale mm/dd/yyyy [m]
Previous ADR Attempts? Yes O No
o Comments

EEO Complaint? Use the Yes/No Radio Buttons to indicate if the dispute resolutionisin
regards to an EEO Complaint. Selecting Yes prompts the tab to refresh
and display additional EEO Complaint Details fields.

EEO Complaint If this is designated as an EEO Complaint, use these fields to capture the
Details complaint details. There are fields to capture the (A) EEO Case Number,
(B) Notice of Right to File date, and if this is a (C) Formal complaint:

EEO Complaint Details

EEO Case Number o
Notice of Right to File: 9 mmidd/yyyy |
Formal? e O ves O Ne

If Yes is selected for Formal? additional fields appear to capture the
Formal Complaint details.

2l 2
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m

If this is designated as a Formal complaint, use these fields to capture

Formal
Complaint the complaint details. There are fields to capture the (A) Formal
Compilaint Filed date, (B) ROl Issued date, and whether there was a (C)
Hearing Requested or (D) FAD Requested.
Formal? Yes O No
Formal Complaint Filed: o mm/ddiyyyy (] ROl Issued 6 mm/ddlyyyy (]
Hearing Requested: o O Yes O Ne
FAD Requested: 0 O Yes O Ne
If selecting Yes for Hearing Requested or FAD Requested, additional fields
appear to capture these details
Hearing Select Yes if the complainant has requested a hearing. If selected, fields
Requested appear to capture the (A) Hearing Request Date, and you can indicate if

thereis a (B) Hearing Scheduled:
Hearing Requested Yes O Mo Hearing Requested Date o mm/ddiyyyy m}

Hearing Scheduled? 60 Yes O Ne

If selecting Yes under Hearing Scheduled? An additional field appears to

capture the Hearing Scheduled Date:

Hearing Scheduled? Yes O Ne .Hearing Date

gj 22
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m

FAD Requested Select Yes if the complainant has requested a FAD. If selected, fields
appear to capture the (A) FAD Requested Date, and you can indicate if
thereis a FAD Issued:

FAD Requested Yes O No FAD Requested Date o mmiddlyyyy m

FAD Issued eo Yes O No

If selecting Yes under FAD Issued? An additional field appears to capture
the Hearing Scheduled Date:

FAD Issued Yes O No d FAD Issued Date mm/dd/yyyy ]
Reasonable Use the Yes/No Radio Buttons to indicate if the dispute resolutioniis a
Accommodation Reasonable Accommodation Request.
Request
Negotiated Use the Yes/No Radio Buttons to indicate if the dispute resolutioniis in
Grievance? regards to a previously negotiated grievance. Selecting Yes prompts the
tab to refresh and display the Negotiated Grievance Status drop-down
list:
Negotiated Grigvance? @ ves O No 'Negnﬁated Grievance Status: v
Harassment Use the Yes/No Radio Buttons to indicate if the dispute resolutionisin
Complaint regards to a Harassment Complaint.
Administrative Use the Yes/No Radio Buttons to indicate if the dispute resolution s in
Grievance? regards to an Administrative Grievance. Selecting Yes prompts the tab

to refresh and display the Administrative Grievance Status drop-down
list:

Administrative Grievance? @ Yes O No ' Administrative Grievance Status: v
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m

MSPB Case?

Unfair Labor
Practice Charge?

Arbitration
Case?

Lawsuit?

Referred From

Status

Use the Yes/No Radio Buttons to indicate if this is a Merit System
Protections Board (MSPB) Case. Selecting Yes prompts the tab to
refresh and display the MSPB Case Number field:

MSPE Case? ® ves O No ’ MSPB Case Number [\

Use the Yes/No Radio Buttons to indicate if this is in relation to an
Unfair Labor Practice Charge. Selecting Yes prompts the tab to refresh
and display the FLRA Case Number field:

Unfair Labor Practice Charge? @ Yes O No a FLRA Case Number:

Use the Yes/No Radio Buttons to indicate if the dispute resolutionisin

regards to an Arbitration Case. Selecting Yes prompts the tab to refresh

and display the Arbitration Case Number field:

Arbitration Case? ® Yes O Mo d Arbitration Case Number [

Use the Yes/No Radio Buttons to indicate if the dispute resolutionisin
regards to a lawsuit. Selecting Yes prompts the tab to refresh and
display the Lawsuit Case Number field:

Lawsuit? Yes O No ’ Lawsuit Case Number

The source of referral for the administrative grievance. Select the
source of the referral from the drop-down list.

This drop-down list is inactive during form completion, but is populated
as the case folder moves through the workflow.
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2.4 Contact Management

2.4.1 Create New Party or Group [New ADR Intake Form)

You can create a new contact (Party) directly from the ADR Intake form:

1. OpenaNew ADR Intake form, and click the Complainant Lookup.

HNew ADR Intake

Complainant and Phase Information

Complainant: *

2. The Search for Contact window appears. Select Party from the New drop-down list.

Q, Search + New ~ « Select Criteria B Save Criteria
Contact Typ___Group (Al
Party

Contact Information

3. The pop-up window refreshes to display the New Contact screen. Enter the Contacts First
Name in the field.

4. Enter the Contacts Last Name in the field.
5. Enter any additional information about the contact in the fields provided.
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Contact Information

First Name:*

District:

Grada:

Cell Phone Mumber:
Position:

Unigue Mame:

Primary Address
Address Line 1:
City:

Country: United States
Fhone Number:

E-mazil Address:
Secondary Address
Address Line 1:

City:

Country:

United States

Phone Number:

E-mazil Address:

6. Click Save.

{ Bisave ,\szIEct & Spelling...

Contact Informa
First Name:*
District:

Grade:

€ Back

¥ Close

Getting Started

Last Name:*

Geographic Office:
Steps:

Hours of Work:

Address Line 2:
State/Province:
ZIP:

Fax Mumber:

Address Line 2:

State/Province:

ZIP:

Fax Number:

7. A confirmation window appears, indicating that the contact was successfully created. Click

OK.

192.168.5.58 says

Contact "Tester Testerson' created.

8. The confirmation window closes, and the New Contact window refreshes. Click Close.
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ol Save v Select i Spelling.. £ Back ( % Close ’

Contact Information

. -
First Name: Tester

9. The newly created contact can now be searched for and selected by clicking the
Complainant lookup field and performing a search for the contact.

+ MNew- & Actions~ &9 Copy Contact to individual 4] Copy Contact to organization = ([ + Select ) View Cases @ View Data Changes € Back | @ Close

Full Name Primary Address Secondary Address Create

Randall Hamm 123 Main Street, Gaithersburg MD 20373 222 Second Street, Secondtown MD 98765 odsans
ATTORNEY FOR COMPLAINANT ROLE 222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 0331/
PERSOMAL REPRESEMTATIVE FOR COMPLAIMANT ROLE 2232 Address 1, 222 Address 2, City MD 20921 2232 Address 1, 222 Address 2, City MD 20921 03,31/

2.4.2 Create New Contact (Group, Neutral, Party, Respondent]

You can create a new contact (Group, Neutral, Party or Respondent) directly from the ADR
Intake form:

1. Within the Launch Pad, click Contacts > New. Options appear to select a new Contact Type.

@CASE sremurmveoiseon

(=  Main Menu
() Inbox

B Contacts

View

New

Group
MNeutral
Party

Respondent

2. Select anew Contact Type to create, either Group, Neutral, Party or Respondent. In this
example, we will create a new Group.
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3. The New Contact screen appears. Some fields are required based on the selected contact
type. In this example we are creating a new Group, and you are required to enter an
Organization Name:

Home / New

Save & Spelling...

Contact Information

Qarganization Name: * Unique Name:

District: " Geographic Office: -
Primary Address

Address Line 1: Address Line 2:

City: State/Province: -
Country: United States v 2P

Phonea Number: Fax Mumber:

E-mail Address:

[Note: To enter multiple recipients use a semi-colon as a separator with NO SPACES between email addresses]
Secondary Address

Address Line 1: Address Line 2:
4. Completein all required fields on the form.
Note: Required fields are denoted with the red asterisk (*) in the form.

5. Enter any additional information about the contact in the fields provided. Add as much
information as possible, these details are automatically imported into relevant fields when
this contact is used in dispute processing.

6. When you've added all details to the contact profile, click Save.

Home / New

™ Spelling...

Contact Information

QOrganization Name: * Testing Group Unigue Name:

District: Atlanta District ~ Geographic Office: Atlanta District Office v
Primary Address

Address Line 1: 123 Main Street Address Line 2:

City: Gaithersburg State/Province: Georgia -
Country: United States (L 98765

7. A confirmation window appears, indicating that the new contact was successfully created.
Click OK.
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192.168.5.58 says

Contact ‘Testing Group' created.

8. The confirmation window closes, and the New Contact window refreshes. The contact is
now available for assignment in dispute processing.
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3 ADR Intake Folder Interface

After an ADR Intake is created and saved, Tabs appear in the interface which allow you to work
with the ADR case. Each of these tabs are detailed in the following subsections:

3.1 Intake Tab

After anew ADR Intake is created and saved, the Intake tab becomes the primary workspace
for processing ADR cases. The sections below provide an overview of the Intake tab, and
descriptions of all the actions you can take on this form.

3.1.1 Infake Tab Inferface

An example Intake tab is shown below. This is an example of a Party (Individual) complaint:



ADR Intake Folder Interface

Feature Reference

. Next Action: This is the primary driver
when processing disputes. This drop-
down list provides a selection of
possible actions you can take next to
continue the workflow. Select an
action from the menu and click the
Arrow to take the Next Action

. Send Notification: This button opens a
Send Attachment By Email window,
which allows the user to configure and
send a message from the case folder.

. Did Customer give permission to speak
with management?: This checkbox
appears only within Party Complaints,
not Group Complaints.

. Add Other Complainant: Click this
button to display the Other
Complainant Role and Contact fields.

. Stop Clock: Click this button to display
the Stop Clock options. Stopping the
clock pauses the time tracking for
milestones.

. Modify Case Manager: Click this button
to replace the Case Manager assigned
to the case folder.

. Add Respondent: Click this button to
open the Add Respondent Official form,
where you can add a contact as a
Respondent to the case folder.

. Issues: This section features a set of
Yes /No Radio Buttons, allowing you to
record information about the issues
entering dispute resolution. Many of
these fields feature dependencies and
prompt additional fields once a value
is selected. The Status drop-down is
dependent upon the selections within
Issues section. The Status drop-down
list is only related to the Issues section
and not the case folder overall.

Other Complainant

nnnnnnnnn

nnnnnnnnnnnnnnnnnnnnnnn

WWWWWWWW

ssss

uuuuuuuuu

nnnnnnnnnnnnn
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3.1.2 Party and Group Complaints

There are a few differences on the Intake tab depending on whether this is a Party or a Group
compliant. As arule, a Party is an individual complainant with whom the ADR is being
adjudicated, where a Group is a collection of individuals engaged with the ADR. A group
contact may be previously configured, but if it not, it can be created by clicking the New drop-
down list within the Search for Contacts window.

The EEOC governs how Party and Group complaints are adjudicated, however, your
organizations workflow and data capture may be different from our example workflow and
application. If the Complainant selected is a group, then the case folder after creation will
include several different features from a Party Complainant. In our sample application, once a
group is selected, the District and Geographic Office fields are automatically populated with
content previously associated with the group.

Q, Search + New - w* Select Critena &l Save Criteria

Contact Type LAl hd

TAIN

Contact Information

Party and group complainants are separate, and the specifics of the complainant types are
dependent upon your organization’s configuration. Some fields may or may not be available
depending upon this configuration. Consult the screenshots below for an example of additional
fields which may appear depending upon type of Complainant:

New ADR Intake

Complainant and Phase Information

'-::.I":-':::;irg Case? l:‘ fes l:‘ Mo >

Complainant: * Randall Hamm Q Organizational Office: * o
-

District: © Atlanta District w Geographic Office: © Atlanta District Office W

The above screenshot depicts an additional field which appears when a Party is selected. The
highlighted Y/N radio button field appears only for Party cases, and drives the workflow. The
screenshot below depicts the same section when a Group is selected.
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New ADR Intake

Complainant and Phase Information

Complainant: * AINE  x @ Organizational Office: * | £ |

-

District: = Headguarters L Geographic Office: * Headguariers Office v

3.1.3 Next Action
3.1.3.1 About the Next Action Menu

The Dispute Resolution is progressed through a workflow using the Next Action drop-down list.
The Next Action drop-down list, located prominently at the top-right of the Intake tab
workspace, is the primary driver for moving through your dispute resolution process. This
menu lists all potential avenues of action, depending on where the dispute resolutionisin your
organization’s configured workflow.

The selections present in the Next Action drop-down list are dependent upon your
organization’s configuration, however, Next Actions generally follow the same steps and the
available selections are made active/inactive by completing work within the dispute resolution
case folder. In the example below, the Next Action drop-down list is expanded and sufficient
steps have been taken to make available a number of potential actions.

Mext Action: Send email to customer requesting availability

Send a second email to customer requesting awvailakility

Send final email to customer reguesting availability

Send email to customer with scheduled intake date

Conduwct intake with customer

Track customer permission to speak with management
Geographic Office: * Craft Intake summary of Customer

Send Package to Customer

Send email to District Director or Department Head for availability
Steps: Conduet discussion with District Director or Management Officia
Send first email to Mgmi to reguest availability

Send second email to Mgmt to request availibility

Send email o Managament with scheduled discussion date
Conduect Discussion with Management

Draft discussion summary of Management

Sehedule additional discussions

Conduct additional discussion(s) with management and/or SME(s)
DOraft summary of additonal discussions

Determine Process for Case bt

Crrganizational Office: *

Hours of Work:
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3.1.3.2 Sample Steps to Complete Next Action

This subsection provides sample steps for how to use the Next Action drop-down list. Next
Action selections are made available by performing work within the case folder, and these

selections drive the workflow. In the procedure below, we’ll show an example next action: Send

email to Management with scheduled discussion date.

To complete a next action:

1. Openthedesired case folder, and complete any assigned updates.
2. Navigate to the Intake tab.
3. Select the desired Next Action from the Next Action drop-down list.

Note: In the example below Send email to Management with scheduled discussion date is

highlighted.

Mext Actiomn:

wnal Office: *

= Office: ©

fiork:

Send email to customer requesting availability b | e
F

Send email to customer requesting svailsbility

Send a second email to customear requesting availability

Send final email to customer reguesting availability

Send email to customer with scheduled intake date

Conduct infake with customer

Track customers permission to speak with managemeant

Craft Infake summary of Customer

Send Package to Customer

Send email to District Director or Department Head for availability
Conduwct discussion with District Director or Management Cfficia
Send first email to Mgmt to reguest availability

Send second email to Mamt to request swaillibility

Send email o Management with scheduled discussion date

onduct Liscussion with Managemen
Diraft discussion summary of Management
Schedule additional discussions
Conduwct additional discussion(s} with management and/or SME({s)
Craft summary of additional discussions
Cetermine FProcess for Cass ""'

4. Click the green arrow. The screen refreshes and displays a confirmation window, asking if

you want to save the changes. Click Yes to save the changes and perform the selected

action.
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Mext Action:

Send email to Management with scheduled discussio W 9

5. The workspace refreshes to display a log activity window. Complete the required fields and
enter any relevant information in the Event Note field.

6. Ifrequired, click Send Notification. The Send Email Favorite window appears.
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Send Email Favorite

Content Attachments

From*: jmoyer@ains.com

To* joatewood@ains.com

[Mote: To enter multiple recipients use a comma or semi-colon as 3 separator with NO SPACES between email addresses]

jmoyer@ains. com

[Mote: To enter multiple recipients use a comma or semi-colon as 3 separator with NG SPACES between email addresses]

Show Beo: O

Email Template: 2nd Follow-Up Reminder fo Mgmt. A
Subject: 2nd Follow-Up Reminder to Mgmt.
Message:
A-Til- B I U & x » 8 - - E~ E E E = M-

% - k = S B 7

Good morning/aftternocon/evening MAME,

This email serves as an additional follow-up to the original email on DATE regarding scheduling time for a discussion
regarding the matters that Randall Hamm brought forth. Please let me know some dates and times when you are
available to speak. If you are experiencing some unusual circumstances regarding your schedulg, please let me know

50 RESOLVE can assist with an appropriate salution.

Refurn Receipt: O

Case Report: O

Attach From Disk Altach From Spell... m Close

Configure the email message and click Send. The Send Email Favorite window closes and the
message is sent.

The Log Activity screen is displayed. Click the Is Email sent? checkbox. The workspace
refreshes and the OK button is now activated.
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Note: Any entries made within the Log Activity workspace are recorded in the Event Log tab,
which is detailed in Section 3.6 Event Log tab. The Event Log provides you with a complete
history of the case folder, and any workflow changes that have occurred.

9. Click OK.

2021041 {Randall Hamm}

Log Activity

Event Date:

ventba 0472272021 a
Event Type:

Scheduled Di ion Date:

cheduled Discussion Date 0472302021 =
Event Note: Test Event Mote

Is Email sent?:

10. A confirmation window appears. Click Yes.

Confirmation |

Are you sure you would like to add an event? Once an event is added, it cannot be deleted.

11. The workspace refreshes and displays the updated Case Folder. The Next Action drop-down
list now automatically defaults to the next step in the workflow, which in the example
application is Conduct Discussion with Management.

MNext Action: Conduct Discussion with Management hd o

L

Note: For additional information on how to use the Next Action drop-down list to drive the
workflow, please see the examples in the Workflow Example section.

3.1.4 Send Notification

You can send notifications using the Send Notification button on the Intake tab:
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Current Phase

Case Type:

Requested Relief:

Current Phase Date:

04/2212021

' Send Nofificalion

Consult the following subsections for more information about the Notification interface, as

well as steps to send a notification.

3.1.4.1 Notifications Interface

Click Send Notification to open the Send Attachment by Email screen. An example is shown

below:

Send Attachment By Emai

Content Attachments

From*: | jgatewood@ains.com 0

joatewood@ains.com

SPACES between email addresses]

joatewood@ains.com

SPACES between email addresses]

Show Bec: O

Email Template: [Select Email Template]

LB

Subject:

Message:

A~ TI- B I U §& x x 4 /- 9~ =- =
E = -

% @ - kK F S & 7

Attach From Disk Attach From Spell..

C

) 4

[Mote: To enter multiple recipients use a comma or semi-colon as 2 separator with NO

[Mote! To enter multiple recipients use a comma or semi-colon as 2 separator with NO

Close

On this screen, there are areas to configure the (A) Sender and recipient information (some of
the fields in this window may be prepopulated in your application). There is also space to select
an (B) Email Template. Selecting an email template automatically populates the Subject and
Message fields with the preconfigured email template information.

2
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You can add attachments using the (C) Attach From Disk and Attach From buttons. Send the
notification using the (D) Send button.

3.1.4.2 Steps to Send a Notification

Follow the steps below to send an email notification from the Intake tab.

1. Click Send Notification from the Intake tab. The Send Attachment by Email screen appears
as shown below:

Send Attachment By Email

Content Attachments

From*:  jmoyer@ains.com

jgatewood@ains.com

[Mote: To enter multiple recipients use a comma or semi-colon as a separator with NO SPACES between
dresses]

€mall a0dresses
jmoyer@ains.com

[Mote: To enter multiple recipients use a comma or semi-colon as a separator with NO SPACES between

ShowBecc: O

Email Template: [Select Email Template] v

Subject:

Message:
A- T B I u & x x* 4 F- - = = = =
= W
e - L3 -4 a ?

Aftach From Disk Attach From Spell.. Close

Note: The From and To fields automatically populate based on the configuration. In the
example above, the logged in user appears in the From* and Cc fields, and the previously

selected Case Manager appears in the To* field. You can change these fields manually, if
desired.

2. Select an Email Template from the Email Template drop-down list. These templates are
preconfigured with case data and highlighted information to update in the message body.

a. After selecting a template, the Subject and Message fields auto-populate with the
selected template data, as shown below:
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Email Template: 1st Follow-up Reminder to Mgn v
Subject: 1st Follow-up Reminder to Mgmt
Message:

A-TiI- B I U § x *x 8 /- 9T~

il
Il
-
-
4

&*
[y
|
>
y
L

-

Good morning/afternocon/evening NAME,

This email serves as a follow-up to the email on DATE regarding scheduling time for a
discussion regarding the matters that Randall Hamm brought forth. Please let me

know some dates and times when you are available to speak.

3. The highlighted information in the template is meant to be updated manually. Make these
changes in the Message Editor prior to sending the notification.

4. Select the Return Receipt or Case Report checkboxes to include these with the
notification.

Return Receipt: [

Case Report: O

5. Toadd attachments to the message, click the Attach from Disk button to add an

attachment from your local disk, or Attach From to add an attachment from the Documents
tab of this ADR Intake case folder.

Attach From Disk Attach From

6. Inthis example, click Attach From to add an attachment from this case. The Attach From
interface appears as shown below:

40



ADR Intake Folder Interface

Add Attachments

Select Attachments AD- Dashboard Example2 mp4

B e

wote;

Attachment(s) to Email.

1. Select the abo

2. The Attachment(s) ¢
permission w

n which the logged in user has no view/read

not be listed

7. Any attachments already uploaded to this case are listed in the Select Attachments field.
Select an attachment and click Select to add it to the notification. Attachments on this
notification are visible on the Documents tab.

Send Attachment By Emai

Content Attachments
Name Size Remove
AD- Dashboard ExampleZ.mp4d 89 MB x

8. When the notification is fully configured click Send to send the notification.

9. After clicking Send the Intake refreshes. You can view the sent email message within the
Event Log tab as shown in the following example:

2021043 (Randall Hamm)

Event Log

Add Log Activity

Event Type Event Date Event Note Created Date Created By
Create Case for the Submitter 0412212021 System Generated: Case Created 04/22/2021 John Gatewood
Email acknowledgement 04/23/2021 1st Follow-up Reminder to Mgmt 04/23/2021
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3.1.5 Add Other Complaint

During the course of the dispute resolution, it may become necessary to add another
complainant to the Dispute Resolution case folder. To add other complainant to the case

folder:

1. Within the desired case folder, navigate to the Other Complainant section of the Intake tab.
2. Click Add Other Complainant.

D Did customer give permission to speak with managemeant?

I / @ rsoomercominn

Date Information

3. Thetabrefreshes to display the Add Other Complainant workspace. Select the role from the
Other Complainant Role drop-down list.

2021040 {(Randall Hammj}

Add Other Complainant

Other Complainant Role: s
Other Complainant Contact:
Sawe Back

4. Click the Other Complainant Contact lookup. The Search for Contact pop up window
appears.

5. Configure the search parameters and click Search.

v Select Criteria B Save Criteria

Party b
Contact Information
First Name Tester
Last Name Testerson

Full Name

6. Thesystem executes the search and displays the search results. Select the desired contact
and click Select.

+Mew~ {5 Actions~ 2 Copy Contact to individual » | &7 Copy Contact to organization » (( « Select ) D View Cases @ View Data Changes € Back | @ Close

Full Name Priman) y Address Secondary Address Created Date Created By Contact Type

7. The selected contact appears in the Other Complainant Contact field. Click Save.
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2021040 [Randall Hammi)

Add Other Complainant

Other Complainant Role: Other Complainant s

Q

Other Complainant Contact: Tester Testerson  x
CD(

8. Thetabrefreshes and displays the selected complainant in the Other Complainant section.

The case folder now features multiple complainants.

Other Complainant Add Other Complainant

Contact Role Position Geographic Office Phone

0y Tester Testerson Other Complainant x

3.1.6 Stop Clock

During the course of the case lifecycle, it may become necessary to stop tracking case
milestones. This is called “Stopping the Clock”. Follow the steps below to stop the clock:

1. Within the desired case folder, navigate to the Date Information section of the Intake tab.
2. Click Stop Clock.

Date Information
Date of Initial Contact: * 0472042021 (] Refarral Date: * 0472042021 ]

Scheduled Intake Date: mmiddiyyyy Scheduled Discussion Date: mm./ddiyyyy

Clock Status: Clock: 2 day(s) . ‘ Stop CGlock .

3. Thetabrefreshes to display the Stop Clock workspace.

Stop Clock
Referral Date: = 04/20/2021
Clock Stop Date: * -
mm.dd fyyvy [m]
Comments
i
Stop Clock Cancel

4. Select the Clock stop date using the Date Picker.
Enter any relevant comments into the Comments field.

b

6. Click Stop Clock. The tab refreshes to display the full Intake tab of the case folder, and the

clock has been stopped.
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Note: The clock will not resume tracking case milestones until you return to the case folder
and click Restart Clock.

Stop Clock
Referral Date: * 0472042021
Clock Stop Date: *

Comments

Stop Clock

3.1.7 Madify Case Manager

During the course of the case lifecycle, it may become necessary to change the case manager
assigned to the case folder. After the case manager is modified, the newly selected case
manager is responsible for moving the case folder through to completion. Follow the steps
below to modify the case manager:

1. Within the desired case folder, navigate to the Staff Assigned section of the Intake tab.
2. Click Modify Case Manager.

Staff Assigned
o \ (I

3. A confirmation window appears. Click Yes.

Confirmation |

Are you sure you want to modify the Case Manager?

—

4. The tabrefreshes to display the Modify Case Manager workspace. Select the desired user
from the Case Manager drop-down list and click OK.

Modify Case manager
Case Manager:
{

I
5. TheIntake tab refreshes to display the full Intake tab, and the newly selected user now
occupies the Case Manager drop-down list.

2
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3.1.8 Add Respondent

During the course of the case lifecycle, it may become necessary to add a Respondent to the
case folder. During an arbitration proceeding, the respondent is a party who responds to an
arbitration demand. The respondent is equivalent to a defendant in a lawsuit. In court, the
respondent can also be a party against whom an appeal or a motion is filed. Respondents are
captured in the case folder after communications with them have begun. It is recommended to
add summaries after these discussions take place. Follow the steps below to add a respondent:

1. Within the desired case folder, navigate to the Respondent section of the Intake tab.
2. Click Add Respondent.

Respondent ‘ Add Respondent ¥

3. TheIntake tab refreshes to display the Add Respondent Official workspace. Select the
Respondent Role from the Respondent Role drop-down list.

2021040 (Randall Hamm}

Add Respondent Official

Respondent Role: s

Respondent Contact: a

4. Click the Respondent Contact lookup field. The Search for Contact pop up window appears.
5. Configure the search parameters and click Search.

6. Thesystem executes the search and displays the search results. Select the desired contact

and click Select.

+New~ & Actions= | &) Copy Contact to individual = | €] Copy Contact to organization = (| v Select )'D View Cases | @ View Data Changes € Back | @ Close

Full Name Primary Address Secondary Address Created Date

EXPERT ROLE 04/01/2021

222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 04/01/2021

3.1.9 Issues Management

During the course of the case lifecycle, it will become necessary to add additional information
regarding the dispute resolution to the case folder. Follow the steps below to complete Issues
Management fields:

1. Within the desired case folder, navigate to the Issues section of the Intake tab.

Note: Due to the highly configurable nature of the application, your layout and application
behavior will vary. The fields and behaviors captured below are intended to convey how your
application may function.
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2. Complete as many Issues fields as possible. Example fields within the Issues section are
captured in the table below.

Issues The Issues that are being settled via dispute resolution. Click the lookup
field to select the issues relevant to the dispute resolution.

Employment The potential basis of employment discrimination. Click the checkbox in

Discrimination the left column to enable the checkboxes in the right column. After
enabled, select only the checkboxes that are relevant to the dispute
resolution.

Employment Discrimination Race Golor Sex EEOQ Activity Reprisal

National Crigin Age Religion Disability

Genetic Information

Reasonable Select this checkbox to indicate that the dispute resolution is in regards
Accommodation to a Reasonable Accommodations request.

S

Harassment Select this checkbox if this is a harassment-related complaint. If

selected, additional checkboxes appear to indicate if the harassment was
Sexual or Non-Sexual:

Harassment [] Sexual [] Non-Sexual

Previous ADR Use the Y/N Radio Buttons to indicate if there have been previous
Attempts? dispute resolution attempts. Selecting Yes adds additional fields to
capture the date and information about the ADR attempt.

Date: mm/dd/yyyy i

©- Yes ) (O Neo

Comments:
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m

EEO Complaint?

Reasonable
Accommodation
Request

Negotiated
Grievance?

Harassment
Complaint

Use the Y/N Radio Buttons to indicate if the dispute resolutionis in
regard to an EEO Complaint. Selecting Yes prompts the tab to refresh
and display additional EEO Complaint Details fields, which capture the
date and case number of the previous EEO.

EEO Complaint? Yes). (O No

EEO Complaint Details

EEQ Case Number:
Notice of Right to File: rrn/ dd /yyyy 0

Formal? O Yes (O No

Use the Y/N Radio Buttons to indicate if the dispute resolutioniis in
regard to an EEO Complaint.

Use the Y/N Radio Buttons to indicate if the dispute resolutioniis in

regard to a previously negotiated grievance. Selecting Yes prompts the

tab to refresh and display the Negotiated Grievance Status drop-down list.

Negotiated Grievance? ( ®  ves )O No Negotiated Grievance Status:

Use the Y/N Radio Buttons to indicate if the dispute resolutioniis in
regard to a Harassment Complaint.
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Administrative Use the Y/N Radio Buttons to indicate if the dispute resolutionis in
Grievance? regard to an Administrative Grievance. Selecting Yes prompts the tab to
refresh and display the Administrative Grievance Status drop-down list.

Administrative Grievance? Yes) O Ne Administrative Grievance Status: v

MSPB Case? Use the Y/N Radio Buttons to indicate if this is a MSPB Case. Selecting
Yes prompts the tab to refresh and display the MSPB Case Number field.
MSPB Case? O No | MSPB Case Number
Unfair Labor Use the Y/N Radio Buttons to indicate if thisis in relation to an Unfair
Practice Labor Practice Charge. Selecting Yes prompts the tab to refresh and
Charge? display the FLRA Case Number field.
Unfair Labor Practice Charge? Yes ) Ne FLRA Case Mumber:
Arbitration Use the Y/N Radio Buttons to indicate if the dispute resolution is in
Case? regard to an Arbitration Case. Selecting Yes prompts the tab to refresh

and display the Arbitration Case Number field.

Arbitration Case? @ O Ne Arbitration Case Number:

Lawsuit? Use the Y/N Radio Buttons to indicate if the dispute resolution is in
regard to a lawsuit. Selecting Yes prompts the tab to refresh and display
the Lawsuit Case Number field.

Lawsuit? @ O Ne Lawsuit Case Number:

Preferred From  The source of referral for the administrative grievance. Select the source
of the referral from the drop-down list.
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Status Drop-down List, inactive in screen shot.

3. Click Save.
3.2 Case Summaries Tab

The Case Summaries tab allows you to add case summaries to the case folder after discussions
are conducted with any Individuals/Groups/Management/Settlement Judges/etc. related to
the case. The Organizational Office drop-down list contains the selection made when the case
folder was created. Within the example below, you have options to: (A) select a different
Organizational Office, (B) view/edit case summaries, and (C) Add Case Summary. Additionally,
the example below has two case summaries added, displayed in the View/Edit Case Summaries
workspace.

Case summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents Notes(1)

2021045 (Randall Hammj

Case Summaries

Organizational Office: * Executive Secretariat (ES)

Date Intake/Discussion Conducted With

M |
04/29/2021 m| 2, RESPONDENT ROLE “ (x]

04/30/2021 | 2, Randall Hamm

Add Case Summary C

3.2.1 Add Case Summary

Follow the steps below to manually add a case summary to the Case Summaries tab.

1. Navigate to the Case Summaries tab. An example tab is shown below. Click Add Case
Summary.
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Intake Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents Notes
2021040 (Randall Hamm)
Case Summaries

Organizational Office: Commissioner (CM) hd

Date Intake/Discussion Conducted With

Add Case Summary '

2. Thetabrefreshes and the Select Involved Party Contact button appears. Click Select
Involved Party Contact:

Case Summaries

Organizational Office: * Commissioner (CM) hd

Date Intake/Discussion Conducted With

04/30/2021 | Select Involved Party Contact |.

Add Case Summary

3. Thelnvolved Party Information screen appears, as shown in the example below. Any
contacts added to the Involved Party Information tab are listed here. There is the option to
Add Involved Party Information to add a new involved party. See the Add Involved Party
Information section for steps.

2021040 (Randall Hamm)

Involved Party Information

Add Invelved Party Information

Contact Role Position Geographic Office Phone

[ ® Randall Hamm Complainant Attorney (not Trial) Atlanta District Office (555) 987-6543

Select Back

4. Select at least one Involved Party and click Select to continue.
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2021040 (Randall Hamm)

Involved Party Information

Add Invelved Party Information

Contact Role Position Geographic Office Phone

2, Randall Hamm Complainant Attorney (not Trial) Atlanta District Office (555) 9876543

( | Select >] Back

5. The Case Summaries tab refreshes to display an Edit button now present on the Ul. Click
Save to save the newly created summary.

D Logs* @ Discussions |+ Reports» & Spelling

Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Docum

2021040 (Randall Hamm)

Case Summaries

Organizational Office: * Commissioner (CM) b

Date Intake/Discussion Conducted With

04/30/2021 | 1, Randall Hamm “ (x]

Add Case Summary

6. Click Edit to open the case summary.

7. The Case Summary pop up window appears. Click within the text editor and enter
information about the case summary in the workspace.
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Case Summary

& 7 L

Case Number: 2021045
Complainant; Randall Hamm
Date: 04/29/2021

Role: Agency Attorney

Position: RESFONDENT

Grade: 03

Step: 03

Geographic Office: Dallas District Office

Requested Relief:
Don’t change the text above this line.

A- TI- B I U 5 x

Cirganizational Office; Executive Secretariat (ES)

Name of person with whom Intake/Discussion was conducted: RESPONDENT ROLE

Close

8. After adding any text within the Text Editor, the Save button becomes enabled. Click Save

to save the Case Summary.
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Case Summary o
A~ Ti~- B I U & x x* 6 E- E E B = % = Nk
&, 7 o - %

Case Number: 2021045
Complainant: Randall Hamm
Date: 04/29/2021

Mame of person with whom Intake/Discussion was conducted: RESFONDEMNT ROLE
Role: Agency Attorney

Position: RESFPONDENT

Grade: 03

Step: 03

Geographic Office: Dallas District Office
Organizational Office: Executive Secretariat (ES)
Requested Relief;

Don't change the text above this line.

Close

9. After clicking Save, the pop-up window closes and the Case Summary is added to the case
folder. Within the Case Summaries workspace, there are options to (A) Edit an existing Case
Summary, and (B) Delete a Case Summary.

m Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documen

2021045 (Randall Hamm})

Case Summaries

Organizational Office: * Executive Secretariat (ES) v

Date Intake/Discussion Conducted With »

04/29/2021 | & RESPONDENT ROLE ﬂ [x]

3.2.2 Edit Case Summary

Follow the steps below to edit an existing case summary:

1. Navigate to the Case Summaries tab. Any previously created Case Summaries appear within
the Case Summaries workspace. Click Edit in the desired case summary row.
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2021045 (Randall Hamm}

Case Summaries

Organizational Office: * Executive Secretariat (ES)

Date Intake/Discussion Conducted With

04/29/2021 | 2, RESPONDENT ROLE

Add Case Summary

2. The Case Summary pop up window appears. Click within the text editor and enter any

updates to the case summary.

Case Summary
A~ TI- B I u £ x L]

> 72 - %

Case Number: 2021045

Complainant: Randall Hamm

Date: 04/29/2021

Name of person with whom Intake/Discussion was conducted: RESPONDENT ROLE
Role: Agency Attorney

Position: RESPOMNDENT

Grade: 03

Step: 03

Geographic Office: Dallas District Office
Organizational Office: Executive Secretariat (ES)
Requested Relief:

Don’t change the text above this line.

Ul
L]
i
[l
i

Close

3. After adding any text within the Text Editor, the Save button becomes enabled. Click Save

to save changes to the case summary.

This is example altered text
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4, After clicking Save, the pop-up window closes and the changes to the case summary entry
are recorded.

3.3 Case At-a-Glance Tab

The Case at a Glance tab is where you can assign additional roles, Respondents, Other
Complainants, etc.

Intake Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents MNotes(1)

2021045 {Randall Hamm)

Case At-a-Glance

Complainant. * 2, Randall Hamm
Organizational Office: * Executive Secretariat (ES) - Geographic Office: Aflanta District Office ~
Respondent: Add Respondent
Contact Role Position Geographic Office Phone
®, RESPONDENT ROLE Agency Attomey RESPONDENT Dallas District Office (676) 454-4542 x
2, EXPERT ROLE Expert Personal Rep El Paso Area Office (909) 454-3423 x
o QSEECTLYINVOLVED MGMT Expert TEST Atlanta District Office (121) 333-3589 ®
Contact Role Position Geographic Office Phone
i+ gEJTI\HOIfLTRI\EIIJKAFI‘?FRROLE Group representative Attorney (not Trial) Oklahoma City Area Office (121) 333-8523 »®
2, | Tester Testerson Attorney for Complainant

3.3.1 Case At-a-Glance Tab Interface

The Case-At-A Glance tab features three separate areas in the workspace:

= (A) Case-At-a-Glance information: Displays Complainant, Organizational Office, and
Geographic Office information.

= (B) Respondent information: Lists Respondent contacts, with options to add and remove
respondents.

= (C) Other Complainant information: Lists Complainants, and includes options to add or
remove complainants.
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2021045 (Randall Hamm)

Case At-a-Glance A
Complainant: * 2, Randall Hamm
Organizational Office: * Executive Secretariat (ES) v Geographic Office: * Atlanta District Office v
Respondent @
Contact Role Posifion Geographic Office Phone
2, | RESPONDENT ROLE Agency Attorney RESPONDENT Dallas District Office (676) 454-4542 »®
®
Contact Role Posifion Geographic Office Phone
0, | Tester Testerson Personal representative for Complainant ®

3.3.2 Add Respondent

While processing a Dispute Resolution, it may become necessary to add a respondent. To add a
respondent:

1. Navigate to the Case At-a-Glance tab. Any previously added respondents are listed in the
workspace. Click Add Respondent.

e

Contact Role Position Geographic Office Phone

2, RESPONDENT ROLE Agency Attorney RESPONDENT Dallas District Office (676) 454-4542 =

2. Thetabdisplays the Add Respondent workspace, where the new respondent role and
contact are selected. Select the Role from the drop-down list.

2021045 {Randall Hamm)

Add Respondent

Respondent Role; w

Respondent Contact:

Sawve Back

3. Click the Respondent Contact lookup. The Search for Contact pop up window appears.
4. Configure the search parameters and click Search.
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+ MNew - « Select Criteria B Save Criteria

Contact Ty, Respondent v

Contact Information

First Mame Tester
Last Name Testarson
Full Mame
Work Address
Address1 123 Selection St
Address2
City Portland
State/Region(US) Maine hd
Other State
Zip Code 12398

Advanced 5earch - Output Columns

Available Columns Selected Columns

A _ar o LT P

5. eCASE returns alist of search results which meet the search parameters. Select the desired
contact and click Select.

+ New = {3 Actions = 7] Copy Cantact to individual = £7] Copy Contact to organization @ "D View Cases (B View Data Changes € Back @ Close

Full Name Primary Address Secondary Address Created Date Created By Contact Type
EXPERT ROLE 222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 04/01/2021 Deepika Patel

RESPONDENT ROLE 222 Address 1, 222 Address 2, City MD 20321 222 Address 1, 222 Address 2, City MD 20921 04/01/2021 Deepika Patel Respondent
DIRECTLY INVOLVED MGMT ROLE 222 Address 1, 222 Address 2, City MD 20021 222 Address 1, 222 Address 2, City MD 20921 03/31/2021 Deepika Patel Respondent

6. The pop-up window closes, and the workspace refreshes to display the selected contact in
the Respondent Contact field. Click Save.

2021045 (Randall Hamm)

Add Respondent

Respondent Role: Expert w

Respondent Contact: EXPERT ROLE ¥ Q

Sawve Back
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7. The full Case At-a-Glance tab reappears, and the selected Respondent now appears in the
Respondent workspace.

2021045 (Randall Hamm)

Case At-a-Glance

Complainant: * 2, Randall Hamm
Organizational Cffice: Executive Secretariat (ES) ~ Geographic Office: * Atlanta District Office -
Contact Role Position Geographic Office Phone
&, | RESPONDENT ROLE Agency Attorney RESPONDENT Dallas District Office (676) 454-4542 =
8, | EXPERT ROLE Expert Personal Rep El Paso Area Office (809) 454-3423 b3 |

3.3.3 Add Other Complainant

While processing a Dispute Resolution case folder, it may become necessary to add a
complainant. To add a complainant:

1. Navigate to the Case At-a-Glance tab. Any previously added respondents are listed in the

workspace. Click Add Other Complainant.

Position eographic Office Phone

Other Complainant

Contact Role

0, Tester Testerson Personal representative for Complainant

2. Thetabrefreshes to display the Add Other Complainant workspace. This is where the new

complainant role and contact are selected. Select the Role from the Other Complainant Role

drop-down list.

2021045 (Randall Hamm}

Add Other Complainant

r}ther Complainant Role: "

Other Complainant Contact: a

Save Back

3. Click the Other Complainant Contact lookup. The Search for Contact pop up window
appears.

4. Configure the search parameters and click Search.
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+ MNew - « Select Criteria B Save Criteria

Contact Ty Respondent v
Contact Information

First Mame Tester

Last Name Testarson

Full Mame
Work Address

Address1 123 Selection St

Address2

City Portland

State/Region(US) Maine v

Other State

Zip Code 12398
Advanced 5earch - Output Columns

Available Columns Selected Columns

5. eCASE returns alist of search results which meet the search parameters. Select the desired
contact and click Select.

+ New = {5 Actions = €] Copy Contact to individual = €] Copy Contact to organization = ((+ Select )| "D view Cases @ View Data Changes € Back € Close

Full Name Primary Address Secondary Address Created Date Created By Contact Type
Tester Testerson 0472272021

Randall Hamm 123 Main Street, Gaithersburg MD 20879 222 Second Street, Secondtown MD 98765 04/20/2021 John Gatewood Party
ATTORNEY FOR COMPLAINANT ROLE 222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 03/31/2021 Deepika Patel Party
PERSQNAL REPRESENTATIVE FOR COMPLAINANT ROLE 222 Address 1, 222 Address 2, City MD 20021 222 Address 1, 222 Address 2, City MD 20021 03/31/2021 Deepika Patel Party

6. The pop-up window closes, and the workspace refreshes to display the selected contact in
the Other Complainant Contact field. Click Save.

2021045 (Randall Hammj}

Add Other Complainant

e B e Attorney for Complainant v ]

Other Complainant Contact: e Q

Save Back
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7. The full Case At-a-Glance tab reappears, and the selected Respondent now appears in the

Respondent workspace.
Other Complainant
Contact Role Position Geographic Office Phone
b oY ggr;f&?: A’—;HC?FRR OLE Group representative Attorney (not Trial) Oklahoma City Area Office (121) 333-6523 x
&, | Tester Testerson Altorney for Complainant x

3.4 Involved Party Information Tab

The Involved Party Information tab automatically grows as contacts are added to the Case At-a-
Glance tab, but you can also manually expand/record entries, if desired.

3.4.1 Involved Party Information Tab Interface

An example Involved Party Information tab is displayed below. You can manually add an entry to
the tab by clicking (A) Add Involved Party Information, and all existing Involved Party Entries
are displayed in the (B) workspace. Additionally, entries in the workspace can be deleted by
clicking the red X in the desired Party row.

Intake Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents Notes(1)

2021045 (Randall Hamm)

Involved Party Information
Add Involved Party Information P @

Contact Role Position Geographic Office Phone
!, | Randall Hamm Complainant Attorney (nof Trial) Atlanta District Office (555) 987-6543
1, | RESPONDENT ROLE Agency Attorney RESPONDENT Dallas District Office (676) 454-4542
&, | EXPERT ROLE Expert Personal Rep El Paszo Area Office (909) 454-3423
M | Tester Testerson Attorney for Complainant
1 QE\?;‘ Lr:-‘lxll—:r: AFr\(l:')I'RR OLE Group representative Attorney (not Trial) g:izoma City firea (121) 333-6523
H Eﬂg;?;_;l_l: VOLVED Expert TEST Aflanta District Ofice | (121) 333-3589

3.4.2 Add Involved Party Information

To manually add involved party information:

1. Navigate to the Involved Party Information tab. Any previously added respondents are listed
in the workspace. Click Add Involved Party Information.
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2021045 (Randall Hamm)
Involved Party Information
@o.ﬁM

Contact Role Position Geographic Office Phone
2. Randall Hamm Complainant Attorney (not Trial) Atlanta District Office | (555) 987-6543
8. RESPONDENT ROLE Agency Attorney RESPONDENT Dallas District Office (676) 454-4542 x

2. Theworkspace refreshes and displays a blank Add Involved Party form. Select the role from
the Involved Party Role drop-down list. Selecting in this drop-down list activates the Involved
Party Contact lookup field.

2021045 (Randall Hamm)

Add Involved Party

Involved Party Role: “

Involved Party Contact:

Save Cancel Back

3. Click the Involved Party Contact lookup. The Search for Contact window appears.
4. Configure the search parameters and click Search.
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« Select Criteria B Save Criteria

Respondent v

Contact Information

First Mame Tester
Last Name Testarson
Full Mame
Work Address
Address1 123 Selection St
Address2
City Portland
State/Region(US) Maine hd
Other State
Zip Code 12398

Advanced 5earch - Output Columns

Available Columns Selected Columns

A _ar o LT P

5. eCASE returns alist of search results which meet the search parameters. Select the desired
contact and click Select.

+ New - {3 Actions - €F] Copy Cantact to individual = £7] Copy Contact to organization - o Select ) D View Cases (B View Data Changes € Back @ Close

Full Name Primary Address Seidary Address Created Date Created By Contact Type
EXPERT ROLE 222 Address 1, 222 Address 2, City MD 20921 2 Address 1, 222 Address 2, City MD 20921 04/01/2021 Deepika Patel Respondent
RESPONDENT ROLE 222 Address 1, 222 Address 2, City MD 20321 222 Address 1, 222 Address 2, City MD 20921 04/01,/2021 Deepika Patel Respondent

DIRECTLY INVOLVED MGMT ROLE 222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 03/31/2021 Deepika Patel

RMQ ROLE 222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 03/31/2021 Deepika Patel Resgondent

6. The pop-up window closes, and the workspace displays the selected contact in the Involved
Party Contact field. Click Save.

2021045 (Randall Hamm}

Add Involved Party

Involved Party Role: Expert

Involved Party Contact: DIRECTLY INVOLVED MGMT ROL Q

Save Cancel Back
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7. The full Case At-a-Glance tab reappears, and the selected contact now appears in the
Involved Party Information workspace.

2021045 (Randall Hammy)

Involved Party Information

Add Involved Party Information

Contact Role Position Geographic Office Phone
2, | Randall Hamm Complainant Attorney (not Trial) Aflanta District Office | (555) 987-6543
2, RESPONDENT ROLE Agency Attorney RESPONDENT Dallas District Office (676) 454-4542 ®
2, | EXPERTROLE Expert Personal Rep El Paso Area Office (909) 454-3423 ®
M, Tester Testerson Attorney for Complainant x

3.6 Settlement Terms Tab

Use the Settlement Terms tab to record any agreed-upon settlement information. Settlement
terms include Monetary, Non-Monetary, as well as any follow up or verification required terms.
The following subsections provide information about the settlement terms interface, and steps
to capture settlement terms.

3.6.1 Settlement Terms Tab Interface

The Settlement Terms tab features areas to capture the following settlement related
information: (A) Core Settlement Terms and Dates, (B) Monetary Settlement Terms, (C) Follow up
and Verification information, and (D) Non-Monetary terms. All settlement term fields feature a
checkbox to indicate if the settlement terms were completed, except for the fields in section C
(Follow up required and verification). Selections in Section C prompt additional fields to appear,
typically a free text field and date picker.
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Intake Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents Nates(1)
2021045 (Randall Hamm)
Settlement Terms o
Fully Executed Agreement Date:
[ Tentative Settiement Terms are Reached Y g mm/ddlyyyy =]
Final Impasse Date mmiddlyyyy (]
[ Impasse reached
@ Monetary Terms Follow-up Required and Verification O
Type of Monetary Term Amount Due Date Completed |{ ] | Allegation of Non-Compliance
]| Lump-sum 50.00 mm/ddiyyyy ] | Retaliation
Back pay 5000 P — a 0 (]| New Case
] | Physical Damages $0.00 T (]| Verification
Follow-up
] Attomey Fees 50.00 TR O
] Other Compenszatory Damages, with 50.00
Description
Tofal Amount $0.00
Non-monetary Terms
Type of Non-monetary Term @ Hours/Amount Due Date Completed
Sick Leave, with number of hours mmiddryyyy ) 0
Annual Leave, with number of
[ ) fddfyyyy
' hours mmi/dd/yyyy
Administrative Leave, with number
[ ! fddyyyy
" of hours LTS
(] | Within grade increase mmidd/yyyy
O Change of performance evaluation mm/ddryyyy
7] Selection mm/dd/yyyy
[] | Frometien mmi/ddfyyyy

3.5.2 Capturing Settlement Terms

The image below includes examples of fields enabled by clicking the checkbox. The (A)
Allegation of Non-Compliance field has been selected and displays additional fields for capture.
The (B) Completed Column features checkboxes that you can select to indicate that the agreed-
upon settlement terms have been met. The (C) Sick Leave, with number of hours fields have all
been completed, including the Completed checkbox, indicating that these terms have been

resolved.

Note: Always click Save after completing any settlement term entries within this tab.
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Monetary Terms Follow-up Required and Verification
Type of Monetary Term Amount Due Date Completed Allegation of Non-Compliance o
—| | Lump-sum $0.00 mm/ddiyyyy Note: Date:
- This ig a sample note 04/19/2021 m]
Back pay 55.00 03/31/2021 m] (]
] Physical Damages $0.00 mm/ddiyyyy
Attomey Fees | Retaliation
¥ 57.00 04/04/2021 m] [
» New Caze
(] Other Compensatory Damages, with 50.00 mm/dd/yyyy
Description MNote: Date:
Total Amount $12.00 Note for documentation purposes 04/22/2021 m]
Non-monetary Terms
Type of Non-monetary Term Hours/Amount Due Date Completed | — | vrification
| Sick Leave, with number of hours G 5 04/28/2021 m) Follow-up
O

~— | Annual | eave with number nf

3.6 Event Log Tab

The Event Log tab tracks all workflow events as they occur. Log Activity entries are manually
created or populated based on choice selections or activities in other tabs, and notes are stored
here as well.

3.6.1 Event Log Tab Interface

The Event Log tab interface consists of two separate features, (A) a button to manually Add Log
Activity, and (B) a list of Events that have been logged as the case folder has progressed through
its workflow. These events can be recorded manually or are completed automatically.

Intake Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents MNotes(1)

2021045 {Randall Hamm)

Event Log A

Add Log Activity

B

Event Type Event Date Event Note Created Date Created By
Create Case for the Submitter 04/28/2021 System Generated: Case Created 04/28/2021 Josh Moyer
Email acknowledgement 04/28/2021 Scheduling discussion with SME 04/28/2021
Conduct intake with customer 04/06/2021 This is a sample event note 04/28/2021 Josh Moyer
Conduct discussion with District 04/21/2021 5 04/29/2021 Josh Moyer
Director or Management Official

3.6.2 Add Log Activity

To manually add an event to the event log:

1. Navigate to the Involved Party Information tab. Any previously added respondents are listed
in the workspace. Click Add Log Activity.

gj 65



ADR Intake Folder Interface

2021045 {(Randall Hammy}

Event Log
[ pasropnotmiey &
Event Type Event Date
Create Case for the Submitter 042872021 Syste

2. Ablank Log Activity form appears in the workspace. Click the date picker to select the
Event Date.

2021045 (Randall Hammy}

Log Activity

Event Date: Cji"m" ddiyyyy @

Event Type: ‘ - |

Event Note:

3. Select the Event Type from the drop-down list. Some selections may prompt additional
fields to appear.

4. Enter event information in the Event Note field.
5. Click OK. A confirmation window appears. Click Yes.

Confirmation _‘

Are you sure you would like to add an event? Once an event
is added, it cannot be deleted.

- ) G
|

6. The full Event Log tab reappears, with the newly created event in the workspace.

3.7 Documents Tab

The Documents tab contains a list of all attachments associated with the case, with options for
adding, editing, and managing attachments.
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3.7.1 Documents Tab Interface

Attachments are included in the (A) Attachments List, including identifying the Attachment Type
(indicating where in the process this attachment was added). There are (B) Actions you can take
on this tab, including using the Add From and Add Child From buttons to add parent and child
attachments, respectively:

Intake Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents MNotes
| + Add From = @ Add Child From= | [ Edit= /& Manage~ f£4SendTo~- TV Filter @ View - @ Group By: Aftachment Type
Display  Content Created Modified Checked
Index Source Sensitivity Description Keywords Comments MName Created By Modified By Out By Size
Attachment Type: Original o
1.0 Documentation  Test This is for [HTest.dotx  04/30/2021 Josh 04/30/2021 Josh

7
Test documentation 9:22:53 AM Mayer 9:22:53 AM Moyer KB
purposes.

k- ] 04/30/2021 04/30/2021

Sampledoce  9:23:34 AM 9:23:34 AM

3.7.2 Add Documents

The Add From feature allows the user to add attachments to the Attachments Workspace from
the following locations:

4+ Add From -

My Computer
Con
Default Attachments

Letter Template
Case

Barcode Page

= My Computer: Add an attachment from the local desktop.

= Default Attachments: Add an attachment from the default attachments if default
attachments are configured.

= |etter Template: Add an attachment to the case folder using a preconfigured attachment
template. These letter templates are unique to your organization.

= (Case: Add an attachment from another dispute resolution case folder.

=  Barcode Page: Add attachments via bulk scanning, when licensed to use the bulk scanning
module.
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Note: Child attachments are attachments underneath or supporting an existing higher level
attachment. The upload process is similar to uploading a parent attachment.

3.7.2.1 Add From My Computer

Follow the steps below to add an attachment from a local or network drive:

1. Within the Documents Workspace, click the Add From drop-down list and select My
Computer.

4+ Add From -

My Computer
Coi

Default Attachments
Letter Template
Z3se

Barcode Page

2. After clicking My Computer, the Add New Attachment pop up window appears:

Add New Attachment

Case Mo 2021045

File(s) ta be Attached* ” .

Attachment Mame

Attachment Type* Qriginal v
Description

Keywords

Comments

Spell... Add Close

3. Locate the File(s) to be Attached field and click Select:

File(s) to be Attached® | ([ select )
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4. The Open window appears. Select the attachment(s) to upload and click Open.
5. The Add New Attachment screen displays the added attachment above the Select field.

Add New Attachment

Case Mo 2021045

File(s) to be Attached® @ TEST.dom x Remave

| | seeer |

6. Complete the remaining fields within the Add New Attachment window. Descriptions of
each field are provided below.

m

Attachment Name  Enter the file name for the attachment. Any content entered into this
field takes precedent over the filename at upload.

Attachment Type Select the type of attachment from the drop-down list. This selection
determines the attachments location within the Attachments

Workspace.
Description Enter a detailed description of the attachment.
Keywords Include any keywords for search capabilities.
Comments Enter any relevant comments about the attachment.

7. When all required fields are completed, click Add.

Spell... Close

8. After clicking Add, the Documents tab refreshes and displays the added attachment in the
selected section of the Documents Workspace.

3.7.3 Check In/Check Out

The Check In and Check Out features are used restrict access to attachments while those
attachments are being updated. Additionally, these can actions provide an audit trail for an
attachments.
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3.7.3.1 Check Out

Users can check out a document to restrict access while they perform any necessary edits. To

check out a document:

1. Navigate to the Documents Workspace and select the attachment to check out.

Display Content
Index Source Sensitivity Description

Attachment Type: Original

1.0 Documentation
Test

Sample1

2. Click the Edit drop-down list and select Check Out.
(& Edit~ ,© Manage ~

¢ Ch_eck Out D

8  Checkln '

Discard Check Out
3. The Check Out pop-up window appears. Enter a comment regarding the edits to be
performed in the Comments field.

Check Out

Comments

This is a sample comment for documentation purposes. |

s -

Check Out Close
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4. Click Check Out. The attachment is now locked within the Attachment Workspace, as
indicated by the green arrow icon below. You can now perform any necessary edits to the
attachment.

@—E!I Test.docx

Note: In order for edits to an attachment to be accepted, a checked-out attachment must be
checked back into eCASE.

3.7.3.2 CheckIn

Users can check in an attachment after the attachment no longer requires editing. To check in
an attachment:

1. Within the Documents Workspace, select the attachment to check in.

Display Content
Index Source Sensitivity Description

Attachment Type: Original

1.0 Documentation
Test

Sample1

Note: An attachment must be checked out before it can be checked in. Documents which are
checked out feature a green arrow next to the document name.

MName Created

T EST.dotx 05/06/20271 4:49:23 DM

( @Szmple.clocm , 05/06/2021 4:06:04 PM

2. Click the Edit drop-down list and select Check In.
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(&£ Edit>  ,° Manage ~

Check Out

2 ¢ Check In > '

Discard Check Out

3. The Check In pop up window appears. Enter a comment regarding the edits that were
performed in the Comments field.

Check In

Location™: Choose File | No file chosen

Comments

This is a sample comment for documentation purposes |

Check In Close Spell

4. Click Check In. The attachment is now available within the Documents Workspace.
Note: Every Check In action creates a new version of an attachment (not a duplicate).

3.7.4 Version History

The Version History menu option allows users to view a record of the changes that have been
made to a document. If Comments were entered when the attachment was checked back in,
users are able to view them here. Additionally, changes to the Name, Version Number, User,
Modified Date, and File Size are displayed in this window. Authorized users can delete selected
portions of the Version History by clicking the Remove button.

Note: Not all attachment activities appear in this pop-up window.
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Version History

Name Version Check-In Comments Meodified By File Size Meodified Date

Test.docx Current 0.1 Josh Moyer 11 KB 02/25/2019 1:08:33 PM

3.8 Notes Tab

The Notes tab allows for users to add notes related to the dispute resolution case folder. Click
the Add button to open the Journal Entry Details pop up window, where you can complete a new
Journal Entry (including attachments, if needed):

Intake | Case Summaries = Case At-a-Glance  Involved Party Information | Settlement Terms | Eventlog = Documents NENCEEQ
(# Add ))& Edit @ View Attachment % Delete
User Attachments. Action Office Date/Time Action
Josh Moyer This is a sample journd for documentation purposes 0 Aftachments Resalve - eCase Resolve 04/30/2021 927:19 AM Journal Entry Added
1® Journal Entry - Google Chrome - o X
Show:| 20 &

A Not secure | 192.168.5.58/eCase/Corres/Editlournal.aspx?folderid=46

Journal Entry Details

Note: * fields are mandatory

Name: Josh Moyer

Entry: 04/30/2021 4:06:37 PM

Comments™
A~ TI~ B I u & x x* 4 /v G- =~
= = = = G-
% @ = hk £ /S B8 7

Save Close

3.8.1 Notes Tab Interface

Notes are included in the (A) Notes List, including identifying the Attachment Type (indicating
where in the process this attachment was added). There are a set of (B) Actions you can take
within this tab, including adding or editing notes.

73



ADR Intake Folder Interface

Case Summaries. Case At-a-Glance

Involved Party Information

Settlement Terms | Eventlog | Documents

+ Add # Edit @ View Attachment | % Delete B

User Comments. Attachments Action Office

[A)

Josh Moyer This is a sample journal entry/note for documentation purposes 0 Attachments Resolve - eCase Resolve

Date/Time Action

04/30/2021 9:27:19 AM Journal Entry Added

Show. 20 %

3.8.2 Add New Note

Follow the steps below to add Note to the dispute resolution:

1. Navigate to the Notes tab of the desired dispute resolution case folder.

2. Click Add. The Journal Entry Details pop up window appears. This pop-up window features
(A) a text editor to record the journal entry, (B) a Choose Files attachment upload button,
(C) and buttons to Save the note, or Close the note without saving.

Journal Entry Details

Note: * fields are mandatory

MName: Josh Moyer

Entry: 04/30/2027 4:41:55 PM

Comments™ Q

A- TiI- B I U § x2 x 4 /-~ I~ E~- E E =E E -

% [ - hk PO~ T

Attached file(s): | Choose Files | No file chosen

©

Save Close

3. Within the text editor, enter the note information.

display the newly added note.

Click Choose Files to upload any relevant attachments, if desired.
Click Save to record the note. The pop-up window closes and the Notes tab refreshes to
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ies Case At-a-Glance Involved Party Information Settlement Terms

User Comments Attachments Action Office Date/Time Action

Josh Moyer 0 0 Attachments Resalve - eCase Resolve 04/30/2021 4:47:36 PM Journal Entry Added

| Josh Moyer ABC 0 Attachments Resalve - eCase Resolve 04/20/2021 £:46:49 PM Journal Entry Added

Josh Moyer This is & sample journal entry/note for documentation purposes 0 Attachments Resolve - eCase Resolve 04/30/2021 927:19 AM Joumal Entry Added

3.9 Portal Messages Tab

The Portal Messages tab appears in the Case Folder after the Transfer to Neutral next action is
performed. You can compose and receive portal messages within this tab.

3.9.1 Portal Messages Tab Interface

The Portal Messages tab interface consists of three separate features, (A) the View drop-down
list to change the workspace display (Inbox, Outbox, etc.), (B) a set of Action buttons used to
perform work using the messages, and (C) the Messages Workspace, which can be changed by

making a different selection from the View drop-down list.

aries Case At-a-Glance Invelved Party Information Settlement Terms

| @ Compose  +yReply | [IView  x Delete p
Subject G Received

Duplicate attachment uploading notification. 5/4/2021 12:33:50 PM

Message 2 Documentation 5/4/2021 12:33:50 PM

Doc Test 5/4/2021 10:52:33 AM

3.9.2 Portal Message Actions

Prior to performing most actions within the Portal Messages tab, the desired message must first
be selected. You do not need to select a message from the workspace prior to clicking
Compose.

3.9.2.1 Compose

Click this button to create a message and send it to the portal user. Click Compose to open the
Portal Message (Email) pop up window. Configure the (A) Subject and Due Date fields, compose
the message using the (B) Text Editor, (C) add any attachments if desired, and then click (D)
Send to send the message to the portal user.
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Portal Message

Mote; * fields are mandal

Send To: Bela Smith
Subject®:

Due Date™

Message:

a)
A~ Ti~

5 x2 & F-
% -

»
oy
=
i
i
iii

Attachments:

w(}lose
3.9.2.2 Reply

The Reply button is used to directly reply to a message in the Inbox. Select the desired message
and click Reply. The Portal Message (Email) pop up window appears. Configure the (A) Subject

and Due Date fields, compose the message using the (B) Text Editor, (C) Add any attachments if
required, and click (D) Send to send the message to the portal user.
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Portal Message

Mote: * fields are mandatory

Duplicate attachment uploading notification. - Message ©
Received: 5/4/2021 12:33:50 PM

Send To: Bela Smith

Subject™: RE: Duplicate attachment uploading notification

Due Date™: =
Message:

A~ T~ B I U & x, x & #- q~ =~

iif
iii
lil
-
H
Ll

% @ - Kk o~ 2B 7T 9

Attachments: | Select

Back ﬁ(}lose

3.9.2.3 View

The View button is used to open a message in a separate pop-up window, where the content of
the message and further actions can be performed. Select the desired message and click View.
The Portal Message pop up window appears, displaying the content of the message sent to the
user from the Portal. Within the Portal Message pop up window, there are buttons to (A) Reply
to the Message via the Portal Message window, and (B) Delete the message.

Portal Message

Mote: * fields are mandatory

Subject : Message 2 Documentation

Received Time : 5/4/2021 12:33:50 PM

Message : This message is for documentation purposes.
Attachments None

B
Delete
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3.9.2.4 Delete

The Delete button is used to delete a message directly and permanently in the Portal Messages
workspace, Select the desired message and click Delete. The Workspace refreshes and the
selected message is removed.

3.10 Portal Forms Tab

The Portal Forms tab is used to send items or forms from the case folder to the portal user, who
then must complete the requested form or action. Actions executed via the Portal Forms tab
appear within the Event Log tab.

3.10.1 Portal Forms Tab Interface

The Portal Forms tab interface consists of two separate features, (A) a set of Action buttons
used to perform actions with forms in the workspace (View Form, Version History, Request
More Info), (B) the Workspace, is used to select the form that the actions will interact with.

Intake Case Summaries Case At-a-Glance Involved Party Information Settlement Terms Event Log Documents Notes(3) Portal Messages Portal Forms

| @ View Form D Version History i Request More Info =

Form Name Status @ Status Date

ADR Portal ASSIGNED 05/04/2021 10:27:35 AM

Show: 20 =

3.10.2 Portal Form Actions

Actions can be performed upon a form by selecting form and clicking the desired button.
Alternatively, some additional actions can be performed within the View Form window.

3.10.2.1 View Form

The View Form button opens the Form Window, where the form information is visible in the (A)
Complaint Information section, an (B) Events list is visible, and further actions can be performed
within the window.
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B4 Send & Print % Close

2021045
Complaint Information o

Complainant: Hamm, Randall Organizational Office: Executive Secretariat (ES)
District: Atlanta District Geographic Office Atlanta District Office

Scheduled Mediation Date: mm/dd/yyyy )

Events @

Event Type Event Date Event Note Created Date
Review case ~ | 050312021 Sample Review Case Event Note
Conduct Mediatio ~ | 05042021 This is for decumentation purposes

Add Event

The Send button within the form window opens an Email Message pop up window, allowing
communication between the Portal User and the eCASE ADR user. Configure the message
using the (A) text editor and click (B) Portal Update to send the message. Portal Users can view
the message by clicking the Messages button in the portal.

Status Message

Send email

Email Template [Select Email Template] v
Subject*

Message

A~ Ti~ B I u & x x 4 7+ T~

[
1
iii
iii
i
I

% [ - k= PO = ?

Portal Update Close
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The Add Event button allows you to directly add an event to communicate between the Portal
and eCASE ADR. Clicking Add Event opens new fields allowing you to complete and
communicate event information with the Portal User.

Events

Event Type Event Date Event Note Created Date
Review case v | 05/03/2021 Sample Review Case Event Mote
ct Mediation v | 05/04/2021 This is for documentation purposes

3.10.2.2 Version History

Select the Portal Form and click Version History to view a complete history of the interaction
between the ADR Intake case folder and the Portal User. The Version History pop up window
appears and displays a table containing all portal/application interactions. Select an event in
the version history and click View to view the event, or Remove to remove the event,

respectively.

Version History

Name Version Check-In Comments Modified By File Size Meodified Date

ADR. Current ¥ml Document is updated from the Portal ~ System Account 16 KB 05/04/2021 11:46:42 AM
Portal XML 0.2

ADR 0.1 System Account 14 KB 05/04/2027 10:27:35 AM
Portal. XML
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4 Workflow Example

In this chapter we explain how to use the Next Actions drop-down list to move a case folder
through a sample workflow. Due to the highly configurable nature of the ADR application, your
specific process may not follow along precisely with the one outlined below. It is only intended
as an example, to help demonstrate how the system works so you can apply the same
functionality to your organization’s ADR environment.

4.1 Information Gathering

The initial phase in ADR processing is generally the Information Gathering phase. In this phase,
the ADR Intake is created, necessary steps are taken to schedule and conduct discussions, the
process is determined, and a package is sent to the customer.

Some of these steps are described in the following sections. Your experience may vary
depending on your configuration, these are only intended as examples of one way a dispute
could be processed.

4.1.1 New ADR Intake Creation

The initial step in any ADR resolution is to create the intake folder. Please refer to this section
for a full walkthrough of creating a New ADR Intake Case Folder.

4.1.2 Conduct Intake with Customer

After the new ADR Case Folder is created, it is necessary to continue information gathering
and conduct the intake with the customer.

1. Within the Intake tab of the case folder, select Conduct Intake with Customer from the
Next Action drop-down list and click the green arrow.

MNext Action: Conduct intake with customer vl[ e :I

2. Thetab refreshes and displays the Event workspace, with Conduct Intake with Customer
selected and locked within the Event Type drop-down list.
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2021045 (Randall Hamm})

Log Activity

Event Date: ‘ mmiddlyyyy = |

Event Type:

Scheduled Intake Date: | mmIddiyyyy = ‘

Event Note:

EH

3. Usethe date picker to select the Event Date.
4. Use the date picker to select the Scheduled Intake Date.
5. Enter the relevant event information within the Event Note field.
6. Click OK.

Log Activity

R 04/06/2021 m]

Event Type:

Scheduled Intake Date: 05/04/2021 =

Event Note:

This iz a sample event note

7. A confirmation window appears, asking you to confirm that you would like to add an event.
Click Yes.

8. Theeventisadded tothe Event Log tab, and the Intake tab refreshes to display the full tab,
with the next configured step in the workflow displayed in the Next Action drop-down list.
In the example below, Track customer permission to speak with management is selected.
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Intake Case At-a-Glance Involved Party Information Settlement Terms Event Log m

2021051 (Randall Hamm)

Complainant and Phase Information Next Action: Track customer permission to speak with managemen v e
Is this a Coaching Case? Yes No

Complainant: * 2, Randall Hamm Organizational Office Office of Chief Financial Officer (QCFO) v
District: * Allanta District v Geographic Office: © Alfanta District Office v

Grade: 0% v Steps 05 v

Cell Phone Number: (555) 987-7654 Hours of Work A0

Position Attorney (not Trial) v

41.3 Conduct Discussions with Customer/Management

During the ADR workflow, it may be required to conduct a discussion with the

customer/management parties involved in the dispute. To conduct and log these discussions:

1. W.ithin the Intake tab of the desired case folder, select Conduct additional discussion(s)
with... from the Next Action drop-down list and click the green arrow.

MNext Action: Conduct additional discussion(s) with management ar @

2. Thetab refreshes and displays the Event workspace, with Conduct additional
discussion(s)... selected and locked within the Event Type drop-down list.

2021045 (Randall Hamm})

Log Activity

Event Date: ‘ mmiddfyyyy m ‘
Event Type:

Event Note:

Is Email sent?: |

3. Use the date picker to select the Event Date.
4. Enter therelevant event information within the Event Note field.
5. Click Send Notification. The Send Email Favorite window appears.

2
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Send Email Favorite

Content Attachments

From® | jmoyer@ains.com

To* jgatewood@ains.com
Mote: To enter multiple recipients use a comma or semi-colon as a separator with NO SPACES between
email addresses]
jmoyer@ains.com
[Mote: To enter multiple recipients use a comma or semi-colon as a separator with NO SPACES between
email addresses]
Show Bce: O
Email Template: Scheduling discussion with SME v
Subject: Scheduling discussion with SME
Message:
A- Ti- B I u & x x 4 /- 9~ E- E = =
= Ge-
% - k = S B ?

Aftach From Disk Attach From Spell... Close

6. Configure the email message and click Send. The Send Email Favorite window closes and the
message is distributed.

7. The Log Activity screen is displayed. Click the Is Email sent? checkbox. The workspace
refreshes and the OK button is now activated. Click OK.

2021045 (Randall Hamm})

Log Activity

Event Date: 04/21/2021 |
Event Type:

Event Note: Test Text

Is Email sent?:

8. A confirmation window appears, asking you to confirm that you would like to add an event.
Click Yes.
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9. Theeventisadded to the Event Log tab, and the Intake tab refreshes to display the full tab,
with the next configured step in the workflow displayed in the Next Action drop-down list.
In the example below, Track customer permission to speak with management is selected.

2021051 (Randall Hamm})
Complainant and Phase Information Next Action: | Track customer permission to speak with managemen v | e

Is this a Coaching Case? Yes No

Complainant. * 2, Randall Hamm Izational Office: Office of Chief Financial Officer (OCFOQ) v
District: * Atlanta District Geographic Office: * Atlanta District Office v

Grade: 09 ~ Steps 05 -

Cell Phone Number: (555) 987-7654 Hours of Work 40

Position: Attorney (not Trial) v

4.1.4 Determine Process for Case

At this point in the information gathering stage, it becomes necessary to determine the process
for the ADR case. To determine the process for case:

1. W.ithin the Intake tab of the case folder, select Determine Process for Case from the Next
Action drop-down list and click the green arrow.

)

MNext Action: Determine Process for Case W e

(

2. Thetab refreshes and displays the Event workspace, with Determine Process for Case
selected and locked within the Event Type drop-down list.

2021045 (Randall Hamm})

Log Activity

Event Date: ‘ mm/ddyyyy ) |

Event Type:
Case Type:

Event Note:

=)
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3. Use the date picker to select the Event Date.

4. Select the desired case type from the Case Type drop-down list.

Note: The selection made in the Case Type drop-down list governs how the case folder
progresses through the remaining workflow. This Case Type selection is the “compromise”
that the involved parties (potentially including Judge and/or Neutral) agreed upon.

5. Enter the relevant Event information within the Event Note field.
6. Click OK.

2021045 (Randall Hamm})

Log Activity

Event Date: 04/27/2021 |

Event Type:

=B LT Facilitated Discussion hd

Sr LT This iz a sample event note

‘ oKk Back

7. A confirmation window appears, asking you to confirm that you would like to add an event.
Click Yes.

8. Theeventisadded tothe Event Log tab, and the Intake tab refreshes to display the full tab.
4.1.5 Send Package to Customer

After the process is determined, it may become necessary to send the ADR Package
information to the customer. This is intended to provide the complainant with information
about the available options, and how the ADR process will progress from this point.

1. Within the Intake tab of the desired case folder, select Send Package to Customer from the
Next Action drop-down list and click the green arrow.

MNext Action: Send Package to Customer b e

2. Thetab refreshes and displays the Event workspace, with Send Package to Customer
selected and locked within the Event Type drop-down list.
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2021045 (Randall Hamm})

Log Activity

Event Date: ‘ mmiddryyyy = ‘
Event Type:

Event Note:

Is Email sent?: ]

3. Use the date picker to select the Event Date.
4. Enter therelevant Event Information within the Event Note field.
5. Click Send Notification. The Send Email Favorite window appears.

Send Email Favorite
Content Attachments

From™  jmoyer@ains.com

To* jgatewood@ains.com

[Mote: To e

ultiple recipients use a comma or semi-colon as a separator with NO SPACES between

email addn

jmoyer@ains.com
[Mote: To enter multiple recipients use a comma or semi-colon as a separator with NO SPACES between
email addr

Show Bcc: O

Email Template: Email to EE: Intake Package w

Subject: Email to EE: Intake Package

Message:

A~ TI~- B I u & x x* 48 /- 9~ E- E =

Aftach From Disk Attach From Spell... Close

6. Configure the email message and click Send. The Send Email Favorite window closes and the
message is distributed.

7. The LogActivity screen is displayed. Click the Is Email sent? checkbox. The workspace
refreshes and the OK button is now activated.
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8. Click OK.

2021045 (Randall Hamm})

Log Activity

Event Date: ‘ mm/ddyyyy | ‘
Event Type:

Event Note: Test Text

Is Email sent?:

Send Notification

9. A confirmation window appears, asking you to confirm that you would like to add an event.
Click Yes. The event is added to the Event Log tab, and the Intake tab refreshes to display
the full tab.

4.2 Mediation

The Mediation phase allows for a neutral party to attempt to mediate the dispute. The
following subsections provide some of the steps you may take in the Mediation phase.

4.2.1 Add Netural

1. Navigate to the Case At-a-Glance tab within the desired case folder and click the Neutral
field lookup.

Staff Assigned

Neutral: /@

2. The Search for Contact pop up window appears. Execute a search for the desired contact
and click the desired user from the Search Results. Click Select.

+ New = & Actions 4 Copy Contact to individual « 4 Copy Contact to arganization " Select D View Casas @ View Data Changes € Back © Close
Full Name Primary Address Secondary A Created Date Created By Contact Type
Syed Nasir Neutral 04/19/2021 Syed Nasir Neutral

Bela Smith 111 Address 1, 111Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 04/19/2021 Deepika Patel Neutral
Sailendra Gandham 222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 04/19/2021 Deepika Patel Neutral

Mancy Lee 222 Address 1, 222 Address 2, City MD 20921 222 Address 1, 222 Address 2, City MD 20921 03/31/2021 Deepika Patel Meutral

3. Tabrefreshes, and selected contact appears in the Neutral field. Click Save.
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Home [ ADR Intake 20217047 [Open]

D logs~ & Discussions  |»° Repor

Intake Case At-a-51 . Involved Party Infor

Case At-a-Glance
4.2.2 Add Scheduled Mediation Date

After the case folder has been transferred to the Neutral Party, you must add the scheduled
mediation date:

1. Navigate to the Intake tab of the desired case folder. Select Add Schedule Mediation Date
from the Next Action drop-down list and click the green arrow.

NextAction:  Add Schedule Mediation Date v @

2. The page refreshes to display the Log Activity workspace. Use the date picker to select the
Event Date.

2021045 (Randall Hamm)

Log Activity

Event Date: ‘ mmidd/yyyy C 0

Event Type:

Event Note:

Is Email sent?: M

3. Enter a brief description of the event in the Event Note field.
4. Click Send Notification. The Send Email Favorite window appears.
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Send Email Favorite

Content Attachments

From* jmeyer@ains.com

To* jgatewood@ains.com

[Mote: To enter multiple recipients use a comma or semi-colon as a separator with NO
SPACES between email addresses]

jmoyer@ains.com

[Mote: To enter multiple recipients use a comma or semi-colon as a separator with NO
SPACES between email addresses]

Show Bec: O

Email Template: Email to Mediator for Mediation

Subject: Email to Mediator for Mediation Transmittal Form
Message:

A~ Ti~- B I U § x ¥ 4 7~ 1~

&
3]
1
»
y
S
7]
w

Good morning/afternoon/evening |

Attached 1s the mediation contact transmittal form for the CITY mediation. The
Settlement Official in this case 1s RESPONDENT ROLE. S/He will be participating
WMONE af PARTICTPATION Tfvan have anv anestinne nleace Tat me lenaw T

Attach From Disk Attach From Spell... Close

Configure the message and add any attachments, if required. Click Send.
Click the Is Email sent? checkbox. The OK button is enabled.
Click OK.

8. The Add Event confirmation window appears. Click Yes.

4.2.3 Prepare Scheduling Notice

N o U

After the scheduled mediation date has been entered into the case folder, eCASE prompts you
to Prepare Scheduling Notice. To prepare the scheduling notice:

1. Navigate to the Intake tab of the desired case folder. Select Prepare Scheduling Notice
from the Next Action drop-down list and click the green arrow.
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2021045 (Randall Hamm)

Log Activity

Event Date: ‘ mm/dd/yyyy | ‘

Event Type:

Event Note:

L= [l = ]

2. The page refreshes to display the Log Activity workspace. Use the date picker to select the
Event Date.

2021045 (Randall Hamm)

Log Activity

Event Date: ‘ mm/dd/yyyy ( - (] )

Event Type:

Event Note:

e 1 ea ]

3. Enter a brief description of the event in the Event Note field.
4. Click OK.
5. A confirmation window appears. Click Yes.

4.3 ADR Closure

After mediation, the next major phase in the ADR Process is ADR Closure. The decisions made
during Mediation will govern how the case folder progresses through ADR Closure. The
subsections below provide an example of how an ADR Case Folder might progress through to
closure.

Note: The subsections below do not constitute the full ADR Closure Workflow, and instead
are only intended to provide an example of how a user might progress the ADR Case Folder
through to closure.

4.3.1 Create Draft Settlement Agreement

After mediation has determined how the ADR will resolve and close, the involved parties
working with a Neutral must create a draft version of the final settlement agreement, during

2l o1
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which the details of the settlement are agreed upon and finalized. To create draft settlement
agreement:

1. Navigate to the Intake tab within the desired case folder and select Create Draft
Settlement Agreement from the Next Action drop-down list.

Next Action: Create Draft Settlement Agreement M @

2. Thetabrefreshes and displays the Event workspace, with Create Draft Settlement
Agreement selected and locked within the Event Type drop-down list.

2021045 (Randall Hamm)

Log Activity

Event Date: ‘ mm/dd/yyyy (| ‘

Event Type:

Event Note:

L= [l = ]

3. Usethe date picker to select the Event Date.
4. Enter abrief description within the Event Note field.
5. Click OK.

2021045 (Randall Hamm)

Log Activity

Event Date: 05/10/2021 |

Event Type:

[zt sz This is a sample event note]

6. A confirmation window appears, asking you to confirm that you would like to add an event.
Click Yes.
7. Theeventis added to the Event Log tab, and eCASE refreshes to display the Settlement

Terms tab. Update any relevant fields and click Save.

=)
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@"3 Logs & Discussions | Reports v & Spelling
Case Sumiii.. - Case At-a-Glance Involved Party Information Settlement Terms I

2021045 (Randall Hamm)

Intake

Settlement Terms

4.3.2 Circulate Settlement Agreement and Obtain Signatures

After the draft settlement agreement has been created, it must be distributed to all involved

parties for them to review and provide approval signatures. To circulate and obtain signatures:

1. Navigate to the Intake tab within the desired case folder and select Create Draft

Settlement Agreement from the Next Action drop-down list.

Next Action: Circulate Settlement Agreement and Obtain Signature @

2. The tab refreshes and displays the Event workspace, with Circulate Settlement

Agreement and Obtain Signatures from Parties selected and locked within the Event Type

drop-down list.

2021045 (Randall Hamm)

Log Activity

Event Date: ‘ mmidd/yyyy 0 ‘

Event Type:

Event Note:

L= [l == ]

3. Use the date picker to select the Event Date.
4. Enter a brief description within the Event Note field.
5. Click OK.

=)
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2021045 (Randall Hamm)

Log Activity

Event Date: 05/10/2021 |

Event Type:

Sl This is a sample event note.

o

A confirmation window appears, asking you to confirm that you would like to add an event.
Click Yes.

7. Theeventis added to the Event Log tab, and eCASE refreshes to display the full Intake tab.
4.3.3 Prepare ADR Outcome Form

After the settlement agreement has been finalized and signed, the judge will submit the
finalized agreement for the Case Manager to log. The Case Manager must prepare and submit
the ADR Outcome Form, to formally submit the final outcome of the ADR. To prepare ADR
Outcome Form:

1. Navigate to the Intake tab within the desired case folder, and select Prepare the ADR
Outcome form from the Next Action drop-down list.

Next Action: Prepare the ADR Outcome form A e,

2. Thetab refreshes and displays the Event workspace, with Prepare the ADR Outcome Form
selected and locked within the Event Type drop-down list.

2021045 (Randall Hamm)

Log Activity

Event Date: ‘ mm/dd/yyyy | ‘

Event Type:

Event Note:

=)
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3. Use the date picker to select the Event Date.
4. Enter the relevant event information within the Event Note field.
5. Click OK.

2021045 (Randall Hamm)

Log Activity

Event Date: 05/10/2021 |

Event Type:

Sl This is a sample event note.

d ok P Baxk

6. A confirmation window appears, asking you to confirm that you would like to add an event.
Click Yes.

7. Theeventis added to the Event Log tab, and eCASE refreshes to display the Documents tab.
Upload the ADR Outcome Form and any Final Documentation to the Documents tab.

4.3.4 Close Case: Settled with Agreement

After the settlement agreement has been agreed upon and signed, the settlement terms will be
logged, and monitored until completion. Once terms have been met the case folder can be
closed. To Close the Case: Settled with Agreement:

1. Navigate to the Intake tab within the desired case folder and select Close Case with
Appropriate Outcome - Settled with an agreement from the Next Action drop-down list.

Next Action: Close Case with Appropriate Outcome - Settled witha w @

2. Thetab refreshes and displays the Event workspace, with Prepare the ADR Outcome Form
selected and locked within the Event Type drop-down list.
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2021045 (Randall Hamm)

Log Activity

Event Date: ‘ mm/dd/yyyy | ‘

Event Type:

Event Note:

L= [l = ]

3. Use the date picker to select the Event Date.
4. Enter a brief description within the Event Note field.
5. Click OK.

2021045 (Randall Hamm)

Log Activity
Event Date: 05/10/2021 )
Event Type:
[zt sz This is a sample event note.
d oK l Back
6. A confirmation window appears, asking you to confirm that you would like to add an event.

Click Yes.

The event is added to the Event Log tab, and eCASE refreshes to display the Intake tab. The
case is now in Closed status, and the Next Action drop-down list is locked.

N

Home / ADR Intake 2021045 [Closed]
Save "D logs~ % Discussions | Reports =

Intake Case Summaries Case At-a-Glance Involved

5 eCASE ADR Configuration
5.1 ADR Configuration Overview

The eCASE ADR Configuration folder allows administrators to fully configure the ADR
workflow, including creating and ordering the events and notification emails that are central to
performing tasks within the application. The Configuration folder consists of three tabs:
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= Event Configuration: Use this tab to configure the sequence of events that link to
automated emails within the application.

= Email Notification Configuration: Use this tab to create email notifications that are sent in
correlation with events.

= Configuration: Use this tab to configure the ADR settings outside the scope of the Event
and Email Configuration tabs.

5.1.1 Accessing ADR Configuration

To access the Configuration folder, select Main Menu > View > Configuration.

[=  Main Menu

New

Configuration

Search

& Inbox

eCASE ADR refreshes and displays the Configuration folder, with the Event Configuration tab
selected. Within this folder, the eCASE ADR Configuration settings can be completed or
updated.

T @ N Y ———

Home / ADR Configuration ADR_CONFIG [Open]

[=  Main Menu
Bl save & speling € Back

e Lt ‘ Event Configuration Email Motification Configuration Configuration
B contacts
Phase Event Case
2] Reports
. Information Gath: Send email fo customer reques
%  Mass Mailing ¢
Information Gath:  + Conduct discussion with Distric

it

Settings
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5.1.2 Configuration Functionality

This subsection provides a basic overview on how to complete the fields available within the
eCASE ADR Configuration folder. These functions are consistent across the Event
Configuration, Email Notification Configuration, and Configuration Tabs.

Drop-down List Some configuration columns are populated via drop-down lists. Click
the field to expand the drop-down list and make a selection from the
listed options. The drop-down list collapses, and the selected option
populates the field. An expanded drop-down list is pictured below:

w

Phase

Information Gath:

ADR Processing
Closure

Information Gathering |

Checkbox Some configuration columns are populated via checkboxes. Click the
checkbox to select the field. After clicking the box, it displays a check
to indicate that it has been selected. Additional fields may appear
after clicking a checkbox.

- -

Phase Is
Change? Milestone?

]
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Button Some configuration columns are populated via buttons. Click the
button to expand the configuration selection option. After clicking
the button, the workspace refreshes to display the selected value.

Involved Party
Role

AddMView Role

Delete Row Any configuration row can be deleted by clicking the red X button.

-

Sequence

5.2 Event Configuration Tab

The Event Configuration tab is the workspace in which the events are ordered and separated
into phases, and structured into the order the events appear as selections in the Next Action
drop-down list.

5.2.1 Event Configuration Interface

The Event Configuration tab must be completed before eCASE ADR can function according to
your organizational needs. A sample Event Configuration tab is pictured below:

Home / ADR Configuration ADR CONFIG [Open]

Save @ Spelling

U PHATUI  Email Notification Configuration | Configuration

) Is . Is
Enablefor  Phase Is Email Involved Party Hide for .
Intake Tab Future Active?

Portal?  Change?  Milestone?  Event? Email Template Role intake Tal (R re | Active

Phase Event Case Type r
Requirea?  O°"°  Date?

Information Gath v Send emall to customer reques v ~ m] u] First email vith Employee v | IRt ~ =] [m] 1 v 0

Information Gath v Conduct discussion with Distric v ~ ] (m] u] v v 0 0 v Q

The columns in this tab include:
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m

Phase The workflow phase where this event occurs. There are options to
select Information Gathering, Mediation, or ADR Closure.

Event The predefined event, describing the actions taking place in this
workflow step. Select an Event from the drop-down list. This
description is visible to end users when selecting an option from the
Next Action drop-down in the ADR Case Folder.

Case Type The Case Type to which this event can be applied. This action will only
be available during the specific Phase for this selected Case Type.

Enable for Portal? Events with this checkbox selected are present in the Portal drop-
down list, and are available for the portal users to select based on the
previously selected process. This selection creates the ad hoc
workflow for Portal users to complete.

Phase Change? Use this configuration option to set the phase that occurs after this
step is executed. The phase sets the overall case status based on the
event chosen. Phases include: Information Gathering, ADR Processing, or
Closure.

Is Milestone? Use this checkbox to indicate that this event is considered a milestone
for workflow purposes. Events that are marked as Milestones are
recorded in the Event Log tab.

Email Event? Use this checkbox to automatically open the Send Email Favorite pop
up window when the event is reached. An event with this
configuration option enabled requires that the Email Sent
Requirement be satisfied before the step can proceed.
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m

Email Template If this is an Email Event (see Email Event? above), select the desired
preconfigured email template which will automatically populate the
Send Email Favorite pop up window when this action is taken.

Involved Party Use this configuration option to display the Involved Party Role

Role workspace in the Event Configuration tab. This is where you can select
the desired user roles who must be captured in order to complete this
step.

Intake Tab This selection determines the tab wherein the event begins

Is Permission Enabling this configuration option requires that users completing the

Required? event must possess sufficient permissions.

Hide for Group? Enabling this configuration option prevents user groups from viewing
the event.

Is Future Date? Enabling this configuration option requires the user to submit a date

in the future for the event

Active? Enabling this configuration option makes the event active. Event rows
without a check in this box are inactive.

Sequence The number entered in this field determines the guided order the user
completes the event within the ad hoc workflow. The numbers
entered in this column are separate by phase, and as a result this
column can have multiple entries with the same number.

Delete Clicking this button to deletes the event row.
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5.2.2 Create an Event

Follow the steps below to add a new Event. You can sequence multiple events to create a
defined workflow.

1. Access Event Configuration by selecting Main Menu > View > Configuration. The Event
Configuration tab appears.

2. Scroll to the bottom of the tab and click Add Event. A row of blank fields appear to capture
the new event, as shown below:

Is
Intake Tab Permission
Rex

m
=
]
=
m
Fl

Involved Party
Role

o

I
Q|0 0O §ta
]

Phase Event Case Type Email Template

-
[=}
=
2
=
m
&g
23]
g g
s o
=]

<

ADRProcessing v Obtain and enter training schedi v Training v

[< ]
< |
<

ADRProcsssing v Training Completed v Training ~

Notes v

ADRProcessing v Other v Training v

<

Closure ~ | Close case with appropriate out v Training ~

8 O

Notes v

Closure v Other v Training v
I gl - -
Add Event

<
]

3. Select the Phase from the drop-down list. This is the workflow phase that the event occurs
within.

4. Select the Event to configure from the Event drop-down list.

Note: Previously configured events still appear in the drop-down list and can be selected.

eCASE ADR prevents duplicate events from being saved. The system will highlight duplicate

events by outlining the Phase field in red and preventing you from saving the changes to the

folder.

5. Select the Case Type from the drop-down list.

Click the Enable for Portal checkbox, if portal users perform the action.
Click the Phase Change checkbox, if the event begins a new workflow phase.
Click the Is Milestone checkbox, to record the event in the Event Log tab.

Click the Email Event checkbox to require an email message prior to the event completion.
After the Email Event checkbox is clicked, the Email Template drop-down list activates, as
shown below. Select the desired email template from the drop-down list:

0 0 N O

W

.

Note: See the Email Notification Configuration Tab section for information on creating Email
Notifications.
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10. Click the Add/View Role button to select the Involved Party Roles for the event. After
clicking the button, the workspace refreshes to display the Involved Party Role workspace.

11. Here you can edit existing information by selecting new menu options from the drop-down
list, or click the Red X to delete an existing entry.

a. Click Add Role to add a new entry.

Aftormey for Complainant

LInion representat]

Add Role
After deleting records, please press "Save” before adding new entries. Any
duplicate new enftries should automatically be removed on next "Save".

b. The workspace refreshes to display a new blank row. Select the desired role from the
drop-down list.

T .
el Agency Attorney

Agency Representative
Attorney for Complainant
Attorney for Respondent

3

| Complainant

Y Directly Involved Management M
Disfrict Director/Department Head

DPM

Expert

Group representative

Meutral

Other

Other Complainant

Crher Management

Personal representative for Complainant

FPersonal representative for Respondent

Respondent

EMO
Settlement Official -

O 0 0 0 o

Add Role

c. Click Save to record the new role.
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Home / ADR Configuration ADR_CONFIG [Open]

Bl Save peling € Back

Event Configuration

d. Click Back to return to the full Event Configuration workspace.

After deleting records, pleasze press "Save” before ad

duplicate new enfries should autom aliu:alli be re

12. Select the Intake tab from the drop-down list.

13. Click the Is Permission Required checkbox, if sufficient privileges are required to complete
the event.

entries. Any
on next "Save".

14. Click the Hide for Group checkbox, if the event will not be visible to groups.
15. Click the Is Future Date checkbox, if the date selected must be in the future.
16. Click the Active checkbox to make the event active.

17. Select the Sequence Number from the drop-down list, to determine the order of the event
in the event sequence.

18. Click Save.

Home / ADR Configuration ADR_CONFIG [Open]

Save € Back

pelling

Event Configuration Email Notiia ‘figuration

5.3 Email Notification Configuration Tab

The Email Notification Configuration Tab is the workspace in which the automated emails that
ADR distributes are selected and linked to events.

5.3.1 Email Configuration Interface

The Email Configuration tab must be completed before eCASE ADR can function according to
your organizational needs. A sample Email Configuration tab is pictured below:
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Home / ADR Configuration ADR_CONFIG [Open]

Save & Spelling

VRS NETl  Email Notification Configuration

Involved Date Days Email Template To List CC List From Attempt Business Days?  Recurrin g?  Active?
[CaseManager]
Intake Date v 2 Intake Date Reminder ~ RESOLVE Program@eso FirstAftempt v [m] (<]

Casel:
Intake Date g 4 Infake Date Reminder 4 [Caselanager] RESOLVE Program@eso Second Attemp! v ] (<]

CaseM
Discussion Date v 2 Discussion Date Reminder \  [CassManager] RESOLVE Program@eeo FirstAttempt v [m] Q

Email Configuration Columns in this tab include:

m

Involved Date The involved date is the date that corresponds to the date of an event

or a milestone.

Days This field determines the number of days after the initial message
that the system will send a notification to prompt the user to
complete the action.

Email Template This selection determines the email template which will populates
the email message editor for the event.

To List This is the role/user/group which will populate the To: field in the
Send Email pop up window.

CC List This is the role/user/group which will populate the CC: field in the
Send Email pop up window.

From This is the role/user/group which will populate the From: field in the
Send Email pop up window.

Attempt This is how many times the system can reach out to the recipient.
eCASE ADR logs each attempt, and the drop-down list limits the
notifications to three attempts.

Business Days? This checkbox modifies the Days column value to be business days.
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Description

Recurring? This checkbox enables the Recurring Days field. The number in the
Recurring Days field sets the number of days where the email is sent.

Active? This checkbox make the email notification active/inactive.
Delete This button deletes the row.

5.3.2 Create an Email Notification

The Event Configuration Tab is the workspace in which the workflow events are selected and
configured. To configure an event:

1. Navigate to the Configuration folder and click the Email Notification Configuration tab.

2. Scroll to the bottom of the tab and click Insert. Fields appear to capture the new email
configuration.

CaseManager]
Group Facilitation is Set Group Facilitation is Set Reminder [ ger]

—

Note: Required fields are outlined in red.

ssssssssssssssssssss Contacts ~

ADR Configuration ADR_CONFIG [Open]

=  M™ain Menu

save @ spelling

&  Inbox Event Configuration [RUCIL Ul Rt (Sl Configuration
B  contacts Involved Date Days Email Template To List CC List From Attempt Business Days?  Recurring?  Active?
B Repors Intake Date v 2 intake Date Reminder ~ | [CaseManagen RESOLVE Program@eeo FirstAttempt v O (=]
2= Mass Mailing
Ds
- ‘Climate Assessment Cot v 7 Climate Assessment Completed Re v [CassManager] RESOLVE Program@eeo First Attempt v v []
3=  Seftings 7
CaseM Days:
Coaching s SetDate v 7 Coaching is Set Reminder ~  [Casshenage] RESOLVE Program@gso | FirstAtiempt v " o
7
CaseM: Days:
Group Faciltationis Set v 7 Group Faciltation is Set Reminder ~ | [CoseManager] RESOLVE Program@eso  FirstAtiempt v " (]
7
[ Il J | 7 o © o o

3. Select the event from the Involved Date drop-down list. This selection determines the date
to which all the remaining fields in the row correspond.
4. Enter the number of days after the event that the follow up reminder email will be sent.

5. Select the Email Template from the drop-down list.
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Enter the default recipient in brackets within the To List field.
If required, enter the CC Recipient in brackets in the CC List field.
Enter the sender email address in brackets in the From field.

0 0 N o

Select the number of attempts from the Attempt drop-down list.

10. Click the Recurring? checkbox to indicate that the email prompt is to be resent until it is
completed.

11. After clicking this checkbox, the workspace refreshes to display an additional Days field
underneath the Recurring? checkbox. Enter the number of days the email will be sent in this
field.

Recurring?

Days:

12. Click the Active checkbox to activate the newly configured Email Notification.
13. Click Save to record the newly configured Email Notification.

mail Motification Configuration

Email Template

& Spelling

Event Configuration

Involved Date

5.4 Configuration Tab

.

B Save & Spelling

Event Configuration Email Notification Configuration Cenfiguration ADR - eComplaint Configuration

Configuration

Mumber of Days to mark 3 case 35 Mew since Case Manager has changed: T A

Enable Search in Active Directory? D @
Provider Portal URL: hitp:1182. 188 4. 214/eCasePortal Q

To access the Configuration tab, navigate to the Configuration folder and click Configuration.

The first field is the (A) Number of Days to mark a case as New since Case Manager has changed
field. This field determines when the clock will restart after a new case manager is assigned.
Enter a number in the field.
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You can also select the checkbox to (B) Enable Search in Active Directory. Lastly, you can set the
(C) Provider Portal URL.

When you're finishing making changes to the Configuration tab, click Save.

Bl Save

Event Configuration mail Motification Configuration Configuration

Involved Date

+ Spelling

Email Template

5.5 eComplaint — ADR Configuration

The eComplaint - ADR Configuration tab allows you to configure field mappings and email
notifications for ADR cases created from eComplaint. It will display if the integration is
implemented in your environment and stay hidden if it is not implemented.

Event Configuration Email Notification Configuration Configuration ADR - eComplaint Configuration

eComplaint Integration

Enable eComplaint Integration

Fields to Display in eComplaint

ADR Field
Case Manager

Case Type

You can configure field mapping for core fields, including Case Manager, Case Type, Current
Phase, and more. Use the (A) drop-down menus to select a field to display in eComplaint. Click
(B) Add ADR Field to add another field to the list. Use the (C) delete button to remove a field.
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—
-
- } ]

[ Case Manager

Current Phase ﬁ
Case Status
Last Action -
m
Case Manager
Case Type -
Last Action Date m
i ——
Last Action 1]
——
Last Action Date ~ 1]

Add ADR Field B

You can also configure email notifications in the Email Configuration section. There is a default
Email Template available, or you can select your own. Then, add the Send To email recipients.

Email Configuration

Email Template: Send Closure Information to eComplaint hd

Send To: amy sui@opexustech.com

MNote: To enter multiple recipients use 8 comma or semi-colon as a separator with NO SPACES between email addresses.

(ex. person1@email.com;person2@email.com)

Click Save when you're finished making changes.
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