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Version History

1.0 11/15/2023 We've added or revised the following for v4.1.0:

=  Updated the Tabs section (3.2.2) to include the ADR
Case Information tab.

=  Added new information on the Offer ADR process
(sections 3.5 and 4.6) around the ADR integration. Users
can now opt to create ADR from the ADR Acceptance
Details pop-up.

=  Updated the eComplaint Configuration Folder details
(sections 6 and 6.7) to include new configuration
options for the ADR integration.

2.0 7/16/2024 Versioned for 5.0.0; no functional changes.

Using This Manual

The following formatting conventions are used in this manual to highlight important
information:

= Jtalicized text indicates a location, for example a particular Folder, Tab, or Window.
= Bold text indicates a specific user action, such as clicking a button.
» Red text and this symbol (!!) are used in Notes to bring attention to crucial information.

Acronyms

All acronyms used in this document are defined in the following table:

ADR Alternative Dispute Resolution
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Al Administrative Judge

AP Aggrieved Person

EEO Equal Employment Opportunity
FAD Final Agency Decision

ROI Report of Investigation

Ul User Interface



1 Introduction to eComplaint
1.1 About eCASE eComplaint

eCASE eComplaint is a complaint processing application developed to run on the eCASE
platform. eCASE is a low-code application development platform that provides out-of-the-
box features (case management, document management, workflows, business rules, reporting
and searching, full text searching on documents and more) required for business applications.
If a user has access to other business applications deployed on the eCASE platform, the user
can toggle between eComplaint and the other available applications by using the Application
Selector.

eComplaint is designed to cover the entire complaint lifecycle, from initial Equal Employment
Opportunity (EEO) Contact to initiation of Informal and Formal Complaints, with the ability to
document Alternative Dispute Resolution (ADR), Appeals, Investigations, Hearings, Civil
Action, and eventually Complaint Closure.

The following subsections provide a high-level view of processing complaints using the
eComplaint application:

= System Roles: A description of each defined system role in eComplaint, including each
role’s basic abilities.

= Application Login: How to access the application.

= eComplaint Dashboard: Description of the unique eComplaint User Interface (Ul).

= Case Folder Ul: How to work within the eComplaint case folder, including descriptions of
the various specialized folder tabs.

= Withdraw from Complaint: At all points in the process, eComplaint allows the Aggrieved
Person to withdraw from the complaint. These steps are outlined in this section.

= Request Due Date Extension: At most points in the process, an extension can be requested.
These steps are outlined in this section.

1.2 System Roles

The eComplaint application utilizes the following system roles:
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Counselor The Counselor role only processes Inquires and Informal Complaints.

Manager The Manager role oversees the complaint. Managers can complete any
task in the workflow on behalf of the Counselor or Specialist. They are
also responsible for converting the Informal Complaint to a Formal
Complaint once a Formal Complaint is received.

Specialist The Specialist role can process Formal Complaints once converted from
an Informal Complaint request.

ADR Specialist ADR Specialists can perform all ADR activities (Offer ADR, ADR
Acceptance, ADR Event, ADR Outcome, and Withdraw from ADR).
ADR Specialists can also add Corrective Actions.

Super User The Super User role oversees the entire application. They can complete
any task in the workflow in any complaint on behalf of the Counselor,
Specialist, and Manager

Administrator The Administrator role is used to configure and maintain system
settings. Within Main Menu > Configuration, the Administrator can
configure the Entities or Offices in the organization, as well as the
parameters for the 462 Report. The Administrator also has access to
system settings. The system requires an additional login before
accessing system settings. The Administrator can configure
terminology, users, roles, permissions, email templates, notifications,
choice lists (application drop-down lists), audit reports, and more.

1.3 About this Manual

This manual focuses on the following subjects:
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= Introduction to eComplaint: This section covers the eComplaint application, as well as
logging into the application, the Case Folder Ul, and some other basic eComplaint
functionality (withdrawing from the complaint, requesting Due Date extension, etc.)

=  EEO Contact Processing: Consult this subsection for information about how to create an
EEO Contact, the EEO Contact Folder, how to process an Inquiry, as well as completing or
reopening an EEO Contact.

= Informal Complaints: The contents of this subsection explain how to create a new Informal
Complaint, the Informal Complaint Case Folder tabs, and some important sections of the
Informal Complaint workflow.

=  Formal Complaints: This section discusses the Formal Complaint case folder, how to create
a Formal Complaint case folder, as well as converting the Formal Complaint, and some
basic Case Folder processing functionality.

= eComplaint Reports: Consult this subsection for guidance on creating and executing reports
within the eComplaint application.

= eComplaint Configuration: This section discusses the functionality of the tabs in the
eComplaint Configuration folder.

1.4 Application Login

eCASE eComplaint is accessible via web browser (Internet Explorer, Chrome, or Firefox).
Navigate to the eCASE eComplaint Login screen, using the URL provided by the
administrator. Enter the (A) Username and corresponding (B) Password in the Login screen
and click (C) Sign In.

@CASE
- °
0

Password:

Reset Password

——
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1.5 eComplaint Dashboard

After logging in to the eComplaint application, the system dashboard appears. Each
eComplaint role has a specific dashboard engineered to show the data most relevant to that

user. An example Dashboard is shown below:

CASE ecompiaint 2.5

= Main Menu 0 Complaints
Complaint 4

nnnnnnnnnnn

Complaints By Each Specialist Complaints by Status

Complaints By Each Spaciskst Complaints by Status

Powsered By eCase 10.5

Regardless of system role, all users see the following basic elements in their dashboard:

A. Launch Pad: The Launch Pad allows users to quickly access primary system functions,
including searching for and creating new case folders, their Inbox, Reports, and more.

B. Workspace: After login, the Workspace displays widgets designed to highlight information
most relevant to that user’s system role. This is also the area where the user works with case
folders, reports, and more.

C. Navigation Bar: The Navigation Bar is visible in any page in the application and provides
easy access to the Quick Search, User Preferences, and the Help functions.

For information on standard portions of the eCASE interface, including the Main Menu,
Navigation Bar, and Case Folders, see the eCASE User Manual.

1.6 Case Folder Ul

Each eComplaint case type has a unique Case Folder Ul, described in detail in each case type’s
respective section of this manual. An example of one Ul is shown below, with important areas
highlighted:
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Save {3y Actions~ & Permissions "D Llogs~ |# Reports~ & Spelling € Back @ View As (Case Manager) ~

Complaint Information Claims and Bases Complaint Against Documents Roles Consolidated Complaint Contacts Corrective Actions Event Log Fees Assignm

2023-COMP-00006 - Informal Complaint Informal ADR

Remand Conflict of Interest Next Action:

An ADR case has been created with the folder ID: EEO 2023-COMP-00006-1

Aggrieved Person:  Janice Butler 3-{ EEQ Contact #:  N/A
Date Information Informal Remaining Days: -309
Inquiry Dates Informal Dates Formal Dates
Incident:  mm/dd/yyyy [m] Initial Interview: 06/14/2023 N/A until complaint becomes formal
Initial Contact:  06/14/2023 ADR Completed On NIA

45th Day After Incident: N/A Final Interview: NA

ADR Offered On 06/14/2023
EEO Counselor's Report Submitted On NIA

Inquiry Closed Date N/A . . L . .
Notice of Right to File Dis. Complaint Provided On: NA
Formal Complaint Must Be Filed By NIA

Counseling Due Date: 09/12/2023

Counseling Closed On NIA

Each case folder contains a (C) Workspace, where the selected folder (B) Tab is displayed, as
well as (A) Actions that can be taken on the folder. For details on the Actions bar, see the
eCASE User Manual. Standard case folder tabs (Attachments, Assignments, Project Team, etc.)
are also described in the eCASE User Manual.

eComplaint case types each utilize several unique folder tabs, depending on the user’s role
and current case type. These tabs are described in the following sections.

1.6.1 Complaint Information

The Complaint Information tab is the primary tab of the case folder and the first one that
appears after opening a Complaint case folder.

(") Note: The Description field is required, but it should have been transferred over from the
Inquiry/Concern field in the Inquiry case folder if originally filed as an inquiry. If previously
determined in the Configuration folder, the EEO specialist is automatically assigned based on
the entity selected.
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2021-COMP-00002 - Informal Complaint Receive and Convert to Formal Complaint

Remand Conflict of Interest Next Action: v e
Aggrieved Person:  Maya 4 Smith S_} EEO Contact #:  2021-AR-000041
Date Information Informal Remaining Days: _2g3
Inquiry Dates Informal Dates Formal Dates
ncident  08/31/2021 [m] Initial Interview: 0RI022021 N/A until complaint becomes formal
nitial Contact  08/01/2021 ADR Completed On: 0D/07/2021
45th Day After Incident 08/08/2021 Final Interview: 0O/0E/2021

ADR Offered On. og/oz/z021

EQ Counselor's Report Submitted On: MA
nquiry Closed Date: Da/2arz2021 . . . . . )
Muotice of Right to File Dis. Complaint Provided On: 0B/ 2021

Formal Complaint Must Be Filed By: 097272021

Counseling Due Date: 11/30/2021  Extended
Counseling Closed On: 0B 02021
NORTF
Anonymity
The complainant has the right to remain anonymous at the pre-complaint stage of Yes, | elect to remain anenymaus.

the EEDQ counseling process.
(@ Mo, | waive my right to remain anonymous.

Dwoes the complainant wish to remain anonymous?*

Complaint Against

Region: * Peace Comps »> US Citizen Employee g@
RMO Phone Email
Bela A Walker bela@ains.com (=]
Add RMO
Case Details
Q

Action Office:

1.6.2 Claims and Bases Tab

The Claims and Bases tab allows users to add specific Issues (and associated Bases) to be
tracked and resolved through the complaint process. An example tab is shown below:
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Complaint Information Claims and Bases Documents Roles Consolidated Complaint Contacts Comective Actions Event Log 1==3 Assignments

PC-22-00028 - Informal Complaint Rights and Responsibilities

Issues and Bases

Q e M tssue ID: 5150
° New |ssue @

lssue Title:  # | v |
Date of Incident: to
Basis: D Age D Sex D Race D Color D Religion D Disability
[l Reprizal [ mational Crigin [ GiNa EFA [] Ppa [] MenEEC
Statutes: O Titte vl [] Equal Pay Act (EPA) [] age Dizcrimination in Emplayment Act (ADEA) [)
D Rehabilitation Act D The Genetic Information Mondiscrimination Act D Pregnancy Discrimination Act
Alleged Status: D Alleged Date: mm/ddiyyyy w]

Comments: ‘

Remedy(ies) or Resolution
Requested:

Add Issue e

After Issues are added to a complaint, they are listed in (A) Issues and Bases workspace along
with a specific Issue ID. Users can click (C) Add Issue to add a (B) New Issue entry, where
issue information is captured in multiple fields.

You can add witnesses to New Issues after they are created and saved by clicking + Expand.

Settlement Details

Claim Settled: ]

Comments: ‘

Remedylies) or Resolution

Regquested:

C;'mml:ld Witness (0) >

1.6.3 Documents

The Documents tab allows users to add attachments and child attachments to a case, as well
as manage these attachments using the Check Out/In, Send To and OCR Document
functions. Attachments across the case folder are stored within this tab and are sorted by
Attachment Type and Document Type.
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Complaint Information | Claims and Bases  [SETLITIENN  Rol Consolidated Complaint | Contacts | Corrective Actions = Eventlog = Fees = Assignments  Portal Messages | Portal Forms

+Addfrom ~ @ AddChidfrom - ZEdt - S Manage ~  [dsendTo -  VFiter @ View ~ Group By:| Attachment Type

Display Index ~ ContentSource  Sensitivity Deseription  Keywords ~ Comments Name Created  Created By Modified Modified By Checked OutBy  Size  Review Status

Attachment Type: Incoming Complaint Attachments

Attachment Type: Notices

10 &) Notice of Right ta Anonymity.dacx 02/09/2022 10:40:19.AM  System Account  02/09/2022 104019 AM  System Account 13KB | Not Applicable

20 &) Notice of Right to Representationdooc 02/09/2022 10:40:19 AM

nt  02/09/2022 10:40:19 AM 16KB  Not Applicable

30 &) Notice of Rights and Responsibilititesdocx  02/09/2022 1040:19AM  System Account  02/09/2022 104019 AM  System Acceunt 16KB | Not Applicable

50 DocTest Sample Test ) Test Doc.docx 10/05/2022 110924 AM  Randall Hamm  10/05/2022 110924 AM  Randall Hamm| 11KB | Not Applicable

The Add From drop-down list is the primary method in which new attachments can be added
to a case folder. Upon upload, users must select the following values: Attachment Type,
Description, etc. to add an attachment. The Add From drop-down list allows the user to add
attachments to the case from the following locations:

= My Computer: Add an attachment from the local desktop

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

= Case: Add an attachment from an existing case. eCASE opens the Search Case Documents
window, allowing users to search for and select any existing case documents.

The fields described below are only available within the Add From > My Computer option,

which is the most frequently used attachment upload source. They include:

= Case Number: This field is auto-populated and inherited from the current case.

* File(s) to be Attached: The Select button opens the Select File pop-up window, allowing
users to select the attachment(s) from a local computer.

(") Note: Required fields are indicated by a red asterisk (*).

= Attachment Name: Users can enter an alternative name for the attachment into the
Attachment Name field, which replaces the original file name within eCASE.

= Prepare for Review: Select Yes to automatically assign the attachment to the designated
user for review. Selecting Yes in this field prompts additional fields to appear. You can
click the Assigned To lookup to designate the user to assign this review.

= Attachment Type: Select the attachment type from the Attachment Type drop-down list.

= Description: Enter a description of the attachments within the Description field.

=  Keywords: Enter the Keywords associated with this attachment, separated by Commas.

= Comments: Use this free text field to upload information about the Attachment.

gj 17
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Add New Attachment

Folder ID 2022-COMP-00130

File(s) to be Attached* H Select

Attachment Name

Prepare for Review” No v
Attachment Type* Incoming Complaint Attachments v
Description

Keywords

Comments

Spell... @ Close

1.6.4 Roles

The Roles tab allows authorized users to manage the users and groups who have access to a
case. Additionally, authorized users can add a new user or group, or remove an existing
user/group.

(") Note: If an additional user is added to the case via the Roles tab, any tasks assigned to
any previous users with the same role are automatically reassigned to the new user.

Complaint Information Claims and Bases Documents ‘Consolidated Complaint Contacts Corrective Actions Event Log Fees Assignments

Multi User Roles @

+ Add User + Add Group % Remove User/Group

User/Group Office Role Name
Adr Specialist Adr Specialist AINS - AINS ADR Specialist
Manager Manager AINS - AINS Case Manager
Counselor Counselor AINS - AINS Counselor

Specialist Specialist AINS - AINS EEO Specialist

1.6.4.1 Add New User

To add a new user to the staff list:

1. Open the desired case folder and navigate to the Roles tab.
2. Click Add User. The Assign Role pop-up window appears.
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Select Users

Note: * fields are mandatory

Role* [Please Select Role] v

3. Select the user role from the Role drop-down list. After making a selection, the pop-up
window refreshes to display additional fields.

4. Click the User lookup. The pop-up window refreshes to display a list of eligible users.

Select Users

Note: * fields are mandatory

.
Role Counsel v

User*

5. Click the checkbox adjacent the desired user name, and then click OK.

Select an option

All~ x Q
Full Name User Name Email Office Group
Adr Specialist Adr Specialist ADR Specialist adrspecialist@ains.com HQ - Headquarters ADR Specialist
Conflict Conflict Conflict Conflict@ains.com HQ - Headquarters Conflict
Conor Tong Ctong test@ains.com HQ - Headquarters Admin
Counselor Counselor counselor counselor@ains.com HQ - Headquarters Counselor
D Admin dadmin dma@ains.com HQ - Headquarters Admin
0 item(s) selected. Maximum of 25 item(s) are allowed to be selected. Page 1 N of

6. The pop-up window refreshes to display the selected user name in the User field. Click
Add. The pop-up window closes, and the selected user now has access to the case and is
visible within the Roles tab.
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Select Users

Note: * fields are mandatory

Role* Case Manager v

User” Adr Specialist Adr Specialist; Q

1.6.4.2 Add New Group

To add a new group to the staff list:
1. Open the desired case folder and navigate to the Roles tab. Click Add Group.

Multi User Roles @

4+ Add User ( + Add Group )X Remove User/Group

User/Group

Office Role Name

ADR Specialist

Adr Specialist Adr Specialist HQ - Headquarters

Manager Manager Case Manager

Counselor Counselor Counselor

HQ - Headquarters

2. The Assign Role window appears. Select the user role from the Role drop-down list.

3. The pop-up window refreshes to display the Group field. Click the Group lookup icon.
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Select Groups

Note: * fields are mandatory

Role* Evidence Witness v

Group™ (Q)

Add Close

4. The pop-up window refreshes to display a list of eligible groups. Click the checkbox
adjacent the desired group and then click OK.

Select an option

All= x Q
Name Code
Admin ADMN
EEQ Specialist EEOS
Counselor CSLR
Investigator INV
Case Manager CMGR -

0 item(s) selected. Maxi| allowed to be selected. Page 1 v of1

| Cancel

5. The pop-up window refreshes, and the selected Group appears in the field. Click Add.

6. The pop-up window closes, the Roles tab refreshes, and the selected group now has
access to the case and is visible within the Roles tab.

1.6.4.3 Remove User/Group

To remove a user or group:

1. Open the desired case folder and navigate to the Roles tab.
2. Select a user or group from the list within the Roles tab.

2
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3. Click Remove. The page refreshes and the selected user/group is removed from the Roles
tab.

Multi User Roles @

+ Add User + Add Group ( X Remove User/Group ,

User/Group Office

Aigi User AINS - AINS

1.6.6 Contacts

The Contacts tab allows users to manage contacts associated with the complaint, including

Witnesses, Complaint Person(s) Against, and Representatives. Users can also add new contacts
using this tab. An example Contacts tab is shown below:

Complaint Details Issues and Bases Contacts Fees Corrective Actions Case Event Log Assignments Documents Roles Consolidated Complaint

Initiating Office : Office 1 - Office 1 Folder Owner : Counselor Eec

1C-2019-01053 - Informal Complaint ‘Conduct Final Interview

Contacts
Add New Contact 9

4 Contact Name |, Phone Email 4 Contact Type J, T Issue J,

0 Ted Smith test@ains.com Complaint Persan Against aXx

All Contacts added to the case are included in the (A) Contacts List, with fields noting the
contact’s Phone, Email, Contact Type and associated Issue (if applicable). There is also the
option to (C) Remove a contact from the folder. Follow the steps below to (B) Add New
Contact:

1. Navigate to the Contacts tab and click Add New Contact. The Add Contact form appears:

Initiating Office : Office 1 - Office 1 Folder Owner : Counselor Eeo

IC-2019-01053 - Informal Complaint Conduct Final Interview

Add Contact

Contact Type:* 0 v
Contact:* e Anna Lee @

Add Contact Back
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2. Select a (A) Contact Type from the Contact Type drop-down list, then click the lookup
icon to select a (B) Contact to add.

3. If the Witness contact type is selected, connect the Witness to an existing Issue ID using
the Issue ID drop-down list.

Contact Type:* Witness v
Contact:* Anna Lee [F%]

4. If the contact does not exist in the system, authorized users can add a new system
contact from the Search for Contact screen (accessible via the Lookup icon). From this
screen, click New > Employee:

Q Search + MNew + « Select Criteria Save Criteria

Contact Type Employee

Contact Information

First Name*
Last Name*
Full Name*

Email

Address (Primary)

Organization Name

a. The New Contact screen appears as shown below:

Save « Select ™ Spelling... € Back % Close

Contact Information

Title: + Office: -
First Name:* l l MI:

Last Name:* l l Suffix: "
E-Mail:

Home Address

Address Line 1: Address Line 2:

City: State/Province: -
Primary Address2

Country: United States ~ LI

Primary Phone #: Fax:

Carnndzms Dhana - AAArace Tuna:
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b. Complete all required fields. Required fields are outlined in red. When complete,
click Save to save the new contact, or Select to save the new contact and add the
contact to the case folder.

5. After adding the contact to the case folder, the person appears on the Contacts tab:

1C-2019-01053 - Informal Complaint Conduct Final Interview

Contacts

Add New Contact
4 Contact Name |, Phone Email 4 Contact Type |, I lssue |,
Ted Smith test@ains.com Complaint Person Against ity 4
Anna S Lee agentlees@gmail.com Witness Harassment - Nen-Sexual - 52797 "X
1.6.6 Fees

The Fees tab allows users to capture fees related to the Complaint. Fees can be added under
separate types as defined in the system. An example Fees screen is shown below:

Initisting Office | 09s | DS Fulebir Qi | Counsalor Esa
201001080 . informad Compiaimt Coencdusct Final Indervies
Taws
Fun Typa™ Complaim Typs Ageaunt Romagegent (81"

All Fees added to the folder are listed under the (A) Fees list. Users can click (B) Add Fee to
insert additional fields for capturing fees. Click (C) Save to save any fees added to the folder.

1.6.7 Corrective Actions

The Corrective Actions tab allows for capturing specific actions taken to resolve the complaint.
Corrective Actions can be monetary or non-monetary. Actions can be captured, viewed,
edited, or removed from this tab. A sample Corrective Actions tab is displayed below:
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PC-Z2-00024 - Formal Complaint

Corrective Action(s)

-] Monetary - Back Pay/Front Pay - Accepted e
Corrective Action Type:  * Monetary A
Banefit: Back Fay/Front Fay L
Amount (3] 5000.00
Date of Setflemant: * 07012022 m]
Marrasive: Sample Narstive

Disposition
Status: ® Accapted b

Status Marrative is Standard

] Monetary - Disciplinary Action (Modified) - Not Accepted @

Corrective Action Type:  * Monetary bl
Benefi: Disciplinary Action (Modified) v
Amount (5] 5000.00

Dzt of Setfiemant: * 08/25/2022 =]

Marrstive: Sample Namative 2

Disposition
Status: * Mot Accepted w

Sample Status Narstive #2

All (A) Corrective Actions added to the folder are listed here. Each action listed also indicates
the action’s (B) Disposition (whether it was Accepted or Not Accepted by the AP). There is
also the option to click (C) Add Corrective Action(s) to add more Corrective Actions.

1.6.8 Event Log

While working within Formal and Informal Complaints, case events are tracked in the Case
Event Log. An example Case Event Log tab is shown below:
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Event Lag
Add Formal Event @
Created Date G

Event Name Event By Event Date Event Comments
. Manager R Acknowl=dgement Sent in
psnawdecgement Sert vianag 051872022 =l nEramnan Dalets
a Manager T Email to test@izins. com we e
\1——- Br
\’1’ i 05/18/2022 051912022
anager
[ E— Specialist Specishst Assigned
Manage oergppzy | SPedalist Speciaist Assigna 05/19/2022
Manager 3= EED Specialist
nitial Contact Manager R T
itinl Contact Manager 05/18/2022 D5 12022
| - Manager R Formal Complaint has been .
ol Crealed BR2022 05 1902022
= Manager fa8z0z Created with No PC-22-00024 pEens

Case Events are listed in the (A) Event Name column. You can click the hyperlink within the
Event Name column to view details on the case events.

The Add Formal Event button allows you to (B) Add Formal Event if you want to manually
add a case event. You may also have the option to (C) Delete case events depending on your

role.
1.6.9 Consolidated Complaint

Complaints which share similarities are eligible to be entered into a Consolidated Complaint.
Additionally, multiple complaints from a single AP, or multiple APs with similar allegations are
eligible to be entered into a consolidated complaint. While the Consolidated Complaints
feature is always present in a case folder, it only contains relevant information for the
associated cases after the cases have been added into a Joint Processing Unit.

‘Complaint Information Claims and Bases Documents Roles Consolidated Complaint Contacts Corrective Actions Event Log Fees Assignments

PC-22-00024 - Formal Complaint

Consolidate/Join Complaints

@ This complaint has not been i into a Joint P ing Unit.

To join consolidated complaints:
1. Within the Main Menu, click Joint Processing Units > Complaints Consolidation.

=  Main Menu

New
Search
Configuration

EEO Reports

Joint Processing ...

Complaints Consolidati..,

2. The Consolidate Complaints window appears. Click Add Joint Processing Unit.
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‘ Consolidate Complaints

Complaints Consolidation

Joint Processing Units

ch by Case Number:

e Joint Processing Unit Nam test1 (]

« Add Joint Processing Unit

3. A blank Joint Processing Unit Name section appears. Complete all empty fields.

Complaints Consolidation

Joint Processing Units
Search by Case Number:
e Joint Processing Unit Name test1 (]
e Joint Processing Unit Name Sample Joint Processing Unit #JM1

Mame Sample Joint Processing Unit #JM1

This is a sample Joint Procassing Unit for documentation purposes.

Description o
Created Date:| 09/28/2022 (m]
Plaase save the form before adding complaints Add/View Complaints (0)

Add Joint Processing Unit

4. Click Save. The Consolidate Complaints window refreshes and displays the New Joint
Processing Unit row.

‘ Consolidate Complaints

Complaints Consolidation

Joint Processing Units
Search by Case Number:

o Joint Processing Unit Name test1 (]

o Joint Processing Unit Name Sample Joint Processing Unit #JM1 (%]

Add Joint Processing Unit

5. Expand the Joint Processing Unit row by clicking the + button. The workspace refreshes

to display the full Joint Processing Unit entry and all its fields. Click Add/View
Complaints.
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Created Date: | 09/28/2022

Add/View Complaints (0)

Add Joint Processing Uit _

6. A list of complaints that have been added to this Joint Processing Unit appears.
Consolidate Complaints

Initiating Office : Office 1. - Office 1. Folder Owner : David Admin

Joint Processing Unit - JPU1

Joint Complaints

Search Complaints I Back I
Complaint Folder Number Complaint Name Complaint Against “ Consolidation Date .
-01020 Annz 2 Les COMMODITY FUTURES TRADING COMMISSION Civil Action 00/17/2018

7. Click Search Complaints. The page refreshes and the Search For Complaints screen
appears.

Consolidate Complaints

Initiating Office : Office 1. - Office 1. Folder Owner : David Admin

Joint Processing Unit - JPU1

Search for Complaints

Q Q
ues: Baseis)
ncident Date From: || mmiddiyyyy neident Date To: | mmiddiyyyy
Search I
Join Selected Complaints I Back I If a Complaint is already included in any Joint Processing Unit, it will be discarded

8. Use the lookups to select the Issues, and the Base(s), and then use the date pickers to
select Incident Dates for the desired Consolidated Complaint.
9. Click Search.

Search for Complaints

Appointment/Hire X Q Age X Color X Q
ssues Assignment of Duties X Base(s] Disabilty x EPA x
Awards X - GINA X hd
Incident Date From 02/04/2022 [m] ncident Date To: 09/27/2022 [}
Join Selected Complaints Back If a Complaint is already included in any Joint Processing Unit, it will be discarded.

10. The page refreshes to display a list of complaints which match the selected criteria. Click
the checkboxes associated with the desired complaints.

11. Click Join Selected Complaints.
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12. The screen refreshes and displays the selected complaints within the Consolidated
Complaint section. These cases are now considered to be in a Joint Processing Unit, and
information related to the other joined cases can be viewed within the Consolidated
Complaint tab.

Joint Processing Unit - JPU1

Joint Complaints

Search Complaints |

Complaint Folder Number Complaint Name Complaint Against “ Consolidation Date

FC-2018-01028 COMMODITY FUTURES TRADING COMMISSION | Civil Action 09M17/2018

FC-2018-01011 TFIRST TLAST Army Administrative Closure 10/30/2018

1.7 General Actions

There are several general actions that you may need to take while processing EEO Contacts
and Complaints, including adding Issues to complaints, requesting extensions, and
withdrawing complaints. Each is described in the following sections:

1.7.1 Add Issue

Many steps in the eComplaint process require having issues present in the case folder. Follow

the steps below to add a new issue to the Issues and Bases tab.

1. Open the desired Complaint case folder and navigate to the Issues and Bases tab. Click
Add Issue to add a new Issue to the case folder.

Complaint Information Claims and Bases Documents Roles Consolidated Complaint Contacts Corrective Actions Event Log Fees Assignments

PC-22-00022 - Formal Complaint

Issues and Bases

es have been added. Click on "Add Iss

issu to
Add lezue /

2. The page refreshes to display additional fields. Select an Issue Title from the drop-down
list.
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Issues and Bases

Q New lssue

Introduction to eComplaint

Issue Title: *

Date of Incident:

Basis: [ age
D Repriza
Statutes: D Title VI

D Rehabilitation Act
Disposition
Status: Accepted

Disposition Date: mm/dd/yyyy

Dismissed Reason:

Disposition Marrative:

Comments:

Remedy(ies) or Resolution
Requested:

Add Issue

3. Select the Basis from the available checkboxes. Depending on the selected checkbox,

to

|:| Sex D Race |:| Color

[] Mational Origin [ ciNa EPA
D Equal Pay Act (EPA)

D The Genetic Information Nondiscrimination Act

Dismissed

[] Religion [ Dizaniliey

[ roa [ Men-EED

D Age Discrimination in Employment Act (ADEA)

D Pregnancy Discrimination Act

additional fields may appear to capture more information.

4. Complete the remaining fields on the form with the required details.

5. Click Save to save the issue.

( mSave W5 Actions™ & Permissions ‘D logs~™ o Reports™

Complaint Inforrnatiod.

7ims and Bases

Documents Roles

PC-22-00022 - Formal Complaint

Issues and Bases

6. After saving, the View/Add Witness button appears to allow users to add witnesses to the
issue, if required. Click View/Add Witness.

Remedy(ies) or Resclution
Reguested:

Wiew/Add Witness (0]

7. The screen below appears. Click Add New Contact.

2
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PC-22-00024 - Formal Complaint

Contacts

Bdd Mew Confact

Ho Contact{s) have been added.

8. The page refreshes to display the Add Contact workspace. Click the Contact lookup.

PC-22-00024 - Formal Complaint

Add Contact

Contact Type: Witness

Issua: Conversion to Full Time/PERM Status - 51562

Contact: * \QD

Save Contact Back

9. The Search for Contact pop-up window appears. Enter the Contact Search Criteria in the
available fields, and then click Search.

@ Search + Mew = {5 Select Criteria o Clear ) Save [E] Save Az

Contact Information

First Mame

Address (Primary)

Organization Name
Department
ADDRESS 1
ADDRESS 2
State/Region{US) Select State v

Other State

Zip Code

10. The pop-up window refreshes to display the search results. Select the desired Contact
and click Select.
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+rew = {5 Actions ~
Full Name

Nabil Bakhshi

Thom Yorke

a3

Jane Dos

RMO RMOLast

Tiffany2 Shin

John Doe

testtest2314

Zzilendrs Gzndham

Sailendra Gandham

Sob Bingo

Tiffany Shin

Nabil Smith

Caiti Andraws

Russell Miller

Show: 20 %

11. If you are unable to locate the desired contact using a search, click the New drop-down
list and select the desired contact type to create a new contact.

+ New ~

9 Actions ~

) Copy Contact to individual = (| + Select

Primary Address

Employee
nvestigator
Mediator

Representative

Responsible Management Official

Jane Do=

2 Copy Contact to individual ~

Primary Address

Introduction to eComplaint

"D View Folders

ecoluley Address

Torsl number of Contacts: 28

v

@ View Data Changes

Mates

< Back O Close

Contact Type

Employss

Employss

Responsible Management Official

Responsible Management Official

Responsible Management Official

Responsible Management Official

Employes

Responsible Management Official

Responsible Management Official

Responsible Management Official

Employes

Responsible Management Official

Employes

Responsible Management Official

Responsible Management Official

Responsible Management Official

Employes

Secondary Address

12. After selecting the Contact Type, the pop-up window refreshes to display additional

Category

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Individual

Created By

System Account

Deepika Patel

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

System Account

Created Date

09/20/2022

06/06/2022

04/01/2022

02/08/2022

02/05/2022

02/08/2022

02/08/2022

02/03/2022

01/31/2022

01/31/2022

01/31/2022

01/31/2022

01/28/2022

01/25/2022

01/28/2022

01/28/2022

fields. The New Employee Contact Type form is displayed below. Complete the required
fields and then click Save.
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+ Office:

First Mame:* |

| MI:

Last Name:* |

Suffix:

E-Mail:

Home Address
Address Line 1t
City:

Country:

Primary Phone #:
Secondary Phone #:
Work Address
Address Line 1:
City:

Country:

Primary Phone #:
Secondary Phone #:
Additional Information
Pay Plan:

Grade:

Employee Type:

United Siates

United States

Address Line 2:

State/Province:

Addrass Type:

Address Line 2:

State/Provinca:

Address Type:

Series:
Deccupation:

Title:

1.7.2 Request Due Date Extension

The Request Due Date Extension option allows authorized users to extend the due date for
the complaint. Extensions can be requested for both Informal and Formal Complaints. Follow
the steps below to request a due date extension for a Formal or Informal Complaint:

(") Note: For Informal Complaints, the due date cannot be extended until ADR has been
offered.

1. From within a complaint case folder (at most points in the process), select the option
Request Due Date Extension from the Next Action drop-down list and then click the
Green arrow button. The Request Due Date Extension pop-up window appears as shown
below:
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E PC-22-00033 - Request Due Date Extension

TN
[ Close |
. g

Request for Time Extension

Date of Request for Time Extension

Date of Request for Time Extension:  * mm/dd/yyyy ]

Extension Request Details
Extension Request Letter Add Document(s)
Number of Day(s) Requested for Time Extension: * 90

Was the Request for Time Extension Been Granted?: * Yes No

Date of Time Extension Granted/Rejected: = mm/dd/yyyy [

Comments:

2. Use the date picker to select the Date of Request for Time Extension.

3. Click the Add Document link to upload supporting documentation.

(") Note: If the extension is granted, adding an Extension Request Letter to the request is
required.

4. Enter a number in the Number of Day(s) Requested for Time Extension field.

5. Within the Was the Request for Time Extension Been Granted? field, Select the Yes radio
button to grant the extension.

(") Note: After selecting to grant the extension, a new due date automatically populates.

6. Use the date picker to select the Date of Time Extension Granted/Rejected.

7. Click Submit. The pop-up window closes, the page refreshes, and the Due Date Extension
is applied, and is indicated as shown below:

Formal Remaining Days: 248

Formal Dates

Formal Complaint Filed

09/07/2022
On:

Investigation to Be ~ 06/05/202

Completed By: @

Formal Complaint

f
Closed On: NA
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1.7.3 Withdraw from Complaint

At most phases in the complaint process, the AP can withdraw the complaint and cease case
processing activities. If the AP withdraws a complaint, it is via one of the selections available
under the Next Action drop-down list. Follow the steps below to withdraw from a complaint.

1. From within a complaint (at most points in the process), select the option Withdraw from
Complaint under the Next Action drop-down list and then click the Green arrow button.
The page refreshes and the Complaint Withdrawal pop-up window appears as shown
below:

E PC-22-00022 - Complaint Withdrawal

| Close |
M S

Withdrawal of Formal Complaint

* Please attach withdrawal document and

Withdrawal Document: * Attach Documents . .
click Submit.

Date of Complaint Withdrawal:  * mm/dd/yyyy A

Comments:

(") Note: The Withdraw from Complaint Next Action selection is always available, regardless
of the complaint folder status.

2. Click Attach Document(s) to upload a Withdrawal Document.

3. Use the date picker to select a Date of Complaint Withdrawal when the action took
place.

4. Enter any Comments, if applicable.
5. When complete, click Submit to submit the withdrawal request.

(=) pc-22-00022 - Complaint Withdrawal

@

A

Withdrawal of Formal Complaint

6. After committing the withdrawal, the Complaint is now in Complaint Withdrawn status.
Next the complaint must now be closed. Select Close Complaint from the Next Action
drop-down list and then click the Green arrow button to close the complaint:



Introduction to eComplaint

Complaint Withdrawn

MNext Action: [Clcse Complaint V]e

7. The Close Complaint pop-up window appears. Select the Complaint Closed Date and click
Submit.

% PC-22-00022 - Close Formal Complaint

./..- -..\.
| Close |
N

Close Formal Complaint

Formal Complaint Closed Date * mm/dd/yyyy ]

Comments:

s

8. The page refreshes and the Complaint is now withdrawn and closed. The complaint can
be re-opened after withdrawal. To re-open the complaint, open the withdrawn complaint
case folder and select Re-Open from the Next Action drop-down list, and then click the
Green arrow button. The Re-Open pop-up window appears.

=) pc-22.00022 - Re-Open

TN
( Close |
N

Re-Open

Date:* mm/dd/yyyy =

Comments:

9. Use the date picker to select the Re-Open Date and then enter any Comments in the field.

10. Click Submit to re-open the complaint. The pop-up window closes, and the complaint
refreshes to indicate it is in the Complaint Withdrawn status.

(") Note: After re-opening a case folder, the case reverts to the most recent status prior to
withdrawal.



2 EEO Contact Processing

When an Aggrieved Person (AP) contacts the agency regarding an EEO complaint, it is first
logged as an EEO Contact. This EEO Contact begins the complaints process and can be
advanced to the Informal Complaint and Formal Complaint stages if required or kept on file in
case the AP decides to file a complaint in the future. This chapter provides information about:

= Creating an EEO Contact.

= Working with the EEO Contact folder.

=  Processing an EEO Contact.

= Completing an EEEO Contact (including multiple possible outcomes.)

2.1 Create an EEO Contact

Follow the steps below to initiate an EEO Contact after contact from an AP.

1. A Counselor role user logs in to eComplaint, then from the Main Menu click Main Menu >
New > EEO Contact:

= Main Menu Counselor Workload Report

Informal Complaint

onflict Conflict(Informal) |

Counselor Counselor(Contact) I
Formal Complain

EEE)_Contact

2. The New EEO Contact page appears. Click the Aggrieved Person lookup to locate an
existing contact or create a new one:

New EEO Contact
Contact Information
Q/

Aggrieved Person: * ‘ Q

Counselor Counselor(Formal) |

Region:  * l ] E,) Next Click Next to Continue.

3. The Search for Contact screen appears.
a. To search for an existing contact, use the search fields and click (A) Search to locate
the contact, then select the contact and click Select.
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Q, Search + New ~ {5 Select Criteria @ Clear Save Save As

Contact Type AI] v

Contact Information

First Name
Last Name
Full Name

Email

b. Alternatively, click (B) New > Employee to create a new contact. The pop-up
window refreshes to display the New Contact page.

Save + Select ® Spelling... € Back % Close

Prefix: v Suffix: v

First Name:* Last Name:*
District: v Geographic Office: v
Grade: v Steps: v

Pay Plan: Series:

Employee Type: v Occupation:

Hours of Work: Title:

Phone Number: (XX XHX-XOKK Employee ID:

Pt RN e im Mamnne

c. Complete the required information (required fields are highlighted in red) and click
(A) Save to save the new contact.
(") Note: If errors are present on the form, the system displays an error message detailing
the field that requires correcting.
d. After successfully creating the new contact, a confirmation message appears. Click
OK.

e. Click (B) Select to select the newly added contact. The pop-up window closes, and
the selected contact appears in the Aggrieved Person field.

4. Click the Region lookup.
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New EEO Contact

Contact Information

Aggrieved Person: * Sample Sampleton X Q

Region: * [ ( %) Next Click Next to Continue.

5. The Region Selection pop-up window appears. Expand the Region folders until you locate
the desired region and click the checkbox adjacent the region.

Region Selection

Filter by Name:‘ H Search |

Selected Region:

Peace Corps (PC)
¥{J HQ HQ)
tizen Employee (USC)

“{J Non-US Citizen Employees (NUSE)

“{J volunteers (VOL)

6. Click OK. The pop-up window closes, and the selected Region appears in the field.
7. Click Next.

Contact Information

Aggrigved Perzon: Sample Sampleton Q

Region:  * HQ == US Citizen Employee

Next lick Next to Contimue.

8. The page refreshes to display additional Contact Information fields. Click Save.
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by Actions~ @@ Permissions "D Logs~ (% Discussions  |»* Reports = [ Spelling

EEQ Conftact -ues and Bases Event Log Documents

(CON-PC-22-00012 - EECljpntact Status: Open (Inquiry Created)

Contact Information

Aggrisved Perzon: am Delets EEQ Contact
-

Region: = E‘

Date Aggrieved P First *

= Ragrieved Fersan Firs 0BI07 12022 Method of Conscr v

Contacted Agency:

ntake Perzon: Deepika Patel | Inguiry Purpose:  * To seek information about the EED process. A d

Date of First Incident: * 08/18/2022 [m}

Date of Latest Incident: = 08i1e/2022 [m] Dezdline to file 2n Informal Complaint: 11/03/2022

Concern Reported by Aggrieved

Person:

5 IMCIDENT AM EEQ MATTER? Yes @ Mo NSA

5 IMCIDENT HARAZSMENT-
RELATED?

Select one of the following options to continue:
Tha Aggrieved Ferson wants to fie an EEQ Complaint at this time.

The Aggrieved Person DOES MOT want to file an EEC Complaint at this fime.

Within this screen, you can click the Assign Counselor button to assign a counselor to the
case folder, if you are not a counselor. You can click the Create Informal Complaint button to
directly create an Informal Complaint using the new EEO Contact.

The EEO Contact screen and processing/completing a contact are explored in the following
section.

2.2 EEO Contact Folder

After the EEO Contact is created and saved, it appears in the workspace as shown below:
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for EEO Cortact 2020-AR 00023 [Open]

C Foider Owner - Adewum Last

Status Open (Inquiry Creatad)

Blanty Jonks X Q9 Covete L1 Comtmet

The page opens to the (A) EEO Contact tab, where all information related to the EEO Contact
is located. There are also tabs for Issues and Bases, the Event Log, and Documents.

Additional actions can be taken on the EEO Contact using the (B) Action Bar (see the eCASE
User Manual for more information on these actions).

Finally, the (C) EEO Contact Case Form displays in the workspace.
2.3 Process Inquiry

Follow the steps below to process an EEO Contact in eComplaint.

1. After saving the initial EEO Contact, open the EEO Contact folder. The EEO Contact tab
appears.

(') Note: Within the context of this manual, the Inquiry is the processing of the EEO Contact

request.
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CON-PC-22-00013 - EEO Contact Status: Open (Inquiry Created)

Contact Information

Aggrieved Persomn Jake Burger Q S_é Delete EEQ Contact
-

Region: =* HQ == US Citizen Employee Eﬁ

Date Aggrieved Person First ©

I

s e iy Mzthod of Contact v
Contacted Agency: et o

ntake Perzon Deepika Patel || Inquiry Purpose:  *

Diate of First Incident: * mm/ddiyyyy
Date of Latest Incident * mm/ddiyyyy

Deadline to file an Informal Complzint: TBD

Concem Reported by Aggrieved
Person:

-
II

S INCIDENT HARASSMEMNT-

RELATED? e

=z
=

Select one of the following options to continue:
The Aggrieved Person wanis to file an EEQ Complaint at this time.

The Aggrieved Person DOES NOT want to file an EED Complaint at this time.

2. Use the date picker to select the Date Aggrieved Person First Contacted Agency. After

selecting a date, the Deadline to file an Informal Complaint automatically calculates and
displays:

CON-PC-22-00013 - EEQ Contact

Status: Open (Inguiry Created)
Contact Information

Aggrisved Person Jake Burger Q

[a] Delete EEQ Contact
- -
Region: HQ == US Citizen Employee EF
:ata H;Q'IE"\"Ej Farsan First 08/15/2022 a Method of Contact v
Caontacted Agency:
mtake Perzon w# | Inguiry Purpose:  # o

Date of First Incident: * mm/ddlyyyy [}
Date of Latest Incident “ mm/ dd/yyyy a Dezdline to file 2n Informal Complaint:

Comncern Reportad by Aggrieved

Perzam

S INCIDENT AN EEQ MATTER? Yes @ Mo NfA
S INCIDENT HARASSMENT- )
RELATED? = e A

Select one of the following options to continue:

The Aggrieved Person wanis to fie an EED Complaint at this time.

The Aggrieved Person DOES NOT want to file an EEC Complaint at this fime.
Select the Inquiry Purpose from the drop-down list.
Use the date picker to select the Date of First Incident.
Use the date picker to select the Date of Latest Incident.

o koW

the proper selections are made depending on the facts and circumstances surrounding
the complaint.

Additional fields and selections are available on this form. Review all questions to ensure
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7. Under Is incident harassment related? if Yes is selected, an additional field appears to
Notify management? If Yes is selected, a button appears to Send Email, as shown below.
You can click this button to send an email to management.

. @ Yes () No (O MA Motify manzagement? @ Yes O Mo ( Send Email ,

8. Click Save to save the details entered on the form. All required fields must be complete to
save the form.

2.4 Complete EEO Contact

To complete the EEO Contact process, the user must determine which pathway to follow.
Under the field Select one of the following options to continue, two checkboxes are available.

Select one of the following options to continue:

[[] The Aggrieved Person wanis to file an EEQ Complaint at this time.

[ The Aggrieved Person DOES MOT want to file an EED Complaint at this time.

One of these checkboxes must be selected to continue to Inquiry process. Each option is
described in the table below:

The Aggrieved Person ~ The AP elects to move forward in creating an EEO Complaint.

wants to file an EEO Selecting this option prompts the page to refresh and display to
Complaint at this time.  Create Formal Complaint or Assign Counselor buttons.

Select one of the following options to continue:

The Aggrieved Person wants to file an EEO Complaint at this time
|| The Aggrieved Person DOES NOT want to file an EEQ Complaint at this time.

Create Informal Complaint Assign Counselor

The Aggrieved Person  The AP does not wish to proceed with the EEO Complaint
DOES NOT want to process at this time. This selection prompts the page to refresh
file an EEO Complaint and display the Closing Comments free text field.

at this time.

Depending on the selection made, see the following subsections for next steps in the process.



EEO Contact Processing

2.4.1 Create Informal Complaint from an Inquiry

From the Inquiry screen, follow the steps below to proceed to Complaint creation:

1. Within the EEO Contact page, ensure the required fields are complete and then click the
Aggrieved Person wants to file an EEO Complaint at this time checkbox.

2. The workspace refreshes to display additional buttons. Click Create Informal Complaint.

Select one of the following options to continue:
Tha Aggrieved Parson wants to fle an EED Complaint 3t this time.

The Aggrieved Person DOES NOT want to file an EED Complaint at this fime.
Qte Informal Complaint h Assign Counselor

3. The screen refreshes to display an updated EEO Contact case folder, with the status
updated to (A) Completed On Time (Informal Complaint Created). You can also click the
link to view the newly created (B) Informal Complaint.

IN-2020-01962 - EEQ Contact Status: Completed On Time (Informal Complaint Created)

Contact Information

Aggrieved Person: Befferly Shorp - Q :L
Date Aggrieved Person s = R o -
st Contacted Agency: 07/21/2020 Method of Contact
Intake Person: Super Uiser w  Inguiry Purpase” To seek information about the EEQ process v
Date of First Incident: mm/ dd/yyyy ] Dezdline to file an Informal Complaint 07/28/2020
Concern Reported by Aggrieved
Person:
1S INCIDENT AN EEC MATTER? (O Yes @ MNo (O N/A
IS INCIDENT HARASSMENT- — —~ —~ n
O Yes (O No (O N/A

RELATED?

Select one of the following options to continue:

The Aggrieved Person wants fo file an EEC Complaint at this time.

The Agarieved Person DOES NOT want to file an EEC Complaint at this time.
Reason far Clasing: Informal Process Initiated Contact Closed Date: 072112020

Closing Comments: Informal process Initizted Informal Complaint:  1C-2020.01962

4. The Informal Complaint is now available for further action, and this EEO Contact is now
closed.

2.4.2 Assign a Counselor

If you'd like to assign a counselor at this point (not required), follow the steps below on the
Inquiry screen.

1. Within the Inquiry form, after selecting one of the first two options, select Assign
Counselor:
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Select one of the following options to continue:
#| The Aggrieved Person gives permission for name to be used when attempting resolutions.
The Aggrieved Person DOES MOT give permission AT THIS TIME for name to be used to resolve concerns.

Aggrieved Person DOES NOT want to file an EEQ Complaint at this time.
Create Informal Complaint C Aszsign Counselor ’

2. The Inquiry screen refreshes to show the Assign Counselor fields, as shown below:

Save {5 Actions~ & Permissions "D Logs v & Discussions | Reports~ O Spelling @ View As (EEQ Specialist) =

EEO Contact Issues and Bases Event Log Documents

Initiating Office : CSOSA - Folder Owner : Admin Last

2020-AR-00028 - EEO Contact Status: Open (Inquiry Created)

Assign Counselor

Task Name: Conduct Intake Interview

Counselor:* v

Comments: 0
Turnaround Days:‘@ 3

Assign Task Back

3. The (A) Task Name field is auto populated, as it defaults to the first task in the Informal
Complaint process.

4. Select a (B) Counselor from the Counselor drop-down list.
5. Add (C) Comments in the Comments field, if desired.
6. Enter the (D) Turnaround Days for the assigned task. A default value is automatically

entered but can be changed as needed.
7. Click Assign Task to assign the task to the selected Counselor:
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2020-AR-00028 - EEQ Contact Status: Open (Inquiry Created)}

Assign Counselor
Task Name: Conduct Intake Interview

Counselor:* Admin Last v

Please complete the intake interview in the time provided|

Comments:

Turnaround Days:* 3

Assign Task Back

2.4.3 Do Not File an EEO Complaint

An AP may wish not to file an EEO Complaint at the present time. If so, follow the steps
below to close the Inquiry.

1. Within the EEO Contact form, select the The Aggrieved Person DOES NOT want to file
an EEO Complaint at this time checkbox. The page refreshes to display additional fields.

Select one of the following options to continue:

The Aggrieved Person wants to fle an EED Complaint at this time.
The Aggrieved Person DOES NOT want fo file an EED Complaint at this time.
Prior to dosing the EEQ Contact be sure to notify Aggrieved Person that the last day to file a complaint is Monday, Cctober 17, 2022,

Reason for Closing: Aggrieved Person DOES MOT want to file an EEQ Complaint at this time.
Closing Comments:

Close EEQ Contact

2. The Reason for Closing field is auto populated and cannot be changed. Add a comment in
the Closing Comment free-text field to explain circumstances around the closure.

(") Note: As indicated above the Reason for Closing field, contact the AP and notify them of
their last day to file a complaint. This date is also displayed in the notification message.

3. Click Close EEO Contact.

Prior to dosing the EED Contact be sure to notify Aggrieved Person that the last day to file a complaint is Monday, October 17, 2022.

Reazon for Closing: grieved Person DOES MOT want to file an EEQ Complaint at this time.

This is a sample Closing Somment for documentation purposes.

Clozing Comments:

‘ G::se_EEOCnlﬂact ’
4. A confirmation message appears. Click Yes to close the EEO Inquiry.

5. The pop-up window closes, and the EEO Contact page refreshes to display that the status
of the Inquiry is now updated to Completed On Time (Closed).
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2.5 Reopen EEO Confact

Within the allotted time frame, an AP who initially elected not to pursue a complaint may
change their mind and elect to pursue an EEO Complaint. Follow the steps below to reopen a
closed EEO Contact.

1. Navigate to the EEO Contact folder for the contact that needs to be reopened.
2. Within the EEO Contact tab, click Reopen.

EEQ Contact Issues and Bases Event Log Documents

CON-PC-22-00014 - EEQ Contact Status: Completed On Time (Closed)

Contact Information

Aggrieved Person Jake Burger x Q 3—4 Reapen
- ( J
Region: * HQ == US Citizen Employes EF
Date Aggrieved Peal First *
S eraarEve Temen T 08101/2022 ) Method of Contact v

Contacted Agency:

3. The page refreshes to display the Reopen workspace. Enter any relevant information in
the Comments field.

4. Click OK.

EEQ Contact Issues and Bases Ewvert Log Documents

CON-PC-22-00014 - EEQ Contact Status: Completed On Time (Closed)
Reopen
Sample Reopening Comment for Documentation Purposes.

Comments:

Click OK to Reopen Inguiry or click,

fo previous screem.

5. The page refreshes to display the full EEO Contact case folder, and the status is updated
to In Progress (Inquiry Reopened).

Siatus: In Progress (Inguiry Reopened)

Delete EEC Contact



3 Informal Complaints

After an Inquiry is complete, the Aggrieved Person may opt to proceed to creating an Informal
Complaint.

This section contains information about:

= Creating a new Informal Complaint

= Working in an Informal Complaint folder
= Rights and Responsibilities

=  Conducting the Initial Interview

= Traditional Counseling

=  Documenting the Final Interview

= Submitting Corrective Actions

= |ssuing a Notice of Right to File

= Converting an Informal Complaint to a Formal Complaint
= Alternative Dispute Resolution

» Informal Closure

Informal Complaints are recommended be processed from an existing Inquiry. From the
Inquiry folder, there are options to create an Informal Complaint. Consult the Create Informal
Complaint from an Inquiry subsection of this document for more information about how to
create an Informal Complaint from an existing Inquiry. Alternatively, a new Informal
Complaint can be created without proceeding from an Inquiry. This process is described in the
subsection below.

3.1 Create New Informal Complaint

Follow the steps below to create a new Informal Complaint.

1. Counselors are responsible for creating Informal Complaints. The Counselor must login to
the eComplaint application.

2.  Within the Home Page, click Main Menu > New > Informal Complaint:
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[= Main Menu

New

Informal Complaint

Formal Cormplaint
EEO Contact
Search
Configuration

EEQ Reports

Joint Processing ...

e Inbox

[} Contacts

3. The page refreshes to display a blank New Informal Complaint form.

Bl Save o Spell..

New Informal Complaint

Complaint Information

°)

Aggrigved Person:® ‘
Region: = | ‘ E.‘:
Initial Contact Date: * mmddyyyy [m] Next Click Mext to continue.

4. In the Aggrieved Person field, click the Lookup icon. The Search for Contact pop-up window
appears. Use this pop-up window execute a search, select the contact to be added to the
Complaint, and then click Select.

(') Note: The Aggrieved Person is also the Claimant.
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Q Search + Mew - {5 Select Criteria B3 Save [ Save As

Contact Type [ w

Contact Information
First Name
Last Mame
Full Name

Emai

Address (Primary)

Organization Name
Department
ADDRESS 1
ADDRESS 2

City
Ty

State/Region(Us) Select State w
Other State

Zip Code

(") Note: Within the Search for Contact pop-up window, the +New drop-down list allows
you to create new Contacts from within the lookup screen if the contact does not exist in
the system. Locate the contact, or create a new one, then click Select to add this contact to
the complaint.

5. Click the Region lookup. The Region Selection pop-up window appears.

New Informal Complaint

Complaint Information

Aggrieved Person:™ Jake Burger x Q
-
Region: = | Q& :
Initial Contact Date: * mm/ dd fyyyy [m] Hext Click Next to continue,

6. Expand the folder tree and click the checkbox adjacent the desired location. Click OK.
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Region Selection

Filter by Name: | Search |

Selected Region:

* Peacs Corps (PO
0 HaHG

5 Citizem Employes (U5C)

lon-US Citizen Employees (MUSE)

folunteers (VOL)

7. The pop-up window closes, and the selected value appears in the Region field. Use the
date picker to select the Initial Contact Date.

8. Click Next.

ElSave ™ Spell.,

New Informal Complaint

Complaint Information

Aggrieved Person:® John Dos 3 a

Region: * HQ == U5 Citizen Emplayes %

Initial Contact Date: * 0o/05/2022 [m] ( Next 9(}{ Next to continue.

9. The page refreshes to display the Complaint Information tab of the newly created Informal
Complaint case folder.



Complaint Information Claims and Bases Documents Project Team Consolidated Complaint

PC-Z2-00031 - Informal Complaint

Remand Conflict of Interest

Aggrieved Person: John Do= EL'&

Date Information

Informal Complaints

Next Action:

EEQ Contact # MN/A

Informal Remaining Days: 49

Appeal Events Contacts Corrective Actions Event Log

Rights and Responsibilities

Inquiry Dates Informal Dates Formal Dates
Incident:  mm/dd/yyyy [m] Initial Interview:  M/& N#A until complaint becomes formal

Initial Contact: 08/05/2022 ] ADR Completed On: MiA

45th Day After Incident: TBD Final Intarview: N
ADR Offered On: MrA )

EEQ Counselor's Report Submitted On: MiA
Inguiry Closed Date: MrA ) ) . . )

Motice of Right to File Dis. Complaint Provided On: N/A

Formal Complaint Must Be Filed By: N/A

Counseling Due Date: 10/05/2022
Counseling Closed On: N/A
Anonymity

The complainant has the right to remain anonymous at the pre-complaint stage of

the EED counseling procass.

Dioes the complainant wish to remain anonymouws?*

Complaint Against

Ej Mo, | waive my right to remain anonymous.

Region: ~ HQ == US Citizen Employee

Add RMO
RMO(s):

complaint.

Mo Responsible Management Official (RMO) have been added against this

Ej fes, | elect to remain anonymous.

10. Before additional action can be taken on the case folder, determine whether the AP elects
to remain anonymous. Locate the Anonymity section and click the Yes radio button if the

AP elects to remain anonymous. If the AP waives the right to remain anonymous, select

No:

Anonymity

The complainant has the right to remain ancnymaous at the pre-complaint stage of

the EEQ counssling process.

‘fes, | elect to remain anonymaous.

Ej Mo, | waive my right to remain anenymous.

Coes the complainant wish to remain anonymouws?*

11. Click Save to save the status. Consult the subsections below for information about the
actions you can now take in the Informal Complaint folder.

3.2 Informal Complaint Folder

After the Informal Complaint is created in the system, the Complaint Information appears as

shown in the example below:
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Complaint Information Claims and Bases Documents Project Team Consolidated Complaint Appeal Events Contacts Corrective Actions Event Log

B

PC-22-00031 - Informal Complaint Rights and Responsibilities

Remand Conflict of Intere st Next Action: ~ e
Aggrieved Person:  John Doz f 0 EEQ Contact # N/A
Date Information Informal Remaining Days: {3
Inguiry Dates Informal Dates Formal Dates
Incident:  mm/dd/yyyy [w] Initial Interview:  MIA N/A wntil complaint becomes formal
Initial Contact:  09/05/2022 ] ADR Completed On: MIA
45th Day After Incident: TBD Final Interview: Mi&

ADR Offered On: NiA
EEQ Counselor's Report Submitted On: MNiA

Inquiry Closed Date: s Motice of Right to File Dis. Complaint Provided On: MIA
Formal Complaint Must Be Filed By: MIA
Counseling Due Date: 10W05/2022
Counseling Closed On: MIA
Anonymity

The complainant has the right to remain anonymous at the pre-complaint stage of Ej Yes, | elect to remain anonymous.

the EEOQ counseling process.
Ej Mo, | waive my right to remain anonymous.

Dwoes the complainant wish to remain anonymous?*

Complaint Against
Region:  ~ HQ == US Citizen Employee %{

Add RMO

RMO(s):
= No Responsible Management Official (RMO) have been added against this

complaint.

The Informal Complaint interface consists of two primary elements: The (A) Complaint
Information form, where the user lands after opening the complaint, and the various (B) Tabs
for processing the complaint. Each are detailed in the following sections.

3.2.1 Complaint Information Form Fields

The fields on the Complaint Information tab are shown below, and described in the following
table:

2l 53



Informal Complaints

nelaint Information Claims and Bases Documents Roles Consclidated Complaint Contacts Comective Actions Event L Fees Assignments;

PC-22-00026 - Informal Complaint Rights and Responsibilities

Remand Conflict of Interest Mext Action:
Aggrieved Person:  Jake Burger & EEQ Contact &  n/a
Date Information Informal Remaining Days: -2
Inquiry Dates Informal Dates Formal Dates
Incident:  mm/dd/yyyy [m] Initial Interview: MiA N/A until complaint becomes formal
Imitial Contact:  po/o1/2022 [m] ADR Completed On: RIS
45th Day After Incident: A, Final Inferviews MIA

ADR Offersd On: NIA
Erea L EEO Counsslor's Repert Submitted On: MIA

iry Clossd Dater NI
e B Natice of Right to File Dis. Complsint Provided On: M4

Formal Complaint Must Be Filed By: R
Counseling Due Date: 10/0172022

Counseling Closed On: MIA

Anonymity

The complainant has the right 1o remain anonymous at the pre-complaint stage of
the EED counsefng process.

s, | elect to ramain @anonymous.

Mo, | waive my right to remain anonymous.

Does the complainant wish to remain anonymous?*

Complaint Against
Region: = HQ == US Ciizen Employese ﬁl
@ Add RMO
RMO(s): . . . N
No Responsible Management Official (RMO) have been added against this
complaint.
Case Details
Action Office: a
Diescription:
Add Representative
Representative(s):
Mo Representative|s) have been added to this case.
Fole Assignments
Counselor: e Q
Manager: Manager Manager X : Q
EEC Specialist: Q
ADR Specialist: Adr Specialist Adr Specialist X} ~Q
-
Save Send Email Next Action: -
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m

A

Complaint ID The Informal Complaint Identification Number. If there is
an associated EEO Contact Case, the ID appears as a
hyperlink. If there is an associated EEO Contact, this is
linked in the EEO Contact # field.

Date This section tracks the pertinent dates for each period in
Information the complaint process. There are fields for Incident Date,
Inquiry Dates, Informal Dates, and Formal Dates.

Anonymity Use the radio buttons to indicate whether the AP wishes
to remain anonymous.

Complaint The Region lookup is used to select the region of the
Against person against whom the complaint is being filed. Use the

i Lookup icon to select a region. The Region list includes
nested fields, use the Show/Hide button to show nested
lists and use the checkbox to select the entity against
whom the complaint is filed:

~ Peace Corps (PC)

¥ HO (HO)
@ US Citizen Employes {USC)
1 Mon-US Citizen Employees (NUSE)
~{_] Volunteers (VOL)

Additionally, use the Add RMO button to add a
Responsible Management Official to the compliant.

(") Note: This field can be altered after the complaint case
folder is created by clicking the lookup and selecting
another value from the pop-up window.
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E Case Details This subsection tracks information about the complaint
including the Action Office (if applicable), a Description for
the case, and the Add Representatives button. If this
information was provided in an origination EEO Contact,
these details are automatically added to the IC.

F Role Assigned roles for processing the complaint, including

Assignments Counselor, Manager, EEO Specialist, and ADR Specialist.

3.2.2 Tabs
The Informal Complaint case folder includes the following tabs, as described in the table
below:

omplaint Infermation ims 'ocumen ns ontacts ns ees ssignment BSEI_"OITHE on

A Complaint Details about the Informal Complaint are captured in

Information this tab. Important dates are also listed in this tab to aid
in visibility while processing complaints.

B Claims and Bases Specific Issues related to the complaint are added and
managed from this tab. Each issue can be associated
with a basis of discrimination, as well as Witnesses who
can be included in complaint-related activities, such as
interviews.

C Complaint Against  Details about the organization the complaint has been

filed against are captured on this tab.
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D

Documents Documents associated with the complaint can be viewed
and managed from the Documents tab. Documents can
also be added and removed, if required.

Roles Manage the users, groups, and permissions associated
with this Complaint.

Consolidated View associated consolidated complaints (if any have

Complaint been created).

Contacts Manage Contacts related to this complaint. These can be
added as new contacts or pulled from existing system
contacts.

Corrective Actions  This tab allows authorized users to create and record
Corrective Action entries. Multiple Corrective Actions
can be logged within this tab.

Event Log View a list of events captured in the system while the
complaint is processed. Step outcomes and associated
documentation can be viewed from this tab. See the
Case Event Log section for details.

Fees Create and manage fees related to this Complaint.

Assignments The Assignment tab typically drives the case folder
workflow, however, in the eComplaint application, the
Assignments tab is used to record Sub Folders, Linked
Folders, and FYI Copies.
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L ADR Case If eComplaint - ADR integration is configured, the ADR
Information Case Information tab is available once an ADR case has
been initiated from the folder.

(') Note: Additional case tabs may appear depending upon the organizational configuration.

3.3 Anonymity/Rights and Responsibilities

The Aggrieved Person has rights and responsibilities throughout the Complaint lifecycle,
including the right to remain anonymous. Before additional action can be taken on the IC,
determine whether the AP elects to remain anonymous, and provide their Rights and
Responsibilities. Follow the steps below to log these actions:

1. Open the desired Informal Complaint case folder and within the Complaint Information
tab, locate the Anonymity subsection. Click the Yes radio button if the AP elects to remain
anonymous. Alternatively, if the AP waives the right to remain anonymous, click the No
radio button.

Anonymity

The complainant has the right to remain anonymous at the pre-complaint e of
the EEC pounseling process.

Dioes the complainant wish to remain anonymous?*

()| |Yes, | elect to ramain anomymnous.

o, | waive my right to remain anonymous.

2. Click Save to save the change in status.
3. Select Rights and Responsibilities from the Next Action drop-down list, and then click the

Next arrow.
Rights and Responsibilities
Mext Action: [R'lghts and Responsibilities V] °

4. The Rights and Responsibilities pop-up window appears. First, use the date picker to select
the Date the following provided to the aggrieved.
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i
| Close |
M A

Rights and Responsibilities
Date of the following provided to the aggrieved: mmiddiyyyy [a

Motice of Rights and Responsibilities

fas Mo

Motice of Right of Representation

fas Mo

Motice of Right to Anonymity

< fas Mo

Comments:

5. The aggrieved party should also be provided with the Notice of Rights and Responsibilities,
Notice of Right of Representation, and Notice to Right to Anonymity. Select the Yes radio
button beside each to indicate that the aggrieved party was provided with all
documentation.

6. Enter any relevant information in the Comments field.

7. Click Submit. The pop-up window closes, and the Informal Complaint folder refreshes to
display the updated status.

3.4 Initial Inferview

Complete the steps outlined below to process the complaint through the normal lifecycle
starting with conducting the Initial Interview:

(') Note: The Anonymity radio button must be complete before logging the Initial Interview.

1. Open the desired Informal Complaint. The folder opens to the Complaint Information.

2. Click the (A) Next Action drop-down list and select Complete Initial Interview, then click
the (B) Arrow:

Conduct Initial Interview

Mext Action: Complate Initial Interview o e

3. The Initial Interview pop-up window appears. Use the date picker to select the Date of
Initial Interview.

4. Enter the name of the Initial Interview EEO Counselor in the field.
5. Enter a summary of initial interview using the free text field.
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Imitial Interview

Date of Initial Interview: g d vy [m]

nitial Interview EEC Counselor:
Summary of Initial Interview:

6. When complete, click Submit.
7. The pop-up window closes, and the case folder refreshes.

3.5 Offer ADR

After the Initial Interview has been conducted, the next step is to offer ADR. To complete the
Offer ADR workflow step:

1. Open the desired case folder and navigate to the Complaint Information tab. Select Offer
ADR from the Next Action drop-down list, then click the Arrow button.

Offer ADR

Next Action: Offer ADR il o

2. The ADR Offer pop-up window appears. Use the date picker to select the Date ADR
Offered by Agency.

¢ ™,
| Close |
M e

Formal Offer ADR

Date ADR Offered by Agency: *® mm Y (]

Comments:

3. Enter any relevant information in the Comments field.

4. Click Submit. The pop-up window closes, and the case folder page refreshes to display a
new Status: Review IP.

5. W.ithin the Next Action drop-down list, select Capture ADR Acceptance and click the
Arrow button.
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Informal ADR

Do

10.

MNext Action: Capture ADR Acceptance bt o

The ADR Acceptance Details pop-up window appears. Select one of the Did the Aggrieved
Person accept ADR? radio buttons based on the AP’s decision.

Use the date picker to select the Date of ADR Accepted/Rejected.
Enter any relevant information in the Comments field.

If the AP accepted ADR, the Do you want to create ADR? field appears. If you select Yes,
an ADR case will be created from eComplaint. If No is selected, you can proceed with
ADR through eComplaint, but no ADR case will be created. When an ADR case is created,
all pertinent fields specified on the eComplaint - ADR Configuration tab will map to the
newly created ADR case.

you want to create ADRT  =» D es D No

Click Submit to log the decision. If ADR is accepted, consult the Informal ADR section for
next steps. Otherwise, see the Traditional Counseling section.

3.6 Informal Alternative Dispute Resolution

APs have the option to pursue ADR to resolve their complaint. ADR must be offered to the
AP as part of the Initial Interview process. The AP decides whether to pursue ADR. If the AP
does not accept ADR, traditional counseling is pursued. The following sections capture the

Informal ADR process.

(") Note: If the AP elects to remain anonymous, you cannot pursue ADR.

3.6.1 ADR Acceptance

Follow the steps below to complete the ADR Acceptance stage.

1.

After the AP is offered ADR, users can indicate if the ADR was accepted or declined
during the Capture ADR Acceptance phase.

Select Capture ADR Acceptance from the Next Action drop-down list and click the Arrow
button.

Informal ADR

Mext Action: | Capture ADR Acceptance ¥ o
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3. The Informal Accept/Reject of ADR pop-up window appears. Select one of the Did the
Aggrieved Person accept ADR? radio buttons based on the AP’s decision. If No is selected,
the case proceeds into Traditional Counseling. See the Traditional Counseling section for
details. If Yes is selected, the case folder proceeds into ADR.

(") Note: If the No radio button is selected, then this is the formal designation that the AP
has rejected ADR.

% 2023-COMP-00088 - Formal ADR Acceptance Details

Formal Accept/Reject of ADR

Has Complainant been provided the option to * @ Y N
participate in ADR? es o
Date of ADR Accepted by Complainant: * mm/dd/yyyy
Comments:

Do you want to create ADR? E] Yes E] No

4. Provide a Date ADR Accepted (this is required), and optionally provide any comments.

5. If you selected the Yes Did the Aggrieved Person accept ADR? radio button, the Do you
want to create ADR? field appears. If you select Yes, an ADR case will be created from
eComplaint.

6. Click Submit to submit the acceptance.

7. The complaint enters Informal ADR. See the following sections for details on completing
the ADR process.

3.6.2 ADR Event

Complaints in the Informal ADR process require to capture ADR Events. Follow the steps
below to capture an ADR event:

1. Open a complaint in the Informal ADR Process, and select Capture ADR Event from the
Next Action menu and click the Arrow button:

Informal ADR

Next Action: Capture ADR Event v e

2. The Conduct Informal ADR pop-up window appears. Fields are available to capture details
about the ADR event, as described in the following table:
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Conduct Informal ADR

ADR Document: Add Document(s)

Date ADR Held:  * I mm/ddiyyyy ]

Type of ADR Held:  * [ v]
Resources Used: * I v]

Agency Official at ADR:

Comments:
_
ADR Document Use the Add Document link to add any supporting documentation
as an attachment available of the Documents tab.

Date ADR Held Use the calendar icon to select a date when the ADR event
occurred.

Type of ADR Held Use the drop-down list to select the type of ADR event being
captured. Out-of-the-box options include Early Neutral Evaluation,
Facilitation, Fact Finding, Mediation, Ombuds, Peer Review and
Settlement Conferences.

Resources Used Indicate the resources used for the Informal ADR Event. Out-of-

the-box options include Federal Executive Board, In-house, Other,
Other Federal Agency, and Private Organizations.
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Description
Agency Official at Note the agency official in attendance during the ADR.
ADR
Comment Provide any comments.

3. Click Submit.

4. After the ADR Event is submitted, it can be viewed from the Case Event Log. Select the
Informal ADR Event to view the details and any associated documentation:

Complaint Details Issues and Bases Contacts Fees Corrective Actions Case Event Log Documents Roles Consolidated Complaint
Initiating Office : CSOSA - Folder Qwner : Admin Last
2020-COMP-00045 - Informal Complaint Informal ADR
Event Log
Add Log Activity
_ Eve Event By Event Date Event Comments Created Date
< | Informal ADR Event ) Admin Last 5/472020 5/4/2020
Informal ADR Accepted Admin Last 5/4/2020 ADR Accepted 5/4/2020
Informal Offer ADR Admin Last 5/1/2020 QOffered ADR 5/4/2020
Initial Interview Admin Last 5/1/2020 Went well 5/4/2020
Counselor Assigned Admin Last 4/30/2020 Admin Last Assigned as Counselor 4/30/2020

B Informal Complaint has been Crezted with No 1C-2020-00028, Initial Contact Date
Informal Created Admin Last 443072020 4/20/2020 4/30/2020
15

Repeat this process to add more ADR Events as needed. Any events added to the complaint
can be viewed from the Case Event Log.

3.6.3 ADR QOutfcome

After submitting ADR Events, the ADR Outcome must be captured. Follow the steps below to
capture the ADR Outcome.

1. Open the desired Informal Complaint case folder, and navigate to the Complaint Details
tab.

2. Select Capture ADR Outcome from the Next Action drop-down list and click the Arrow
button.

Informal ADR

Mext Action: Capture ADR Outcome hd e

3. The ADR Outcome screen appears. Use the date picker to select the Date ADR Ended.
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Informal ADR Outcome

Date ADR Ended: = | mm/ddfyyyy -

Cutcome of ADR: =+ |

Comments:

4. Select the Outcome of ADR from the drop-down list. Selections include: Settlement, No
Settlement, and No ADR Attempt.

(") Note: The Outcome of ADR drop-down list selection determines the Next Actions that
the case folder must take.

5. Enter Comments, if applicable.
6. Click Submit. The next step depends on the selected Outcome; see the table below.

No Settlement Complaints that did not reach settlement through ADR must
proceed to Conduct Final Interview. Additionally, select a No
Settlement Type.

No ADR Attempt If No ADR Attempt is selected, the complaint routes to Traditional

Counseling. See the Traditional Counseling section for more details

Settlement If Settlement is reached, the complaint moves into Informal Closure.
See the Informal Closure section for more details. Additionally, there
is the option to add a Settlement Agreement attachment document.

3.7 Traditional Counseling

If the AP does not opt for ADR, or a resolution is not reached in the ADR process, the
complaint enters Traditional Counseling. This counseling takes place offline with the outcome
logged in eComplaint. Complete the steps below to record the Traditional Counseling
information:
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1. Open a Complaint eligible for Traditional Counseling, open the desired case folder and
navigate to the Complaint Information tab. Select Complete Traditional Counseling from
the Next Action drop-down list, then click the Arrow button to proceed:

Conduct Traditional Counseling

Mext Action: | Complete Traditional Counseling r o

2. The Complete Traditional Counseling pop-up window appears. Use the date picker to select
the Date of Counseling when the counseling was completed.

./.- -.\.
| Close |
o A

Completion of Counseling

Date of Counseling mm "'jd'.‘.-‘:r':f':r' (m]

Sattlement: * I:l fas I:l Mo

Comments

3. Indicate if there was a Settlement by selecting the Yes or No radio button.

a. If the Yes radio button is selected, the pop-up window refreshes to display
additional fields.

4. Use the date picker to select the Settlement Date.
5. Click Add Documents upload a Settlement Agreement.

N
| Close |
A vy

Completion of Counseling

Date of Counseling

Seitlement: * ez Ho

Sattlament Data: mm{dd/yyyy ]

Sefflement Agreement: Add Document(s)
Sample

Comments

6. Enter any additional information in the Comments field.

7. Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display the updated status:

a. |If Settlement was reached, the status updates to Informal Closure. See the Corrective
Actions section for details of next steps.
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b. If no settlement is reached, the next step is to Conduct Final Interview. See the Final
Interview section for details.

3.8 Final Interview

The Final Interview portion of the process, if required per your configuration, occurs outside
the application, however the results of this interview can be logged in eComplaint. To log
Final Interview details:

1. When a complaint is eligible for Final Interview, the next step appears as Conduct Final
Interview on the Complaint Information tab. Open the desired Complaint case folder.

Complaint Information Claims and Bases Documents Roles Consolidated Complaint Contacts Cormective Actions

PC-Z2-00037 - Informal Complaint

Remand Conflict of Interest Next Action: v e

Aggrieved Person:  Jake Burger EEC Contact# M/a

Date Information Informal Remaining Days: -56

[ Inmuire Natas I Infrrmal Nataz I Farmal Nates |

2. Select Conduct Final Interview from the Next Action drop-down list and then click the
Arrow button. The Final Interview pop-up window appears.

(") Note: The screen below is an example. The actual outcome details will vary depending
upon customer configuration.

|/-.- -.\-\I
| Close ]
A A

Final Interview

Date of Final Interview: mm/dd vy [m]

Comments:

3. Use the date picker to select the Date of Final Interview.
4. Enter any additional information in the Comments field, if desired.

5. Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display the updated status Informal Closure.

6. If the complaint successfully reached settlement, proceed to the Submit Corrective Actions
section. Otherwise, if no settlement was reached, see section Issue Notice of Right to File.
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3.9 Corrective Actions

Informal Complaints which have reached settlement proceed to Informal Closure. As part of
Informal Closure, Corrective Actions must be submitted for the complaint. Follow the steps
below to create Corrective Actions.

1. Open a complaint case folder in Informal Closure status and select Corrective Actions
from the Next Action drop-down list.

2. Click the Arrow button. The Corrective Actions pop-up window appears:

' ™
| Close |
M A

Corrective Action(s)

o No Corrective Actions have been added. Click on "Add Corrective Action(s)” to add a new Corrective Action.
Add Comective Action(s)

3. Click Add Corrective Action(s). The pop-up window refreshes, and additional fields
appear for capturing the Corrective Actions:

s ™,
\ Close )
NN

Corrective Action(s)

e
Corrective Action Type: * hd
Benefit: v
Amount (3):
Date of Setflement: * 0
Marrative:
Disposition
Status: = | b
Siatus Narrative:

4. Select the Corrective Actions Type from the drop-down list. This selection determines
the options within the Benefit drop-down list.

Select the Benefit from the drop-down list.
Use the date picker to select the Date of Settlement.
Enter Narrative Information in the Narrative field.

© N o WU

Select the Status from the drop-down list.

=)
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9. Complete any remaining required fields.

10. Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display a new status: Pre Closure.

11. Click Save record the changes to the case folder. If desired, navigate to the Corrective
Actions tab and click the Add Corrective Action button to add more Corrective Action
Entries as needed.

3.10 Issue Notice of Right to File

During the final interview phase, the AP may elect not to settle the dispute. For disputes
which do not reach settlement, the AP must be issued a notice of right to file, informing the
AP of their right to file a formal complaint.

(") Note: Cases require a Case Manager before issuing a Notice of Right to File.
Follow the steps below to issue a notice of right to file:

1. Within a complaint where Settlement was not reached, navigate to the Complaint
Information tab, and select Issue Notice of Right to File from the Next Action menu then
click the Arrow button.

Informal Closure

Next Action: Issue Motice of Right to File b o

2. The Letter Template Information appears. This pop-up window contains a predefined letter
template for issuing a notice of right to file, including fields completed with information
specific to this complaint:
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( Print |:==15end | @ Close

|ssue Date™: 10/3/2022 x|

Send Option: [Emai v

To Email*: | |

Letter Template Information

Letter Templata: © Notice of Right to File

Mote: * fields are mandatory

@ | -applesyse. v (3 v B I U ke A~ By~ is = = E = E@|

Notice of Right to File Formal Complaint against Discrimination

October 4, 2022

Jake Burger

Dear Jake Burger:

On 10/3/2022 you contacted the HQ Alternative Dispute Resolution Centdr regarding an issue of concern to you. Specifically, you requested Traditional
Counseling {or Mediation, if applicable) with regard te your issue of Duty Hours, You alleged that this action was due, all or in part, based on (your applicable
complaint base(s) — color, age, race, disability, etc).

Unfortunately, your issue was not resolved during counseling. Therefore, you now have the right to file a formal discrimination complaint with the within 15
calendar days after receipt of this notice. Please refer to the information you were previously provided on your rights and responsibilities, and the steps and time
line for the complaint process.

If you file a complaint, it must be in writing, signed by you, be specific and contain only the issue discussed with me. It must also state whether you have filed
a grievance under the negotiated or administrative grievance procedures or an appeal to the Merit Systems Protection Board on the same issues. You must
immediately notify the Employment Complaints Division, in writing, if you are being represented by counsel.

Sincerely,

Randall Hamm

3. Click the Calendar tool to select the Issue Date for this letter. The date is important as it
is used to calculate the time the AP has to issue the notice to file (must occur within 15
days of the issue date):

4 Print | :=15end | @ Close

Issue Date™: |‘|ﬂ;3;2|}22 )
Send Option: |Ema bl
To Email™:

Letter Template Information

Letter Template: ™ Matice of Right to File
Mote: * fields are mandatory

|.I;1| -apple-syste. = (3 0+ B & W gha AT Sy~ =
Motice of Right

F

4. Under the Send Option drop-down list there are selections for Email or Hand Mail Copy. If
using Email, enter the To Email in the field.

5. You can configure the body of the message via the text editing tools, if required.
Complete any edits and click Send. Alternatively, use the Print option to print to hard
copy and send via post.

2l e
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6. The Complaint status updates to Receive and Convert to Formal Complaint status.

Contacts Comective Actions Event Log Fees Assignments

Receive and Convert to Formal Complaint -‘

Mext Action: w e

7. If the AP elects to proceed to a Formal Complaint, follow the steps outlined in the Convert
to Formal Complaint section.

(") Note: Before the IC is converted to a formal complaint, the following actions may still be
available: Offer ADR (if not previously offered), ADR Events, Acceptance and Outcome, as
well as Settlement and Withdrawal.

3.11 Receive and Convert to Formal Complaint

An AP may elect to change a Complaint from an Informal Complaint to a Formal Complaint
following receipt of a Notice of Right to File. Follow the steps below to convert to a Formal
Complaint:

(") Note: Only Managers and Superusers can convert an Informal Complaint to a Formal
Complaint.

1. Open the desired Informal Complaint case folder in Receive and Convert to Formal
Complaint status.

2. Select Receive and Convert Formal Complaint from the Next Action drop-down list.

Receive and Convert to Formal Complaint

Next Action: Receive and Convert to Formal Complaint W e

3. Click the Arrow button. The Complaint Information tab refreshes to display the Receipt of
Formal Complaint workspace:
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PC-22-00037 - Informal Complaint Receive and Convert to Formal Complaint

Receipt of Formal Complaint

Upload Formal Complaint: * Add Document Please atfach formal complaint
t roer M

Complainant: Jake Burger g7

Date of Formal Complaint: * mmidd/yyyy (m]

Mixed EEQ/MEPE Issues?
Does the Formal Complaint Allege:

Class(Group-Basad) lssues?

Date Formal Complaint Received by o
mm/dd/yyyy m]

Agency:
Delivery Method: b
Comments:
Select Issue(s) Base(s) Date of Incident
Duty Hours Religion 01/02/2021 to 07/04/2022
Please note thatif a claim is not selected here to be converted, it will not be accessible in the “Accept/Dismiss Claims” step.
Eack

4. Click Add Document to upload the letter received from the AP in the Upload Formal
Complaint field.

5. Use the date picker to select the Date of Formal Complaint.

6. Complete any remaining required fields. The Convert to Formal Complaint button is
activated. Click Convert to Formal Complaint.

Select Issue(s) Base(s)
Duty Hours Religion
Please note that if a claim is not selected here to be converted, it will not be accessible in the “AcceptiDismiss Claims™ step.

Convert to Formal Complaint Back

(") Note: If this is a Mixed EEO/MSPB type (see the Does the Formal Account Allege field),
hearing events are not allowed, and Final Agency Decision (FAD) is to be issued within 120
days of filing the Formal Complaint.

7. A confirmation message appears. Click OK. The case folder refreshes to display the newly

converted Formal Complaint case folder, as shown below.
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Initiating Office : CSOSA -

2020-COMP-00050 - Formal Complaint

Contacts

Informal Complaints

Corrective Actions Case Event Log Documents

Folder Owner : Admin Last

Roles

Consolidated Complaint

Send Acknowledgement

EEO Contact#: N/A Remand Conflict of Interest Mixed Case Class Complaint Next Action:
Complainant: Baxter Scrump iy
Date Information Formal Remaining Days: 182
Inquiry Dates Informal Dates Formal Dates
Incident: El Initial Interview: 5/4/2020 Formal Complaint Filed On:  5/4/2020
Initial Contact: | 5/4/2020 ] ADR Completed On:  N/A Investigation to Be 117272020
45t Day After Incident: TBD Final Interview: 5/4/2020 ConEeted iy -
ADR Offered On:  5/4/2020 EED Counselor's Report Submitted On: N/A Formal Complaint Closed On: - N/A
Inquiry Closed Date: N/A Notice of Right to File Dis. Complaint Provided On: 5/4/2020
Formal Complaint Must Be Filed By: 5/19/2020
Counseling Due Date:  6/3/2020
Counseling Closed On:  5/4/2020

Anonymity

8. The Informal Complaint is now converted to a Formal Complaint. Proceed to the Formal

Complaint section to begin processing the Formal Complaint.

3.12 Pre-Closure

ICs in Pre Closure status must have the complaint closed using the Close Complaint step.

Follow the steps below to close a complaint in Pre Closure status.

1. Open a complaint in Pre Closure Status.

2. Select Close Complaint from the Next Action drop-down list and then click the Next

arrow.

Receive and Convert to Formal Complaint
v Q

3. The Close Informal Complaint pop-up window appears. Use the date picker to select the

Next Action: Close Complaint

Informal Complaint Closed Date.

4. Enter any Comments, then click Submit.

N
| Close |}
. A

Close Informal Complaint

nformal Complaint Closed Date: *

Comments:

mm/dd/yyyy [m]

5. A confirmation pop-up window appears. Click OK to close the complaint.

2
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6. Closed complaints can also be reopened if needed, while in Pre Closure status. After a
complaint is closed, select Re-Open from the Next Action drop-down list and then click
the Arrow button.

Next Action: [Re-Opsn ~| o

7. The Re-Open pop-up window appears. Select the Date when the complaint was re-
opened, and provide any Comments, then click Submit:

STy
| Close )
h A

Re-Open

Comments:

8. The case is re-opened in Pre Closure status.

3.13 Conduct Final Intferview

After a case folder reaches Pre-Closure status, you can complete the Final Interview. To
conduct Final Interview:

1. Open the desired Case Folder and within the Complaint Information tab, select Conduct
Final Interview from the Next Action drop-down list.

Conduct Final Interview

Mext Action: Conduct Final Interview L e

2. Click the Arrow button. The Final Interview pop-up window appears.

Y
| Close |
M A

Final Interview

Date of Final Interview: - mmddfyyyy (]

Comments
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Use the date picker to select the Date of Final Interview.
Enter any relevant information in the Comments field.

Click Submit. The pop-up window closes and the Complaint Information tab refreshes. The
Complaint is now in the Informal Closure status.
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After an Informal Complaint has been converted to a Formal Complaint it can begin the

resolution process and eventually reach closure. Formal Complaints must be processed from

an existing Informal Complaint after conversion. This section contains details on:

4.

The Formal Complaint Folder
Conversion and Processing
Alternative Dispute Resolution

The Investigation Phase

EEOC Hearings

Final Agency Decision

Appeals

Case Closure

Remands, Abeyances, and Compliance

1 Create New Formal Complaint

The Manager must login to eComplaint to convert an Informal Complaint to a Formal

Complaint or create a new Formal Complaint. Follow the steps below to create a new Formal

Complaint.

1.

Within the Launch Pad, click Main Menu > New > Formal Complaint:

=  Main Menu

2.

2

Informal Complaint

Formal Complaint
EEQ Contact
Search

Configuration

EEO Reports

Joint Processing ...

The page refreshes to display a blank New Formal Complaint form, as shown below.
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B Save & Spell...

New Formal Complaint

Complaint Information

Complainant: * John Doe  x Q
-
Region: = HQ == US Citizen Employee E’l
Initial Contact Date:  * mm/dd vy (]
Date of Formal Complaint: * mm /dd ! yyyy (] Next Click Next to continue.

3. In the Complainant field, click the Lookup icon. The Search for Contact pop-up window
appears. Use the fields this pop-up window to create the search criteria and click Search.

Q Search + Maw = &5 Select Criteria [ Save [ Save As

Contact Type [ w

Contact Information
First Name
Last Name
Full Name

Emai

Address (Primary)

Organization Name
Department
ADDRESS 1

ADDRESS 2

City
Ty

State/Region(Us) Select State e
Other State

Zip Code

4. The pop-up refreshes to display a list of contacts that match the search criteria. Select the
contact to be added to the Complaint, and then click Select.

+HNew ~ {7 Adions * &) Copy Contact to individual ~ [+ Select "D View Folders ) View Data Changes € Back Q Close

Full Name Primary Addre: Secondary Address MNotes Contact Type

Jake Burger

(") Note: If the contact does not exist within eCASE, within the Search for Contact pop-up
window, click the New drop-down list to create a new Contact from within the lookup
screen. Alternatively, locate the contact, or create a new one, then click Select to add this
contact to the complaint.
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5. Click the Region lookup. The Region Selection pop-up window appears.
6. Expand the folder tree and click the checkbox adjacent the desired region. Click OK.

Region Selection

Filter by Name: | Search |

Selected Region:

5 Citizem Employee (U5C)

“{_] len-US Citizen Employees (MUSE)

folunteers (VOL)

7. The pop-up window closes, and the selected value appears in the Region field. Use the
date picker to select the Initial Contact Date.

8. Use the date picker to select the Date of Formal Complaint.
9. Click Next.

B Save [ Spell...

New Formal Complaint

Complaint Information

Complainant: * John Doe 3 Q

-
Region: = HQ == US Citizen Employee E"\
Initial Contact Date:  * 0R01/2022 [m}

Date of Formal Comaplaint.~ * 00/07I2022 A @ Click Next fo confinue.

10. The page refreshes to display the newly created Formal Complaint case folder.
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Complaint Information Claims and Bases Documents Roles Consolidated Complaint ontacts Comrective Actions Event Log

PC-22-00038 - Formal Com,

Conflict of . . N .
Remand Mixed Case Class Complaint Consolidated Next Action: A
Interest
Complainant: Jake Burger 34 EEO Contact #: M/A
Date Information Formal Remaining Days: {72
Inquiry Dates Informal Dates Formal Dates
Incident  mm/idd/yyyy [m] nitial Interview:  MIA Formal Complaint Filed 10/02/2022
On:
nitial Contact  DE/20/2022 ADR Completed On: - MIA Investigation to Be
03/31/2023
45th Day After Incident  NIA Erteas T CompeecBy:
Formal Complaint |
ADR Offered On:  NIA MNi&

EED Counselor's Report Submitted On: FIA Closed On:
Inquiry Clased Date: MiA ) . . .
Motice of Right to File Dis. Complaint Provided On: A

Formal Complaint Must Be Filed By: MiA

Counseling Due Date:

Counseling Closed On: A

Anonymity
At the Informal Stage, the Aggrieved Person did not indicate whether or not they wished to remain Anonymous.

Complaint Against
Region: ~ HQ == US Citizen Employee %\
Add RMO

A0(s): . . . .
RMO(s) No Responsible Management Official {(RMO) have been added against this

complaint.

4.2 Formal Complaint Folder

After a Formal Complaint is created from an Informal Complaint, it opens to the Complaint
Information tab, as shown in the example below:

Home / Formal Complaint /

omplaint PC-22-00033 [In Progress]
EiSave {5 Actions~ @ Permissions D logs™  » Reports* & Spelling B

Complaint Information Claims and Bases Documents Project Team Consolidated Complaint Appeal Events Contacts Corrective Actions [Event Log

PC-Z2-00023 - Formal Comp! Receive Formal Comipl
Conflict of
Remand Interelst Mixed Case Class Complaint Consolidated Mext Action: w e
Complainant: John Doe m EEO Contact # r/a
Date Information Formal Remaining Days: 168
Inquiry Dates Informal Dates Formal Dates
Incident:  mmiddiyyyy  H nitial Interview:  MIA Formal Complaint Filed o oon
On:
Initial Contact: | 08/01/2022 ADR Completed On: - WA Ivestigation to Be
~ | p3oEz0z3
45th Day After Incident:  TED S | Compieted s
Formal Cormplaint |
ADR Offered On: ~ N/A A

EED Counselor's Report Submitted On: Ni& Clossd Cn:
Inquiry Closed Date: MA ) o . .
Notice of Right to File Dis. Complaint Provided On: MA

Formal Complaint Must Be Filed By: A

Counseling Due Date:

Counseling Closed On: MiA
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The Formal Complaint interface consists of two primary elements: The (A) Complaint
Information form, where the user lands after opening the complaint, and the various (B) Tabs
for processing the complaint. Each are detailed in the following sections.

4.2.1 Form Fields

The fields on the Complaint Information form are identified in the image below and described
in the following table:
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Claims and Bases = Documents | Project Tam | Consolidated Complaint  Appaal Evants

Fincahrs Formal Complaint

PC-Z2-00032 - Formal Complaing

Confliat of Flixed Glaue
Femand Concclidaied Mewt Acticn: b e
Intsmecd (=111 Complaint
Commplainant: dohn Do iy EEQ Contact £ M
Dhirtis Bl L Forenal Reivaiing Days. 188
Inguiry Daves Infesrrinad Diatice Foemmal Danis
Incident: |y [u] rilial Plorvies MR Formal Complaint Fled
o
nikial Con ADR Completed On: HiA,
tial Contact: S——————
&%th Dy Afer Indideni:  TED Fingl Finrvies: | MAA Compleled By:
e o M
L | MO EEC Gourneior's Report Submiled On: | MR
gy Oosed Datn: WA Matica of Fight io Fia D Compiaine Proided
on: .
Fonmal Compiaint Must Bo Filed By: | MR
Counsaling Dua Daka:
Courseling Closed On: M
ALy
A tha Inbormal Stan, i Aggrievisd Paron dd nol indians whata L
Comrplaien Agairet
Risgan: i}
Bddd HRLY
RMCHs ) Wo Rscponsizis Managamant Ol (RO R besn sdded sgaingt Sic
pomplaind
Cagw Dutails
Aciion Offce: Q
Dsescription
Aud Hegrwawiaine

Mo Reprecamaiiveic) have besn sddad to thic osca.

Manages: Manager Manager : =

EED Spedialist a

ADR Specialist A Specialist Adr Epecialist : a2
Zwew Swred Erraal
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m

A Complaint ID The Formal Complaint ID as well as an associated EEO
Contact # (if applicable). If there is an associated EEO
Contact Case, the ID appears as a hyperlink.

B Date Pertinent dates for each period in the complaint process.
Information There are columns for Inquiry Dates, Informal Dates, and
Formal Dates.

C Anonymity The AP’s anonymity declaration as made in the Informal
Complaint stage.

D Complaint The Region where the complaint is being filed. Use the B
Against Lookup icon to select a region. The list includes nested
fields, use the Show/Hide button to show nested lists and
use the checkbox to select the entity against whom the
complaint is filed:

e ) GEMERAL SERVICES ADMINISTRATION
e'_' FEDERAL ACQUISITION SERVICE
I#| OFFICE OF INTEGRATED TECHNOLOGY SERVICES
L OFFICE OF ACQUISITION MANAGEMENT
! OFFICE OF ASSISTED ACQUISITION SERVICES

L OFFICE OF GENERAL SUPPLIES AND SERVICES

E Case Details Information about the complaint including the Action Office
(if applicable), a Description for the case, and
Representatives.

F Role Assigned roles for processing the complaint, including
Assignments Counselor, Manager, EEO Specialist, and ADR Specialist.
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4.2.2 Tabs

The Formal Complaint case includes the both the tabs present in the Informal Complaint and
the tabs highlighted in the image and table below:

Complaint Information Claims and Bases Documents Roles Consolidated Complaint Contacts Corrective Actions Event Log Fees Assignments

A Corrective Actions The Corrective Actions tab is where authorized users can

upload information regarding any Corrective Actions
that are suggested during the Formal Complaints
process.

B Hearing Events The Hearing Events tab is where users can upload
information regarding hearings that occur with regards
to the Formal Complaint.

C Documents Documents associated with the complaint can be
viewed and managed from the Documents tab.
Documents can also be added and removed, if required.

D Roles Manage the users, groups, and permissions associated
with this Complaint.

E Consolidated View associated consolidated complaints (if any have
Complaint been created).
F Contacts Manage Contacts related to this complaint. These can

be added as new contacts or pulled from existing
system contacts.
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G Corrective Actions  This tab allows authorized users to create and record
Corrective Action entries. Multiple Corrective Actions
can be logged within this tab.

H Event Log View a list of events captured in the system while the
complaint is processed. Step outcomes and associated
documentation can be viewed from this tab. See the
Case Event Log section for details.

I Fees Create and manage fees related to this Complaint.

J Assignments The Assignment tab typically drives the case folder
workflow, however, in the eComplaint application, the
Assignments tab is used to record Sub Folders, Linked
Folders, and FYI Copies.

4.3 Conversion and Case Folder Processing

This subsection details creating new Formal Complaints and some of the basic Formal
Complaint process. Managers, eComplaint Specialists, and Superusers can process the Formal
Complaint through to Closure.

If you are creating a new Formal Complaint, see the Create New Formal Complaint section. If
converting from an Informal Complaint, see the Receive and Convert to Formal Complaint
subsection.

4.3.1 Acknowledgement of Formal Complaint

To begin the Formal Complaint Resolution Process:

1. Locate and open the desired Formal Complaint case folder. The Complaint Information
page appears.



Complaint Details lssues and Bases Contacts Fees Corrective Actions Case Eventlog = Assignments

Initiating Office: FO 1 - PO 1

FC-2019-01085 - Formal Complaint Send Acknowledgement

Complaint Information Ingquiry Case # IN-2019-01085

Date Information

Formal Complaints

Mixed Case: Class Complaint:

Documents Roles

Falder Owner : Counselor Eea

Mext Action:

Formal Remaining Days: 68

Consolidated Complaint

Inguiry Dates
Initial Contact Dater 10
ncident Date:

Deadline to File Informal Complaint:

Inquiry Closed Date:  10/7/2019

Informal Dates

nformal Complaint Date Filed:® 1
nformal Complaint Due Date: 11/
Informal Complaint Closed Date: 1
Deadline to File Formal Complaint:
Is ADR Offered? yes

Is ADR Accepted?

Formal Dates
Formal Complaint Date Filed:  10/14/2019
Formal Complaint Due Date:  12/28/2019

Formal Complaint Closed Date: N/A

2. Review the details of the Complaint and ensure that an EEO Specialist has been assigned

to the case folder. If not, assign one now and click Save.

3. After review, select Send Acknowledgement from the Next Action drop-down list and
then click the Arrow button.

Send Acknowledgement

MNext Action: Send Acknowledgament

4. The Send Template To File pop-up window appears, displaying the Acknowledgement

- Q

Letter Template which is distributed by the system. First, use the date picker to select the
Acknowledgment Letter Sent Date.

3 Print [ =aSend | @ Close

Acknowledgment Letter Sent Date=:

—

Send Option: [emai

To Email: ‘

Letter Template Information

Formal Complaint Filed

re mandatory

July 23, 2020

VIA Federal Express

Befferly Shorp

RE:  Acknowledgement Letter
EEQ Complaint of Befferly Shorp

Farmal Docket Number(s): FC-2020-01974

Dear Ms. Befferly Shorp

The Office of Equal Employment Opportunity Diversity and Special Programs hereby acknowledge receipt of your formal complaint of discrimination received in this office on

07/23/2020, alleging that the Court Services and Offender Supervision Agency discriminated against you based on your race (black), age (46) and reprisal (prior EEO activity)

After a review of the EEQ Counselor's report, we will determine whether to accept, or to dismiss your complaint based upon regulations issued by the Equal Employment Opportunity Commission (EEOC) in Chapter 29, Part 1614 of

the Code of Federal Regulations. In the event of dismissal of your complaint, you have the right to appeal to the EEOC.

5. Select the Send Option from the drop-down list. If Email is selected, you are required to

provide the To Email Address.
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6. Review the text in the Acknowledgement Letter, make any required changes, and click

Send.

a. Alternatively, click Print to print a copy of the Acknowledgement Letter, or click

Close to close the window without sending the letter.

o Prigt|==15end | @ Close
Acknowledgme ter Sent Date*: | | R

Send Option:

| Emai hl |

Ta Email* |J3Jrger@ain5.com |

ion

Letter Template Infor

Letter Template: * Formal Complaint Filed

Mote: * fields are mandatory

7. The pop-up window closes, and the Complaint Information tab refreshes.

4.3.2 Add Counselor Report

After sending the Acknowledgment (see Acknowledgment of Formal Complaint), you'll have the

option to add a Counselor Report. Follow the steps below to create a Counselor Report:

1. Open the Formal Complaint case folder, and within the Complaint Information tab, select

Add Counselor Report from the Next Action drop-down list and click the Arrow button.

Accept/Dismiss Claims

Next Action: [Add Counselor Report V] e

2. The Add Counselor Report pop-up window appears as shown below. Click Add Documents

to attach a Counselor Report:

r
| Close |}
A A

Add Counselor Report

Complainant has exceeded 4 day(s) to submit a Counselor Report

Counselor Report # Add Document!s) * Please attach the Counselor Report

Date Counselor Report Requested: £ mm/dd fyyyy [m]
Diate Counselor Report Sent: ® mmidd fyyyy [m]

3. Use the date pickers to select the Date Counselor Report Requested and Date Counselor

Report Sent.

86



Formal Complaints

4. Click Submit. The pop-up window closes, and the Complaint Information tab refreshes to
display the Assign EEO Specialist status. The report is now logged and can be viewed
from the Case Event Log.

4.3.3 Assign EEO Specialist

You are required to add an EEO Specialist before additional action can be taken on the Formal
Complaint. From the Complaint Information tab, navigate to the Role Assignments section of
the Complaint Information tab and click the lookup to select and assign the EEO Specialist role:

Role Assignments

Manager: Manager Manager ¥ Q

EED Specialist:
A0R Specialist: Adr Specialist Adr Specialist
Save Send Email

4.3.4 Accept/Dismiss Claims

Follow the steps below to Accept or Dismiss Formal Complaint claims:

1. Open a Formal Complaint in Accept/Dismiss Claims status.

2. Select Accept/Dismiss Claims from the Next Action drop-down list, then click the Arrow
button.

AcceptDismiss Claims
tion: Accept/Dismizs Claims W o

3. The Complaint Information tab refreshes to display the Accept/Reject Claims section. First,
use the date picker to select the Date of Claims Accept/Dismissal.
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PCF-22-00022 - Formal Complain

Accept/Dismiss Claims

Drate of Claims Accept/Dismizsal: ® mm/dd{yyyy [m]
Comments:

Save Claims Add Claims Back

4. Enter any relevant information in the Comments field.
5. Click Add Claims.

PCF-22-00022 - Formal Complaint

Accept/Dismiss Claims
Date of Claims Accept/Dismissal: ® 1070372022 a

Sample 123
Comments:

Save Claims Add Claims Back

6. The tab refreshes to display the Add Claim workspace. Click Add Claim.

‘ Complaint Information Claims and Bases Documents Roles

PCF-22-00022 - Formal Complaint
A ——

Save Back

7. The page refreshes to display additional fields. Select the Issue Title from the drop-down

list
PCF-22-00022 - Formal Compiaint Accept/Dismiss Claims
Issue Title: ¥ | ~ |
Date of Incident: to
Basis: Age Sex Race Color Religion Disability
Reprisal Mational Origin GINA EPA PDA Mon-EED
Statutes: Title Wl Equal Pay Act (EPA) Age Discrimination in Employment Act (ADEA)}
Rehabilitation Act The Genetic Information Nondiscrimination Act Pregnancy Discrimination Act
Comments:

Remedyiies) or

Resolution Requested:

Save Back

8. Select any of the Basis checkboxes that apply.
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(') Note: Some of these checkboxes may prompt additional fields to appear.

9. Enter any Comments in the field.
10. Enter the Remedy or Resolution Requested within the field.
11. Click Save. The page refreshes and the Claim information is recorded.

Remedylies) or This is an example Remedy.

Resolution Requested:

Add Claim
@ Hack

12. The page refreshes and the Accept/Dismiss Claims workspace appears. Click Take Action
to act on an existing claim.

PCF-22-00022 - Formal Complaint

Accept/Dismiss Claims

Accept/Dismiss Claims

Date of Claims Accept/Dismissal: * 1070372022 o
Sample 123
Commenis:
Issue(s) Base(s) Date of Incident Acce_pt.n’Dismiss
Examination/Tast Religion to Pandin Take Action
Save Claims Add Claims Back

13. The page refreshes and the Take Action on Issue workspace appears as shown below.

PCF-22-00022 - Formal Complaint Accept/Dismiss Claims

Take Action on Issue

Issue Title: *

Date of Incident: to
Basis: Age Sex Race Color Religion Disability
Reprizal Mational Origin GINA EPA FDA Naon-EEQ
Religion: Christian Jewish Muslim Hindu
Buddhist Other Mot Disclosed Non-religions
Statutes: Title VIl Equal Pay Act (EPA) Age Discrimination in Employment Act (ADEA)
Rehahbilitation Azt The Genetic Information Mondiscrimination Act Pregnancy Discrimination Act
Comments: *
s
Disposition
Action: Accept Dismiss

Date of AcceptiDismiss

mm/idd{yyyy a
Action:

Save Acticn Back

14. Provide as much information as possible and complete all required fields.
15. Navigate to the Disposition section and click either the Accept or Dismiss checkbox.
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a. If Dismiss is selected, additional fields appear for capturing the Dismissal Reason and
Dismissal Narrative. Both fields are required.

Disposition
Action: Accept ®IDismiss
Dat.e of Accept/Dismiss 5/5/2020 D
Action:
Dismissal Reason:® v
Dismissal Marrative:®
Save Action Back

16. Use the date picker to select the Date of Accept/Dismiss Action.
17. When complete, click Save Action.

Disposition
Action: [l Accent Dismiss
Date of A tiDismi
ate of Accept/Dismiss 10/03/2022 A
Action:
Dismissal Reason: Filing a complaint which is the basis of a pending civil action w

This is an example Dismissal Marrative.

#*

Dismissal Narrative:

Save Acticn

18. The tab refreshes to display the Accept/Dismiss Claims workspace, with the Status
updated to reflect the selected disposition.

Issue(s) Base(s) Date of Incident Status Accept/Dismiss

Take Action

Save Claims

19. To add any additional claims, click Add Claims. Continue to add claims and take action on
these claims until the claim(s) analysis is complete.

20. Click Save Claims when action is taken on all claims in the complaint.

21. The page refreshes to display the full Complaint Information tab and featuring an updated
status of Send Acceptance/Dismissal Letter.

22. Select Send Acceptance/Dismissal Letter from the Next Action drop-down list, then click
the Arrow button.
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Send Accepiance/Dismissal Letter

Next Action: | Send Acceptance/Dismissal Lettar W | o

23. The Letter Template Information pop-up window appears, displaying the
Acceptance/Dismissal Letter Template which is distributed by the system. First select the
Send Option from the drop-down list.

a. If you select Email, enter the To Email in the field.
24. Use the date picker to select the Accept/Dismiss Letter Sent Date, which is required.

25. Review the text in the Letter, make any required changes and click Send. Alternatively,
click Print to print a copy of the Acceptance/Dismissal Letter, or click Close to close the
window without sending the letter.

(4 Print | :zaSend | @ Close

Accept/Dismiss Letter Sent Date™ l:l i

Send Option: [Emai ~|

To Email* | ‘

Letter Template Information

Letter Templats: * Leteer of All Dismizsed Claims

are mandatory

Acceptance / Dismissal Letter
Date: 10/04/22
Deepika Patel
AINS
Re: Case Mumber —PCF-22-00022
Dear Jake Burger:

This letter acknowledges receipt of your Equal Employment Opportunity (EEC) complaint of discrimination against HQ =» Mon-US Citizen Employees dated and based on the
postmark is considered filed on §/1/2022. It has been assigned the complaint number shown above, Please refer to this complaint number in any future communication on the
subject EEQ complaint.

The following is the status of your issues accepted for Investigation for

Issue Incident Date Narrative Rejected Reason for
Rejection
Examination, Test X Dismissed | Filing 2 complaint

which is the basis
of a pending civil
action

The next actions depend on whether the complaint was Accepted or Dismissed. Consult the
following table for details on next steps for either outcome:
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Dismiss The complaint is dismissed and enters FAD/Hearing Request status.

The following

actions are available:

: e
Mext Action: o

Start Abeyance
FAD/Hearing Request
Final Agency Decision

@

Settlement
2020-AR-00{Withdrawal from Complaint e
Accept The complaint is accepted and enters Assignment of Investigation

status. The following actions are available:

Assignment of Investigation
- QO

Mext Action:

N/A

Start Abeyance

Assignment of Investigation
Settlement

Offer ADR

Request Due Date Extension
Withdrawal from Complaint

4.3.5 Send Acceptance/Dismissal Letter

If a claim is accepted or dismissed, the AP must send the Acceptance or Dismissal Letter.

Follow the steps below to send Acceptance/Dismissal Letter:

1. Navigate to a request in Send Acceptance/Dismissal Letter status.

2. Select Send Acceptance/Dismissal Letter from the Next Action menu, and then click the

Arrow button.

Send Acceptance/Dismissal Letter

Next Action: Send Acceptance/Dismissal Letter

L,
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3. The Letter Template pop-up window appears, with the selected Acceptance/Dismissal
Letter template displayed in the Text Editor. Make any required changes to the content of
the message.

4. Use the date picker to select the Accept/Dismiss Letter Sent Date.

5. If the letter template is to be sent using a different format than Email, select the new
format from the Send Option drop-down list.

6. Enter the recipients email address in the To Email field.

7. Click Send. The pop-up window closes, and the Complaint Information tab refreshes to
display the new status FAD/Hearing Request.

Accept/Dismiss |10;’5,’2022 | =

Send Option: [Email ]

To Email*: ‘ ‘
Letter Template IMgrmation

Letter Template: ™ Letter of All Dismi

MNote: * fields are mandatory

|i "Times Mew ... = I

—_—T= T = @ |
= s = | =
=R =R

Acceptance / Dismissal Letter

Date: 10/05/22

Manager Manager

4.3.8 Receive FAD/Hearing Request

If a claim is dismissed, the AP has the option to request a Hearing. Follow the steps below to
log the AP’s decision.

1. Navigate to a request in FAD/Hearing Request status.
2. Select FAD/Hearing Request from the Next Action menu, then click the Arrow button.

FADV/Hearing Request

Next Action: FaD/Hearing Reguest W e

3. The FAD/Hearing Request pop-up window appears as shown below.
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Request for FAD/Hearing
Request For; * Hearing FAD
Comments:
Select the radio button to indicate the type of request being made, Hearing or FAD.

Additional fields appear in the pop-up window.
Use the date picker to select the Date of Hearing Request/Date of FAD Request.
Enter any Comments information in the Comments field.
Click Submit to submit the request. Consult the EEOC Hearing section for next steps.
a. |If a Hearing is requested, see the EEOC Hearing section for next steps.
b. If Imnmediate FAD is requested, see the Final Agency Decision section for next steps.

The pop-up window closes and the Complaint Information tab refreshes to display an
updated status of Final Agency Decision.

4.4 Final Agency Decision

The Final Agency Decision phase includes two possible outcomes: Standard FAD, or FAD with

AJ Decision. Each is described in the following subsections.

4.4.1 Standard FAD

Formal Complaints which are dismissed reach the Final Agency Decision stage. Follow the

steps below to process a Final Agency Decision:

1.
2.

Navigate to a request in Final Agency Decision status.

Within the Complaint Information tab, select Final Agency Decision from the Next Action
menu, then click the Arrow button. The Final Agency Decision pop-up window appears as
shown below:
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Final Agency Decision (FAD)

Final Agency Decision Document: # Add Document(s)

Date of FAD: *® mm/dd yyyy (]
FINAL AGENCY DECISION
ISSUE(S) BASIS(ES) AGENCY FOUND DISCRIMINATION
D Dismissal
Examination/Test Religion D Discrimination
D Mo Discrimination
FAD Summary Findings: D Dismissal of Complaints D Finding Mo Discrimination D Finding Discrimination

Comments:

s

3. Complete all the fields in this pop-up window. All fields except Comments are required.

_

Final Agency Attach the Final Agency Decision document using the Add
Decision Document = Document link

Date of FAD Select the date of the FAD
Final Agency Within the Final Agency Decision workspace, each Issue is listed,
Decision along with associated Basis(es). Within the Agency Found

Discrimination column, a selection must be made for all Basis(es).
Click one of the Dismissal, Discrimination, or No Discrimination

checkboxes.
FAD Summary Use the checkboxes to designate the result of the FAD Findings.
Findings Note that the summary should match to the selections made under

Agency Found Discrimination.

Comments Provide comments about the FAD
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4. Click Submit to submit the FAD.
@ -_-\,
Final Agency Decision (FAD)
Final Agency Decision Document: % Add Document(s)i1)

Date of FAD:  * 10/03/2022 ]

FINAL AGENCY DECISION

ISSUE(S) BASIS(ES) AGENCY FOUND DISCRIMINATION
Dizmizsal
Examination/Test Religicn [[] Discrimination

[[] Mo Discrimination

The Complaint is now eligible for Complainant Appeal. See the Complainant Appeal section
for next steps.

4.4.2 FAD with AJ Decision

If a FC completes the EEOC Hearing phase and enters into FAD, the FAD has some
differences to account for the additional AJ Decision. Follow the steps below to process FAD
with an AJ Decision.

1. Navigate to a request in Final Agency Decision status.

2. Select Final Agency Decision from the Next Action menu, then click the Arrow button.
The Final Agency Decision screen appears as shown below, featuring a row in the
workspace for each Issue/Basis.

N
| Close |
. A

Final Agency Decision (FAD)

Final Agency Decision Document: % Add Document(s)
Date of FAD:  * 10/04/2022 o

FINAL AGENCY DECISION
ISSUE(S) BASIS(ES) AGENCY FOUND DISCRIMINATION

Dizmissal
Religion Discrimination

Mo Discrimination
Dismissal

Duty Hours Sex Discrimination
Mo Discrimination
Dismissal

Race Discrimination

Mo Discrimination
Dismissal

Pay Including Overtime EPA Discrimination

(< ImEmpmEEY < < puiminy <y

Mo Discrimination

FAD Summary Findings: D Dismissal of Complaints D Finding Mo Discrimination D Finding Discrimination

Comments:
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3. Complete all the fields on this screen. These fields are described in the table below:

_

Final Agency Decision
Document

Date of FAD

Final Agency Decision

FAD Summary Findings

Implement AJ
Decision?

Comments

Attach the Final Agency Decision document by clicking the Add
Document link.

Provide the date of the FAD.

Under the Final Agency Decision, each Issue is listed, along with
associated Basis(es).

Click the checkboxes in the Agency Found Discrimination
column to indicate the result.

Use the checkboxes to indicate the result/a summary of the
FAD Findings. Note that the summary should match to the
selections made under Agency Found Discrimination. If the FAD
findings do not match with the FAD summary finding, a message
displays indicating “Please check that the findings of each issue
and bases align with the FAD summary findings.”

(") Note: Depending upon your configuration, selecting one of
these checkboxes may prompt additional fields to appear.

Determine whether the AJ Decision is to be implemented.
Options are Fully Implemented if all Issues/Bases are also
implemented, Partially Implemented if some but not all
Issues/Bases are implemented, or Not Implemented if none of
the Issues/Bases are implemented.

Provide comments about the FAD.

4. Click Submit to submit the FAD. The pop-up window closes and the Complaint
Information tab refreshes to display the updated status.
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4.5 Complainant Appeal

After a complaint has reached the Final Agency Decision stage, the Complaint is now eligible

for Complainant Appeal.
4.5.1 Create an Appeal

To create an appeal of a Final Agency Decision:

1. Navigate to a request in Final Agency Decision status.
2. Select Complainant Appeal from the Next Action menu, then click the Arrow button.

Final Agency Decision

Mext Action: Complainant Appeal o e

3. The Appeal Creation pop-up window appears as shown below. Click Add Document(s) to
upload the Notice of Appeal.

g ™
| Close )
Ry

Appeal

Maotice of Appeal: Add Document|s)

Appeal by (Appellant): ® |:| Complainant |:| Agency
Appeal to: EEQC OFO

Date of Motice of Appeal: *

Date Agency Received Motice of Appeal: mm iddiyyyy ]

Appeal Number

Basis for Appeal: > | -
Comments:
| ,¢

4. Select one of the Appeal by (Appellant) radio buttons.
5. Use the date picker to select the Date of Notice of Appeal.
6. Select the Basis for Appeal from the drop-down list.
7. Enter any Comments in the field.
8. When complete, click Submit to submit the appeal. The pop-up window closes, and the

Complainant Information tab refreshes to display the new status.
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4.5.2 Appeal Decision — Affirm

Follow the steps below to affirm an appeal decision:

1. Navigate to a request in Appeal Process status.

2. Select Appeal Decision from the Next Action menu, then click the Arrow button. The
Appeal Decision screen appears as shown below.

f'- -H'H.
F Y
| Close |
% - A

\‘_\- -__-"

Appeal Decision

Appeal Decision: Add Documnentis)

Appeal Decision: o |"n"n.-'dd.-';rw5r |:||

Ciate Agency Recewved Appesl Decision: rrien /il yyyy [m]

Finding of Appeal Decision: * D P p——— D Dienied Partial Affirmed-

Denied

Comments:

Use the date picker to select the Date of Appeal Decision.
Under Finding of Appeal Decision, select the Affirmed radio button.

ko

Enter any relevant Comments in the field.
6. Click Submit.

4.5.3 Appeal Decision — Denied/Denied in Part

Follow the steps below to apply a finding of Denied or Partial Denied for an appeal decision.

1. Navigate to a request in Appeal Process status.

2. Select Appeal Decision from the Next Action menu, then click the Arrow button. The
Appeal Decision pop-up window appears as shown below.
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Appeal Decision

Appeal Decision: &dd Document(s)

Appeal Decision: * |mm.-'d|: Yy D|

Date Agency Received Appeal Decision: mim dd Ny [m]
Finding of Appeal Decision: * Affirmed Ej Denisd E;:::L.&ﬁ rmed-
Comments:

Click Add Documents to open the Select Item pop-up window and upload the Appeal
Decision Document.

Use the date picker to select the Date of Appeal Decision.
Under Finding of Appeal Decision, select Denied or Partial Affirmed-Denied.

Additional fields appear for capturing remands, as shown below. All of these fields are
required.
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Appeal Decision

Appeal Decision: Add Diocument{s){1}
Appeal Decision: * 10406/2022 m]
Ciate Agency Recened Appesl Decision: mim/didiyyyy ]
Finding of Appeal Decision: 3 - @ . ~  Partial Affirmed-
& 4 Affirmed '@ Denied " nenied
Remand to Agency: ArcceptDismiss Claims L4
Period of Remand: * |:| Cays
Start of Remand Period: * |'11"n."-::|-:."m-3,r = |
End of Remand Period: ~ » |W_ S |
ISSUE(S) BASIS(ES) REMAND{S)
e I':l s I':l Mo
Diiscaplimary Action - Demotion
Mational Crigin EI Yas EI Mo
MNon-EEO
Harassment - Mon-Saxusl o= He
[Formal Non-ADR - Settled)
: I':l fas I':l Mo
Pay Including Creertime
Reprizal Yog Mo
Fetiremant
Comments: |

7. Select from the Remand to Agency drop-down list. Options include Accept/Dismiss
Claims, Informal, and Reinvestigation. Based on this selection, the folder reverts to the
relevant status in a new case folder tracked as a Remand.
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(") Note: The Informal option is only available if the Formal Complaint originated as an
Informal Complaint.

8. Enter the Period of Remand (in days) in the field.
9. Use the date picker to select the Start of Remand Period. The End of Remand Period field
is automatically populated based on this selection.

10. For all Issue(s)/Basis(es) entry, select one of the Yes/No radio buttons for those requiring
Remand(s).

11. Enter any relevant Comments in the field.

12. When complete, click Submit. The pop-up window closes, and the Complaint Information
tab refreshes to display that the complaint is now in Accept/Dismiss Claims status, and a
link is now present for easy access to the newly created complaint folder where the
processing can proceed.

Complaint Infarmation Claims and Bases Documents Roles Consclidated Complaint Appeal Events

2021-COMP-00005_H{2} - Formal Complaint

Conflict of

Remand Mixed Case Class Complaint Consolidated
Interest
This complaint has been remanded. 2021-COMP-00005  fo Jantinue processing the case.
Complainant: Maya A Smith 8y EEQ Contact #  M/A

13. Click the Link to open the new complaint. The new case folder appears in a new tab,
displaying the Complaint Information tab. Historical cases are listed in hyperlink format at
the top of the Complaint Information tab.

Complaint Information Claims and Bases Documents Roles Consolidated Complaint Contacts Comective Actions Event Log Fees Assignments

2021-COMP-00005 - Formal Complaint AcceptiDismiss Claims
Conflict of
Remand o Mixed Case Class Complaint Consolidated Hext Action: w e
Interest
Please refer below for historical case(s).
2021-COMP-00005_H
2021-COMP-00005_H(1)
2021-COMP-00005_H(2)
Complainant: Maya A Smith 3}5 EEQ Contact &  ri/a

14. The complaint is marked as a Remand. The completed complaint is linked for reference.
The Status and next action depend on the selection made under Remand for Agency.

15. Continue processing the case as required by the remand. See the related section(s) in this
manual for details.

4.5.4 Reconsideration Request

Follow the steps below to process a Reconsideration Request after an Appeal:
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1. Navigate to the Complaint Information tab, and select Reconsideration Request from the
Next Action list, then click the Next arrow.

Appeal Process

Mext Action: Reconsideration Reguest v o

2. The Request for Consideration screen appears as shown below.

% 2023-COMP-00221 - Request for Reconsideration

Reconsideration of Appeal Decision

Request for Reconsideration: Add Document(s)
Reconsideration Requested By: = () Complainant ™y Agency
Date of Request for Reconsideration: = mm/dd/yyyy (m}

Date Agency Received Complainant

Request for Reconsideration mm/dd/yyyy (m]

Comments:

For Reconsideration Requested By select either Complainant or Agency.
Provide the Date of Request for Reconsideration.
When complete, click Submit.

o bW

To log the reconsideration decision, navigate to the Complaint Information tab. Under the
Next Action list, select Reconsideration Decision.

7. Click the Next arrow. The Reconsideration Decision screen appears as shown below:
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E Reconsideration Decision

H Save 0 Submit 0 Close

o

Reconsideration Decision

Reconsideration Decision: Add Document(s)

Date of Reconsideration Decision:®  5/18/2020 D

Decision on Appeal

Reconsideration:* i liAffirmed {.iDenied

Comments:

8. Provide the Date of Reconsideration Decision.

9. Select the Decision on Appeal Reconsideration. Select Affirmed to affirm or Denied to deny
the reconsideration request.

10. Click Submit to submit the decision.

4.6 Formal ADR

At most points in the Formal Complaint process, the AP can be offered and accept Alternative
Dispute Resolution. The Formal ADR process is the same as the ADR process for an Informal
Complaint.

Some additional notes about Formal ADR:

= ADR can be withdrawn at any time before it is complete.
= Once settlement is reached, the Formal ADR is complete. Corrective Actions may be
selected at the next step and entered in the Corrective Actions tab.

@ One or more Monetary and Non-monetary corrective actions can be added.
= The disposition for the corrective action is also tracked at this stage. If the Disposition
of a corrective action is Not Accepted, it is not counted in the 462 Report.

Follow the steps below to process ADR for a Formal Complaint.

1. Navigate to the Complaint Information page of a Formal Complaint that qualifies for ADR.
2. Select Offer ADR from the Next Action drop-down list and then click the Arrow button.
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Accept/Dismiss Claims

Next Action: Offer ADR i o

3. The Formal Offer ADR pop-up window appears. Use the date picker to select the Date
ADR Offered by Agency.

4. Enter any Comments in the Comments field, then click Submit.

Formal Offer ADR

Date ADR Offered by Agency: £

mm/ddiyyyy 8

Comments:

5. The pop-up window closes and the Complaint Information tab refreshes to display the
Review IP status. Determine if the ADR has been accepted.

6. Select Capture ADR Acceptance from the Next Action drop-down list and then click the
Arrow button.

Mext Action: Capture ADR. Acceptance hd e

7. The Formal ADR Acceptance Details window appears. Make a selection determining Has
Complainant been provided the option to participate in ADR? using the Yes or No radio
buttons.

% 2023-COMP-00088 - Formal ADR Acceptance Details

@‘ close I

Formal Accept/Reject of ADR

Has Complainant been provided the option to * ® O
participate in ADR? - Yes 7 No
Date of ADR Accepted by Complainant: * mm/dd/yyyy
Comments:

Do you want to create ADR? E] Yes [] No

8. Use the date picker to select Date ADR Accepted by Complainant.
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Enter any relevant Comments in the Comments field.

If ADR has been accepted, select Yes or No in the Do you want to create ADR? field. If you
select Yes, an ADR case will be created from eComplaint. If No is selected, you can
proceed with ADR through eComplaint, but no ADR case will be created. When an ADR
case is created, all pertinent fields specified on the eComplaint - ADR Configuration tab will
map to the newly created ADR case.

Click Submit to submit the acceptance. Alternatively, click Save to save any updates to
the ADR or click Close to close the window without sending the ADR Offer.

After clicking Submit, the pop-up window closes and the Complaint Information tab
refreshes to display the new status of Review IP.

a. If ADR is accepted (Yes radio button selected in step 7 above), the ADR moves
forward. See the Informal ADR section for details on ADR processing, as the steps
are identical for a Formal Complaint.

b. If ADR is not accepted (No selected in step 6 above), see the Investigation section
for next steps.

4.7 Investigation

After a Formal Complaint is acknowledged and the AP’s claims are accepted, the Formal

Complaint moves to the Investigation phase. Investigation begins with Assignment of

Investigation.

4.7.1 Assignment of Investigation

Follow the steps below to complete the Assignment of Investigation:

1.

2.

Open the Formal Complaint case folder that requires Assignment of Investigation and
within the Complaint Information tab, select Assighment of Investigation option from the
Next Action drop-down list.

Click the Arrow button.

Assignment of Investigation

Mext Action: Assignment of Investigation A e

3.

The Assignment of Investigation pop-up window appears.
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Assignment of Investigation
Case Documnents: Add Document|s)
Investigator: Externa Internal

Investigation Dates

Date Investigation Requested: * mm/dd fyyyy ]

Diate Comnplaint File Sent to

Investigator: mm e yyyy =
Due Dates

Due Date for IP: * | mm/dd yyyy = |

Due Date of ROI to Agency:  * mmddd! yyyy m |

Comments:

Click Add Documents open the Select Item pop-up window and upload supporting
documentation, if desired.

Select one of the Investigator radio buttons. The pop-up window refreshes, and a list of
all associated contacts appear under the selection.

Use the date picker to select the Date Investigation Requested. The Due Date of ROI to
Agency field populates automatically based on this selection.

Use the date picker to select the Due Date for IP.

Complete the Communication to Investigator fields to customize the email message that is
sent alongside this assignment.
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[Communication to Investigator]

Ta:

From
Subject
IMassage:
m
To: Enter the message recipient email address in this field.
From: Enter the sender email address in this field.
Cc: Enter any carbon copy recipients in this field.
Subject: Enter the subject of the message in this field.
Message Enter the contents of the message here.

9. Complete any remaining required fields.

10. When complete, click Submit. The pop-up window closes and the Complaint Information
tab refreshes to display the new status.

4.7.2 Assign/Reassign Investigator
Follow the steps below to reassign the Investigator for this investigation.

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Assign/Reassign Investigator from the Next Action drop-down list, then click the
Arrow button.
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Review Draft ROI

Next Action: | Assign/Reassign Investigator v o

2. The Assign/Reassign Investigator pop-up window appears. Use the date picker to select the
Date the new investigator is assigned.

Assign/Reassign Investigator

Ciate RO to Be Submitted by

Agency

T
LT LR

.
]

Diate the mew investigator

mim.ddiyyn m ]
s assigned: Yoy
Inwestigator: = Q
Type of Investigator: = [O] Intena [[] Eaema
Comments:

3. Use the Lookup icon to select an Investigator. The Search for Contact pop-up window
appears. Use the fields in this window to create the search query and then click Search.
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QSea'cl‘ Mew = {3 Select Criteria @ Clear [ Save  [B)Save As

Contact Information
First WName
Last Name

Full Name

Ermal

Address (Primary)

Organization Name
Department
ADDRESS 1
ADCRESS 2

City
State/Region(Us) Select State v
Ctther State

Zip Code

4. The pop-up window refreshes to display a list of matching contact. Select the desired
contact and then click Select.

s Mew * {5 Acions ~ £ Copy Contact to individual ¥ ("« Select "D View Folders @ View Data Changes < Back O Close

Full Name Frimary Address Secondary Addre Notes Contact Type Category Created By Created Date

Individual

Sample Sampleton Employes ndlvidual Dezpika Patel 09/30/2022

The pop-up window closes, and the selected Contact appears in the Investigator field.
Select the Type of Investigator (External or Internal) radio button.
Enter any relevant Comments in the field.

© N o W

Click Submit to submit the reassignment. The pop-up window closes and the Complaint
Information tab refreshes to display the new status.

4.7.3 Investigation Plan

If an Investigation Plan is required, follow the steps below to fulfill this requirement.

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Review IP from the Next Action drop-down list, then click the Arrow button.

Next Action: Review IP v o
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2. The Review and Approve IP pop-up window appears. Click Add Documents to open the
File Explorer pop-up window and select the Investigation Plan Document to upload.

ra T,
|'. I\'l
I Close |
| /
Yo A

Submit Investigative Plan

Investigation Plan Document: * Lod Documeant/s) Please attach the Investigation Plan
—_——
Dozument
Ciate IP Initialky Set to Be Completed 1WZTI2022

Ciate Inwestigative Plan Submitied: |"'""'""'3d"'r":":':|" |:||

Imvestigative Technique: L

Was the |P adequate basaed on the = . )
sufficiency resisw? I:‘ ! I:‘ lo

Comments:

3. Use the date picker to select the Date Investigation Plan Submitted.

4. Under Was the IP adequate based on the sufficiency review?, select the Yes or No radio
button to make a determination.

a. If the Yes radio button is selected, the tab refreshes to display the Date IP Accepted
field. Use the date picker to select the Date IP Approved.

b. If the No radio button is selected, the tab refreshes to display additional fields. Use
the date picker to select the Date IP Rejected.

5. Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display the new status of Review Draft ROI.

4.7.4 Review Draft ROI
Follow the steps below to process the Review Draft ROl phase.

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Review Draft ROl from the Next Action drop-down list, then click the Arrow
button.

Mext Action: Review Draft RO hd o

2. The Review Draft Report pop-up window appears. Click Add Documents to open the File
Explorer pop-up window and select Report of Investigation to upload.
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Submit Report of Investigation (ROI)

Report of Investigation e Add Docunmnentis) Please attach the Report of Investigation
Date RO Initially Set to Be Completed: 12/03/2022

Date ROI Submitied: =* rrn/dd Py [m]

Date RO Reviewed by Agency: e/ dd My ]

Was the RO| adequate based  * -

on the sufficiency review? D == D Ne

Comments:

3. Use the date picker to select the Date ROl Submitted.

4. Under Was the ROl adequate based on the sufficiency review? select one of the Yes or No
radio buttons to make a determination. Selecting either radio button prompts additional
fields to appear.

a. |If the Yes radio button is selected, use the date picker to select the Date ROI
Accepted by Agency.

b. If the No radio button is selected, use the date picker to select the Date ROI
Rejected by Agency.

5. Complete any remaining required fields and click Submit. The pop-up window closes and
the Complaint Information tab refreshes to display the updated status: Send ROI to
Complainant.

4.7.5 Send ROl to Complainant
When the ROl is accepted and ready to submit to the AP, follow the steps below:

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Review Draft ROl from the Next Action drop-down list, then click the Arrow
button.

Send ROl to Complainant

Next Action: Send RO v o

2. The Issue ROI to Complainant pop-up window appears. Click Add Documents to open the
File Explorer pop-up window and select the Report of Investigation document to upload.
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Aftachment:

Date RO Submitied: b

Ciate RO Approved by Agency:

From:

£
2}

Subject

IMassage:

letter, if desired.

Formal Complaints

Add Document Review Transmittal Letter
i/ ddf yyyy (|

ram/Sdd Fyyyy ]

bela@ains.com

CONFIDENTIAL PERSOMMEL INFORMATION

Diear Bela Walker,

The complets investigation report has been attached here with.

For any Addtional investigation contact EED Specialist.

Regards,
Specialist Specialist.

Use the date picker to select the Date ROl Submitted.
You can click the Review Transmittal Letter button to modify the attached transmittal

ROI to the AP directly from eComplaint.

Click Submit to submit the ROI.

The pop-up window closes and the Complaint Information tab refreshes to display the

updated status: FAD/Hearing Request.

Complete the From, Cc, Subject, and Message fields to compose the message to send the
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4.8 EEOC Hearing

An EEOC Hearing can be initiated through different channels. After a Formal Complaint
enters EEOC Hearing status, there are several next steps available:

= Notice of Hearing

=  Forward Complaint File

= Add Hearing Events

=  Summary Judgment

=  Complainant Files Forward to AJ

= Add Interim Order

= Hearing Completed

Additionally, at any point in the hearing process the AP may elect for Settlement, ADR, FAD
or Withdrawal of the complaint.

4.8.1 Hearing Request

Follow the steps below to process an AP’s request for hearing.

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select FAD/Hearing Request under the Next Action drop-down list, then click the Arrow
button.

FAD/Hearing Request

MNext Action: FAD/Hearing Reguast hd o

2. The Request for FAD/Hearing pop-up window appears. Select one of the Request For radio
buttons.

'f‘ --\\-\
'S =1

I._ Close _.I

. _,f

Request for FAD/Hearing

Request For: * Hearing FAD

Comments:

(") Note: Either Request For radio button selection prompts the pop-up window to refresh
and display additional fields. This procedure utilizes the Hearing selection.
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3. The pop-up window refreshes to display additional fields. Click Add Documents to open
the Select Item pop-up window, where you can upload the Hearing Request attachment.

ff‘.- -.\\'\
'S =1

I._ Close _.I

. .‘;

Request for FAD/Hearing

Hearing Request: Add Document(s)

Request For: = @ Hearing ) FAD
Date of Heanng Request: = mm/ddiyyyy o
Date Agency Received Hearing Request: mm/ddiyyyy ]
Comments:

4. Use the date picker to select the Date of Hearing Request.

5. Complete any other required fields as needed, and then click Submit. The pop-up window
closes and the Complaint Information tab refreshes to display the updated status.

4.8.2 Notice of Hearing

Follow the steps below to submit the Notice of Hearing:

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Notice of Hearing from the Next Action drop-down list, then click the Arrow
button.

EEOQOC Hearing

Next Action: | Motice of Hearing v e

2. The Notice of Hearing pop-up window appears. Click the Add Document(s) link to open
the Case Attachments pop-up window and add the Hearing Acknowledgment Order
document.
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Motice of Hearing

Hearing Acknowledgement Crder £dd Document|s)
Motice of Haaring Date: * rammddd yyyy ]
Ciate of Acknowiedgement & Order: mrnddd i yyyy ™

Ciate Agency Receved o
Acknowledgement Order: rarrddd/yy 'y O

EEOC Case Mo:

Case Assignad 1o AJ:

Comments:

3. Use the date picker to select the Notice of Hearing Date.

4. Complete any other required fields as needed and then click Submit to submit the Notice
of Hearing. The pop-up window closes and the Complaint Information tab refreshes to
display the new status of EEOC Hearing.

4.8.3 Forward Complaint File

To forward the complaint file, follow the steps below:

1. Navigate to the Complaint Information tab, then select Forward Complaint File under the
Next Action drop-down list, then click the Arrow button.

EEOC Hearing

Mext Action: Forward Complaint File v o
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2. The Forward Complaint File pop-up window appears as shown below. Click Add
Documents to open the Select Item pop-up window, where you can select the Forward
Document file to upload.

‘/"- -\-\.
| Close |
\ /

Forward Complaint

Forward Documernt: Add Document|s)
Ciate Agency Received Hearing Reguest mmJddyyyy
Date Complaint File Forearded: * mm//dd iy [m]

Comments:

3. Use the date picker to select the Date Complaint File Forwarded.
4. Complete any additional required fields.

5. Click Submit to forward the complaint file. The pop-up window closes and the Complaint
Information tab refreshes to display the new status EEOC Hearing.

4.8.4 Summary Judgment

To add a Summary Judgment to the Formal Complaint, follow the steps below:

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Summary Judgment from the Next Action drop-down list, and click Arrow button.

EEQC Hearing

Next Action: Summary Judgement v o

2. The Summary Judgment screen appears as shown below.

'/‘ ‘.\-\.
| Close |
\

Summary Judgement

Summary Judgement Document: Add Document|s)

Date of Summary Judgement: - o/ dd iy [}

Camments:

gj 117



Formal Complaints

3. Use the Add Document(s) link to open the Select Item pop-up window, where you can add
the Summary Judgment Document.

4. Use the date picker to select the Date of Summary Judgment.

hd

Enter any Comments in the field provided, if desired.

6. When complete, click Submit to submit the Summary Judgment. The pop-up window
closes, and the Complaint Information tab refreshes to display the new status Final Agency
Decision.

4.8.6 Reconsideration Request [AJ)

Follow the steps below to process a Reconsideration Request (A)J):

1. Navigate to the Complaint Information tab and select Reconsideration Request (AJ) from
the Next Action list, then click the Arrow button.

Final Agency Decision

MNext Action: Recconsideration Reguest Al r o

2. The Request for Consideration (AJ) pop-up window appears. Click Add Documents to open
the Case Attachments pop-up window and select the Request for AJ Reconsideration
document.

@L Flose .II

Reconsideration of AJ Decision

Request for AJ Reconsideration: Add Document{s)

AJ Reconsideration Requested By: [C] Complainant [0 Agency

Date of Request for AJ Reconsideration: mmiddiyyyy A

Date Agency Received Complainant Request .
for AJ Reconsiderafion: mm/dd/yyyy =]

Comments:

3. Select one of the Reconsideration Requested By radio buttons: Complainant or Agency.
4. Use the date picker to select the Date of Request for AJ Reconsideration.

5. When complete, click Submit. The pop-up window closes and the Complaint Information
tab refreshes to display the new status: Final Agency Decision.
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4.8.6 Add Interim Order

Interim Orders can be added as part of the Hearing process. Follow the steps below to add an
Interim Order:

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Add Interim Order from the Next Action drop-down list, then click the Arrow
button.

EEQC Hearing

Mext Action:  Add Interim Order v o

2. The Add Interim Order pop-up window appears. Click Add Documents to open the Case
Attachments pop-up window, where you can select and upload the Interim Order

Document.
@ IC lo :-EI

Add Interim Order
Interim Crder Document: * @
Ordered To:  * | ~
Date Issued by AJ: * |mm."dd."w3-‘3-‘ D|
Date Received by Agency:  * |mm,.-dd,.-m.-3.- D|
Start of Compliance: - |mm."dd."w3-'3-' -

Period of Compliance: * E days

Commenis:

3. Select the outcome that has been ordered from the Ordered To drop-down list.

(") Notes:

= Remand for Counseling is only available if the complaint originated as an Informal
Complaint. If you select Remand for Investigation a new folder is created to track the
remand.
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Some selections within the Ordered To drop-down list may prompt the pop-up window
to refresh and display additional fields.

Use the date picker to select the Date Issued by AJ.
Use the date picker to select the Date Received by Agency.
Use the date picker to select the date for Start of Compliance.

Enter the number of Compliance Days in the Period of Compliance field. After selecting
this date, the pop-up window refreshes to display the End of Compliance field appears and
automatically calculates the end of the compliance period.

N o ok

Add Interim Order

Interim Crder Document & Add Document(s)i1)

Ordered To: * Remand to Amend a Complaint b

Date Issued by AJ: 7 107032022 8

Date Received by Agency. = 10/05/2022 8

Start of Compliance: = 10/05/2022 (]

Period of Compliance:  * 15 days

End of Compliance: 10/20/2022

8. Enter any relevant Comments in the field, if required.

9. Click Submit to submit the Interim Order. The pop-up window closes and the Complaint
Information tab refreshes.

10. The status updates depending on the selection made in the Ordered To field. See the
corresponding subsection for next steps.

4.8.8.1 Remand for Counseling

Follow the steps below to process a Remand for Counseling.

1. Navigate to the Complaint Information tab and select Remand for Counseling from the
Next Action list, then click the Arrow button.

Remand for Counseling

MNext Action: Remand for Counseling hd O

2. The Remand for Counseling pop-up window appears. Click Add Documents to open the
Case Attachments pop-up window, where you can upload the required Attachments to the
case folder.
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Remand for Counseling

Counseling Documents: Add Document{s) Add Counselor Report and Motices

Remand by: EEQC OFO

Counzslor:

Date of Counseling:® I — =

Date of Motices |ssusd: e/ vy (]

Comments:

3. Use the date picker to select Date of Counseling.

4. Complete any other required fields and click Submit to submit the remand for counseling.
The pop-up window closes and the Complaint Information tab refreshes to display the new
status.

4.8.6.2 Remand to Amend a Complaint

Follow the steps below to process a Remand to Amend a Complaint.

1. Navigate to the desired case folder and then click the Claims and Bases tab.

2. Click Add Issue. The tab refreshes to display a blank New Issue entry.

(') Note: Any previously completed Issue entries are displayed in this tab. You can minimize
the Issue Entry by clicking the +/- buttons.
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Complaint Information Claims and Bases Consolidated Complaint Contacts

PC-Z2-00016 - Informal Complaint Rights and Responsibilities

Issues and Bases

e New |ssue

Issue Title: * ~

Date of Incident: to

Basis: D Age D Sex D Race D Color D Religion D Disability
|:| Reprza |:| Mational Crrigin D GINA ERA D PDA D Non-EEC

Statutes: D Title VI D Equal Pay Act (EPA) D Age Discrimination in Employment Act (ADEA) (x]
D Rehabilitation Act D The Genetic Information Mondiscrimination Act D Pregnancy Discrimination Act

Alleged Status: ] Alleged Date:  mmiddiyyyy [u]

Comments:

Remedy(ies) or Resolution
Requested:

Add Issue

3. Select the Issue Title from the drop-down list. The workspace refreshes and the selected
entry appears at the top of the new Issue entry.

4. Click any applicable Basis checkboxes.

(") Note: Depending upon the checkboxes selected, additional fields may appear. Complete
these fields before proceeding.

5. Click any applicable Statutes checkboxes.

6. If applicable, click the Alleged Status checkbox to apply the Alleged status to the case
folder, and then use the date picker to select the Alleged Date.

7. Enter any Comments in the field, if applicable.
8. Enter any Remedy(ies) or Resolution Requested information in the field, if applicable.

9. Select an Issue Title from the drop-down list. Fields appear to capture the Amendment, as
shown below.

10. Click Save to record the new Issue information. The Claims and Bases tab refreshes and
the new Issue is recorded.

Statutes: Title VI O Equal Pay Act (EPA)

[ Rehsbilitation Act [J The Genetic Information Nondiserimination Act
Alleged Status: D Alleged Date: mm/ddiyyyy ]
Comments: sample comment

Remedyiies) or Resolution
Requested:

Add Issue

Save

Remedy Information
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4.8.6.3 Complete Interim Order

Perform the steps below to complete the Interim Order:

1. Navigate to the Complaint Information tab and select Complete Interim Order from the
Next Action list, then click the Arrow button.

EEOC Hearing

Mext Action: Complete Intesim Order hd e

2. The Complete Interim Order pop-up window appears. Click Add Documents to open the
Case Attachments pop-up window, where you can upload supplementation documents.

Complete Interim Order

Supplementation Document(s): Add Document(s)

Date of Compliance: * | mm/dd vy (] |

Date Issued to AJ: % | mmnddd Py ] |

Comments:

Use the date picker to select the Date of Compliance.
Use the date picker to select the Date Issued to AJ.
Enter any Comments in the free text field.

6. Click Submit to submit the interim order.

4.8.7 Hearing Completed

vk W

Follow the steps below to log the completion of the Hearing process.

1. Open the desired case folder and navigate to the Complaint Information tab.
2. Select Hearing Completed from the Next Action list, then click the Arrow button.

EEQC Hearing

Mext Action: Hearing Complatad W e

3. The EEOC Hearing Outcome pop-up window appears. Click Add Documents to open the
Case Attachments pop-up window, where you can upload the Final Order attachment.
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Decision by Administrative Judge (AJ)

Final Order:

Date of AJ Decision: *

Date AJ Decision Received by Agency:

ISSUE(S)

Dty Hours

Appointment/Hire

Reassignment - Denied

Decision of Final Order:
A Hearing Held:
Diate Hearing Ended:

AJ Ordered FAD:

Comments:

for all Basis(es).

Add Document

Formal Complaints

men Al Fyyyy

(]

e Add My

(]

FINDINGS OF AJ DECISION

BASIS(ES) FINDIMNG

Religicn

GIMA

Reprizal

|:| Diismissal

) Yes
mmfdd Y

ez

Discrimination

Mo Discrimination

Discrimination

Mo Discrimination

Discrimination

Mo Discrimination
|:| Finding Mo Discrimination D Finding Déscrimination

Mo

@ Mo

Use the date picker to select the Date of AJ Decision.
5.  Within Findings of AJ Decision workspace, ensure the AJ decision is accurately reflected

6. Select one of the Decision of Final Order checkboxes. Each checkbox selected prompts

the pop-up window to refresh and display additional fields. For additional information

about these checkboxes, consult the table below:
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Dismissal If Dismissal is selected, also provide the Reason for Dismissal
from the drop-down list:

Decision of Final Order: ¥/ Dismissal L) Finding No Discrimination ! Finding Discrimination

Reason for Dismissal: # v

Finding No Discrimination  If Finding No Discrimination is selected, no additional fields
are required.

Finding Discrimination If Finding Discrimination is selected, fields appear to capture
the Remedy Details. Click Insert Item to add fields for
capturing remedies. Each remedy has fields to capture the
Type, Benefit, and Amount:

Decision of Final Order: ) Dismissal L) Finding No Discrimination ¥ Finding Discrimination
Remedy Details
Type Benefit Amount (§)

I[ || T |

& Insert item

(") Note: If a Remedy is added at this screen, it should also
be entered in the Corrective Actions tab of the FC.

7. Complete any remaining required fields.
(") Note: If the Finding does not match the Decision, an error message appears as shown
below:

csosaeeotest.ains.com says

Please check that the findings of each issue and bases align with the

8. Click Submit to submit the outcome. The pop-up window closes and the Complaint
Information tab refreshes to display the updated status.

decision of the final order.
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4.9 Civil Action

At certain points in the process, it is possible for the AP to pursue Civil Action. Civil Actions
have two parts: Civil Action and Civil Action Decision.

1. Open the desired Formal Complaint case folder and within the Complaint Information tab,
select Civil Action from the Next Action drop-down list, then click the Arrow button.

Final Agency Decision

MNext Action: Civil Action v o

2. The Civil Action Filed pop-up window appears. Click Add Documents to open the Case
Attachments pop-up window, where you can upload the Civil Action Document.

r
| Close )
. ey

Ciwvil Action Filed

Civil Action Document Add Document(s)

Date of Civil Action: mm/dd fyyyy ()

Civil Action Mumber:

Civil Action District Court: £ ‘ [

Comments

3. Use the date picker to select the Date of Civil Action.

4. Select the Civil Action District Court from the drop-down list.
5. Complete any remaining required fields.

6

Click Submit to submit the Civil Action. The pop-up window closes and the Complaint
Information tab refreshes.

4.9.1 Civil Action Decision

Follow the steps below to log a Civil Action Decision.

1. Navigate to the Complaint Information tab and select Civil Action Decision from the Next
Action list, then click the Arrow button.

Mext Action: Civil Action Decision ' e
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2. The Civil Action Disposition pop-up window appears. Click Add Documents to open the
Case Attachments pop-up window, where you can upload the Civil Action Final Order
Document.

./.- --\".
\ Close |
S A

Civil Action Disposition

Civil Action Final Order: Add Document|s)

Date of Civil Action Final Crder:

mm/dd fyyyy o

Disposition of Civil Action: ® | s
Prevailing Party in Civil Action: Comalainant Agency
Comments:

Use the date picker to select the Date of Civil Action Final Order.
Select the Disposition of Civil Action from the drop-down list.
Select the desired Prevailing Party in Civil Action radio button.
Enter any Comments in the free-text field, if necessary.

No ko

Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display the updated status.

4.10 Remands

When an appeal is Denied or Denied in Part, a case is Remanded. The existing complaint is
closed and maintained as a historical record. The details are duplicated in a new FC marked as
a Remand. An example remanded complaint is shown below:
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ESave {yActions~ & Permissions ‘D logs™ | Reports™ o Spelling @ View As [ADR Specialist) =

Complaint Information Claims and Bases Documents Consolidated Complaint Contacts Comective Actions Event Log

PCV-22-00009 - Formal Complaint

Conflict of _ _ _ -
0 Remand - 7 Mixed Case Class Complaint Conscolidated Next Action: v e
nteres

Please refer below for historical case(s).
PCV-22-00009_H

E inant: Jake Burger By EEOD Contact #: M/A
Date Information Formal Remaining Days: 453
Inquiry Dates Informal Dates Formal Dates
Incident  mmidd/yyyy [m] nitial Interview:  N/A Formal Complaint Filed ooi20/2022
On: '
nitial Contact  |08/08/2022 ADR Completed On: MNiA Investigation to S
) 12/06/2022
45tn Day After Incident NIA et T =EEE

Faormal Complaint A
ADR Offered On: NiA f
= " EEQ Counselor's Report Submitted On: MiA Closed On:

Inquiry Closed Dater  NIA
nquiry Llosed D Nofice of Right to File Dis. Complaint Provided On:  N/A
Formal Complaint Must Be Filed By: MIA

Counseling Due Date:

Counseling Closad On: MIA

Anonymity
At the Informal Stage, the Aggrieved Person did not indicate whether or not they wished to remain Anonymous.

Complaint Against
Region: = HQ >>= Volunteers ﬁ.\

Add RMO
RMO(s): - - . .
No Responsible Management Official (RMO) have been added against this

complaint.

The complaint is marked as a (A) Remand. The completed complaint is (B) linked for reference.

The (C) Status and Next Action depend on the selection made under Remand for Agency.

If you click the link to the historical case, where this remand complaint originated, the
previous complaint appears as shown in the following example.

Home / Complaint PCV-22-00009_H [Closed] 0

EiSave {)Adions™ "Dlogs™ |# Reports™ @ View As

(ADR Specialist) =

Complaint Information Claims and Bases Documents Roles Consolidated Complaint Appeal Events Contacts Comrective Actions Event Log Fees

PCV-22-0000%_H - Formal Complaint Appeal Process

Conflict of
Remand Mixed Case Class Complaint Consolidated
Interest

This complaint has been remanded. Flease refer to Case Mo PCWV-22-00009 to continue processing the case.

Complainant: Jaks Burger Eh @ EEQ Contact #  M/A

Date Information Formal Remaining Days: 453

The complaint is marked as (A) Closed, and a link is now present for easy access to the (B)

newly created complaint folder where the processing can proceed.

2
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411 Formal Setftlement

Follow the steps below to log the settlement of a Formal Complaint.

1. Open the desired case folder and navigate to the Complaint Information tab. Select Formal
Settlement from the Next Action drop-down list, then click the Arrow button.

MNext Action: Settlement v o

2. The Settlement pop-up window appears. Click Add Document(s) to open the Case
Attachments pop-up window and upload a Settlement Attachment.

'
| Close |
M A

Formal 5ettlement

Settlement Attachment: Add Document]s)

Date of Settlement: = mm/ddyyyy [}

Comments:

3. Use the date picker to select the Date of Settlement.
4. Add any relevant Comments in the free-text field, if desired.

5. Click Submit to submit the Formal Settlement. The pop-up window closes and the
Complaint Information tab refreshes to display the new status of Corrective Actions.

4.12 Compliance

Some FCs may require additional Compliance logging depending on the outcome of the
complaint. Follow the steps below to log compliance:

1. Open the desired case folder and navigate to the Complaint Information tab. Select Start
Compliance from the Next Action list, then click the Arrow button.

Final Agency Decision

Mext Action: Start Compliance w e
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The Start Compliance pop-up window appears. Use the date picker to select the Start of
Compliance Date.

./.-_--\".
| Close |
M A

6.

Start of Compliance Date:

Start Compliance

mm/dd/yyyy (] |

Period of Compliance: r E

End of Compliance Date: = mm

dd/yyyy

Comments:

Enter the number of days in the compliance period in the Period of Compliance field. The
End of Compliance Days field automatically computes the end date.

Enter any Comments in the field, if needed.

Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display the Compliance Started status.

To manually end the compliance period, select Compliance Closure from the Next Action
list, then click the Arrow button.

Compliance Started

7.

Next Action: Compliance Closure L e

The Compliance Closure pop-up window appears. Use the date picker to select the New
Date of Compliance.

TN
\ Close |
h. A

8.

2

Compliance Closure

Start of Compliance Date: 100772022
Date of Compliance Mew: * mm iddiyyyy [}
Comments:
Enter any Comments in the field, if necessary.

130



Formal Complaints

9. Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display the new status Final Agency Decision.

4.13 Abeyance

An abeyance period denotes time that is not counted against the deadlines for a Formal
Complaint. Starting an Abeyance effectively pauses the clock until the FC is taken out of
Abeyance.

Follow the steps below to initiate Abeyance:

1. Open the desired case folder and navigate to the Complaint Information tab. Select Start
Abeyance from the Next Action list, then click the Arrow button.

Final Agency Decision
MNext Action: Start Abeyance Lo e

2. The Start Abeyance pop-up window appears. Use the date picker to select the Start of
Abeyance Period.

N
\ Close )
. o

Abeyance Period

Start of Abeyance Period 5 mm/dd/yyyy (]

Reason for Abeyance: s

Comments

3. Select the Reason for Abeyance from the drop-down list

4. Enter any Comments in the field, and then click Submit. The pop-up window closes and
the Complaint Information tab refreshes to display the updated status Held in Abeyance.

5. To end the Abeyance period, select End Abeyance from the Next Action drop-down list,
then click the Arrow button.

Held in Abeyance
Next Action: | =nd Abeyance o |°
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6. The End Abeyance pop-up window appears. Use the date picker to select the End of
Abeyance period (this cannot be a date in the future).

Ty
|\ Close |
e vy

End of Abeyance Period
Start of Abeyance Period 10/07/2022
Erj of Abeysnce e mm/dd vy ()

Comments

7. Enter any Comments in the free text field.

8. Click Submit. The pop-up window closes and the Complaint Information tab refreshes to
display the last status before the abeyance began.

4.14 Close Complaint

A Formal Complaint can reach Close Complaint status in a number of ways, described in the
procedures above. Once in a Formal Complaint is in Administrative Closure status, the next
step is to Close Complaint. Complete the steps below to close the complaint:

1. Open the desired case folder and navigate to the Complaint Information tab. Select Close
Complaint from the Next Action list, then click the Arrow button.

Administrative Closure
Mext Action: Close Complaint St e

2. The Close Formal Complaint pop-up window appears. Use the date picker to select the
Formal Complaint Closed Date.

3. Enter any relevant comments in the Comments field.
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'
| Close |
" ey

Close Formal Complaint

Formal Complaint Closed Date: x mrn/ddiyyyy (]

Comments:

e

4. Click Submit. The pop-up window closes, and the Complaint Information tab refreshes to
display the updated status Administrative Closure.
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5 eComplaint Reports

eCASE eComplaint provides a detailed reporting tool, allowing authorized users to perform
either preconfigured reports or ad hoc reports, including the following:

= 462 Reports

= No Fear Report

=  Complaint Management Reports
=  Custom Reports

[=  Main Menu

New

Search

EEO Reports

452 Report

Mo Fear Report

Formal Complaint Man
Informal Complaint Ma
EEQ Contacts

Informal Complaints

Formal Complaints

The following sections provide information on running and viewing these reports.
5.1 EEO Reports

The EEO Reports menu option contains reports required by law and custom reports which can
be modified to suit organizational need. The subsections below instruct users on how to
complete each EEO Report.

(") Notes:
= When working inside a report, do not alter the Select Query drop-down list.
=  When working inside a report, do not alter the Output Table Properties.

5.1.1 462 Reports

The 462 Report is required by the EEOC and is an annual federal equal opportunity statistical
report of discrimination complaints. To generate the 462 Report:
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1. Within the Launch Pad, click Main Menu > EEO Reports > 462 Report.

2. The page refreshes to display the Report Parameters page. Select the Year from the Year
drop-down list, and then select the Quarter/Month from the drop-down list.

(') Note: After selecting the Year and Quarter drop-down list values, the page refreshes and
the Report Start Date and Report End Date fields are automatically populated by the
application.

i Generate Report | &l Back

EEO 462 Report

Year™ | Select Year] V| |[Se|ect Quarter/Month] V|

Report Start Date: ‘ |

Report End Date: ‘ |

Office: |[Select Office] v

Agency™: ‘ |

Region: ‘ ‘%
Export to: O Excel O Pdf ® Web

3. Select the Office from the drop-down list.
4. Enter an Agency in the Agency field.
5. Click the Region lookup. The Region Selection pop-up window appears.

Agency™: ‘ PC ‘
Region: ‘ ﬂ
Export to: O Excel O Pdf ® Web

6. Expand the folder tree until you locate the desired Region selection. Click the checkbox
adjacent the desired Region and click OK.
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Region Selection

Filter by Name: H Search ‘

Selected Region: Level121 (Leveli21)

¥ Headqguarters (HQ)
~{J poD4 (DOD4)
~{J popz2 (poD2)
*-J DOD (DCD)
*(J poD1 (DOD1)

¥{J oop3 (poD3)

B Level121 (Lavel121)

Cancel

7. The pop-up window closes, and the selected Region appears in the field. Select an Export
Format using the Export to: radio buttons. This is the file type format that the report data
will be exported into.

(") Notes:

= Selecting the Web output radio button returns report results within the web browser.

= Selecting the PDF or Excel export options prompts the page to begin downloading the
report results immediately upon successfully executing the report.

8. Click Generate Report.

( H Generate Report b &l Back

EEO 462 Report

Year*: |Quarter 3 v

Report Start Date:

4/01/2021

Report End Date: ‘06/3OX2021

Office: |AINS

Agency™: ‘AINS |

Region: ‘Level121 (Level121) ‘%
Export to: O Excel O Pdf ® Web

9. The page displays the report results in the selected output.
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5.1.2 No Fear Report

The No Fear Report is the Notification and Federal Employee Anti-Discrimination and
Retaliation report. This report is an annual report setting forth information about the agency's
efforts to improve compliance with the employment discrimination and whistleblower
protection laws and detailing the status of complaints brought against the agency under these
laws. To generate the No Fear Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > No Fear Report.

2. The page refreshes to display the Report Parameters page. Select the Year from the Select
Year drop-down list, and then select the Quarter from the Select Quarter drop-down list.

i Generate Report | &l Back

No Fear Report

Year™ | [Select Year] V| | [Select Quarter] V|

Report Start Date:

Report End Date:
Region: ‘ ‘%

Export to: @ pdf O Web

3. Click the Region lookup. The Region Selection pop-up window appears.

g g e

Region: ‘ ﬂ

Export to: @ Pdf O Web

4. Expand the folder tree until you locate the desired Region selection. Click the checkbox
adjacent the desired Region and then click OK.
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Filter by Name:

‘ ‘ Search ‘

Selected Region: Level3 (Level3)

¥ Headqguarters (HQ)
~{J poD4 (DOD4)
~{J popz2 (poD2)
¥{J cop (ooD)
O Levell (Levell)

¥ Level2 (Level2)

@ Level3 (Level3)

*{] poD1 (DOD1)

»{J pop3 (poD3)

Cancel

5. The pop-up window closes, and the selected Region appears in the field. Select an Export
Format using the Export to: radio buttons. This is the file type format that the report data

will be exported into.
(") Notes:

= Selecting the Web output radio button returns report results within the web browser.
= Selecting the PDF or Excel export options prompts the page to begin downloading the
report results immediately upon successfully executing the report.

6. Click Generate Report.

( [d Generate Report ’ &l Back

No Fear Report

Year™: |2021

Quarter 3 v

Report Start Date:  10/01/2020

Report End Date:  pg/20/2021

Region: ‘ Level3 (Level3)

[

Export to: O pdf @ web

7. The page displays the report results in the selected output.
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PART Il PART Il PART IV and V
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PART VI and VIl PART VIl PART IX and X

Equal Employment Opportunity Data
Post
Pursuant to the No Fear Act:

PC

(REPORTING PERIOD BEGINS OCTOBER 1STAND ENDS SEPTEMBER 30TH)
For 3rd Quarter 2021 for period ending June 30, 2021

Complaint Activity By Year

Comparative Data

Previous Fiscal Year Data

2016 2017 2018 2019 2020 2021 Thru 30-
Jun
Mumber of Complaints Filed 0 0 0 0 0 2
Mumber of Complainants o o o 0 0 2
Repeat Filers o o o 0 [ g

5.1.3 EEO Contacts Report

The EEO Contacts Report produces a complete list of EEO Contacts. Follow the steps below

to generate the EEO Contacts Report.

1.

refreshes to display the Report Parameters screen.

End Date.

&= Print

Case
Number

FC-2020-
01327

FC-2020-
01352

FC-2020-
01363

FC-2020-
01366

FC-2020-
01369

Show: 20

& Print Al [ Export | € Back

Complai Organizational
Name Unit
Abby Shine

Audrey M Lizaw

David Ray

Abby Shine Office Right Below
HUD

Abby Shine

a
-

Click Run. The page refreshes to display the report results.

AINS
Query Report

Query - Informal Complaints

Initial Contact Days in Final Extension of

Date Counseling Interview Counseling Status

10/01/2019 1 10/01/2019 Notice of Right to File
Issued

10/01/2019 1 10/01/2019 Motice of Right to File
Issued

10/01/2019 20 10/30/2019  11/12/2019 Netice of Right to File
Issued

01/01/2020 1 01/01/2020 Notice of Right to File
Issued

01/01/2020 90 02/01/2020  03/31/2020 Natice of Right to File
Issued
2 3 4 5

Within the Launch Pad, select Main Menu > EEO Reports > EEO Contacts. The page

Date: 7/27/2020
Time: 10:36 AM

Closed

Date

10/01/2019

10/01/2019

10/30/2019

01/01/2020

03/31/2020

Within the Query Parameters subsection, use the date pickers to select the Start Date and
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The Informal Complaints Report produces a complete list of Informal Complaints. Follow the

Informal Complaints Report

eComplaint Reports

steps below to generate the Informal Complaints Report:

1. Within the Launch Pad, select Main Menu > EEO Reports > Informal Complaints. The

page refreshes to display the Report Parameters page.

a.

Do not alter the Select Query drop-down list.

b. Do not alter the Output Table Properties.

P Run

Save

Select Query

Query Description

Save As

Query Parameters @

Start Date*

End Date*

2. Under Query Parameters, use the date pickers to select the Start Date and End Date.
3. Click Run. The page refreshes to display the report results.

&= Print

Case
Number

FC-2020-

01327

FC-2020-
01352

FC-2020-
01363

FC-2020-
01366

FC-2020-
01369

Show: 20

= Print All

Complainant
Name

Abby Shine

[ Export € Back

QOrganizational
Unit

Audrey M Lizaw

David Ray

Abby shine

Abby Shine

Office Right Below
HUD

& Select Criteria

=~ Reload

€ Back

Informal Complaints Query

Informal Complaints created or closed or

pending during the given date range

1/1/2020

12/31/2020

AINS

Query Report

Query - Informal Complaints

Initial Contact

Date

10/01/2019

10/01/2019

10/01/2019

01/01/2020

01/01/2020

Days in
Counseling

S0

Final

Interview

10/01/2019

10/01/2019

10/30/2019

01/01/2020

02/01/2020

Extension of
Counseling

11/12/2019

03/31/2020

&)
&)

Status

Motice of Right to File
Issued

Motice of Right to File
Issued

Notice of Right to File
Issued

MNotice of Right to File
Issued

Motice of Right to File
Issued

Date: 7/27/2020
Time: 10:36 AM

Closed

Date

10/01/2019

10/01/2019

10/30/2019

01/01/2020

03/31/2020
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5.1.5 Formal Complaints Report

The Formal Complaints Report produces a complete list of Formal Complaints. Follow the
steps below to produce the Formal Complaints Report.

1. Within the Launch Pad, click Main Menu > EEO Reports > Formal Complaints.

2. The page refreshes to display the Report Parameters page, with Formal Complaints selected
in the Select Query drop-down list.

P Run Save Save As { Select Criteria Z Reload € Back

Select Query Formal Complaints Query v

Query Description Formal Complaints created or closed or

pending during the given date range

Query Parameters

Start Date* 1/1/2020 = \
End Date* 12/31/2020 i \

a. Do not alter the Select Query drop-down list.

b. Do not alter the Output Table Properties.
3. Under Query Parameters, select the Start Date and End Date.
4. Click Run. The page refreshes to display the report results.
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& Print & Print All | [@ Export
Complaint
Number Name QOrganization
FC-2020- Abby
01327 Shine
FC-2020- Deepika
01333 Pate
FC-2020- Bela
01238 Sang
FC-2020- Lila
01343 Hawaii
FC-2020- sravani
A1nac o
Show: 20 =

5.1.6

€ Back

Date Filed

Formal

10/01/2019

05/01/2020

10/15/2018

05/07/2020

05/07/2020

eComplaint Reports

AINS

Query Report

Query - Formal Complaints

Bases/Issues

{Claim: Awards (Basis: Color
- )} {Claim: Evaluati...

{Claim: Conversion to Full
Time/PERM Status (Basis...

{Claim: Appointment/Hire
(Basis: Sex - Male)}

{Claim: Appointment/Hire

Inrics Cone R dnlady

15 Day Waiting Report

Ackn.

Letter

Issued

10/01/2019

05/01/2020

10/15/2018

05/07/2020

05/07/2020

Accept
Dismiss
Issued

12/06/2019

10/15/2018

05/07/2020

05/07/2020

Days since
filed
formal

243

Status

Final ROI Submitted

Complaint Closed

fppeal Process

Final Agency Decision

Completed

Forwarded Complaint File

Date: 7/27/2020
Time: 10:39 AM

Closed

Date

05/01/2020

05/12/2020

05/07/2020

The 15 Day Waiting Report is used by managers to track the time since the notice of Right to

File was submitted. If the complaint is inside the 15 day Waiting Period, it appears in this

report. To generate the 15 Day Waiting Report:

1. W.ithin the Launch Pad, click Main Menu > EEO Reports > 15 Day Waiting.

2. The page refreshes to display the Report Parameters page. Under Query Parameters, use
the date pickers to select the Start Date and End Date.

P Run Save

Select Query
Query Description

Query Parameters ©
Start Date*

End Date*

2

Save As

&y Select Criteria

< Reload

€ Back

15 Day Waiting Query

15 Days waiting period from Notice of Right

to File

1/1/2020

12/31/2020

)
)

3. Click Run. The page refreshes to display the report results.
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B.1.7 Investigations Report

The Investigations Report shows Investigations that began within a given date range. To
generate the Investigations Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > Investigations.

2. The page refreshes to display the Report Parameters page. Under Query Parameters, use
the date pickers to select the Start Date and End Date.

» Run Save Save As &y Select Criteria 2 Reload < Back

Select Query Investigations Query A

Query Parameters @

Start Date* 1/1/2020 iz} ‘

End Date* 12/31/2020 i \

3. Click Run. The page refreshes to display the report results.
5.1.8 30 Days Election Notice Report

The 30 Days Election Notice Report shows Completed investigations within the given date
range that have not had a hearing or request for Final Order by the “To” date. To generate the
30 Days Election Notice Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > 30 Days Election Notice.

2. The page refreshes to display the Report Parameters page. Under Query Parameters, use
the date pickers to select the Start Date and End Date.

P Run Save Save As d Select Criteria < Reload < Back

Select Query 30 Day Election Notice Period Query h

Query Parameters ©
Start Date* 1/1/2020 i ‘

End Date* 12/31/2020 i |
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3. Click Run. The page refreshes to display the report results.
5.1.9 Hearings Report

The Hearings Report shows Hearings that start before the “To” and which are completed or

pending within the given date range To generate the Hearings Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > Hearings.
2. The page refreshes to display the Report Parameters page. Under Query Parameters, use

the date pickers to select the Start Date and End Date.

P Run Save Save As & Select Criteria = Reload € Back

Select Query Hearings Query A

Query Parameters

Start Date* 1/1/2020 th ‘

End Date* 12/31/2020 t \

3. Click Run. The page refreshes to display the report results.

Query Report: Reports - Hearing
( »Run )

Select Query

Save £ Save As & Select Criteria © Reload € Back

Hearings Query

5.1.10 Final Agency Decisions Report

The Final Agency Decisions report shows the Final Agency Decisions that occurred within the

given date range. To generate the Final Agency Decisions Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > Final Agency Decisions Report.

2. The page refreshes to display the Report Parameters page. Under Query Parameters, use

the date pickers to select the Start Date and End Date.
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P Run Save Save As & Select Criteria 2 Reload € Back

Select Query Final Agency Decisions Query v

Query Parameters Q&

Start Date* 1/1/2020 1 ‘

End Date* 12/31/2020 i \

3. Click Run. The page refreshes to display the report results.
5.1.11 EEO Decision Report

The EEO Decision report shows the EEO Decisions within a given date range. To generate the
EEQO Decision Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > EEO Decision Report.

2. The page refreshes to display the Report Parameters page. Under Query Parameters, use
the date pickers to select the Start Date and End Date.

» Run Save Save As & Select Criteria 2 Reload € Back

Select Query EEO Decision Query v

Query Parameters ©

Start Date* 1/1/2020 i) ‘

End Date* 12/31/2020 i \

3. Click Run. The page refreshes to display the report results.
5.1.12 30 Days Waiting Period Report

The 30 Days Waiting Period Report shows the Final Agency Decisions that do not have an
appeal within 30 days of the “To” date. To generate the 30 Days Waiting Period Report:

1. W.ithin the Launch Pad, click Main Menu > EEO Reports > 30 Days Waiting Period
Report.

2. The page refreshes to display the Report Parameters page. Under Query Parameters, use
the date pickers to select the Start Date and End Date.
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P Run Save Save As & Select Criteria 2 Reload € Back

Select Query 30 Days Waiting Period to Appeal Decisi v

Query Parameters &
Start Date* 1/1/2020 5] ‘

End Date* 12/31/2020 ] ‘

3. Click Run. The page refreshes to display the report results.
5.1.13 OFO Appeals Report

The OFO Appeals Report shows the Appeals filed within the given date range. To generate
the OFO Appeals Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > OFO Appeals Report.

2. The page refreshes to display the Report Parameters page. Under Query Parameters, use
the date pickers to select the Start Date and End Date.

» Run Save Save As { Select Criteria Z Reload € Back

Select Query OFO Appeals Query v

Query Parameters @

Start Date* 1/1/2020 ] ‘

End Date* 12/31/2020 & \

3. Click Run. The page refreshes to display the report results.
(') Note: Selecting the PDF or Excel export options prompts the page to begin downloading
the report results immediately upon successfully executing the report.

5.1.14 Closed Report

The Closed Report shows the Closed Complaints within the given date range. To generate the
Closed Report:

1. Within the Launch Pad, click Main Menu > EEO Reports > Closed.
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2. The page refreshes to display the Report Parameters page. Under Query Parameters, use
the date pickers to select the Start Date and End Date.

» Run Save Save As & Select Criteria Z Reload € Back

Select Query Closed Query A

Query Parameters @

Start Date* 1/1/2020

End Date* 12/31/2020

3. Click Run. The system compiles and displays the report in the designated format,
indicating errors or incomplete information that must be corrected prior to successfully
generating a Report.

Save [El Save As {4 Select Criteria < Reload € Back

Select Query Closed Query

4. The page refreshes to display the report results.

5.2 Custfom Reports

Custom reports can be run at the folder level, or at the task level, (i.e., any ad hoc task created
after the workflow has begun.) To run a custom report:
1. Within the Launch Pad, click Reports.

(=  Main Menu

a Inbox

[} contacts
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page appears. Click New.

Reports List

P Run

Name

2021

@ Scheduled Reports

{b Actions ™

3. The New Report pop-up window appears. Select the Report Type from the Report Type

drop-down list and click OK. The pop-up window closes, and the Folders Report page

appears.

(') Note: This procedure below utilizes the Folder Report selection; however, any report

type can be executed using the same procedures.

New Report
Report Type
Mote: Please choose a repo

Folder Report ¥

Task Report
Query Report

Processing Times Report
Volume Report

4. The Report Criteria page appears. This page contains multiple fields and selectable criteria,

however, none of which is required to execute the report.
(") Note: The default values in Selected Columns can be removed by selecting and clicking
the < button. Required Columns can be selected from the Available Columns box to add

under Selected Columns by highlighting the columns and clicking >. The values are toggled
between boxes per the user selections. The order of columns to be displayed in report from
left to right can be defined by highlighting the value in Selected Column and using the * and

v arrows to move the columns left and right, respectively.
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Output Table Properties &

Group By v
Sort By ¥ Descending A
Cutput Columns Available Columns Selected Columns
Application » Office A
Closed By Folder ID
Closed Date > Case Type ~
Contact Task Name
Contact Type < Folder Status M

Contacts - Contact Issue ID
Contacts - Contact Issue Title

5. After selecting the desired report parameters, click Run.

Reports List / Folders Report

( P Run ’ Save Save As & Select Criteria @ Clear

Folder Criteria ©

Folder ID 001

6. The report displays for the selected Case Type, per the user-selected criteria and
columns.

I:I B PrintAll || [BExport o Graphs | € Back

AI N S Date: 10/23/2019
Folders Report Tirme: 2:36 PM
Office Folder ID Case Type Task Name Folder Status
PO1-PO1 =Complaint-Configuration Configuration = Open
PO1-PO1 2019-REP-00001 462 Report - Open
Office 1. - Office 1. 2019-1PU-00001 Joint Processing Units - Open
PO1-PO1 IN-2019-01006 EEQ Inguiry = Cpen
PO1-PO1 MN-2019-01003 EEO Inguiry - Completed On Time
PC1-PO1 N-2019-01009 EEOD Inguiry - Completed On Time
PO1-PO1 IC-2019-01009 Complaints Conduct Initial Interview n Progress
Office 1 - Cffice 1 FC-2019-01011 Complaints Administrative Closure n Progress
Office 1 - Office 1 IC-2019-01012 Complaints Recsive and Convert to Formal Complaint n Progress
Office 1 - Office 1 IC-2019-01013 Comolaints Conduct Initial Interview n Proaress
4 g

Show:| 20 #

(") Note: Users can click the following options within the results page:
= Print: Print the first page of the report output.

= Print All: Print all pages of the report output.

= Graphs: View a graphical representation of the report data.

=  Back: Return to the Reports List.
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5.3 Export Reports

Reports can be printed or exported to be saved on computer or shared via email. To export
the report:

1. Run the desired report.
2. Within the Report Results page, click Export. The Export Report window appears.

3. Select the file type from the Export Report drop-down list. This is the file format that the
exported report file will utilize.

4. |If desired, specify the Page Range to export using the Page Range drop-down list.

5. You can click Save to save the report to a local machine or click Email to share the report
with other users or groups via email.

Folders Report / Folder Report

& Print & Print Al @_Expm Back © Export Report - Geogle Chrome = B =
A Not secure | 192.168.5.94/eCase/Reports/Export.aspx?pag...
Export Report
Office Folder ID Case 1 Export Report Microsoft Excel e ne
AINS - AINS eComplaint-Configuration Config Page Range All Pages v
AIME - AINS 2021-JPU-00001 Joint B
AIMS - AINS 462-Report-Config 462 R4
AIME - AINS Mo-Fear-Report MNo Fei
AIMS - AINS PC-22-00015 Compi
AINS - AINS PC-22-00016 compl . .
Email Save Close
AIMS - AINS PC-22-00017 Compi
AIME - AINS COM-PC-22-00007 EEQ C
AIMS - AINS PC-22-00019 Complaint

b.4 Save Report Criteria

Criteria used to generate a report can be saved for future use. To save report criteria:

1. Navigate to the desired report, select the preferred criteria and run the report.
2. The Report Results page appears. Click Save As. The Save Report Criteria window appears.
3. Enter a name for the new report criteria in the Criteria Name field and click OK.

gj 150



eComplaint Reports

Save As Criteria

Mote: Please give a Report Mame

Criteria Mame

Ok Close

4. The report criteria are saved. These saved criteria can be used to run the same report in
the future by clicking the Reports option within the Main Menu. Saved Report Criteria
appears in the Reports List.

Reports List
I:I @ Scheduled Reports ||+ New | {5 Actions ~ Group By: | Mone v Mone ~ T
Name Type Modified By Modified Date Scheduled
Audit Report Audit Reports 07/15/2019 11:2457 AM No
I Test! Folder Report Counselor Eea 10/23/2019 2:41:50 PM No I
Sh 20

(") Note: Once the report criteria is saved, this report can be scheduled to run at preferred
time and day.
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6 eComplaint Configuration Folder

The eComplaint Configuration folder allows Admin users to configure eComplaint-specific
settings.

(") Note: You must have administrator permissions to view and edit the Configuration folder.

To access eComplaint Configuration, navigate to Main Menu > Configuration > eComplaint
Configuration. The Configuration screen appears as shown below:

Home / Configuration eComplaint-Configuration [Open]

™ Spelling
Entities Configuration 462 Report Configuration 462 Report Choice List Values Mapping General Configuration Furlough Configuration Case Number Format Configuration

eComplaint - ADR Configuration

Initiating Office : OFX HQ - Opexus HQ Folder Owner : System Account

Create New Office

=

Configuration opens to the (A) Entities Configuration by default. There are also tabs for (B) 462
Report Configuration, (C) 462 Report Choice List Values Mapping, (D) General Configuration, (E)
Furlough Configuration, (F) Case Number Format Configuration, and (G) eComplaint - ADR
Configuration. Each of these tabs are described in the following subsections.

Additionally, some app features are configured through general eCASE Administration. For
details on configuring options like display names for form fields, or configuring insert fields for
Complaint Letter Templates, see the eCASE Administrator Manual, accessible via the Help
menu.

6.1 Entities Configuration

Entities Configuration allows administrators to view and manage eComplaint entities, with up
the five levels for added flexibility in structure.

The Entities Configuration screen is shown below:
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0 Create New Office

> Ha
B @
= poD
B B @

*  Levell23 “
*  Levell21 “

Each office is shown in the main portion of this tab. Each level of indentation indicates that

lower level offices are children offices. Each (A) Office can have up to four levels of sub-office,
for a total of five (1-5). Each office listed includes options to (B) Edit and (C) Delete. There is
also the option to (D) Create New Office.

6.1.1 Create New Office

To create a new office:

1. Navigate to Main Menu > Configuration > eComplaint Configuration. The eComplaint
Configuration folder appears, displaying the Entities Configuration tab.

2. Click Create New Office. The page refreshes to display the New Office workspace.

New Office
:

Office Code:

Office Description:

Parent Office: @
Email ID:

EEO Specialist: -

3. Enter an Office Code and Office Description in the fields provided.
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4. Click the B Lookup icon to select the Parent Office. The page refreshes to display the

screen below:

(—] [ Headquarters

(—] O pob

(—] O Levelt

[ Level2

(—] ) bob1

(—] [ Level123
(—] [) pob3

(—] [ Level121
(—] ) DoD4
(—] O] pop2

5. Click the checkbox adjacent the level to add the New Office.
e [ Headguarters

(—] ] Dob

e [] Level
\ el

6. Click OK. The page refreshes to display the New Office workspace.
7. Enter an Office Code in the field.
8. Enter an Office Description in the field.

(") Note: Do not alter the Parent Office field, as this was selected in previous steps.

9. Enter an Email ID in the field.
10. Select the EEO Specialist from the drop-down list.
11. Click Save to record the new office.
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Office Code:  * SamOffice1
Office Description: * Sample Office 1
Parent Office: Headquarters == DOD == Levell == Level2 @
Email ID: SampleCfiice@ains.com
EEO Specialist: Specialist Specialist
‘ Save . Back
 — e —

6.2 462 Report Configuration

The eComplaint Configuration folder allows Administrators to configure the 462 Report. To
reach 462 Report Configuration, navigate to Main Menu > Configuration > eComplaint
Configuration then select the 462 Report Configuration tab.

Entities Configuration 462 Report Configuration 462 Report Choice List Values Mapping General Configuration Furlough Configuration Case Mumber Format Configuration

Required fields are indicated with asterisk (%) and red outline.

EEQ 462 Report Configuration

Year * w Edit

To configure the 462 Report:

1. Select the year to configure from the drop-down list and then click Edit.

EEO 462 Report Configuration

2. The page refreshes to display the configuration for the selected year. Perform any
required changes to the 462 Report configuration within this page.

3. Click Save to record the changes to the 462 Report.
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EEO 462 Report Configuration

Back

Year*:

Comments for Multiple Resources Used:

Comments for Multiple Techniques Used:

PART III - A. AGENCY & CONTRACT RESOURCES

AGENCY CONTRACT
1. WORK FORCE
a. TOTAL WORK FORCE 6
b. PERMANENT EMPLOYEES a
2. COUNSELOR
a. FULL-TIME 2 0
b. PART-TIME 0 0
€. COLLATERAL DUTY 1] 0

6.3 462 Report Choice List Values Mapping

The 462 Report Choice List Values Mapping tab allows administrators to map where certain
values appear within the 462 Report. The ADR Resources column is used to enter the custom
value that will replace the default value. The ADR Resources Mapped To column is used to
designate where the new custom value pairs with the existing resources within the 462
Report. Click Insert to add an additional row to the 462 Report Choice List Values Mapping
tab.

Entities Configuration 462 Report Configuration 462 Report Choice List Values Mapping General Configuration Furlough Configuration
462 Report Choice List Values Mappings

ADR Resources

ke 10

FMCS ~  ANOTHER FEDERAL AGEMNCY

USPS ~  ANOTHER FEDERAL AGENCY v 0

Insert

ADR Techniques

ADR Techniques ADR Techniques Mapped To .

Testt ~  Seftlement Conference

Save

gj 156



eComplaint Configuration Folder

6.4 General Configuration

General Configuration allows Administrators to configure eComplaint-specific settings. To
reach General Configuration, navigate to Main Menu > Configuration > eComplaint
Configuration then select the General Configuration tab.

An example General Configuration tab is shown below. When making changes to the settings
on this page, click Save at the bottom of the page to save any changes.
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\Raguired fisids are Indicated widh acierick ) and red oullne,

Agency Coda FC
Detauk Counselor for Porial Counseior Counsaiorn W

A Case Mumber Prefin - IN for Inquiny, 55 for informal Complaint, and FC-for
Fomal Complaint

A Casme Mumber Formal based on Region
Enabia Chiasckdon of Riook Livel of Ragion Sakacton

Enzbiz Indating Ofice anc Folder Owner

Show Cusinmn fctions in tha Nt Aclion depdown =
ks Iincicient Diabe requinad in ES0 Contact?
ks inlaka Form nagquined in EEO Contad?

ks intaka Parson reguined in EE0 Contact?

ks Do pian mawined in Compaint?

ks Fiagion nequinad in Complaini? <]
ks Riogpor requined in EED Contact

ks Invastigator requined in intiabs Imveestigation?

Conflict of Inkerest Gmup Cotict W
Datak Cane Manager Iefananer Manaos” L
Dotk ADR Spanizist Audr Specialist Adr Specialist W
Contact Thoaof R0 L el '
Contact Tyee of Representabie Fapresantati Lo
Contact Thoeof Intemad Investigator Pl sl W
Contadt Tyosof Extamal investigator Extirmial Inwiesinatns W
M. Diays in conwerd EED Contact in Compiaint from Inltial Contact Daile: a5

Witen is BB Spacialist mandaiory? Serd Acimowladgomant A
Doyou Niaed Final Intersiw?

D o i irneesigalion plan

kssues Basis association valdation requined in Informal and BED Contact ¥ [ ]

Calculabo Deading ko fla an Inkmal Complaint in EBO Caontact from Dzl of Labest Inchdant W
4E2 Rt Templaie Mama EBOC 452 Ewral Tool 201 E wdsm

=D

The fields on the General Configuration tab are described in the following table:

Description

Agency Code Agency Code to be appended to the Office identifier in each
case folder

gj 158



eComplaint Configuration Folder

_

Default Counselor for Select a default counselor to receive assignments from the
Portal portal

Add Case Number Prefix  Select to add prefixes to the case number identifying the type
- IN for Inquiry, IC for - IN for inquiry, IC for Informal Complaint, and FC for Formal
Informal Complaint, and Complaint

FC for Formal Complaint

Add Case Number If selected, this checkbox adds the Region Code to the Case
Format based on Region Number format

Enable Checkbox of Root If selected, this checkbox permits whole
Level of Region Selector = Regions/Organizations to be selected rather than a specific
subdivision, whenever users select a Region checkbox

Enable Initiating Office If selected, this checkbox automatically enables the Initiating
and Folder Owner Office as the Folder Owner, rather than the user creating the
case folder

Show Custom Actions in If selected, this checkbox permits custom events to be created
the Next Action and added as part of the workflow.
dropdown

No custom events are linked to the 462 report.

Is Incident Date required  Select to require the Incident Date field to be filled in When

in EEO Contact creating an EEO Contact
Is Intake Form required Select this checkbox to require an Intake Form to be attached
in EEO Contact to an EEO Contact
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_

Is Intake Person required

in EEO Contact?

Is Description required in

Complaint

Is Region required in
EEO Contact?

Is Investigator required
in Initiate Investigation?

Is Region required in
Complaint

Is Investigator required
in Initiate Investigation

Conflict of Interest
Group

Default Case Manager

Default ADR Specialist

Contact Type of RMO

Contact Type of
Representative

Select this checkbox to require that the person creating the
EEO Contact be listed as the Intake Person

Select to require a Description when creating a complaint

Select this checkbox to make Region a required field when
creating an EEO Contact.

Select this checkbox to make Investigator a required field
before the case folder can reach the Investigation stage

Select to require a Region when creating a complaint

Select to require an Investigator to initiate investigations in
the system

Select a default group for a Conflict of Interest

Select a user to be assigned as the default Case Manager

Select a user to be assigned as the default ADR Specialist

Select a contact type to populate the drop-down lists for RMO

Select a contact type to populate the drop-down lists for
Representatives
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_

Contact Type of Internal  Select a contact type to populate the drop-down lists for
Investigator Internal Investigators

Contact Type of External Select a contact type to populate the drop-down lists for

Investigator External Investigators

Max Days to convert Enter, in days, the maximum length of time allowed to convert
EEO Contact to an EEO Contact to a complaint, calculated from the Date
Complaint from Initial Aggrieved Person First Contacted Agency

Contact Date

When is EEO Specialist Select from the drop-down when an EEO Specialist is
Mandatory mandatory in the process. Options are Accept/Dismiss Claims,
Add Counselor Report, and Send Acknowledgment

Do you need Final Select this checkbox to require a Final Interview to be
Interview conducted

Do you need Select this checkbox to require an Investigation Plan as part of
investigation plan an investigation.

Issues Basis association Select this checkbox to require the application to enforce the

validation required in Issues Basis Association between the checkboxes and the
Informal and EEO form fields.

Contact?

Calculate Deadline to Select a value from this drop-down list to designate which
File an Informal date is used to calculate the informal complaint deadline to
Complaint in EEO file.

Contact from
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_

462 Report Template This field is used to indicate which template is used for the
Name 462 Report. It provides at a glance information to indicate if
the template is out of date.

6.5 Furlough Configuration

Furlough configuration allows for managing furlough time across the eComplaint application.
To access Furlough Configuration, navigate to Main Menu > Configuration > eComplaint
Configuration then select the Furlough Configuration tab. An example tab is shown below:

Required fields are indicated with asterisk (*) and red outline.
Furlough Days A
Year Start Date” End Date Description

Recent furlough
2020 w  07/28/2020 ] 0713172020 ] Q

Furlough in 2014
2014 ~  06/13/2014 ] 06/28/2014 ] Q

Add Furlough B

Any furloughs are listed in the (A) Furlough Days section. This includes the furlough Year, Start
Date, End Date, and Description.

To add a furlough, click the (B) Add Furlough button. Fields appear to capture the furlough
details, beginning with the Start Date, which is required. A Description field is available to add
a description of the furlough event.

Year Start Date™ End Date Description
[ (rl mm/dd/yyyy | l m/dd/yyyy | (%]

Add Furlough

To save the furlough details, click Save. The screen refreshes with the details included in the
Furlough Days list. You can also add the End Date and Year. Add more furloughs with the Add
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Furlough button or delete a furlough by clicking the Delete button. A confirmation appears as
shown below. Click Yes to confirm deleting the furlough:

Confirmation
Please confirm the deletion of the selected Furlough.

r 3

MNo Yes

= )

6.6 Case Number Format Configuration

The Case Number Format Configuration tab is used to define the Case Type, Region, and
Format that case numbers utilize with the application. Select the Case Type from the drop-
down list, use the Lookup to select the Region, and then use the Format column to create the
Case Number Format.

Case Number Sequence Based On Region
== = =

EEO Contact Headquarters >> DOD Bl CON-PC-FY2000 o
EEO Contact ~ Headquarters == DOD1 ﬂ:l CON-PCF-FY-30000X ]
EEO Contact ~ | Headquarters >> DOD2 B cON-PCV-FY000X [}
Complaint ~ || Headquarters >> DOD B PCFmo00x ]
Complaint hd Headguarters == DOD1 ﬂ:l PCF-FY-200XXX Q
Complaint hd Headqguarters == DOD2 ﬂl PCV-FY-20000C [x]

6.7 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.

You can configure field mapping for core fields in both eComplaint and ADR, including Issues,
Basis, Aggrieved Person, Date of ADR Acceptance/Reject, and more.
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Entities Configuration 462 Report Configuration 462 Report Choice List Values Mapping General Configuration Furlough Configuration

Case Number Format Configuration eComplaint - ADR Cenfiguration

Initiating Office : OPX HQ - Opexus HQ Folder Owner : System Account

ADR Integration

Enable ADR Integration

eComplaint - ADR Field Mapping

eComplaint Field Data Type ADR Field -

Actions
Issues v Custom v lssues v Custom v @ ﬂ-j
Basis - Custom ks Basis b Custom w @ n-j
Aggrieved Person “ Contact v Complainant ~ Contact v ﬁ
Date of ADR Acceptance/Rejection by Compl Date » Referral Date b Date w ﬁ
ADR Specialist A4 Lookup Dropdown  w Case Manager v Lookup Dropdow v ﬁ
Eldne IR s Tenct iChmndn | fnnt s o T s Tt CInnln L inn e -_—

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.
Click Save when you're finished making changes.

Email Configuration

Email Template: eComplaint to ADR Email Motification ~

Send To: amy.suif@opexustech.com;sean.o’calla-han@opexus-tech.com

MNote: To enter multiple recipients use a semi-colon as a separator with MO SPACES between
email addresses

{ex. personl@email.com;person2 @email.com)

Save



