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workflow information tracking system

USER GUIDE

LR CASES and MATTERS

The Labor Relations Case form/workflow tracks Labor Relations (LR) case information. This
form/workflow is used to document the activities, major events, and history of LR cases (Information
Requests, Negotiability, Negotiation, Negotiated Grievances, Representation, and Unfair Labor Practices).

The Labor Relations Matter form is used to link or relate many Labor Relations Cases together that share
a common overarching issue.

This form/workflow does not track consultation activities. Use the Employee/Labor Relations Consultation
form/workflow to track work related to consulting activities.
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Bizcoves on your Team Page
You can locate and access ER/LR Consultations and LR Cases from the following bizcoves on your Team
page (LR Team A).

To initiate an LR Case, select the Labor Relations Case process from the ‘WiTS Action Initiation’ bizcove.

WITS Action Initiation z8
4 Name Description
[} Employee/Labor Relations Consultation Use this workflow to initiate and track ER or LR consultations.
o - HR Systems Support Workflow Process for initiating support requests for HR systems such as HHS Careers, WITS, Capital HR, etc. Initiate a separate request per system.
] - Labor Relations Case Use this workflow to initiate and track LR cases.
= - Request for HR Systems Access (and User Profile Process for WITS Super Users, Branch Chiefs, Deputy Division Directors and Division Directors to request new access, or modifiy and delete existing access to HRSS-supported systems
Changes/Deletions) (Capital HR, eOPF, WITS, HHS Careers, HR CARDS).
1
start

My Active LR Worklist
This bizcove displays your active actions.

My Active LR Workiist P
Case/Consult # - Da'n:nnec'd in Action Type “w:h&:d Hdar:ﬁ Case Type of Case Labor Org Ic LR Specialist me First Lnﬁ‘l::‘: Last LR Case Comments
31142 gf:?ig P '&Eﬂmm 14 Emplayee 8888 - Nat Flgble ouﬁa- wh‘;:a' NICHOLAS CAGE
A g’;ﬁ;gf;g WG : Negotaton ;;g?. - PSEL Local $R “md‘g;m mﬁﬁmﬁ:« Nick Cage, related to overtime and
31140 g?g-?;; oy RCm 15 gxg;id géﬁ'ﬂgr Fifre gﬁq 32{'32“ NICHOUAS CAGE Negotiated Grievance for Nk Cage
Fitered search resul.  Clear Search Fiter
Active LR Actions (Team A)
This bizcove displays your team’s active actions.
71 Active LR Actions (Team A) 2o
CasefConsult # - Dal:RKedd in Action Type ll::ju:te.reﬂ Rdat:d Case Type of Case Labor Org 1© LR Spedalst me First me Last LR Carse: Comments
31142 gﬁ;" i; i Icinsunawn 14 Employee 8335 - Not Eigble ESR' Hmt;;'a':"' NICHOLAS CAGE
L T i | O, S I s W O 4
31140 2? zj" ;2 oy LRCEE 15 L‘L‘::"::J E::ﬂ:ﬁ e g:n H:\‘r"::"' NICHOLAS CAGE hegotiated Grevance for Nick Cage
! ssgning and g aCtons & y when an
e R d-tormgoe Tex  [UOE woous o el TIh berh ot BN o Kaaa
wil not be or .| and forwardi
Fitered search result.  Clogr Search Fiter
Quick Search: cage * | VewaconDetwi. | [ MontorSoected Process.. | [ ExportLstto Excel..
My Closed LR Worklist
This bizcove displays your closed actions.
My Closed LR Worklist 2
4 Case/Consult # Date Rec'din LR ?;Ipi:n :‘I:tl.:::d Ilelatid Case Type of Case | Labor Org Ic LR Spedialist Em[:‘k;v"t:: First Eme'lgy"e: Last LR Case Comments
= 31143 g?‘i:g; oM LR Case 32 ggﬂ%:bor Ssgg - AFGE 33!2- 32’;2;?3’ Unfair Labor Practice with office decorations
1
Quick Search: T Open Selected Action... I I Monitor Selected Process... I I Forward to Another User... } I Export List to Excel..
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Closed LR Actions (Team A)

This bizcove displays your team’s closed actions.

[T] Closed LR Actions (Team A)

4 CasefConsult # Date Rec'din LR  Action Related Related Case

Type Matter P Type of Case | Labor Org IC

09/19/13 8888 - Not QD -

29184 13.54:52 PM LRICSCR2 Negotiation Eigble OHR

09/23/13 Unfair Labor 8888-Not  OD-

29205 45:54:13 AM - e Practice Eligible OHR

07/29/14 Unfair Labor 2220 - AFGE QD -

31143 41:48:36 PM LRCase 32 Practice 2923 OHR

1
Quick Search: View Action Detal... ‘ ‘

Additionally, there is a WITS Reports bizcove (located at the top of your workarea page), which is where
you will access your reports and a bizcove (located at the bottom of your workarea page) displaying your
HR System Support tickets that you have entered.

WiTS Reports

Name
Access WITS Reports

?3‘ My Active HR Systems Support Transactions

Ticket # Process Name

91796 Request for HR Systems Support

Quick Search:

Quick Search Feature

09/03/13 01:23:00 PM

4 Date Initiated

g 11 2

@S
LR =t = Last LR Case Comments
Name Name
Lubel,
Samantha SAMANTHA LUBEL
Lubel,
e T SAMANTHA LUBEL
DAndrea,
Michael Unfair Labor Practice with office decorations
Monitor Selected Process... ‘ | Export List to Excel...
2]
L.? Rz

Description

Date to HRSS

09/03/13 01:24:43 PM

31

4

User

Brenda Morissette

Page where you can select a report,define your parameters and generate your report. Also includes links to Quick Reference Guides about each report.

2e

HRC Org Priority System

WRD - BPLB Moderate WIiTS

| Monitor Selected Process...

Export List to Excel...

The quick search feature can be used to locate any action in your bizcove or worklist. It searches all of the
data elements (Case/Consult#, Labor Org, Type of Case, Employee Last Name, etc.) within the bizcove.

For example, if you are looking for all active actions with the Type of Case ‘Negotiation’, you can simply
type the text in the Quick Search text box and click the filter icon. Your worklist will then be filtered by
anything that contains ‘Negotiation.” This works for every column in the worklist.

My Active LR Workfist

LR

DAndrea,
Michagl

Dandrea,
Michagl

DAndrea,
Michaud

Case/Consult # - DﬁtleRReL'dh ?{wtj:n ::l;gd Rdal:d Case Type of Case Labor Org Ic
o Sy e 7 o
28773 ﬁﬁ?g oM LR Case Negotiation flz.,?;g NETTLocal NLM
20660 ‘f;'g?’é? iy LR Case Negotiaticn gan
Fitered search result,  Clear Search Fiter
Quick Search: ' op'ah Selected ACton... Monitor Selected Process...

User Guide - LR Cases and Matters

MICHAEL D ANDREA

Forward to Anather User...

&
LR Case: Comments
Neqotiated Grevance for Nick Cage, related o overtime and
government time usage.
Export Lt to Excel...
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Transaction Information Tab

Action Status/Description™:

Active - With Specialist

Negotiated Grievance for Nick Cage, related to overtime and
government cime usage.

07/29/14 ? met with Union Representative

07/30/2014 ? negotiated terms of the settlement

07/31/2014 ? discussed articles 3, 5, and 8 with the union

Transaction Request/Filer Outcome
Information Information Information
* Required Fields
WITS #: 31141 Date Entered: 07/29/2014 01:37 PM
Action Type: LR Case Date Recv d.\p HR=: 07292014 =
(mm/ddfyyyy)
Contact First Name™: Michael :;nt?c/t Last Name™: D andrea
Contact Email Address*: dandream@mail.nih.go’
i‘i“j_“?',g,rf:ai‘/e_c‘jde‘: HNAM425 Institute/Center™: 0D-0HR
QOrganization Initials*: TMWSB
LR Branch Chief*: Kerr, Ken - LR Team*; TeamA ~
LR Specialist*: DAndrea, Michael A LR Team Leader*: Coelho, Deborah ¥
Action Status Code™: Green Comments (Limit 5000 characters) (7}

e WIiTS#: Automatically assigned when the action is created and is not editable.

e Date Entered: Automatically assigned when the action is created and is not editable.

e Date Rec’d in HR: Enter the date that the LR Case started. The default date is the ‘Date Entered.’

e Contact First Name, Last Name, & Email address: This is the primary contact or audience in the IC
or Program area for the LR Case. Specialists must use the NED Lookup feature to locate the
contact information for the IC Contact (e.g., supervisor, administrative officer, or proposing
official). By using the NED Lookup feature to select the desired IC Contact, the case will be

accurately reflected on reports and queries.

e Administrative Code, Institute/Center, & Organization Initials: These fields will autopopulate
with the IC Contact’s information when the NED Lookup feature is used. You can edit the
‘Administrative Code’ or enter it manually if needed. You can also use the Admin Code Lookup
feature if you are unsure of the administrative code. Once the ‘Administrative Code’ is entered,
the ‘Institute/Center’ and ‘Organization Initials’ will autopopulate.

e LR Branch Chief, LR Team Leader, LR Specialist, & LR Team: The LR Specialist is defaulted to the
individual who initiates the action. The LR Specialist’s Team, Team Leader, and Branch Chief are
then populated. This information can be changed if needed..

User Guide - LR Cases and Matters

HRSAID/WITS

07/30/2014




e Comments: The first 25 characters of the comments field are displayed on the LR Consultation
Case Lookup. Use the first 25 characters to describe the case in a way that will help you identify it
when linking this case to a LR Consultation action. Use the rest of the comments field to note any
information about the case that needs to be recorded that is not addressed elsewhere on the case
form. The first 250 characters appears on your bizcoves.

e Action Status/Description: Select the appropriate status. The ‘Action Status Code’ will
autopopulate based on the ‘Action Status/Description’ you select. The ‘Action Status/Description’
field is used to help others identify the status of a particular action quickly.

Action Status/Description Legend

Action Status/Description

Action Status

Action Status Meaning

Code (Color)

Active—With Specialist Green Action is active and is with the LR Specialist (Default status)
Active—Under Review Green Action is active and is with the LR Team Leader
(Team Leader) (Automatically changes when action is sent to the Team Leader)
Active—Under Review Green Action is active and is with the LR Branch Chief
(Branch Chief) (Automatically changes when action is sent to the Branch Chief)

, , Action is active and is with the IC for action
Active—With IC Vellow (Must be changed manually)

Action is Closed
Closed Red (Automatically changes when action is sent to the Closed page)
. Action is Archived

Archived Blue (Automatically changes when action is sent to the Archives page)

, , Action is active and is pending action/decision from an entity outside
Active— Third Party (Non-Appeal

ctive ird Party (Non-Appeal) Tan of the NIH (Must be changed manually)

Pending—Under Appeal Tan Action is pending and is under appeal (Must be changed manually)

User Guide - LR Cases and Matters
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Request/Filer Information Tab

e Type of Case: Select the type of LR Case (Information Request, Negotiability, Negotiation,
Negotiated Grievance, Representation, or Unfair Labor Practice). Note: You can change the Type

of Case afterwards, but all information on the Case Information tab will be cleared.

e Matter: The Matter field is used to link or relate many Labor Relations Cases together that share a
common issue. If your case is related to an overarching issue, select the Matter. If not, leave this
field blank. Only active Matters will appear in the Matter drop down menu. See the
Understanding the Matter section of this guide for more information about the Matter.

e (ase Category: Use this field to indicate the category of the LR Case.

0 Select Employee if the LR Case is related to or for one specific employee. For multiple employees,

please enter separate cases.

0 Select Labor Org if the LR Case is related to or for one specific Union. For multiple Unions, please

enter separate cases.

e Labor Organization: |f the Case Category is ‘Labor Org’ then indicate the Union that is associated

with the case.

e First Name, MI, Last Name, Employee ID, and Labor Organization: If the Case Category is
‘Employee’ then indicate the employee associated with the LR Case. This information is

autopopulated from the Cap HR Lookup feature.

Case Category: Employee

Transaction Request/Filer Case Qutcome
Information Information Information Information
* Required Fields
Type of Case*: Information Request  ~
Matter: @ 32 HR IT Modernization (NFC) 2013 -
Case Category*: e Labor Org =
Labor Organization™: 2226 - NFFE Local 1776~

Employee First Name*: MICHAEL

Employee ID (Cap HR)*:

(No Dashes) Lilll

Labor Organization®: 2174 - AFGE Local 2419 v

oyee Last Name*:

Employee Admin Code™®:

D ANDREA

HNAM425

Note: Use the Cap HR Lookup feature when the Case Category is ‘Employee’. It is the only way to
generate the ‘Employee ID.” WITS uses the ‘Employee ID’ to relate other LR Cases and
Consultations to a specific employee and union. Not using the Cap HR Lookup feature will cause a

misrepresentation or incomplete history on reports.

User Guide - LR Cases and Matters
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Using the Cap HR Lookup Feature

1. Click on the Cap HR Lookup link under the ‘Employee Last Name’ field.

Employee Last Name®: I

'Cap HR Lookup *

2. Typein part or all of the employee’s last name and then click the ‘Search’ button. To further
narrow the list of names returned, you can also search by the employee’s first name.
3. Locate the correct employee in the ‘Select User’ field and then click the ‘Select’ button.
a. The employee’s title and administrative code will be displayed to assist you with your
selection.

& Cap HR Profile Selector - Windows Internet Explorer l = LX)

Cap HR Profile Search and Selection

Please enter the employee's last name or the first part of the employee's last name (Please enter at least two
characters). You may also enter the all or the first part of the employee's first name:

Last Name: D Andrea

First Name: M

Select Employee: p ANDREAMICHAEL P - HUMAN RES SPEC(INFO SYS/CLASS) - HNAM425

The employee data is pulled directly from Cap HR. Please ensure the correct employee has been selected.

close this popup window

Important Information about the data from Capital HR

e The WITS Team downloads processed job, position, employee, within grade, and
probationary data from Capital HR on a bi-weekly basis at the beginning of each pay
period.

e The WITS Team downloads the data as-is from Capital HR. Questions regarding the
authenticity or integrity of the data should be directed toward the appropriate division in
the Office of Human Resources.

HRSAID/WIiTS
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Case Information tab:

The form fields on the Case Information tab are dynamic based on the Type of Case you select. The
information tracked on the Case Information tab is specific to each type of case.

Information Request:

Case
Information

* Required Fields

Information Request
Information Request Description (2]
The unicn wishes to receive aystem specification
T —
etc.

Full Response Provided
Date™ coeap " Insufficient Pariculanzed Need (P

Limited Response
Request Withdrawn

Agency Respanse ¥ 03/15/2013

Union clarified their
responss by stating that
they only wished to
receive the user guids.

Union Response  + 09242013 Response Depostion'

E] Add Response

- Contacted USDA's NFC program office
to obtain the user guide to PayCheck 8. Senc

QBRI 0 Full Respanse Pravided ¥ the user guide to the Union on 9/25/2013.

e Date Initial Request Received: Enter the date that the agency first received the information
request.

e Information Request Description: Use this field to describe the Information Request from the
Union.

Response Blocks
The response blocks and the associated fields are used to track the “back and forth” between the

union and the agency on the Information Request. Depending upon the Response Type, the
Response Disposition will differ.

HRSAID/WIiTS
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You can add up to ten (10) response blocks. To add another block, click on the ‘Add Response’
link.

Full Response Provided
Information Unavailable

% Insufficient Particularized Need (PN
el | imited Response

Request Withdrawn
Requested Clarification (non-PN)

Response Type*: Agency Response = bater: 09/16/2013

EAdd RESPONSE e

e Response Type: Select ‘Agency Response’ if you are tracking the agency’s response. Select ‘Union
Response’ if you are tracking the union’s response.

e Date: Indicate the date of the response, by either party.
e Response Disposition:

0 For agency responses, select one or many options from the list.

0 For union responses, provide a brief narrative of the union’s response. For example, if you or the
agency requests clarification on a request, indicate how the union responded to that request.

e Final Response Disposition: Use this field to indicate the final, or ultimate, disposition of the
Information Request.

e Response Description: Use this field to describe the back and forth with the union and any
pertinent information regarding the response.

*Once you are complete with the Case Information tab, proceed to the Outcome Information tab
to close the case.
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Negotiability:

Transaction Request/Filer Case Outcome
Information Information Information Information
* Required Fields

Type of Case™: Negotiability
petitioner™: 0900 - PSEU Local 572 - Date Notice Provided to Union of Non-Negotiability™: 09/24/2013

N Refuzal-rate element for the 2009 and a Negol_:lljib-\ht Comments:
Issue™ . 2010 performance periods. —
Limit 100 characters) 09/29- Tbe Arbitrator concluded that the refusal-rate element

Reason for Non-Negotiability™:

violates § 4302 (b) (1) and Article 43. Id. at 12. The
Arbitrator found that § 4302(b) (1) and Article 43 require the
Agency to establish performance elements and standards,

that, “to the maximum extent feasible,” permit “the accurate

Coveredbyconhacl appraisal of performance based on cobjective criteria,
Excessive interference of management ight

Permissive subject
Prohibited subject i

Provided for bi Federal statute

Other Reason for Non-Negatiability: W DatengtLtlon Filed: 1011512013
Hearin%vat/art Date: 10/21/2013 = Hea[\pgﬁE@d Date: 10/25/2013
M:iim.tifon Statement Submitted: 10/28/2013 R
Deci D\Efta 117122013 Decision: Mixed Decision ¥
Appealed to Authority™: Yeg ¥
Appeal Decision: Grant ¥ Appeal Decision Date: 11/28/2013
e Petitioner: Select the Petitioner (“Union”) that the Negotiability case is related to.

Date Notice Provided to Union of non-Negotiability: Indicate the date that the agency provided
the notice to the union of non-Negotiability.

Issue: Provide a brief description (one sentence) describing the issue related to the Negotiability
case.

Reason for non-Negotiability: Select one or many reasons for non-Negotiability. Select ‘Other’ if
the reason is not listed.

Other Reason for non-Negotiability: If you selected ‘Other’ in the Reason for non-Negotiability
field, please write-in the other reason here.

Negotiability Comments: Use this field to record major events, key dates, or anything significant
related to the case.

Date Petition Filed: Indicate the date that the union’s petition for review was filed.
Hearing Start and End Date: |f applicable, enter the start and end dates of the hearing.

Date Position Statement Submitted: Indicate the date that the agency filed the position
statement in response to the union’s petition for review.

11
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e Decision Date: Indicate the Authority’s decision date.

e Decision: Indicate the Authority’s decision.

e Appealed to Authority: Indicate if the decision was appealed to the Authority.

e Appeal Decision: If the decision was appealed, indicate if it was denied or granted.

o Appeal Decision Date: If the decision was appealed, indicate the date of the appeal decision.

*Once you are complete with the Case Information tab, proceed to the Outcome Information tab
to close the case.
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Negotiated Grievance:

Transaction Request/Filer Case Qutcome

Information Information Information Information
* Regquired Fields
Type of Case™®: Negotiated Grievance

Negotiated Grievance Type™: Performance v Negotiated Grievance Description: (7}

Limit 500 charscters)

Employee is disputing the 2013 PMAP rating. Stated that
poor peformance was due to excessive gvertime and lack of

Cited Agreement Article(s) training.
Hald CRTL key and click all options that apply)

Related to MOU?* Yes Related MOU (7] PMAP Procedures dtd.4.1.2003

e Negotiated Grievance Type: Indicate if the grievance is related to disciplinary or performance
issues. If the grievance is related to neither, select non-disciplinary.

e Negotiated Grievance Description: Use this field to describe the Negotiated Grievance filed.

e (Cited Agreement Articles: |f applicable, select any cited or related CBA agreement articles that
are associated/impacted by the case.

e Related to MOU?: Indicate if the case is related to an established Memorandum of Understanding
(MOU).

e Related MOU: If applicable, use this field to enter the title or name of the MOU related to the
case.

Note: If your case requires the tracking of grievance procedure steps, click ‘Add Step’ and
complete the necessary steps for your case. If your case goes immediately to Arbitration, do not
add a step and select, “Yes” in the ‘Arbitration Invoked’ field.

EMQQ—

Arbitration Invoked?* v
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Step*: 3 ¥

Step Filing Date*:
(MM/DD/YYYY)

Step Resolution*:

Step Resolution Date*:
(MM/DD/YYYY)

Delete?

Step Official's First Name*:

\Samantha

09/24/2013

Settlement ~

09/27/2013

?tip .‘_O_rr\c_\a\ s Last Name*: Lubel

Step Description: e

09/25 - The Step Official proposed a settlement agreement
to resolve the issue. |

After clicking, “Add Step” a new step block will open and the following fields are required for each step

that is added.

e Step: Indicate the appropriate Step (1-5).

e Step Official First and Last Name: Indicate the appropriate Step Official (individual delegated to
make a decision). Use the NED Lookup feature to locate their information. If the individual is not
in NED, then you can write-in their name.

e Step Filing Date: Indicate the date the case was sent or filed at the step.

e Step Resolution:

Indicate the resolution or outcome at the step.

e Step Resolution Date: Indicate the date the resolution or outcome was made at the step.

e Step Description: Use this field to describe the proceedings, meetings, and decision at the specific

Step.

Important Notes About the Grievance Steps:

e Unless Arbitration is invoked, at least one step is required.

e Steps are numbered 1-5, but do not have to go in numeric order. Steps can go in any order
that is appropriate for the case.

e Steps cannot be repeated. If the case is returned back to a step (for whatever reason)
enter the information for the latest activity.

User Guide - LR Cases and Matters
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Arbitration Invoked?* Yes = Date Arbitration Invoked*: 10212013
Arbitrator's Name*: Eric Dummann
Arbitration Resolution*: Sustained - Arj'gr_?t,'f‘,”, Decision Date™: 11/28/2013

Outcome Description 9

Arbitratio
The Arbitrator found that the grievant engaged in the misconduct with which he was charged “on or about” ARugust 31st.[3]
And the Arbitrator concluded that, under Article 23, Section 1 of the parties’ agreement, which is set forth in the
appendix to this decision, the Agency had just cause to suspend the grievant for three days.

Exception to Arbitration?* Yes ~ QiFﬁffESP“f'” Flled to FLRA™: 12/04/2013
FLRA Decision*: Remanded for resubmission to arbitrator v © ,:fo,‘f":‘“ Dater: 12/20/2013

e Arbitration Invoked?: Indicate if arbitration was invoked. If “Yes” then specific Arbitration fields
will appear. If “No” then you can proceed to the Outcome Information tab and close the case.

e Date Arbitration Invoked: Indicate the date that Arbitration was invoked.

e Arbitrator’s Name: Write in the Arbitrator’s first and last name.

e Arbitration Resolution: Indicate the resolution or outcome of the arbitration.

e Arbitration Decision Date: Indicate the date the arbitration resolution or outcome was decided.
0 To help Specialists remember that an exception to arbitration must be filed with the

Authority within 30 days, an email reminder is triggered 20 days after the Arbitration
Decision Date. Please see the Reminder Emails section of this guide for more information.

e Arbitration Outcome Description: Use this field to describe the Arbitration proceedings,
meetings, and decision.

e Exception to Arbitration?: Indicate if there was an exception to arbitration. If “Yes” then specific

FLRA/Exception fields will appear. If “No” then you can proceed to the Outcome Information tab
and close the case.

e Date Exception Filed to FLRA: Indicate the date an exception was filed to FLRA.
e FLRA Decision: Indicate the FLRA’s decision to the exception
e FLRA Decision Date: Indicate the date FLRA’s decision was made to the exception.

*Once you are complete with the Case Information tab, proceed to the Outcome Information tab to close
the case.
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Negotiation:

Transaction Request/Filer Case Outcome
Information Information Information Information
+ Required Fields
Type of Case®: Negotiation
Negotiation Type*: Wid-Term Negotiations e
Notice to Union: Yes T DEté;:r Notice: 08279012
Did Union Inwvoke Bargaining? Yes ¥

my »

.
Negatiated Agreemei 3 Negotiated Iter Awards
Halz CATL kzy and cic HzlZ CATL kzy and at apply, Contracting Out
E | Disciihne/Adverse Actions
EMCS Request: ves w Other Miscellaneaus Items Negatiated: @
Date of FMCS Request: 09167014 Use of government issued mobile devices
Date of Impasse Certification: 100172014
FSIP: Yes ¥
Date Sent te FelE: 1a/11/2014
FSIP Qutcome: Mediation-arbitration - I-Ie_g_t:__t_u_at_i_c.\_‘.j._e-s_c\ut\cl‘ Description: e
Negotiation End Date: @ 3, Contracted amended to include new policy on government issued <
. 1172872014 mobile devices
Negotiation Resolution*™: Impasse v
Contract/MOU Amendment Effective Date: 22018
natory Party: Signatory Party:
enatery Party: Kenneth K Slanatory Party: Crvisting Major

Negotiation Type: Select the negotiation type for the case.

Notice to Union: Indicate if a notice to the union was provided or not.

Date of Notice: If a notice was provided to the union, indicate the date.

Did Union Invoke Bargaining?: Indicate if the union invoked bargaining or not.

Negotiated Agreement Articles: If applicable, select any contract/CBA agreement articles that
are being negotiated.

Negotiated Item(s): Select the appropriate item(s) from the list that are being negotiated.
Other Miscellaneous Items Negotiated: If the items being negotiated are not related to any
agreement articles or in the Negotiated Items list, describe the other items that are being

negotiated.

FMCS Request: Indicate if a request was made to the Federal Mediation and Conciliation Service
(FMCS).

Date of FMICS Request: If an FMCS request was made, indicate the date of the request.

Date of Impasse Certificate: If applicable, indicate the date FMCS certifies that the matter is at
impasse.

FSIP: Indicate if a request was made to the Federal Services Impasse Panel (FSIP).
Date Sent to FSIP: Indicate the date that the Agency made its submission to FSIP.
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e FSIP Outcome: Indicate the outcome of the request to FSIP.

e Negotiation Resolution Description: Use this field to describe any pertinent details of the
negotiation resolution and if applicable, the date that FMCS certifies the matter is at impasse.
Additionally, use this field to indicate any changes to the Agreement, policy or any other
substantial change.

e Negotiation End Date: Indicate the date that negotiations ended.

e Negotiation Resolution: Select the appropriate resolution or outcome for the negotiation
proceedings.

e Contract/MOU Amendment Effective Date: If applicable, enter the date that the contract/MOU
was established or amended.

e Union Signatory Party: If applicable, indicate the approving official of the contract/MOU for the
Union. Use the NED Lookup feature to locate their information. If the individual is not in NED,
then you can write-in their name.

e Agency Signatory Party: If applicable, indicate the approving official of the contract/MOU for the
Agency. Use the NED Lookup feature to locate their information. If the individual is not in NED,
then you can write-in their name.

*Once you are complete with the Case Information tab, proceed to the Outcome Information tab to close
the case.
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Representation:

i Case
Information

=

|Representation

DA-RP-11-0022

Claifcation/AmendmentofUnt ] R Dt it 1071472013

2171-FOP (Palice) G

enter & descripticn of who is included in the
0300- PSEU Local 572 unic
2171-FOP (Police)

2174 - AFGE Local 2419

2220- AFGE 2923
2226- NFFE Local 1776

05/16/2007

enter & description of who i3 excluded from cthe
unit.

Have Employees been Contested Before No * FLRA Representative thhardStephens

{b)(1) Management Official
(b)2)Confidential Employee

b)(3)Personnel Work Haaring Start Date 10T
| ib)g)Administer LR Statse o ‘

| b){5)Professional Employee

i (b)(7)intemal Audiyinvestigation Function

101572013 fearing End Date 11752013
1172512013 Decisio Mxed Decision

Yes ¥

Grant * Appeal Deaision Date 121672013

e Representation Case #: Enter the case number associated with the case.
e Case Subtype: Select the appropriate case subtype for the case.
e Date Petition Filed: Indicate the date that the union’s petition for review was filed.

e Petitioner: Select the Petitioner for the case. If the Petitioner is outside of NIH, please contact
the WITS Team to have the union added to the list.

e Other Labor Organizations Affected by Petition: If applicable, select the other unions at NIH that
are affected by this petition.

e Description of the Unit (Included): Enter a description of who is included in the unit or covered
by the contract.

e Description of the Unit (Excluded): Enter a description of who is excluded from the unit or not
covered by the contract.

e Recognition Date of the Unit: Enter the date that the union/unit was recognized or established.
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e  Number of Employees in Current Unit: Enter the number of employees who are in the current
unit/union.

e Number of Employees in Question: Enter the number of employees who are in question because
of the petition.

e Have Employees been Contested Before: Indicate if the employees in the unit have been
contested before.

e Initial Resolution (if relevant): If an initial resolution was met prior to submission to the
Authority, indicate the resolution.

e Employee Categories: Select the appropriate employee categories affected by the case.
e FLRA Representative: Write in the FLRA’s Representative’s first and last name.

e Brief Submission Date: If applicable, enter the date that the brief was submitted.

e Hearing Start and End Date: |f applicable, enter the start and end dates of the hearing.

e Decision Date: Indicate the Authority’s decision date. If an Initial Resolution was met, indicate
that date here.

e Decision: Indicate the Authority’s decision. If an Initial Resolution was met, select ‘Initial
Resolution.”

e Appealed to Authority: Indicate if the decision was appealed to the Authority.
e Appeal Decision: If the decision was appealed, indicate if it was denied or granted.
o Appeal Decision Date: If the decision was appealed, indicate the date of the appeal decision.

*Once you are complete with the Case Information tab, proceed to the Outcome Information tab
to close the case.
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Unfair Labor Practice:

R le Case
I Information
* Required Fields
[Unfa;r Labor Practice
08/08/2013 ULP Case Number*: CH-CA-10-0540
NIH - ULP Description
-‘ The complaint alleges that the Respondent violated § 7116€(a) (1), (2), and (4) of
1 B the Federal Service Labor-Management Relations Statute (the Statute) by issuing
2 letters of reprimand to a Union official in retaliation for her protected activity.
3
4
5 R
B Yes ~

Adverse Action MOU

Timmy Banks

Complaint Issued -

Yes = 08/08/2013 - meeting with Union about ULP

09/01/2013 - met with FLRA rep

0 e 0%/02/2013 - discovery process taking place
10072013 0%/03/2013 - preparing documentation for hearing
10005/2013
Mixed Decision -
10/11/2013
Yes
Mixed Decision -
11/119/2013

e Date ULP Filed: Enter the date that the ULP was filed.
e ULP Case Number: Enter the case number associated with the case.

e ULP Description: Use this field to describe the activity or what the agency or union did. This
information is similar to that in the FLRA Form 22.

e Charged Party: Indicate the charged party (NIH or the Union).

e Related Agreement Articles: If applicable, select the contract/CBA agreement articles that are
related to the ULP.

e Related to MOU?: Indicate if the case is related to an established Memorandum of Understanding
(MOu).

e Related MOU: If applicable, use this field to enter the title or name of the MOU related to the
case.

e FLRA Representative: Write in the FLRA's Representative’s first and last name.

e Initial Case Disposition: Select the appropriate initial case disposition.
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e Answer Filed (Applies when the ‘Initial Case Disposition’ field is “Compliant Issued”): Indicate if an
answer was filed.

e ALJ Hearing Start and End Date (Applies when the ‘Initial Case Disposition’ field is “Compliant
Issued”): Enter the start and end date for the ALJ hearing.

e ALJ Decision (Applies when the ‘Initial Case Disposition’ field is “Compliant Issued”): Select the
ALJ’s decision.

e ALJ Decision Date (Applies when the ‘Initial Case Disposition’ field is “Compliant Issued”): Enter the
date of the ALJ’s decision.

e Case Disposition: Use this field to describe major activities, events, and any pertinent information
related to the case.

e Exceptions Filed with the Authority: Indicate if an exception was filed with the Authority.
e Appeal Decision: If an exception was filed with the Authority, indicate the appeal decision.

e Appeal Decision Date: If an exception was filed with the Authority, indicate the appeal decision
date.

*Once you are complete with the Case Information tab, proceed to the Outcome Information tab
to close the case.
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Understanding the Matter

The Matter is used to link or relate many Labor Relations Cases together that share a common
overarching issue. For example, if management implements a major change in working conditions, there
may be several Information Requests, Negotiations, and other cases. The Matter links these cases
together so LR staff can see the relationship and workload for the overarching issue.

An LR Case is directly related to a Matter, while an LR Consultation can be indirectly (through a case) or
directly related.

Labor Relations Workflow — Relationship Mapping: Matters, Cases, Consultations

Matter is
similar to
adding a client
for billing

Matter# 1234

‘ Description: Banning Smoking on NIEHS Campus
Cases can be
_~ linked to a
: matter

LR Case#! 7894 LR Caseft 4567 3 s e LR Casett 1247 I3 (s T

Information Request Unfair Labor Practice

H

Negotiation (Change in
Working Condition)

Negotiated

Negotiated Grievance Grievance

| | | |
LR Consult# LR Consult# LR Consult# LR Consult# LR Consult#
1274 9654 7485 1274 4741

LR Consult# LR Consult#

1244 7411 LR Consult# 7479

_— Consults can
Consults can | be related to
be directly Cases
related to
Matters

Labor Relation Cases: 5

Labor Relation Consultations: 8

Labor Relations Matter Relationship
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Creating a Matter

To create a new Matter, access the ‘LR Matter’ workarea page. Then select the Labor Relations Matter
process from the ‘WIiTS Action Initiation’ bizcove.

/ >

r
! -
j/ | g DAndrea 7 09/26/13 4 Management R Preferences... L.J Help... l{—] Log Out

Process Definition Process Instances Process Archives Global Variable LR Matter -

WITS Action Initiation D} @

| 4 Name Description
O Labor Relations Matter Use this workflow to initiate and track a LR Matter.

1

Routing Submit ¥ Ea Complete H Save @ Comment LS] Print x Exit without saving

I/ - —

" Labor Relation Matter g
L m) National Institutes of Health
e\ P et £k g vy o e of Managerment
Matter
Information
* Required Fields
Matter #: Date Matter Created: 09/26/2013 02:29 PM
Action Type: Matter Matter Status: o

Matter Short Description: HR IT Modernization (NFC) 2013 9

Matter Long Description:

HHS is migrating to a new payroll, time keeping and personnel tracking system. We expect several +
(Limit 500 characters)

LR Cases to emerge from this change in working condition.

Last Saved By: |

Last Saved Date:

e Matter Short Description: Enter a brief depiction of the overarching Labor Relations issue. The
description entered will be seen on all Labor Relations Cases and Consultations. This will be used
to link or relate many Labor Relations Cases together that share a common issue.

e Matter Long Description: Enter a narrative description of the Matter.

After entering these two fields, click on the ‘Save’ button or click ‘Complete’ ensuring that submit is in the
routing menu. The Matter will then be created and you will receive a confirmation message.

Routing Submit ~ Ea Complete H Save @ Comment Lt_j] Print x Exit without saving

@ ‘\'\ Labor Relation Matter
N
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Updating a Matter

To update an active Matter, access the action from the ‘Active LR Matter Worklist” or from the ‘Closed LR
Matter Worklist.’

My Active LR Malter Worklist

2&
Matter # w Date Matter Created Matter Short Description Last Saved By Last Saved Date
=l ) ; 08/13/13 11:20:30 AM HR IT Modemization (NFC) 2013 DAndrea, Michael 08/13/13 11:20:00 AM
28 08/08/13 07:35:45 AM NFC Change in Admin Code DAndrea, Michael OR/08/13 07:36:00 AM
18 08/05/13 09:53:36 AM NFC Change in Pay Day DAndrea, Michael 08/08/13 07:33:00 AM

e You can update the ‘Matter Short Description’ or the ‘Matter Long Description.” Ensure you click
on the Save icon to update the Matter. H —

O Note: Updating the ‘Matter Short Description’, will automatically update all related cases
with the new description. The Matter number will remain the same.

Message from webpage X

'o Updating the 'Matter Short Description’ field will automatically
¥ update all related Cases associated with this Matter. Do you wish
to continue?

OK l l Cancel

Matter
Information
* Required Fields
Matter #: 32 Date Matter Created: 08/13/2013 11:20 AM
Action Type: Matter Matter Status: ACTIVE 12
Matter Short Description: HRIT Modernization (NFC) 2013 e
[‘”ﬂtter Long DESC”P“?”: HHS is migrating to a new payroll, time keeping and personnel tracking system. We expect several +
(Limit 500 characters) LR Cases to emerge from this change in working condition
Last Saved By: ‘DAndfea, Michael
Last Saved Date: 08/13/2013 11:20 AM
24
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Closing a Matter

You can close the Matter once all related LR Cases and Consultations have been closed and the Matter is
at rest. To close the Matter, ensure ‘Close Matter’ is selected in the routing menu and click Complete.

Routing Close Matter ~ Eo Complete

Close Matter |
y
/

Cancel Action

e P b o e tecen B et B § e

Closing the Matter will automatically set the Matter Status to ‘CLOSED’ and it will no longer be able to be
linked to cases and consultations.

Activating a Closed Matter

To reactivate a Matter that has resurfaced so it can be linked to LR Cases and Consultations, access the
action from the ‘Closed LR Matter Worklist.” While in the action, ensure ‘Return Matter to Active’ is
selected in the routing menu and click Complete.

E-g My Closed LR Matter Worklist

‘ 4 Matter # ‘ Date Matter Created ‘ Matter Short Description Last Saved By Last Saved Date

(] 5 09/12/13 03:38:18 PM AFGE 2419 CBA Negofiations 2013 D Andrea, Michael 09/13/13 09:58:00 AM

1

Routing Return Matter to Active ~ EO Complete H Save @ Comment LEI] Print x Exit without saving

Wi lJ “J Labor Relation Matter .

Matter
Information

* Required F
Matter #: 21 Date Matter Created: 08/06/2013 10:07 AM
Action Type: Matter Matter Status: CLOSED (7]

Activating a closed Matter will automatically set the Matter Status to ‘ACTIVE’ and it will be able to be
linked to cases and consultations.
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Important Notes about the Matter

e The Matter Status is used to determine what Matters display on Labor Relations Cases and
Consultations. Only active actions display.

e The LR Branch Chief and LR Team Leader will receive an email notification the day after a new
Matter is created. See the Reminder Emails section of this guide for more information.

e You cannot cancel or close a Matter that has active cases related to it. Before doing so you must
update or close all related cases.

Message from webpage ﬁ

-This Matter cannot be cancelled. This Matter is related to Case #
! 4 29152. Please update all related Case(s) before cancelling this
Matter

Message from webpage &]

-This Matter cannot be Closed. This Matter is related to Case #
! 29152, Please update all related Case(s) before Closing this
Matter
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Outcome Information Tab:

Transaction Request/Filer Case Outcome
Information Information Information Information
* Required Fields

Type of Case: Unfair Labor Practice
Date Case Closed*: Z
[y 121282012
Folow-up Date; @ 0472212014 iz
(mm/dd/yyyy)
Follow-up Notification Details: (Date Required to Trigger Email)
(Limit 500 characters)

Follow-up with union on terms of settlement. -

e Date Case Closed: Enter the date that the LR Case was closed. This is the date when the case is

considered at rest or when all activities have ceased.

e Follow-up Date (Optional): Enter a date you wish WiTS to follow-up with the LR Specialist
regarding the case. WiTS will send the LR Specialist an email notification on the date entered. The
email notification will include the contents of the ‘Follow-up Notification Details’ field along with
other case information. This function can be used to help LR Specialists remember to follow-up on

cases that have closed (e.g., Settlement, MOU, etc.).

e Follow-up Notification Details (Optional): Enter a message that will be included in the email
notification to the LR Specialist. A date is required in the ‘Follow-up Date’ field in order for the

email notification to be triggered.

User Guide - LR Cases and Matters
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Closing an LR Case
When you are ready to close the LR Case, follow these four (4) steps:

Review the data on all of the tabs and ensure it is accurate
Complete the ‘Date Case Closed’ field

Select ‘Close Case’ from the routing menu

Click on the complete button or green checkmark

PWNPRE

Routing Close Case hd [=El} Complete [B' Save ¢

Hol.

B L e R o e ]

e Following these steps will automatically set the LR Case ‘Action Status’ to red and the ‘Action
Status/Description’ to Closed. Additionally, this will remove the action from your worklist
and route it to the ‘My Closed LR Worklist’ and your Team’s Closed Worklist. At this point,
the action is considered closed.

Note: Closed actions will archive automatically after 365 days of inactivity (action has not been
saved). Saving an action will re-start the 365 days. See the Archiving Closed Actions section for
information on archiving an action manually.
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Attaching Documents

You can attach documents of any type (Word, Excel, PowerPoint, PDF, etc.) to WITS actions. There is no

limit to the size of attached files in WITS; however, it is recommended that the total size of all files you
attach to an action be under 80MB (most attached documents tend to be less than 1MB).

To attach a document, click on the ‘Attach File’ button on the lower right hand corner of the form:

Attach File

18 Labor Relations Case - LR HRS Creates Case - Windows Intemet Explorer

= |l
| Routing  Close Case * '?a Compiete H Save \;51 Comment. (=) Print x Exit without saving
I/ ; - —
W/ Labor Relations Case { y
LA () e
|
Transaction Request/ File l Case Outcome
Information Infarmat r I
* Required Fields
WiTs #: [pan22013 0320 PM
) Typ 08122013
Temonn ; A Verge
vergelg@man na gov
| HNAMAZS 00 - OHR
TMWSE
LR B Sharmmugam,_ Vigyabaskar = TeamA -
LR Spaciakst™ D Andraa, Michagl - D Andrea, Michael
\ - =
| Attached Flles Mk ]
| There are no attachments,

From the Attach dialog box, click ‘Browse’ to locate the document that you would like to attach to the
action and click ‘Open.’

/& attach File - Windows Internet Explorer E@é
File

Upload ] [ Close ] i
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€ Choose File to Upload

Then click ‘Upload’ in the Attach File dialog box:

- - — s
@Qv‘ ) <« User Guides - QRGs » Guidance for HR audience » Working Actions, Mavigating » CSD Users » - | +3 | ‘ Search C5 ¥l |
Organize « New folder
/¢ Favorites Name Date modifed Type Size =
M Deskiop | User Guide -Appointment (CSD Branch) -Ma...  5/10/2013 11:30 AM  Adobe Acobat Doc... 892K8|
4} Downloads / ] User Guide -Appointment (CSD Branch) -Ma...  5/10/2013 11:28 AM  Microsaft Word Dac... 1,142KB 3
£ Recent Places ) User Guide - Recruitment (CSD DEL) May 20...  5/10/2013 11:19 AM  Adobe Acrobat Doc... 833 KB
. @_j User Guide - Recruitment (CSD DEU) May 20...  5/10/2013 11:18 AM  Microsoft Word Doc... 1,341 KB U
EDF‘;[E”ES o L @User Guide - Classification - May 2013.pdf 5f10/2013 11:16 AM  Adobe Acrobat Doc... 326 KB
J’ Mﬂu:imen 1 @User Guide (Job Aid) - Recruitment (CSD Bra...  5/10/2013 11:15AM  Adobe Acrobat Doc... 1,122KB
& Pictures 8 User Guide (Job Aid) - Recruitment (CSD Bra...  5/10/2013 11:13AM  Microsoft Word Doc... 2,324KB
E Videos @_j User Guide - Classification - May 2013.docx 5f10/2013 11:12AM  Microsoft Word Doc... 395KB
o @ QR - Accessing and Updating Actions That ... 5/8/2013 8:27 AM Adobe Acrobat Doc... 251KB
18 Computer @_] QRG - Accessing and Updating Actions That ... 5/8/2013 8:26 AM Microsoft Word Doc... 222¢B
8 Local Disk (C:) — ) gre - WiTs and the CSD CU.docx 3/13/2013 12:41PM  Microsoft Word Doc... 293KB
a System Reserved (D:) 1 QRE - WITS and the CSD CU.pdf 3/13/2013 11:35AM  Adobe Acrobat Doc... 327k
S verget (Viodhsrv02thomeo: @ User Guide - Career Change, pdf 1/17/2013 4:20 PM Adobe Acrobat Doc... 543 KB
SP,SAID (Npdepps N RO Belly @_] User Guide - Career Change - Jan 2013.docx 1f17/2013 4: 17 FM Microsoft Word Doc... 627 KB
¥ WINAPPS (\\ODAPPS 1) (N: i
5 dert (\lodapps3) (F2) - @QRG - WiTS and the CSD GRU.pdf 6/29/2012 2:43 PM Adobe Acrobat Doc... 495 KB s
File name:  User Guide -Appointment (CSD Branch) - May 2013.pdf - [AII Files (%) ']
_h [ Open |v} [ Cancel ]

E Attach File - Windows Internet Explorer

PFE =)

File L\SAID Projects\WiTS\06 Change Mgmt\Training\Training Materiz

Upload

I

Close

The attached file will appear at the bottom of the form.

Action Status*: I 'l

Internal Comments (Limit 3000 characters)

=

]

User Guide
{Job Aid...

You can repeat this process to attach as many files as you need.
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Altarhed
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o
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-

bt sl \bsar Gusde yr gkt

Your attached documents will remain with the action as it moves through the subsequent activities in the
process and are retrievable even after the action is completed and archived.

To delete an attachment, select the document by clicking on the checkbox next to it.
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Click the ‘Delete’ button on delete the file from the action.

Comments (Limit 5000 characters)

N\

Al hed Files Attach File H Replace File l[ Delete File I
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A pop-up message will appear asking you to confirm that you want to delete the attachment. Click ‘Yes.’
attach X

?)
..(} Do you want to delete?

o

‘fes Mo |

Your document will be deleted from the action.

Note: Please follow your division’s guidance about what documents are appropriate and are not
appropriate to be attached.

Note: WITS actions may not contain Personally Identifiable Information (PIl). You must redact any

document containing PIl such as an employee’s Social Security number or Date of Birth before attaching it
to a WITS action.
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Routing the Action

WITS offers users the ability to route actions to participants contained within the workflow. While the
routing of actions is an optional process for the LR Case workflow, you will use the same ‘routing menu’ to
close or cancel an action.

Note: When you create an action, WiTS initially assumes you are the LR Specialist.

As an LR Specialist
After all of the relevant information is complete, the LR Specialist makes a selection from the routing
menu to move the action through the process:

% UAT - Labor Relations Case - LR HRS Creates Case - Windows Internet Explore

Routing Close Case A E Complete H Save \J/‘f Commen

/ Lab

e “Send to LR Team Leader” — use this response to route the action to the LR Team Leader for
review, if necessary. This will also update the ‘Action Status/Description.’

e “Send to LR Branch Chief” — use this response to route the action to the LR Branch Chief for
review, if necessary. This will also update the ‘Action Status/Description.’

e “Close Case” — use this response to route the action to the ‘My Closed LR Worklist” and your
Team'’s closed action Worklist when a final action was taken. This will also update the ‘Action
Status/Description’ to Closed.

e “Cancel Action” — only use this response to cancel an action entered in error. Cancelled actions
do not appear on any reports or dashboards.

Sendto LR Team Leader
Sendto LR Branch Chief
- Cncelction

fee)
When the appropriate selection has been made, click the checkbox icon =4 next to the menu.

As an LR Team Leader
When/if the LR Team Leader receives an action, he/she reviews the form and then makes a selection from
the routing menu.

e “Send to LR Specialist” — use this response to route the action to the LR Specialist. This will also

update the ‘Action Status/Description.’

e “Send to LR Branch Chief” — use this response to route the action to the LR Branch Chief for

review, if necessary. This will also update the ‘Action Status/Description.’

e “Close Case” — use this response to route the action to the ‘My Closed LR Worklist” and your
Team’s closed action Worklist when a final action was taken. This will also update the ‘Action
Status/Description’ to Closed.

e “Cancel Action” — only use this response to cancel an action entered in error. Cancelled actions

do not appear on any reports or dashboards.

fe)
When the appropriate selection has been made, click the checkbox icon =£4 next to the menu.
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As an LR Branch Chief
When/if the LR Branch Chief receives an action, he/she reviews the form and then makes a selection from
the routing menu.

e “Send to LR Specialist” — use this response to route the action to the LR Specialist. This will also

update the ‘Action Status/Description.’

e “Send to LR Team Leader” — use this response to route the action to the LR Team Leader for

review, if necessary. This will also update the ‘Action Status/Description.’

e “Close Case” — use this response to route the action to the ‘My Closed LR Worklist’ and your
Team'’s closed action Worklist when a final action was taken. This will also update the ‘Action
Status/Description’ to Closed.

e “Cancel Action” — only use this response to cancel an action entered in error. Cancelled actions

do not appear on any reports or dashboards.
(=]

When the appropriate selection has been made, click the checkmark button '=£4 next to the menu.
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Activating and Archiving Closed Actions
Closed LR Cases are located in the ‘My Closed LR Worklist’ and your Team’s Closed worklist. Fields

on a closed action can be updated, but the action cannot be routed unless it is activated.
Additionally, closed LR Cases can be archived manually.

Opening a closed action:

1. Locate the action you wish to open and click on the ‘Case #.

My Closed ER Worklist Filter By: | All Wark BE{E
4 Case Date Action Type| Case Issue Employee Employee . Pay | Series Grade S
\:& Initiated Type FirstName | LastName SRS de e o
05/29/12 ER CS - oD - : 2
O 5599 02:35:14PM  Consultation Medical MICHAEL D ANDREA OHR Gorrasi, Maria
05/23/12 ER TE= : - : ;
[~ 25600 02:41:13 PM  Comsultation  Medical Customized training Jim Thoma Test  Unda, Luis

2. Place a checkmark in the last or bottom row.

3. Click on the ‘Complete’ button. This will open the action. Once the action is open, you can edit
any of the fields on the form.

a. Note: You can click on the ‘View’ button if you wish to only view the information on the
form, but not save or modify it.
Step 3: Click on the

—e ‘Complete’ button.
Activity = Attachment Comment Custom Attribute

[=] view... =) Complete... % Forward... | i Monitor... | [ = A2
i3] Status Activity Completed By Participant |Created Date Repair Work Item ﬂ
= - | | 09/07/12
[~ =] 101 Completed  ERS Creates Action D'Andrea D'Andrea 01:19:57 PM
ER Rep Reviews Closed 09/07/12

W[5 103 Created 205 MecDougal 01:20:30 PM

!

Step 2: Place a checkmark in
the last or bottom row.

Activating a closed action:

i.  Ensure that the appropriate LR Specialist is listed under the ‘Assigned LR Specialist.” The action
will be routed to this individual once activated. The LR Specialist who closed the action is listed
in the ‘Assigned LR Specialist’ field.

a. Note: You must return the action to an LR Specialist who is located in WRD/LR and is a
WITS user.

LR Specialist Assigned®: |DAndrea, Michael

A v f =N / g iali if .
;enr«,,..select \a!ld ER/LR Specialist if DAndrea. Michael -
returning to active status: :
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ii.  Select ‘Return Case to Active’ from the routing menu, and click on the checkmark button.

Routing Retum Case to Active lfzd Complete
Archive Case

Retum Case to Active
Cancel Action

The action will be moved to the worklist of the Assigned LR Specialist or the LR Specialist
selected in the dropdown menu (if different from the Assigned LR Specialist).

Archive a closed action manually:

Select ‘Archive Case’ from the routing menu, and click on the checkmark button.

Routing Archive Case - |E=|G Complete
Archive Case
Retum Case to Active
Cancel Action

You will receive a pop-up message asking you to confirm that you wish to archive the action.
If you wish to archive the action, click ‘OK.’

Message from webpage 5'

\‘\“T) ¥ou are about to archive this ackion. Once an action is archived, it can only be viewed and not edited. Do vou wish to
continuey

e Ok, | Cancel |

The action will be moved to the Archives Page and will no longer be editable. Closed actions
will auto-archive after 365 days of inactivity. Inactivity is defined as not updating or saving
any data on an action.
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Reminder Emails

A few reminder emails are included in the LR Case workflow to assist Specialists throughout the life-cycle
of a case. These emails are driven by specific dates and/or actions taken on the LR Case and LR Matter

forms.

Note on Reminder Emails: Emails are addressed to the Specialist (except the LR Matter Notification). If
the Specialist is no longer employed with WRD/LR or is no longer a WiTS users, the email will be sent to
the Team Leader. If the Team Leader is no longer employed with WRD/LR or is no longer a WiTS user, the
email will be sent to the Branch Chief. Additionally, reminder emails are not sent for cancelled actions.

Follow-up Notification

This email serves as a notification to the Specialist to follow-up on a particular case. The email is sent on
date entered in the ‘Follow-up Date’ field. The email notification will include the contents of the ‘Follow-
up Notification Details’ field along with other case information. This function can be used to help LR

Specialists remember to follow-up on cases that have closed (e.g., Settlement, MOU, etc.).

(Limit 500 characters)

Follow-up Notification Details: (Date Required to Trigger Email)

@ This message was sent with High importance.

From: WITS (Do Not Reply)

Ta: & D'Andrea, Michael (NIH/0D) [E]

ce: # D'Andrea, Michael (NIH/0D) [E]
Subject: Follow-up Reminder for LR Case # 28878

Please be reminded to follow-up on LR Case# 28878
Case Details:

IC: OD- OHR

Case Type: Unfair Labor Practice

Labor Organization: 2226 - NFFE Local 1776
Employee (If applicable): N/A

Date Case Closed: 09/24/13

Comments (Transaction Information Tab): Transaction Tab Comments

Contact the Union to ensure that judge's orders -
are being followed per settlement on 0%/24/2013

Transaction Request/Filer Case Outcome
Information Information Information Information
Type of Case: Unfair Labor Practice
Date Case Closed*: i
(mm/dd/yyyy) 09/24/2013
Follow-up Date: @ 09/27/2013 (722
(mm/dd/yyyy)

Follow-up Notification Details: Contact the Union to ensure that judge's orders are being followed per settlement on 09/24/2013

This is an automated message. Please do not reply to this email.

User Guide - LR Cases and Matters
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20-Day Reminder of Arbitration Decision Date Notification

This email serves as a notification to the Specialist to follow-up on a Negotiated Grievance case 20 days
after the Arbitration Decision Date. This reminds the Specialist of the 30 day time limit on filing an
exception to the FLRA.

Arbitration Invoked?* Yes v Date Arbitration Tnvoked®: 07/01/2013

Arbitrator's Name*: Jake Taylor

Arbitration Resolution*: Settlement - fubiiation Decision Date: 07/26/2013

Arbitration Outcome Description e

.;ht;_dAr‘};j:tra.;or mitigated the Agency?s suspension of the grievant, but denied the Union?s reguest for an award of attorney -
fees. For the reasons that follow, we set aside the

denial of fees and remand the award to the parties for resubmission to
the Arbitrator, absent settlement.

D This message was sent with High snportance

From: WITS (Do Mot Reply) Sent:  Thi 8152013 10:11
Ta: # O'Andres, Michael (NIH/

Ce # D'Andres, Michsel (HIH/0D) (€]

Subject: 20-Day Reminder of Arbitration Decision Date for LR Cases 25854

Please note that an Arbitration Decision was made 20 days ago on 07/26/13 for LR Case# 28884, An Exception to Arbitration must be filed with the Authority within 30 days of the
Arbitration Decision Date.

Case Details:

IC: NLM

Negotiated Grievance Type : Disciplinary

Labor Organization: 0990 - NFFE Local 1776

Employee (If applicable): JAMES SNOWDEN

Negotiated Grievance Description: The Agency suspended the grievant for ten days, and the Union filed a grievance that was submitted to arbitration on the stipulated issue of
whether the ten-day suspension was for just cause, and, if not, what should the remedy be. Award at 3. The Arbitrator found that the grievant had engaged in the misconduct with
which he was charged. Id. at 7-12. Accordingly, the Arbitrator assessed the reasonableness of the penalty.

Arbitration Resolution: Settlement

Arbitration Outcome: The Arbitrator mitigated the Agency?s suspension of the grievant, but denied the Union?s request for an award of attorney fees. For the reasons that follow, we
set aside the denial of fees and remand the award to the parties for resubmission to the Arbitrator, absent settlement.
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LR Matter Creation Notification

This notification is sent to the LR Branch Chief and Team Leader one day after a new Matter is created.
This notification serves as an alert to LR Leadership so that they are aware of a new Matter.

Matter
Information

Matter #: 32 Date Matter Created: 081372013 11:20 AM
Action Type Maller Matter Status: ACTIVE o
Matter Shart Description HR IT Madamization (NFC) 2013 e

Matter Long Description: HR IT Modemization (NFC) 2013 -
(Limit 500 characters)

* Required Fields

Last Saved By: |DAndrea, Michasl

Last Saved Date: 06132013 11:20 AM

© This message was sent with High importance.

Fram: WITS (Do Not Reply) Sent: Tue 87132013 112
To: # D'Andrea, Michaal (NIH/OD) [£]

e

Subgect: Mew LR Matter Created: Matter® 32 - HR [T Modernization (NFC) 2013 was created

Please Note: Matter# 32 - HR IT Modernization (NFC) 2013 was created by Michael DAndrea on August 13, 2013 at 11:20AM. Please take any action necessary.

Matter Long Description: HR IT Modernization (NFC) 2013

Reply to this email if you wish to contact the individual who created the Matter.
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