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VIEWING A GRIEVANCE CASE

1. Once an employee submits a grievance and you are listed as the Supervisor for the
employee in the ELRP, you will receive an email from the ELRP notifying you of a new

grievance filing.

2. To view the current filing or status of the grievance, you will need to access the ELRP
through www.hroneconnect.org.

3. Once you have accessed the ELRP, you will need to select the ‘Supervisor Role.’

4. After accessing the ELRP under the ‘Supervisor Role’, the next screen will be the
dashboard from the Grievance Portal (see illustration below). The dashboard will list
all the grievance cases where you are listed as the supervisor. If you have any
employees who have filed an AIRP, you can select AIRP to view those case filings.
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5. Next, click on the Grievance # hyperlink for the grievance to review grievance case
information.
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http://www.hroneconnect.org/

6. After clicking on the hyperlink, the Grievance Summary page will appear (see
illustration below). The summary page lists all the case management activities of the
case and the person who updated the information.
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7. The task bar (see illustration below) shows the grievance #, department, grievance
status, employee name, current grievance step and more.
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8. To review the grievance details (e.g., grievable issue, requested resolution, etc.), click
on the Grievance Details tab.
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9. The Grievance Details will be visible as view only (see illustration below).
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10. As the grievance proceeds through the grievance process, the supervisor will receive

emails from the ELRP.

11. To view grievance case information, you will need to click on Step |, Step 2, Step Ill or

Attachments.

Summary Grievance Details I Step1 Step 2

Step 3 I

Attachments

HUMAN RESOURCES DEPARTMENT 3




12. For illustration purposes, please see Step | grievance case information below:
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13. To exit the grievance case, click ‘Cancel’ (see illustration below).
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