USDA EEO icomplaints efile User Guide

1.1. Welcome

EEOQO efile is a web-based system that allows pre-complaints to be filed online by registered
users. EEO office personnel receive email notifications of efiled complaints and as “Reviewers”
can accept pre-complaints and submit them into icomplaints where they are assigned an
icomplaints case number.

Complainants, or Filers, can check on the progress of their accepted complaints by viewing case
events through the efile module.

This guide is a generic guide. Some agencies may have more steps or different screens. The
steps in this guide will be sufficient in training those agencies as the fundamental navigating will
be the same.

1.2. Additional Resources

At the top of the Login page is an Alternative Resources link. This link opens a new window
containing additional resource information.

At the top of the Login page is an Alternative Resources link. This link opens a new window
containing additional resource information.
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WELCOME T THE eFife site. A Vst of altermative resources are provided to assist pou in determining i another avenue woeld better address wour fssue

Login

Fivst time users ciick hers (0 register, (Nate: You will need 3 valid smail addrecs in order m[ﬁw.uu an aceount. )
Ampone filfng & cisim through this system needs 8 walid e-meil sddross to moohve fopdbaeck and varification from this systam.

Please make sure to use o Usar [0 and Passwird that you can remember, IF you ferpot your password, Cick hera to have it emailed to you. You will need 1o 50cess o email account to retieve your
passwod.

1.3. New Users

When a new user navigates to the efile address for the first time they will have to create an
account.

1. Click the Click Here link within the Login section to register a new account.
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A warning message page will open giving the user information on the agency’'s computer
policy. After reading the policy click the | have read and agree to the above conditions

button.
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Choose a User ID, and follow the password instructions to create a password. When all fields
are complete click the Next button.

e |f a user name is already in use, or the password does not meet the criteria the user will
receive an error message and not be able to continue to Step 2. Make the corrections
and then click Next.

Register - Step 1 of 4 ks
Identification
Uiser 10; @ Yamnar

password: @

Four wraaters in kength and contain af feast one kwercase istter, one capiial fetfer and af lesst ome nutber amd one special character,

Ra-anter password: @ 20000

[

@ Reouired Field




4. In step 2 the user should enter all personal information.

Register - Step 2 of 4
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5. In step 3 the user should confirm the office they work in. Use the plus symbol next to the
highest office to expand the offices below. Keep expanding until the office is visible. Click the
radio button next to that office and click Next.

Register - Step 3 of 4
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6. In step 4 the user should enter their contact information and then click Finish.
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| Finish

After the account is created, the user will see a confirmation page. An email will be sent to
the users email address with more instructions. Click the Click here to close this window
link to close the internet browser.

Registration Confirmation

Your registration has been comeoleted. A corfimation e-mal from rwhelan@micropact.cem has been sert to you at horatt@ncropact.com. When you receive this e-mail, dick on the link provided te activats
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8. Open the email sent to the user from MicroPact. Use the instructions on the email and click
the link provided. The user will be directed to a Registration Confirmation page.

PLEASE DO NOT REPLY TO THIS MESSAGE, THIS WAS AN AUTOMATICALLY GENERATED EMAIL.

Thank you for using the Office of Civil Rights electronic filing (eFile) module. Your email has been received.
This email is to confirm your registration. Click the following link to activate your account.
ttp:/flocalh file/register/confirm.do?id= nf= 431

signed,
OCRL

9. Follow the instruction on the Registration Confirmation Screen.
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Registration Confirmation

Your registration has been confirmed. Click here to login.

Privacy Policy

10. After the registration process is completed the user will be directed to their Home Screen.

Home By Account Resources FAG Logout

Home
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@ File a New Complaint

¥ Cdit an Existing Un-Filed Complaint

Balow, Yo can view your recently aFiled complaints (those wiich were filed throsoh this midiule but kave aot been sccepted as o pre-complamt], &6 well as vour sxisting complaints ( pre-comslains sl
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» Tf your pre-complaiat appears in the Recestly aFiled Complaists tab, click on the red "X sext to vour complaist to withdraw it.

« T your pre-complabat nppears in the Exisiiag Complainis iah, notity the EEG counselos assigned in writing of vous desire tn withdraw yeur pre-come it

[ R L el Exizting Complainks. | External Referrals

You currently hove no recently effled cormplaints fn the sysfem.

1.4. Returning Users

1. Users with an existing account can log into the system by entering their user name and
password into the appropriate fields and clicking Login.
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2. A warning message page will open giving the user information on the agency's computer
policy. After reading the policy click the | have read and agree to the above conditions

button.
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3. The user will be directed to their Home Screen.

Home
- File @ New Complaint

¥ Editan Existing Un-Filed Complaint

Beduw, you cam view your recently eFiled complaints (these which were filed through this module but have not been accepted as a pre-complalet), as well as your existing complaists {pre-complaists and
formal},

A Civil Bights and Lilerties to amesd your current comglaint,

W1 you have am apan pra-complaint(c] or forma | complaini{s) please contact your lacsl EEQ Specialict o he O

1 you have changed your mind and wish to withdrow your pre-complaing, please take one of the following edtions:

= Tf your pre-complaianl appests in the Recently efiled Complaints tab, click on the red "X nest o vour complaint to withdeaw it
« If your pre-complaing appesrs in the Existing Complaings tab, netify the EEQ counselor assigned in writing of yoer desire to withdraw your pre-comglaist.
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Using efile to File a Complaint

When a Filer logs into their account, their Home Screen will offer the options to File a New
Complaint, or Edit an Existing Un-filled Complaint.

Home My Account Resources FAQ Logout Iz

Home
@ File a New Complaint

%' Edit an Existing Un-Filed Complaint

Below, you can view your recently efiled complaints (those which were filed throwgh this module but have not been accepted &= a pre-complaint), as well as your existing complaints {pre-complaints and
farmal)

1F you have an open pre-complaiet{s) or formal cemlaint{s) please contact your local EED Spedialist or the O

2 of Civil Rights and L3

tiess to aneemd your currest complaint,
1 you have changed your mind and wich to withdraw your pre-complaiet, pleace take one of the follawing actione:

# 1f your pre-complaint appears in the Recently efiled Complaints tab, click on the red “X° next i your complaint to withdrow it
» T your pre-complaint appears n the Exicting Complaints tab, notify the EED cosnselor sxslgued i writing of your desiee to withdraw your pro-complaint.

[ cscares coiea compiar: TR RS SRR

You currantly hawve no recantly eFiled complaints in the system.

3.1. File a New Complaint

Users can start a new complaint by clicking the File A New Complaint link on the Home Screen.
The file complaint section will prompt the user to follow a number of steps. These steps may
change if the user's agency has custom settings. The below example is based on generic steps.
However custom steps will follow the same procedures. If at any time during the filing process the
user needs to stop click the Save and EXit button and return to the complaint at ancther date.

1. Step 1: Use the expandable tree to locate the office that the complaint is being filed against.
Click the radio button next to the needed office and click the Next button.

Heme My Account Resources FAQ Leogout

File Complaint - Step 1 of 7

Select the office "against” which you wish to file a complaint.

Using the @ to expand, and the & to collapse organization list 3nd seled vour arganization
Office: @
=] HY
[ [

Sample Conflict

EEEEN B

@ Required Fiakd

2. Step 2: Enter the information regarding the alleged discriminating individual and then click
Next.



File Complaint - Step 2 of 7

Alleged Diseriminating Individual b

Thie “Allzged Discriminaking Individual™ is the perecn you believe to be responsible far the action that has caused vou to file this complant. Please describe in the Summary of Inddent [Step & of 7) how the peracnis
cornected with your complaint. Addtional indiiduals involved should be listed in the SUMMARY of INCIDENT SECTION 6 of 7,

Firct Nawo: @
List Nana: @
Tithe: @
Email:

Wark Phose:

= T

@ Required Field

3. Step 3: The complainant has the right to remain anonymous and choose ADR or Traditional
Counseling. Choose the radio button next to the desired choices and click Next. The EEO
Counselor Role and Process link will open a new window that provides more information
regarding the EEO Counselor.

File Complaint - Step 3 of 7

Counseling and Remaining Anonymous

I you choose to remain anommous the EEQ Counselor wil nof reveal your kentity ta other indwiduals undess you autharize the the EEC Counsalor to do so during the pre-complaint process. Should you choose to file
fermal complaint you must give up vour sbifty to remain aramAmauE.

Traditioral Counsaling:
The EEQ Caunadar:

&naures that the aggrieved unleratands hisMer rights and reapansibiities in the EEC process,
explaing optians ta achisue reschutian,

conferns daimds) and basis(es) rasad,

conduts 2 krited inquiry, and

secka a resalution of the disputs at the lowest poasile level,

s e

ARarmative Dispute Rasoluthon (ADR):

Akemative Resclutions ta Canflict (ARC] is the ADR program in T5A's 0ffice of Givl Riahts and Liberties, ARG was reated in complianes with Equal Emoloyimant Oppoturity Cammission reguations that reauire
fardaral agencias ko establish an alternative disputs resplution program for persons partidpating in the =squal employment apperturity (EED) proce=s. ok TSA, ARC i3 & valurkary process that provides Pdviduisis
with serious workplace issues an oppartunity to attempt bo resalve thosa diferences through informal discussions with the assistance of 3 mediator, 2 neutral third party. The madator works with the parties 1o
agsist tham in idanafying mutually acceptabla sakutians and to fadlicata communicabion betwasan tha parties. Madiation has praven to ba tha bypa of ADR that is most succassful in workplacs disputes of this
naturs, and is |e=s fime-conauming and less sxpansive than the more formal EED complaink process.

Do you wish to remain anenymous for this complaint? @

o Ve
Na

Eole and Py

Pleass salect aither ADR or traditional counsaling. @

ADR
Traditional Coumseling

3 TN -

Step 4: Enter specific ADR information if ADR was selected in Step 3, or if Traditional
Counseling was selected the screen will offer different options. Choose the desired yes or no
radio buttons and enter the date. After all of the information has been added click the Next
button.



File Complaint - Step 4 of 7

ADR
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5. Step 5: In EEO cases, the complainant has the right to hire personal representation. If that is
the case, enter the contact information for the representation. After all the information is
added click the Next button.

File Complaint - Step 5 of 7

Representative Information

Yo hawe tha right to obtain representation throughout the EEQ pracees, Howesar, it e NOT required, The Repregentative repragents you during the EEQ procese, &.0.: AOMey, lawyer, LNion repragentative, e,

First Narme:
Last Mame:
Tathes
Oraanization:
Emailz

Phame:

BEEEEE =

9 Reguired Fisld




6. Step 6: From the ClaimCategory drop-down menu, choose a claim. This could be something
like promotion/non-selection, sexual harassment, or termination. After selecting the claim,
click the Add Claim button. The screen will automatically refresh allowing the complainant to
select the basis(es) for the claim.

File Complaint - Step 6 of 7

Add a Clafm

To add 3 clain to this complaint, salact the claim category and click tha “Add Claim® betton.

A daam is required to identify what issue(s) brought vou to nbiste & complaint, For esch daim please identify the category your claim fals into, (Note: Selection of Other wil take place on the follwing saeen.)
You my oniy aod ore clsim type at a time,

Claim Information
Clam Category: @ ——— * | Add Ciam ]

I EESTE e

@ Fequired Field

7. Enter the Incident Date and select the appropriate basis for the claim. The links in eat
section will provide more information regarding that basis. At the bottom of the page is il
Summary of Issue section. Provide a detailed account of what the complaint is regardin
After the page is complete click the Next button.

File Complaint - Step 6 of 7

Baris/Bases for Claim:

For =ach claim please identify the folowing:
[
= The date of your mast recent incident related oo your daim.
# The basis (proteciad activity) behind the reasan for paur claim.
» Descriptians of “whe, what, whan, whare, haw” [for nan-selaction inchuda tha vazancy annauncamant numbar)
» Hive thé sleged dicriminating individual (s connectsd with wour ssue

Claim Information
Incigest pate: @ B creniadivema

'ou 1 r within 45 of the Incident or awareness of the Incldent, In the case of personne acliors; you must intiabe counseding o contact wibh an EEQ

ooy

thin 45 day'w fro

Nata: Salect only the Bacis/Bases that apply to this incidant.

Basis/Bases for Claim: @

iz ebsility
1 Mantal

] Physical

General
| Ane
£ Color
| Genetics
| Marital Status
] Reprisal

Eor a de=crigbion of the General basis dick hers




— Habional OFgin
% Hizpenic
© Other

For a description of the Nafional drigin basts dick here,

Ecr a dezcription of the Beligion bagiz didk hers,

— S
= Female
= Maole

Eoe 3 descriotion of the Sex basia dick hers

WHl Tdentify Latar
[ Wil Identify Loter

Summary of Escue (1000 characters max) @

Spall Chack

8. The next screen is still Step 6. This screen allows you to review the claim just entered and
add more claims if needed. Users can edit or remove the claim by clicking on the Edit Claim
or Remove Claim button. Underneath the Add Another Claim section, complete step 6 of
this guide. The screen will refresh after the selection and the user can complete step 7 of this
guide. When all claims have been added click the Next button.

File Complaint - Step é of 7

Claim Review

Ta 3dd additienal ckaims e thic complaing, solact tha chaim cxtagory and click the “Add Claim” buttan.

T fike this complaint WITHOUT adding any additienal claims, click the "Hext” buttos, ﬁ
You may aniy agd ona claim type ata tma.

Review Claima

Claim: Tarmination
Incident Date:
03/22/2011
Basis/Bases:
EnA: Famale
Ganaral: age
Natianal Crign: Cther
Sex: Femae
Commpants:
Irformatian on what the issue iz goes here,

[ EsClam || Remaw Cim |

Add angther Claim

Claim Tnformation

clalm Categery: @ —— -l Add Claim ]




9. Step 7: Verify the claim. If changes are needed then click the Edit button below the section
needing changes. When all the information is correct, click the File button. The claim will now
be submitted to a Reviewer. The Reviewer will determine if the complaint can be accepted.

File Complaint - Step 7 of 7

Verify Complaint

» Werify the complaint imformatioa below.
to adit it, so pleace ba cure all info rmation is corrad,
tha below,

= correct, click the *File” button.

EdtCounzing s Remaining Anong mous infomation

Claim: Termination
Incident Date:
f201

gin: Other

Infermnation on whak the issue is gees here.,

Edi Glaim

3.3. Viewing Complaint Status and Withdrawing Complaints

On the Home Screen there is a report of all filed cases pertaining to the user account. There are
three different sections to the report.

¢ Recently efiled Complaints- This tab will show filed complaints that have not yet been
accepted by the reviewer.

¢ Existing Complaints- This tab will show complaints that have been accepted and are in
progress.

s External Referrals- This tab will show complaints that have been reviewed but not
accepted.
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Recently eFiled Complaints

Filed Claim(s) Incident Date(s) Print
03/30/2011 3 FPrnt
03/30/2011 3 Pnnt

1. The User can click on any link, under any tab, for review of that complaint.

2. If the complaint has not yet been reviewed the user will be able to withdraw it by clicking the
red X next to the complaint link on the Recently efiled Complaints tab. The screen will change
and ask the user if they are sure. If sure, click the Withdraw button.

3. If the complaint appears in the Existing Complaints tab and needs to be withdrawn, notify in
writing the EEO counselor assigned to the pre-complaint of the desire to withdraw.

4. The Existing Complaint tab also allows users to see the status of their complaint.



