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An Important Note about Copying and Usage

Use of the grievance database is restricted to authorized officers and representatives of Unifor
Local 2002. It is not to be copied or distributed to any other person without the written
authorization of the President of Unifor or their designated representative.
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Grievance Tracking & Reporting Database

Introduction

The Grievance Tracking & Reporting Database was initially designed to simplify the administration of the

modified grievance/arbitration process being used at Air Canada and Jazz. As the grievance data has

accumulated, it has also proved to be a valuable tool for researching grievances. Currently there are

over 2,400 grievances contained in the database emanating from almost every bargaining unit in CAW

Local 2002. With the cooperation of everyone involved, the database can continue to grow in both size

and value.

The success and usefulness of the database depends upon information being provided by those

responsible for filing and processing grievances. The Unifor Local 2002 Grievance Coordinator will be

maintaining and updating the database, but timely and accurate information provided by District

Chairpersons and Bargaining Committee Representatives will continue be the backbone.

What you can do to help

e Use the Grievance Report Form and submit it to the Grievance Coordinator by email.

e Fill in the required fields on the Grievance Report Form carefully and accurately. If you're filling

it out by hand, make sure your writing is legible.

e When describing the grievance, be descriptive enough so that anyone reading it can figure out

what the grievance is about.

Use this description:

Not this:

Change of shift without required notice on Dec. 1, 2007

Change of shift

¢ If the grievance concerns discipline/discharge, send the Grievance Coordinator a copy of the

letter the employee received. This will state why the employee was disciplined/discharged and

can be used by the Coordinator to complete the grievance database document.
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What Next?

e If you need to install the required programs, see Appendix 1, “Required Programs and Files”
starting on page 41.

e If you want to know about the Grievance Form, see the section “Using the Grievance Report
Form” starting on page 4.

o If you need help with the askSam Grievance Program, see the section “Using the Grievance
Database” starting on page 16.
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Using the Grievance Report Form

The Grievance Report Form has been developed to standardize the method of filing grievances. Using
this form will ensure that the necessary information is provided in a consistent manner across all of the
Local’s bargaining units and will also make it easier to maintain the grievance database.

Sawe Form Copy to Union by Email Print Form
w E"""’Qi""‘?' = E"WU"E oopie_au Imprimer |2 farmulaire
formulaire syndicat par courmiel
2002 | Canada Grievance No.
Nede grief:
GRIEVANCE REPORT g
RAPPORT DE GRIEF submitted to
Soumis a
Company
Compagnie: Base: Date:
Grievor / Plaignant(e):
Emp #/ le matricule: Sen date / ancienneté:
Address / Adresse:
Ph Bus / Tél (bur): Ph Res / Tél (rés):
Work Lcn / Lieu de trav: Class/Status / Classe/Statut:

Nature of Grievance / Nature du grief:

Date of Occurrence: Grievance Type: 'v
Date de I'événement: Type de grief:

Violation of Article(s): and any other related Articles, LOU's or MOU's based on the following:
Violation de l'article: et de tout autre article, lettre ou protocole connexe, a savior:

Settlement Requested / Réglement demandé:

Full Redress and employee made whole. / Pleine réparation et indemnisation compléte.

Signature: Emplayes [ Employéie) Signature: Unifor Rep./District Chairperson / Rep. /Prés, district Unifor

Name of District Chairperson
Président(e) de district Ph Bus / T&l (bur):

Copy / copie: Unifor Bargaining Committee Rep / Représentant du Comité de négociation
Grievance Coordinator / Coordimator des griefs, Unifor 2002, Unit 5, 7015 Tranmere Dr. Mississauga. ON L55 1M2

The preference is to have the form completed on your computer, but it’s also possible to fill it in by hand
(as long as your handwriting is legible!).
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Completing the Form

To use the form, click on the Grievance Form hypertext link on the top menu. If you’ve elected to save a
copy of the form on your desktop, double-click on its icon. Either method will open Adobe Reader and

the Grievance Form.

Click to opena
blank grievance

mmm_ 2101=
P b G Ve Actens Took widom beb i8]

_|__ﬁ|ﬂ:k Harn QOED T:]Q|H|¢UA]
Ay seach [ B

Grievance Tracking & Reporting b

Saarch | Repaite & Ressarch
Teplitsky's Duders . Al Canada
Tepliesky's Ouders - Jazz Aliponts

Legal Fagts

form

»
P> Grivvance Form
Help & Instructions

¢ ke aakSam pengram is avails by
g 1he F1 key or selecting Help from the top

e through the fallowing
Geivvanc Tracking &

Natiea
U af this database is restricted ta autharized afficers and
ruprecentatives of CAW-Canada Local 2002, It i ot to be
copied or distrbuted to any ciher person witheut the
written authorization af the Proqdent of CAW-Canada
Loval 2002 or their dedgmated reprocentative.

For el press FL [Boc 1 of 1250 7 ind% Paill I I

(ORI

5 lzle

Completion of some of the fields is mandatory. This will ensure that some basic information required
when filing a grievance is provided. If you click on Highlight Fields in Adobe Reader, the mandatory fields
are highlighted with a red outline.

] o b et -
o | R | e

UnNIFOR =

SIS — Geievance ho.
GRIEVANCE REPORT il ivad
RAPPORT DE GRIEF Pre—
Compury
Compogei | e | | ome | ]
Grevor /Plaignanties | ]
Emg 0/ e matriose: Sen Sale / ancmroest
PPy rP—
Bh Bui /T (burk P B /T il
‘Work Len / Lisu da trae: Chw/Sastus / ChavaSans
MNatwre of Grievance { Hature du grief;
e iy S—
Cate de Mévdrament. Trpe da grief.

de' ichs, A awor

s e rpioemie. [T T ———————

| | st

Capyfeops

Unca 003 Ut 3, Miusiuga ON 141 1M1

Fields outlined in
red must be filled in

Click for Drop
Down List
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There are a couple of tools in Adobe Reader that will help you fill in some of the fields. The first is the

auto-complete feature which will remember what you had entered in other forms and then make

relevant suggestions as you type into a field. Once you enter a character into a field, a drop-down box

displays a list of only the most probable matches. Double-click or press Down Arrow in an empty field to

display an even larger list of possible matches.

To activate this feature in Adobe Reader, go to Edit > Preferences and then click on Forms in the left

hand pane. Under the Auto-Complete section click the down arrow on the right side of the box, select

Basic from the drop down list and then click OK. If you find the lists are getting too large and unwieldy,

you can clear some or all of the choices by going through Edit > Preferences > Forms, clicking on Edit

Entry List and then performing your desired action.

= Unifor2002 Gr

File Edit View Window Help *

@ a @ @ D % /1 ‘ ‘ lz‘ = Tools Sign ;| Comment Extended

Plesse fill out the following form. You can save data typed into this form.

Copy o Union by Email

Select Forms from the
Edit > Preferences Menu

Click the down arrow on
the right and then select
Basic from the list.

Forms Show border hover color for fields

Identity

Internet Fields highlight color: @]

J;f;::;: = Required fields highlight color: (]
TIdegsuring (20)

Measaring Auto-Complete

To clear Auto-Complete
entries, select Edit Entry
List.

Save Form
PrintForm
Enregistrer le Envoyer une copie au
UNIFOR ‘ Formulaire syndicat par couriel ‘ TR S
Preferences I
Categories: General
Commenting .| [¥Automatically calculate field values
Documents M
Full Screen Show focus rectangle
General
Page Display [¥] Show text field overflow indicator

[ Always hide forms document message bar
3D & Multimedia
Accessibility

Adobe Online Services

Highlight Caler
Email Accounts

H
Messiring (Geo) TR -] (e numeica dta (., teephane e
Multimedia (legacy)

Multimedia Trust (legacy)

Reading __' Edit Entry List...

Search The basic auto-complete feature stores the information you enter into form fields and uses these entries to
suggest relevant choices as you type into a field. Once you enter a character into a field, a drop-down box

Security displays  list of only the most probable matches. Double-click or press Down Arrow in an empty field to

Security (Enhanced) display an even larger list of possible matches.

Signatures

Spelling o

Tracker

Trust Manager Form Tracker Preferences

Signature: Employes /Employeé(e) Signature: Unifcr Rep /District Chaiperson/ Rep. /Pres. district Unifor

Name of District Chairperson
Président(e) de district PhBus/Tél four):
Copy / cople: Unifor Bargaining Commi du Comi iation

Grievance Coordinator /Coordinator des griefs, Unifor 2002, Unit 5, 7015 Tranmere Dr. Mississauga. ON L55 1M2

The other tool uses drop down lists which you can use to select the appropriate input. You will know

you’re in one of these fields when a down arrow l appears to the right of the text entry area.
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In the Submitted to box, you can either type in the Step the grievance is being submitted to, or you can

click on the down arrow and select either Step 1 or Step 2:

"L Unifor2002 Grievance F

File Edit View Window Help

|28 2eB [z -

Tools Sign Comment Extended

Please fill out the following form. You can save data typed into this form.

Type in the
Step or click
and select Step
1 or Step 2.

Ph Ruc £ Tal thir-

Save Form Copy to Union by Email
Enregistrerle une copie au
@ formulaire syndicat par courriel
UNIFOR
£002)| Canacla Grievance No.
Nede grief:
GRIEVANCE REPORT b
RAPPORT DE GRIEF submitted o ]
Soumis & | L
Step 1/5tade 1
Company Step 2 /Stade 2
Compagnie: I I Base: | I Date: I
Grievor / Plaignant(e): | I
Emp #/ le matricule: Sen date f ancienneté:
Address / Adresse:

Ph Rec / Tél iréci-

For date fields, click the down arrow or press the down arrow on your keyboard and a calendar will be

presented from which you can select a date:

¥ Unifor2002 Grievance F

File Edit View Window Help

D @ B[ ]| [ -]

Sign Comment Extended

Tools

Please fill out the following form. You can save data typed into this form.

Emp #/ le matricule:

Address / Adresse:

Save Form Copy to Union by Email
w Enregistrer le Envayer une copie au
courmiel
UNIFOR
A002/| Canacla Grievance No.
GRIEVANCE REPORT N de gref:
RAPPORT DE GRIEF Submitted to
Soumis a:
Company
Compagnie: I | Base: | | Date:
Grievor / Plaignant(e): I
Sen date / ancienneté:

Click the arrow
for a calendar
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In the Grievance Type box, click on the down arrow and select which of the two types the grievance falls

into:

Nature of Grievance / Nature du grief:

Date of Occurrence: Grievance Type:
Date de I'événement: Type de grief: |

Interpretation/Application
Violation of Article(s): and any other related Articll[nterprétation/Application

Violation de l'article: et de tout autre article, lettrDjscipline/Discharge

Discipline/Congédiement

j<_

Click the arrow
for a type list

While you’re encouraged to keep them brief and to the point, the violation description and settlement
requested boxes will expand to fit the text you enter, with the form flowing over to a second page if
necessary. As you enter the text beyond the original size of the box, a scroll bar will appear on the right
side. Clicking outside the box, or moving to the next field, will cause the box to automatically resize to
accommodate all the text that has been entered.

ﬁl Grievance Form.pdf - Adobe Reader =

File

Edit View Document Tools Window Help

=X

171 @& ® 1% - | Find -

Please fill out the following form. You can save data typed into this form.

Date of Occurrence: Grievance Type: i
Date de I'événement: Jun. 24,2009 Type de grief: Interpretation/Application
Violation of Article(s)! and any other related Articles, LOU's or MOU's based on the following:

6

Violation de I'article: et de tout autre article, lettre ou protocole connexe, a savior:

changed to 1000-1800. The grievor did not receive the message as he had already left home and he
subsequently reported as scheduled for the original 0600 shift start time. Upon his arrival, he was told that his
shift had been changed and that he could either go home and return for the 1000 new start time, or he could
have a nap in the ready room while he was waiting for his shift to start. The grievor told the supervisor that he
was ready and able to work immediately, and that there was work available for him to do. However, his

than Al af what ha flidl

supervisor declined and insisted that the grieyor not start his shift until 1000 and that he would not be paid until [

»

Scroll bar

Settlement Requested / Réglement demandé:

Full Redress and employee made whole. / Pleine réparation et indemnisation compléte.

g Emp JE

P Signature: CAW Rep./District Chairperson / Rep. /Prés. district TCA

Mame of District Chairperson I I

Président{e) de district Ph Bus / Tél (bur):

Copy / copie: CAW Bargaining C i Rep / Repré du Comité de négociation
Grievance Coordinator / Coordinator des griefs, CAW / TCA 2002, Unit 5, 7015 Tranmere Dr. Mississauga. OMN L55 1M2

m
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Clicking outside

the box will
expand it.

ﬁl Grievance Form.pdf - Adobe Reader

= [ 5 [ |
n

File Edit View Document Tools Window Help

B & Rl

©® mw-

i / Sign ~ Find -

Please fill out the following form. You can save data typed into this form.

Date of Occurrence: Grievance Type: i
Date de I'événement: Jun. 24,2009 Type de grief: Interpretation/Application
Violation of Article(s)! - and any other related Articles, LOU's or MOU's based on the following:

Violation de l'article:

et de tout autre article, lettre ou protocole connexe, a savior:

On Jun. 21, the grievor was scheduled to work a 0600-1400 shift. At approximately 0500 on Jun. 21 the grievor's
supervisor, E. Jones, phoned the grievor's home and left a message saying that the shift for that day had been
changed to 1000-1800. The grievor did not receive the message as he had already left home and he
subsequently reported as scheduled for the original 0600 shift start time. Upon his arrival, he was told that his
shift had been changed and that he could either go home and return for the 1000 new start time, or he could
have a nap in the ready room while he was waiting for his shift to start. The grievor told the supervisor that he
was ready and able to work immediately, and that there was work available for him to do. However, his
supervisor declined and insisted that the grievor not start his shift until 1000 and that he would not be paid until
then, regardless of what he did.

Settlement Requested / Réglement demandé:

Full Redress and employee made whole. / Pleine réparation et indemnisation compléte.

i) p /Emp Signature: CAW Rep./District Chairperson / Rep. /Prés. district TCA

m

Once the form is completed, submit it to the responsible Company official, and provide copies to your

Bargaining Committee Representative, the Grievance Coordinator and keep one for your file.

If you complete the form by hand - fFax a copy to the Grievance Coordinator, send the
original to the responsible Company official and make copies to send to your Bargaining Committee
Representative and for your file.
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Ifyou complete theform on your computer - Save a copy under its own name on your
computer (use the Grievance No.). Click on the Save Form box, select the folder where you want to save

the file and type in the name of the file in the File Name box.

Click to Email a

copy of the Click to Printa
'- Click to save a : completed form copy of the
[Ele Edt View Wrdow Mo | copyofthe to the Grievance completed form

File Edit View Window Help

completed form.

B E@ B [ [y T

Please fill out the following form. You can save data typed into t* form.

Coordinator

1% v
Save Form Copy to Union by Email
w Enregistrer le Envoyer une copie au
formulairz syndicat par courriel
UNIFOR
2002 | Canada Grievance No.
GRIEVANCE REPORT ¥ degret
RAPPORT DE GRIEF Submitted to
Soumis a:
Company
Compagnie: I | Base: | | Date:
Griever / Plaignant(e): | I
Emp #/ le matricule: Sen date / ancienneté:

I
Click on the button on the upper right corner to print out hard copies to send and for your file. Click on
the Copy to Union by Email button to email a copy to the Grievance Coordinator.

You will get an error message if you try to email the form without having completed all of the

mandatory fields.

Ak least one required field was empty on expart. Please Fill in the required fields
(highlighted) befare continuing.

Check and make certain that all the mandatory fields have been filled in. If you haven’t already, click on
Highlight Fields at the top of the window to highlight the mandatory fields in red.

If you’re going to email a copy to the Company, you should first convert the completed form into an
Adobe PDF file by following the steps in the next section. Converting the form will ensure it cannot be

changed.
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Creating an Adobe PDF file

You can create an Adobe PDF of the completed form by printing it to a PDF Printer. The advantage of
doing this is that the form is saved in a file that cannot be changed. This file can then be emailed to the
company (or anyone else) without concern that it might subsequently be altered in some way.

To do this, you must have a PDF printer driver installed on your computer that will print the grievance to
a file instead of a printer. If you haven't, see the section “doPDF Printer” starting at page 45 in Appendix
1.

To print a grievance to a PDF file using the doPDF printer driver, do the following:

1. Use Adobe Reader and the grievance form template to complete the grievance.

2. Click on the Print Form button on the form to bring up the printer dialog.

Tools Sign Comment Extended

= =
it pa ciuaril . .
Click on the Print
UNIFOR
L1 et Goimearce b, Form button to
—— e de grief
| - — — bring up the
srove. | ETEE TS -| [ propees | [ Adwnced | printer dialog
Copes: [1 : Print in grayscale (black and white)
Pages to Print
@ an
Current page
Pay 1
b Mese Options Scole: 4%
Piage Sising & Handling  (3) E5311 Inches

(i | B [ Do | Booen ]

- it
Actual size
Shrink oversized pages

Custom Scales  [100 %

Choose paptr source by POF page sice e

- —
1]

Orientation:
@ futo portrait/landscape —m——
Portrait
Landscape

3. Click on the down arrow to the right of the printer name to bring up the list of printers installed
on your computer. Click on doPDF to select it as the Printer to be used for printing the form.
Click OK.
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Print

Printer: [HF‘ Officejet Pro L7600 Series

i Advanced

¥ More Options

Page Sizing & Handling (i)

Lopies: Adobe PDF [ Print in grayscale (black and white) Click on the
I
Pages to Fax L Gt o down arrow,
@ Al HP Officejet Pro L7600 Series [D”‘M then on
Currer HP Officejet Pro L7600 Series fax e
Microsoft XPS Document Writer Summarize Comments doPDF and
Pages T .
Scale: 94% then Print.

8.5x11 Inches

[ [ size “ A5 Poster H [5] Muttiple

I [5] Booklet ]

@) Fit
©) Actual size
() Shrink oversized pages

(@) Custom Scale:  |100 %
|| Choose paper saurce by PDF page size
[ Print on both sides of paper

Orientation:
@ Auto portrait/landscape
) Portrait

(@) Landscape

Page Setup..

@ uniFor
p—
rm—

/
Pagel of

At the next prompt, click on Browse, select the folder where you want to save the file and type
in the name of the file in the File Name box. Click on OK to continue. You will have to give the
file a name that is different from the name of the file you are printing from.

Adobe Reader will reopen and show you the newly created PDF file. If you are using Outlook or
Outlook Express to handle your email, you can click on File > Attach to Email to bring up a blank
message with the completed form attached. If you use an internet based email client like
Hotmail, Yahoo or Gmail, you need to manually attach a copy of your saved form to an email.

Click on File
> Attach to
Email to
attach the
form to an
email.

12

& Clbsers\regh..\ Grievancs Feem.pal
Lot

T CompletedFarm p - Adobs Resder - L= i) )
[ | [ & v Docoment Tooh Window Help x
Open.. oo L. 1IMCT 29 1 e

I
) Create Adobe POE Using Acrobat.com...
L Celtaorate '
Save g Copy. Shulte Chile &
Sy Test..
\_.. ngﬂ_
Cloze e Grievance Mo, |
. 101-01-08
Nede grief:
Propedies.. Cule D
i '
Digital Edtoms Submitedto/| g0y rstage |
Sournis b
il print Setup.. Shift= Ctrk+P
4 Print._. P

Date: Jun. 36, 3009

PhBus / Tél tbur):

Work Lon / Liew de trav:

/ Nature du grief:

Sen date / anclennets: Jan. 31, 3000
g |
#hRes / Tél nés);
Airport Class/Status / Classe/Statut: CSSASFT

Date of Dccurmence:
Date da Favénament

Vialation of Articlas]:
Vislation di larticle:

Jun. 36, 3008

Grievance Type
Type de griek

and any ather related Articles, LOLTs or MOU's based on the following:
&t da tout autra article, lattre ou protocols connexe, i savior:

Failuee to pravide proper notice of change of shift en Jun, 24, 2000

1l dr

[ Full iaclrass and amplovee
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If you want to print a hard copy, click on the printer icon to bring up the print dialog. If the doPDF
printer is still shown in the printer name box, click on the down arrow and choose your regular printer.

printer name
box, click the
down arrow and
choose your
regular printer.

13

X Fie ot Voew Wandow Help
C|I.Ck on.the B ey | ';5 = [ )| [# =) ) = Tools | Sign | Comment
printer icon e S e
to bring up
; !
the print e [ l?n;“!-:-za:-"l [..,..:,-';-__._
dialog
Curimwarsce No.
e de i
——
)| Properties || advances | e &
| Print an grayicale (black snd whete]
F—mh&!um
If doPDF is still [Pecemen -
shown in the

@ Fr

Actual se
Shrink oversized pages

Custorn Scale  [100 %

1Cheese paper source by POF page sze

Crientation:

& futo portrait/andscape
Pestrast
Landscapt
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Grievance File Numbering

To help organize our grievance cataloguing and tracking system, a standardized numbering system for
grievances that are filed across the system is being implemented. This will ensure that each grievance
filed will have its own unique number, and make it easier to zero in on a particular grievance in the
system.

For all Districts except those which encompass more than one base, the format is:

District No. = Grievance Sequence No. (at least 2 digits) — Year (2 digits)
For example, if District 100 is filing their 5™ grievance in 2007, the number would be:
100-05-07
And if District 319 is filing their 12" grievance in 2007, the number would be:

319-12-07

For Districts which encompass more than one base:
Add the airport code for the base in which the grievance originated:
District No. — Base Grievance Sequence No. (at least 2 digits) — Year (2 digits) — Base City Code

For example, if District 344 was filing their 2" grievance in 2007 for Sioux Lookout, the number would
be:

344-02-07-YXL

Note that for Districts encompassing more than one base, the Grievance Sequence No. is based on the
number of grievances filed in the Base, not the District. Thus, it doesn’t matter that this may be the
tenth grievance filed by District 344 in 2007 — what is counted is that it’s the second grievance filed out
of YXL/Sioux Lookout.

If your numbering system is different, please switch to this format as soon as possible. If sequence
numbers have been used in your system, continue with the sequence but in the new format.

Policy Grievances

For Policy grievances filed by a Bargaining Committee representative the format is:
P - (Unit identifier) — Grievance Sequence No. (at least 2 digits) — Year (2 digits)

Use the following Unit identifiers:
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For example, the 5" policy grievance filed by Jazz Technical Services in 2007 would be:

15

Unit Identifier

Aeroplan AP

Air Canada Customer Service ACC
Air Canada Crew Scheduling ACS
Airport Terminal Services ATS
Jazz Customer & Aircraft Services QKkc
Jazz Crew Scheduling QKS
Jazz Technical Services QKT
Airport Terminal Services ATS
American Airlines AA

Canadian North CAN
CLS Catering CLS
Dryden Air Services DAS
First Air 7F

GTAA GTA
Handlex HDX
Hilton HIL
Imperial Parking IPK
Morningstar Air Express MAE
ORNGE — Ont. Air Ambulance OAA
Servisair SER
Skyservice SKY
United Airlines UAL
Webb Airport Services WAS
Worldwide Flight Services WFS

P-QKT-05-07
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Using the Grievance Database

Starting the Program

Assuming you have all of the database components properly installed on your computer, you can start
the program by double-clicking the shortcut icon on your desktop, or opening the Grievances folder and
double-clicking on the GRIEVANCES.ask icon.

J—
! Shorkcut ko GRIEWANCES, ask. ‘
Shiorkcuk A=
1 KE GRIEVAMNCES.

5K

Note: The Grievances file will also have the release month and year in its name. For example, the file
name for the August 2013 release is GrievancesAug13.ask.

The askSam Viewer Screen

The first time you open the file, you will be asked if you want to index the file:

x

\!j) This file is not indexed. Indexing is a one-time process that will greatly increase the speed of wour searches.

Would vou like to index this File?

Yes Mo
Click on Yes, and then on Index File:
indes 2|
File name: GRIEVAMNCES.ask Indes File
File size: 305.71 Mb [320561717 bytes) 3

Drelete Indes

Any changes made to the index zettings will not be

: . : b Cancel
zaved until you index or reindex the file.

Help

ud

Index Specific Fields [Text, Humerc, D ate] g e

Index zingle character words: Mo

Include field names in index: Mo

Punctuation characters: W% o= e
Index noize words: Defined

Search Order First to Last

temaon allocated for indexing a File: a2

When the indexing is finished, click on Close:
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Creating Index

Frogress:

Remaining time:

0 minute(z)

Currently Indexing: Document 1057 of 1051

Cloze [}J

The Top Menu page will then display and will look something like this:

Folder view ——

File Edit View Actions Tools

Attachments

Window Help
18 MHarM «n HFM @K ?
/Stari Page” Grievanceshug13 | - x
Folders v B X | B Search - T ek AT AR Mt L=
{*) By Grievance State] = N z
. Grievance Tracking & Reporting
+ {8 Closed
) Open
=) Legal Facts Rel
b | Feports & Research A
Teplitsky Orders - Jazz Airports
F| Teplitsky Orders - Air Canada Search | Reports & Research
Teplitsky Orders - Jazz Tech... R 7
Fields in the Entry Form litsky's Orders - Air Canada
e ooy B g Teplitsky's Orders - Jazz Tech Services
Teplitsky's Orders - Jazz Airports
Legal Facts r
(After ciicking, it wil take a minute for the form to open)
Help & Instructions
Help for the askSam program is aailable either by
pressing the F1 key or selecting Help fram the top
menu bar
- — The instructions provided through the following
Attachments v 3% P g g
e finks are specific to the Grievancs Tracking &
o Reporting program.
g g User Guide
User Grievance o o
GuideDecZ... Form VZpdf Eields in the Entry Form Help
Reports & Research Help
- Nortice g
‘ 8
& Tools | By Attachments VS S BB 0o [T Jofsest [MCeld  in3  PglA DATA
Top Menu o

\

Paper Clip

On the upper left side of the screen is what’s known as Folder View window. This window can closed or

opened by selecting View > Folders. The lower left side window shows the attachments to the

document which is being viewed on the right side of the screen. This window can be closed by clicking

on the ‘x’ in the upper left corner and can be opened again by clicking the paper clip icon in the lower
bar of the right side of the screen.

17
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The Screen Layout

Title Bar

Menu Bar —»
Tool Bar—»

Search Line

_~ Case Sensitive Search

irt & Har b & T ® Kl ?
Start Pags” GrievancesAugl3 | - X

Tt sevahy st e - [ — <«—— Open Search Dialog

| Grievance Tracking & Reporting | T[T Fuzzy Search

R
August 2013 | < Release Date

Search | Reports & Research

Teplitsky's Orders - Air Canada

Teplitsky's Orders - Jazz Tech Services

Teplitsky's Orders - Jazz Airports

Legal Facts

Grievance Form
(After clicking, it will take a minute for the form to open)

Help & Instructions

Help for the askSam program is available either by
pressing the F1 key or selecting Help from the top

menu bar i¢—Vertical Scroll Bar

The instructions provided through the following
links are specific to the Grievance Tracking &
Reporting program

n

User Guide g Click to open the
Fields in the Entry Form Help User guide

Reports & Research Help

Notice
Use of this database is restvicted fo authorized officers and
representatives of CAW-Canada Local 2002. It is not fo be
copied or distributed fo any other person without the
wiitten authorization of the President of CAW-Canada

Horizontal Scroll Bar — Local 2002 or their designated representative.
(i) (=[] (&) Doc of 5654 Coll Ln1l Pg 171 DATA
Status Bar——> |[Top Menu —

The first line on the screen is the TITLE BAR. It contains the name of the active application ( askSam) and
the name of the active file (GrievancesAug13).

The second line on the screen is the MENU BAR. From here you can access askSam Viewer's pull-down
menus. While the basic functions of the grievance system are accessed through the links on the Top
Menu document, the Menu Bar provides many more. Feel free to experiment.

The third line is the TOOL BAR. It contains Buttons (also sometimes called Icons). These Buttons provide
quick access to askSam Viewer’s functions.

The line beginning with the Search button is the SEARCH LINE. Here you can directly type requests for
searches. You move to the Search Line by pressing the ESC key or CLICKING on the Search Line. After you
enter a search, press ENTER or CLICK on the Search Button. askSam will search for your request. The
Search Line also contains two buttons that affect searches. The Case Sensitive button toggles the Search
from Case Sensitive to Non-Case Sensitive. The Fuzzy Search button turns on and off askSam's Fuzzy
Search feature.
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Underneath the Search Line is the TEXT AREA. This is where the information contained in the Grievances
file is displayed. The opening document, works like a menu from which you can access most of the
functions you’ll be using. This is called the Top Menu document.

Horizontal and Vertical Scroll Bars are located at the bottom of your Text Area and on the right hand
side of your screen. With these bars you can scroll through the document on screen using a mouse.

The Horizontal Scroll Bar also contains buttons [HEE® in the lower left corner that let you move to the
First, Previous, Next, or Last Document in the active askSam file. These buttons are also contained in the
Toolbar at the top of the screen.

The bottom line on the screen is the STATUS BAR. Here askSam provides you with messages and
information about your location on screen. It also contains a Document Counter which tells you which
document you are at out of the total number of documents that are in the system.

There is also a SEARCH RESULTS Window that will appear underneath the Text Area — after you've
entered a search. The Search Results Window displays a list of the Documents found by a search. Click
on any item in the Search Results Window to display it in the Work Space. This will be explained in more
detail later on.

File Edit View Actions Tools Window Help

4 & HdPpp & B ?
Start Page” GrievancesAug13 | v %

B Search - Tipe 3 seansh argrasst o Y=
Grievance Tracking & Reporting

August 2013 Release |

Search | Reports & Research

Teplitsky's Orders - Air Canada

Teplitsky's Orders - Jazz Tech Services

Teplitsky's Orders - Jazz Airports

Legal Facts
Grievance Form
(After clicking, it will take a minute for the form to open)
Help & Instructions
Help for the ask program is available either by
pressing the F1 key or selecting Help from the top
menu bar
The instruct d through the following
links are sp the Grigvance Tracking &
Reporting prog
User Guide
; R P O .
i) (g ) 4 Doc [ T_] of 5654 [ffll Col 2 n 1 Pg 1/1 DATA
ll 9
Search Results v X
There are no items to show.
Search Results >
Found: 0 AL S /'~ Curent Request...
Top Menu OVR
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Navigating Through the Database

The Grievances database is comprised of individual data documents. Most contain information on a

grievance which has been filed. Others contain menus from which other information can be accessed.

The Top Menu

The first document in the database is the Top Menu:

: File Edit View Actions Tools Window Help

History Buttons

Video Buttons ——p

=5 TP e AT @ F|?
Start Page”” GrievancesAug13 v X

: ) Search - Tone 5 ssanvh gt .

Grievance Tracking & Reporting =

Hypertext
Links

™

August 2013 Release

—> Search | Reports & Research

Teplitsky's Orders - Air Canada

Teplitsky's Orders - Jazz Tech Services

Teplitsky's Orders - Jazz Airports

Legal Facts

Grievance Form
Wfter clicking, it will take a minute for the form to open)

Help & Instructions

Help for the askSam program is available either by
pressing the F1 key or selecting Help from the top
menu bar.

The instructions provided through the following

links are specific to the Grievance Tracking &
Reporting program
—1

User Guide

Fields in the Entry Form Help

L——p Reports & Research Help

Notice

Use of this database is restricted to authorized officers and
representatives of CAW-Canada Local 2002. It is not to be

copied or distribured to any other person without the

written authorization of the President of CAW-Canada

Local 2002 or their designated representative.

E]E]E]E] Doc of 5654 Col 1 ln 1 Pg 1/1

=

m

DATA

g| Top Menu

OVR

The text that is blue and underlined are Hypertext Links that provide a direct link to commands and
documents that are frequently used. Hypertext links are used throughout the database. Move your

cursor to the Hypertext and click to access the command or document.

You can also scroll back and forth through documents by clicking on the left and right arrow [« <» ¥

Video Buttons contained in the Tool Bar or the Horizontal Scroll Bar. The two outermost buttons will

take you to either the very first or last document.
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If you want to retrace your steps, use the History buttons contained in the Tool Bar.
Grievance Documents

Details for each grievance are entered into individual documents based on a template. Each document
contains fields into which specific information is entered as it becomes available. At the top of the
document are Hypertext Links for moving around the database. At the bottom there is a Hypertext Link
which will open the window with the list of attachments (copies of letters, emails, decisions, etc.) that
are relevant to that particular grievance. In some cases, there is also a link to the document containing
the Teplitsky decision that applies to the grievance.

askSam - Grieva =
EFiIe Edit View Actions Tools Window Help
it & M4 P> M e ET @ F ?
Start Page”” GrievancesAugl3 e

: §f Search ~ 2050313 e M=

Grievance Information i

Hypertext Links Main Menu | Previous Record | Next Record | Add New Record | Senga Letter

(EN ST Closed
These links only work in the

g . .
e e Mar. 20, 2013(AC) Coordinator version
Grievance Level J

LETE] Monthly review decision

::C Paul Janssen

[LEVRENE Chuck Smith
District Pk
Union Rel # PUEKIKEK]

(e CUET AN Jan. 08, 2013

(LRI Y Interpretation/Application
Grievance Subject a\il=lY:S
[ CIET R EL Y Scope Work
. Offence Category
Fields Final Decision
Fina Decision Reasons

]Martm Teplitsky {Arbitrator)
[EIRET I ETE] May 27, 2013

Seope Work

:

]Full redress

]

\

Jan 9. 2013

—>  Click here to see attachments ~ See Decision

Click to open attachments
window

4 \:\ r
(i) () 2] &) Doc of 5654 Col 1 In 1 Pg 1/1 DATA
For Help, press F1 \ OVR

Click t to Teplitsky Orders d t
Attachment “Paperclip” ick to go to Teplitsky Orders documen

Click to open attachments
window.
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Fields in the Entry Form

Fields provide structure for the information in each document and make it easier to focus searches

within the database. The following table explains what each field contains. This listing is also available

through the “Fields in the Entry Form Help” Hypertext Link on the Top Menu.

Field

Information

Grievance State

Shows if the grievance is open or closed.
Open = Still in process
Closed = Grievance has been resolved or withdrawn

Company

Short forms are used to identify the Company involved:
*All* - This is used for searches only.
AP = Aeroplan

AC = Air Canada

Crew Sked = Air Canada Crew Sked
AirCan Vacations = Air Canada Vacations
AF = Air France

ATS = Airport Terminal Services
American = American Airlines

AE = American Eagle

Cdn North = Canadian North

CLS = CLS Catering

Dryden = Dryden Air Services

First Air = First Air

GTAA = GTAA

Handlex = Handlex

Hilton = Hilton YSJ

Imperial = Imperial Parking

JazzCW = Jazz Crew Sked

JazzCS = Jazz Customer Service

JazzTS = Jazz Tech Services

Morningstar = Morningstar

OAA = Ornge (Ontario Air Ambulance)
SER = Servisair

Skyservice = Skyservice

UAL = United Air Lines

Webb = Webb Airport Services

WFS = Worldwide Flight Services

Monthly Review

The date of the first monthly review that the grievance was scheduled to
be dealt with.

Grievance Level

Specifies if the grievance is being heard at Level 1, Level 2 or arbitration.
The level is updated if the grievance goes to arbitration.

1=Level 1

2 =Level 2

Arbitration

22
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Field

Information

Status

The current status of the grievance. Updated as the grievance
progresses.

Level 1 outstanding

Level 1 heard - denied

Level 2 outstanding

Level 2 heard - denied

Settled

Settled at monthly review
Adjourned pending

Held in abeyance

Returned for further discussion
Referred to pre-hearing officer
Referred to arbitrator
Arbitration Scheduled
Withdrawn

Resolved

Dismissed

BC Rep Name

Name of the Bargaining Committee Rep responsible for the grievance.

Grievor Name

Who is covered by the grievance. Can also be Policy or Group.

District #

The CAW District # from which the grievance was filed. Policy grievances
that aren't attached to a District are shown as "HQ".

Union Ref #

The number assigned by the Union for each grievance filed.

Grievance Filed

Date the grievance was originally filed.

Grievance Type

Specifies what type of grievance it is:
Interpretation/Application

or

Discipline/Discharge

Grievance Subject

Identifies the Article/LOU/MOU violated or if the grievance involves
Discipline or Discharge.

Grievance Category

Narrows the subject matter of the grievance, ie Wages, Benefits,
Vacation, Discipline, etc.

Offence Category

Used for discipline/discharge cases. Describes the type of offence for
which the grievor has been disciplined (eg attendance, theft,
insubordination, etc).

Final Decision

Describes the outcome of grievance ie, what was decided. Input when a
final decision is made.

settled = a settlement was reached by the parties

upheld = a decision was issued upholding the grievance

partially upheld = a decision was issued partially upholding the grievance
dismissed = a decision was issued dismissing/denying the grievance
withdrawn = the Union withdrew the grievance

Final Decision Reasons

Outline of the reasons given for the decision. If a Monthly Review
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Field Information

decision is brief, the whole decision would be included.

Decision By Name of the manager/arbitrator who made the final decision.

Decision Date Date of the final decision.

Grievance Substance | The description of the grievance used when the grievance was filed.

Grievance Facts A brief detailed description of the facts. This field isn’t used very often.

Remedy Description of what has been requested by the Union as a remedy for
the violation.

Comments Place for free-flow comments that don’t fit anywhere else. Will often

contain information on the status of the grievance as it progresses
through the process.

Hearing Notes This is sometimes used by the Grievance Coordinator as a place for notes
taken during a Teplitsky hearing.

Date First Entered The date the grievance was first entered into the database.

Attachments

Most documents have attachments included. Usually a copy of the original grievance will be attached,
and often there will be a copy of any decisions that have been received. There may also be copies of
emails or other documents associated with the grievance. If the Attachments window is open, the
attachments will be listed. If the window is not open, you can tell at a glance if a document has
attachments by looking at the attachment paperclip next to the Video Buttons on the bottom left of the
askSam screen.

‘
EJ@B@ Doc of 5654 [Ei]] Documents

A dimmed paperclip button means there are no attachments.

o .
(1[4 (2] [B) Doc of 5654 [ff] Documents

A highlighted green paperclip means attachments are included.

To access the attachments, you can either click on the paperclip, which will open the window with the
list of attachments if it is not already open. Click on the name of the attachment to view it.
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Click on the file name to view g,
the attachment.

Attachments window

! File Edit View Actions Tools

Window Help

it & I L M N N R M

Start Page”” GrievancesAugl3 | - X
Attachments T # X | Search - 2050313 =
L ‘h =l

Grievance 205-03-13 .pdf

Click the ‘X’ to close the
window.

Grievance Information ¥

Grievance State WGELT]
Company Al

TN Mar. 20, 2013(AC)
Grievance Level |

LIEITE Monthly review decision
;&0 Paul Janssen

[LEINTENEY Chuck Smith
[METE] 205
Union Re! # kR k]
[ EELLERS B Jan. 08, 2013
[ CUETTI TR Interpretation/Application
Grievance Subject JaliilaL¥:
[T e EL LT Scope Work
Offence Category
Final Decision

Fina Decision Reasons

1
LT Martin Teplitsky (Arbitrator)
PEEEIMNETCY May 27, 2013

Seape Work
T
—
———
YT
TR Jon . 2013

Click here to see attachments See Decision

EE™| b
|l [ [ [B] Doc | [ETT4] o654 Col 1 Ln 1 Pg 171 DATA
Menu Command: "View->First" OVR

Click on the hyperlink or the
paperclip to open the
attachment window.

If you wish to close the attachments window, click on the ‘X’ in the upper right hand corner of the

window.

Attachments are limited to 3 types:

Adobe Acrobat .pdf files — You must have Adobe Acrobat Reader installed on your computer to view
these files and it should be the latest version. If you don’t have it installed, it can be downloaded free
from www.adobe.com. This application is also required for the Grievance Form.

Picture files — Occasionally, as in the above examples, photographs or other picture files (a copy of a fax
for example) may be attached. Windows includes a picture viewer so no additional programs are
required to view these files.

Text files — These files have a .txt extension and usually contain copies of an email or other simple notes.
Windows includes a notepad application which can display these files.
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Attaching files created by word processing programs (eg. Microsoft Word) is limited because these can
only be viewed on computers that have those programs installed. There may be the odd attachment of
this type in the database that you won’t be able to view if you don’t have the program installed. Also,
you may happen upon an Acrobat .pdf attachment that Acrobat Reader is unable to open because of file
corruption. In either event, let the Grievance Coordinator know so the attachments affected can be
updated.
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Searching

This is the most important and powerful function of the Grievance database. By using the search
functions that are available, you can be as broad or narrow as you like in your search, depending on how
specific you need the results to be. For example, you can just search for all grievance documents
containing a particular word (a broad approach) or you can search for all grievance documents
concerned with a particular issue, filed with a particular company in a particular base within a particular
period of time (a narrow approach). The results you want will determine which of the search functions
you use.

The Broad Approach
The easiest way to search is from the Search Line:

Enter your search term here Fuzzy Search toggle button

g Search ~ fm&&xm:ﬂ'}gmmm‘fm.. Y M=

By using the Search Line, it doesn’t matter where in the document the search term is located — the
entire document will be searched and any that contain the search term will be displayed.

Press the ESC key, or click in the Search Line, and type the search term. askSam will then search all of the
documents from the beginning of the file to the end, the Search Results window will open and all of the
documents that contain the search term will be listed with the first document found being displayed in
the top half of the screen.

From the Search Results window you can:

e Scroll through the list and click on any that might be of interest to see the full document.
e See the context of the hit in the document.
e See the number of documents retrieved by your search.

If you’re not sure of the spelling, click on the Fuzzy Search toggle button. For example, if you were
looking for Documents containing the name "Kathy". You could use askSam's fuzzy search and find
Documents with "Kathy", "Kathi", or "Cathy". The Fuzzy Search overlooks a single error in a word, which
can be a missing letter, an extra letter, an incorrect letter, or a transposition (two neighbouring letters in
reverse order). When you’re finished with fuzzy search, make sure you click on the button again to turn
it off.
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Here’s an example of the results using the Search Line to search on the word “sick”.

Search results

Number of
documents
found

Click to open or close

Click to print the document
the search results

that’s displayed
window

: File PEdit View Actions Tools Windo Help
irt &= M 4> M| &= @ ¥ 7

Start Page” GrievancesAugl3 | - X
| @l Search - sick Y =
Grievance Information :
Main Menu | Previous Record | Next Record | Add New Record
[EETLESETEY Closed
Company s
Seq# RE]
UELTOERENETN Oct. 17, 2005
Grievance Level Jpd
BiEiTE Withdrawn
2a:E0 Paul Janssen 4
(ERELE D. Hinkewich
Seniority Date (MM/DD/YYYY)
iG] 200
UL G1-7213-13-200
Cc Rel #
Grievance_Filed
(1 UG TCRET ) Interpretation/Application
(e CUET RN N Article 13, 11
[ CVEL R EL T Holidays
Offence
Fina i withdrawn without prejudice/precedent 4
Fina Decision
Decision By
Decision_Date
(TGN E TR Failure to pay Stat Holiday during :;:u::l-
1 )
" Click the '’ to
1
2™ | v close the
(1) () ) (B Doc of 5654 Col 62 Ln 30 Pg 1A DATA (i search results
Search Results - 0 X
Seq#[ Union_Ref_#[ Grievor_MName[ Grievance_... Status| District| BC_Rep *
O |
O 14 61-7213-13-200 D. Hinkewich Article13, ... Withdrawn 200 Pavitan I Use the scroll bar to
O 79 G03-400-05 Hsuan Ly Article 1110 Settled 400 Marcel | move up or down in
=] 81 G01-404-05 Lucy Curci Article1110 Settled 404 Marcel | the list
O 109 G1-7231-11-508 Andree Bourguignon Article11 Monthly review decision 508 Chad Jo
=] 127 G05-400-05 Luc Boyer Article11.1... Monthly review decision 400 Marcel |
E— e e & Em— AP : o8 PE—
:Found: 225 m m 1. ’“ q. Refine your search here... J_ + Current Request... | (default)
Menu Command: *View->Firkg OVR

\

Use these buttons to move through the search
results or use the arrow keys on your keyboard.

When the search is initiated, the Search Results window opens and displays a summary list of
documents containing the search term. In the list, the first document is highlighted and the complete
document is displayed in the workspace above the list. You can move from document to document by
using the arrow keys on your keyboard (make sure the search results window is active), or by clicking
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with your mouse on the document in the list, and the complete document will display in the workspace
above. You can also scroll through the list using the scroll bar until you see a document that might
interest you, then click on it to display the full document in the workspace.

The Video buttons on the Tool Bar and Horizontal scroll bar do not follow your search results and
will take you from document to document in their physical order in the database.

To close the search results window, you can either click on the ‘X’ in the upper right corner of the
window, or click on the Search Results icon in the Tool Bar.

The Narrow Approach

In the example used for the broad search, 68 documents were found to contain the search term “sick”.

By using a more narrow approach, you can zero in on grievances that may be more relevant to what
you’re looking for.

Say you want to still search on “sick”, but want the search restricted to documents where the grievance
involved an appeal against discipline or discharge by an employee in the Jazz Technical Services unit.
Begin by clicking on small downward triangle next to the Search button on the right side of the search
line.

e — - e —=—
P askSam - GrievancesAugl3

: File Edit View Actions Tools Window Help

H = M a4p B - ol e e D | I |2
Start Pag}e)’GrievancesAugﬁ ]
” : @l Search - Tune o soansh raguassd feea = ,ch =]

Click on the small downward
triangle next to the Search
button

And then select “Advanced” from the drop down list:

e

e ———
P2 askSam - GrievancesAugl3

: File Edit View Actions Toal
iFt & MH 4P p @
Start Pag/efﬁrievancesﬂug.l3 ]_

|\l Search - | T 2 sosnnh aapart.
Select Advanced — Cé@y Advanced..
a“ Boolean...

U Field..

‘lﬁ Mumeric...
"& Proximity...
B Date..

1 ﬁh Attachments...
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This will open the Se

Search buttons —

arch Dialog:
pearch (x|
Search for: Search List: Maz. Hits:
@ Wwiard... | it ‘ Operator | Search Description ‘ ;8 |
E*II Field... | Cancel
B Date. | Help |<
¥ Humeric... |
Edit
@ Prawimity... | —‘I
ﬂ&, Attachrnents. |
L [Clear &l
=
=
Search Logic:

Add or delete parenthesis from expression

— Click to open Help

The Search Dialog can also be opened by selecting Actions/Search using the menu bar.

The Search Dialog can
also be opened by
clicking Actions and

then Search.

P~ askSam - GrievancesAugl3

: File

Edit

Start Page” Grie|

: B search + Tums .

Actions|TooIs Window Help

L]

Search...

Other Searches

Search for Selected Text
Search Multiple Files...
Stored Searches...

Web Search

Sort...

Field

Show...

Count word or phrase...

Word List

4

4

The search buttons on the left of the Search dialog are search options and choosing a button will open

the dialog for that search. Because the type of searching you will be doing will usually involve using the

Word and Field buttons, this description will deal only with those.

Help on all aspects of the askSam Reader program is always available by clicking Help in the
Menu Bar, or in any dialog box or by clicking on the Help button # in the Tool Bar.

To begin the search, click on the Word search button to open the dialog. Under Word or Phrase, type

“sick” (without the quotes) and then click on OK.
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Click on Word to
open the search
dialog

Enter your
search term
here
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P~ askSam - GrievancesAugl3

EFiIe Edit View Actions Tools Window Help
MEE e b e AT F]?

-X
C Bl Search ~ Fepe o soanh aaan feea, = Ih W=
Main Menu | Previous Record | Next Record | Add New Record | Send a Letter
Open
40 042
(2] = |
! Search List: Max. Hits:
# |Operator Search Description | | ok
1 There are no items to show.
~
Word or Phrase Search 12 i
Word or Phrase -
-DK B
imily... [sick] [ Edt
[T Fuzzy [ Ctear
[oeat |
Maw itz 225 (G Al)
— 2
Add or delete parenthesis from expression
LUTIITIENLS
1
1
G R el Jul 29, 2013
Click here to see attachments
™ 3
(i) (| =] ] Do of 5654 Col 1 Ln 1 Pg 171 DATA
‘ For Help, press F1

OVR
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This will enter the search for the word “sick” into the Search list:

b

[search __________ 2|
Search for: Search List: Max. Hits: G2
[# wiord... | W Operatar Search Description

*7 Fied.
Date... Hel

#  MHumeric...

ﬁ. Pragimity.

ﬂ&‘ Attachments... Clear

Clear Al

/ord: find documents with word “sick"

Cancel

Edit

"l e

Search Logic:
1

Add or delete parenthesis from expression

Then, because we want to narrow the search to grievances involving an appeal against discipline or
discharge by an employee in the Jazz Technical Services unit, two other search criteria have to be
entered. Both of these criteria are contained in fields that are contained in the Grievance Document,
discipline/discharge being contained in the Grievance Type field and JazzTS (the shortform used for Jazz
Technical Services) being contained in the Company field. Therefore, in defining your search, you’ll want
to tell askSam to search in the Grievance Type field for the word discipline (or discharge —it’s not
necessary to specify one or the other since both are contained in the field) AND to search in the
Company field for the word JazzTS.

To do this, click on the Field button and type “discipline” into the box under Find Word or Phrase. Next,
click on the down arrow next to the In Field Box to open the list of fields, scroll down to Grievance Type
and click on it, then click OK. This will enter the search for the word “discipline” in the Grievance Type
field into the Search List.
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s T )
r—‘ askSam - GrievancesAugl3 cee 2

‘ File Edit View Actions Tools Window Help
irt & A > e ET @ F|'?
Start Page” GrievancesAugl3 X

C Bl Search ~ Fepe o soanh aaan feea, = Ih "=

Grievance Information )

Main Menu | Previous Record | Next Record | Add New Record | Send a Letter

Open
Company [\
Seqd 17
P c... 40 o042
2%
3 Search List: Max. Hits: 225
Wwiord # | Operator | Search Description ok
i Pt
Click on Field to ‘ 1 Word: find documents with word "sick”
Cancel Enter your search

open the search ||
dialog

G Date. Search in Field L2 oo _/ ]

T -

Mumeric..
Ut | Find Word o Phrase:
“B  Prosimily... discipline i

Click the down
i e

1 arrow to open the
field list

nl Grievance_Type|

Max. Hits:

[ Grievance_Categony|
fnl Dffence_Categom(
[ Final_Decision]

[ Final_Decision_Reasons|
[ Decision_By|

[ Decizion_Date[ -

From the list,
select the field
to search in

[

-[Malch only the first occunence of field VI

=
1
G R el Jul 29, 2013

Click here to see attachments

™ v
Doc of 5654 [[] Col 1 n 1 Pg 1/1 DATA
! 9
‘ For Help, press F1 OVR

Next, click on the Field button again, type “JazzTS” into the Find Word or Phrase box, open the list of
fields, click on Company and then OK. This will enter the search for the word “JazzTS” in the Company
field into the Search List. When you’re finished, the Search Dialog will look like this:
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P— askSam - Grievancesfugl3

=

: File Edit View Actions Toels Window Help
Hafl=) M4r e EF O F 2

Start Page~ GrievancesAugl3

: il Search i 2 soavdh st A, Y =

Grievance Information

Main Menu | Previous Record | Next Record | Add New Record | Send a Letter

Grievance State [{o]sEl4]
Company [0

Search List Maw. Hits: 4

& ‘whord # |Uperator Search Description | ok

™ Field.. 1 Word: find documents with word "sick' PR
2 and Field: documents with "discipline” in

"Grievance_Typel" field Help

3 and Field: decuments with "JazzT5" in "Companyl" field

Edit

Clear

EE i Jf

Clear &1

>

«

Search Logic;
Tand 2 and 3

Add or delete parenthesis from expression

|
Hearing MNotes

1
Jul 29, 2013

Click here to see attachments

™
(it (=) (=] ] Do of 5654 Col 1 ln 1 Pg 1/1

DATA

‘ For Help, press F1

OVR

JazzTs is the short form for Jazz Technical Services. Always use the short form when searching for a
company. A complete listing of the short forms can be found under the section “Fields in the Entry
Form” on page 21, or in the document ‘Fields in the Entry Form Help’ available from the Top Menu.
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Click on the OK button for the search results. As you can see, narrowing the criteria to what’s most
relevant to your search, results in your being presented with three grievance which satisfy that criteria:

rr_ askSam - GrievancesAugl3 EE |

—
! File Edit View Actions Tools Window Help

Hal ) Hadr & HET @ | ?
Start Pag;fﬁrievancesAugliil - X

H Search = Jame 2 sassh aagassf aa. = Jh =
Click to print the / Grievance Information B

document that’s
displayed

»

Main Menu | Previous Record | Next Record | Add New Record | Send a Letter

[ Sy Closed
CompanyJJazzT5
Seq# 5]
U R ETETE Nov, 24, 2009 (JazzTS)
Grievance Level ji]
5T Resolved
= Dave Gylland

m

[ETTEN ] Adam Williams
Districi it
LTS 715-26-09
[l O Sep. 04, 2009
Grievance_Type]] ma@lscharge
[ CUET LR TT M Article 16
Grievance Czcegory JMEHILE]
Offenrz Category
fina Decision
Finp. Decision Reasons

U Decision By
Decision Date

“1 =
e Grievance Substance RYELET g E:u::)ﬂ time.
The specified search 9 ] £ |

criteria is highlighted ]
Full redress
1

Ul v
[i<t] (] ] [®1] Do of 5654 [[f] Col 46 Ln 28  Pg 111 DATA

Search Results - B x

Seq#[ Union_Ref_#[ Grievor_Name[ Grievance_.. Status[ District| BC_Repl

=) 33 714-2006-52 Stephane Cefaloni Article16.1... Level 2 heard - upheld 714 Daniel Mari
O 35 715-26-09 Adam Williams Article16  Resolved 715 Dave Gyllar
=) 22 715-36-09 Robert Milley Article 16 Resolved 715 Dave Gyllar

4| 1n &
‘Found: 3 m .'ih 1. ’ll q. Refine your search here... | [ = | Current Request... | (default) -

For Help, press FL OVR

Pre-programmed Searches

Sometimes, you’ll want a simpler way of narrowing your search, or you’ll want to see information on
more grievances displayed on the screen when doing a search. Or you'll want to have a printed list,
instead of print outs of each individual grievance document. All can be accomplished by using the
Reports and Research function.

This function provides a variety of preprogrammed searches where the work of defining the search logic
has already been done and where the information resulting from the search is presented in summary
form. A description of all of the reports can be obtained by clicking on the Reports & Research Help link
on the Top Menu:
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™
= askSam - GrievancesAugl3 o BT e S
i File Edit View Actions Tools Window Help

sl =] Mdpr b T P | [F .2

. ”S‘.tart Paga/" GrievancesAugl3 1 \ -X
| B Search - Tupe s saanh gt feve. N Click on the
Begorts & Research H

~ Reports button

Return to the Menu Print this Page to display a list of

reports.
Reports & Research

The following reports are available through the Reports menu. These can be accessed by clicking on the
Reports & Research link on this page or on the Menu page, by clicking on the link in the description for
each report on this page, and by going through Tools/Reports at the top menu or by pressing Ctrl-R
when anywhere within askSam.

Article Search - Specify the grievance subject matter & bargaining unit.

Discipline Search - By type & unit - Produces a report on a specified offence within a bargaining unit,
or all bargaining units.

Discipline Search - By Unit - all types - Specify the bargaining unit - produces a report on all types of
offences. divided by the offence.

Grievance Report - Produces a list of grievances for the Unit and District beginning from the date
specified. If Unit is left blank, all Units will be included. If District is left blank. all Districts will be
included. The date query includes a default date - this can be changed.

Open Arbitrations - Produces a list of all open arbitrations for the bargaining unit specified. or for all
units if *All is selected. Includes those that are scheduled for hearing.

Click on the
hypertext link to 4
run a report

I~

Open Grievances - Produces a list of all open grievances for the bargaining unit specified, or for all
units if *All is selected. Includes grievances which are at arbitration.

Scheduled Arbitrations - Produces a list of those grievances for which an arbitration date has been
scheduled for the bargaining unit specified, or for all units if *All is selected.

b N~

Search for any word(s) - Will do a global search through all grievances for the word specified. If you
enter more than one word, the words will be treated as a phrase. More detailed searches are available
through the Actions menu.

P
Doc of 5654 [[T] Col 1 knsd: Pg 1/1 DATA

)= &) ) Boc [ 5] g

| Bookmark: Top OvR

From here, you can run a report by clicking on the hypertext links for each report (the blue underlined
heading). You can also run reports by clicking on the Reports & Research Hypertext link on the Top
Menu, or by clicking on the Reports button ' on the Tool Bar when you’re anywhere in the database.
Whichever you choose, a listing of the reports available will be given and you can select the one you
want to run. Once a report is selected, prompts are presented where you can select the search criteria
from a list, or in some cases you will need to type in your search term, and then the report with the
results will be displayed on your screen.

To print the report that’s displayed, click the Printer icon on the Tool bar. In the Print Dialog, next to
your printer name, click the Properties button and make sure the settings reflect that the document will
print on legal-size paper in landscape orientation. Also make sure your printer is loaded with sufficient
legal size paper. Once your settings are adjusted and the paper is loaded, click the OK button to start
printing.
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If you see a grievance listed on the screen report that you want more information on, double-click
anywhere in the row on the report and the full grievance document will be displayed. To return to the

report, click on Window in the Menu bar and select the Report that you want.

Here’s an example using Article Search:

If you’re at the Top Menu, click on the Reports & Research hypertext link to open the Report Manager.
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Search | Reports & Research

Teplitsky's Orders - Air Canada

Teplitsky's Orders - Jazz Tecl

Teplitsky's Orders - Jazz A

Legal Facts

Grievance Form

(After clicking. it will take a minute for,

Help & Instructior

Help for the askSam program is av:

pressing the F1 key or selecting Hel)

menu bar.

The instructions provided through th
links are specific to the Grievance T

Reporting program.

User Guide

-
Report Manager

Feport Mame:

=] Aticle Search
F‘ Discipline Search - By Type & Unit
F‘ Discipline Search - By Unit, All Types
|| Grievance Peport
I Open Adkitrations
I || Open Grievances
I Scheduled Abitrations
1 Search for ary word

Eields in the Entry Form Help

Reports & Research Help

Notice
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You can also open the Report Manager by clicking on the Reports button ' on the Tool Bar when

you’re anywhere in the database.

= askSam - Grievanceslugl3

i File Edit View Actions Tools Window Help /
= WEE N T T RS e @ 2
Start Pagp/rGrievancesAug13]
||§ﬂ5earch v T 3 SRS AN AR, R M=

From the list in the Report Manager, click on Article Search and then on Run.

Report Manager /

Report Mame:
[ | ticle Search

F‘ Dizcipline Search - By Type & Unit
F‘ Dizcipline Search - By Unit, All Types
[¥] Grievance Report

[Z! Open Arbitrations

F‘ Open Grievances

I Scheduled Arbitrations

I7] Search for any word

The first prompt asks for the Unit you want the search to focus on. If you want to search through all

Units, just click OK to select All. In this example, we’ll narrow the search to the Ont. Air Ambulance Unit

by clicking on the down arrow on the right of the dialog and then clicking on the Unit name in the

picklist that’s presented.

Request Prompk

Ok, Air Ambulance

Al

| Air Canada

Air Canada Crew Sked
Air Cahada Y acatiohs
Cdn Marth

CLS Catefing

Diyden &ir Svos

Ewcel Carga

First &ir

GlobeGround

Jazz Customer Service
Jazz Tech Services

M orningztar
Ont. mbulance
Servisair ™R
United Airlines

‘wiebb Airport Services
Wiotldwide Flight Services
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Click on OK to get to the next prompt which asks for the type of violation you’re searching for. In this
example, we'll narrow the search to Overtime & Recall by clicking on the down arrow on the right of the
dialog and then clicking on Overtime & Recall in the picklist that’s presented

Request Prompt

Type of Wiolation?

Ovwvertime & A ecl

Benefits
Contracting Out]
Dizcipline
Digcrimination
Dty to Accommodate
Health & Safety
Holidays
Lay-off & Recall
Leave of Absente
Management Rights
Manitaring & Magsurament

Fart-time Employess
Probationary Emplopess

Relief & Ternporany Azsignments
Scope work,

Seniarity

Shift Trades

Sick Leave

Technological Change
Temporary Employess

Time Bank

Transfers & Job Posting

Travel Passes

Union Activity

YWacation

‘Wages

wiark Azsighmant

wiork Schedules

j v Phiase

A report will then be presented in a separate window listing all of the grievances in the database which

meet the search criteria.

Click on the
Grievances tab
to switch back
to the main
window.

When in the
main window,
click on the
Report tab to
return to the
report.

d
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5 fepan A - Xe— Cii
= 2l B, ! Click on the
Holidays, Overtje€ & Recall ‘X’ to close
Policy - All 27,2000 Resolved Article 18- company not paying double time rate of pay  denied Statutory holidays are paid up front on a yearly basis
Paramedics for overtime (beyond 12hrs) on a statutory holidsy - Emplovees working on a statutory holiday are therefore the report.
holiday is paid already af time and one half {1 1/2) paid twelve houss of overtime, in addition to sbove
‘mentioned up front load
Overtime & Recall
Trevor Storey Feb.2,2007 Resolved As per article 26,09 (b)(c) - the Company has failed to pay
member double (2x) his hously rate for working 2 shift
overmun on Dec 9, 2006 end fail=d to pay double (2x) his Double-click
houdy mate for a double time shift on his second day of
st-Dec.10, 2006
gk anywhere
Daryl Rickard Jun_ 4, 2007 Level 1 heard - upheld Unpaid o't hours resulfing from overtime shift shift Member paid hours 4— — between the
evemn CME
dotted lines to
Chusck Telky Auz 30,2007 Filed to Arbitration Offered overtime and then the company reassizned to
amothes membec without notice switch back to
Jeremizh Soucie Dec. 03,2007 Level 1 outstanding Employee not paid double time on second continous day the main
off
window with
Tara Williams Jan. 29,2008 Withdrawn without The company failed to appropriately notify member of an
Prejudice Frecedent overtime shift s per Teplitsky arbitration order nov7/2007 the full
etes Zanon an. 31,2 evel 2  Company of an overtime i .
Peter 7 Tan_ 31,2008 Levell & The C: f hift document
on Jan. 30,2008
Tara Williams Jan. 31,2008 Level 2 outstanding The Company faled to notify member of overtine on Jan
29,2008
Rob Teranishs Feb. 06, 2008 Level 1 outstanding Company failed to notify member of anavailable overtime
shift on Feb. 02,2008
Rob Teranishi Feb. 25,2008 Level 1 outstanding Overtime bypass
BrendonDoneffl  Feb, 28,2008 Level 1 The Company P ofan -
ljli 4| % Boc [T]of1 [ Coblt tn 1 Pg 13

E| article Search
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A copy of the report can be printed by clicking on the printer icon in the toolbar.

All reports are formatted for printing on legal size paper in landscape orientation. Make sure
your printer settings are changed so the report prints properly!

To view the full document, double-click anywhere in the line on the report containing the summary. This
can be done any number of times from the report window so it’s easy to view the individual grievance
documents contained in the report simply by switching back to the report window and double-clicking
on the next grievance you want to view.

To switch back to the main window without closing the report, click on the tab with the Grievances file
name on it. You can access the report again by clicking on the report tab. To close the report, click on
the ‘X’ in the upper right when in the reports window.

40 Sept. 2013



Appendix 1 - Required Programs and Files

The following programs and files must be installed on your computer in order to take full advantage of
all the features of the Grievance Tracking and Reporting database. All of the programs are easily
downloaded from the internet and installed onto your computer without difficulty — and they’re free! If
don’t have a high-speed internet connection or are otherwise technically challenged, please contact the
Grievance Coordinator for help.

Adobe Acrobat Reader

The grievance form template and askSam require that you have the most recent version of Adobe
Acrobat Reader (currently version 9.1) installed on your computer. If you don’t yet have it, or if you
have an older version installed, you can download and install the latest version from www.adobe.com.

Grievance Form Template

The template is included in the Grievance database file and can be opened from the top menu:

B Search - e s snih s s Y =

Grievance Tracking & Reporting

August 2013 Release

Search | Repons & Research

Click toopena

blank grievance
form

H ) Doc [T Jofs6ss [l Collt  nil  Pgla
Top Menu

If you prefer to also have the template available through an icon on your desktop, open the template
from within askSam and then save the file from the File > Save menu in Acrobat Reader, selecting the
Desktop folder (or some other folder you prefer) as the location in which to save it. If you do this, make
sure you protect the template file against accidental changes by following these steps:

1. Click on the Grievance form.pdf icon on your desktop to highlight it.
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Gtievance

Farm. pdf

2. With the icon highlighted, click your right mouse button (assuming you’re using a right-handed
mouse) to open the dialog. Click on Properties on the list.

. Open with Acrobat 8

Print
Open with Adobe Reader 8

T Combine supported files in Acrobat. ..

Open With 3

Scan with Morton Antivirus

Send Ta 3

Lalll 4
Copy

Create Shortout
Delete
Rename

T

3. Make sure the Read-only box is checked. If not, click in the box to check it. Then click on OK.

m{:;_

e 3 ?
Grievar Grieyance Form.pdf Properties _Iﬁl

Form.g General |F‘DF | Summary'

)] I Grievance Form,pdf
]

Type of file:  Adobe Acrobat Document

Opens with: .| Adobe Acrobat 8.1 Change... |

Location: C:\Documents and SettingsYGreg SpenceriDeskiop

Size: 233 KB (238,917 bytes)

Size ondisk: 236 KB (241,664 bytes)

Created: September 19, 2007, 11:31:02 AM
Modified: August 15, 2007, Z:44:58 PM

Accessed: September 21, 2007, 9:47:52 AM

Attributes: F%Read-only ™ Hidden Advanced, ., |

QK I Cancel Aoply

As long as the Read-only box is checked, the file will be protected against changes.
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askSam Viewer Program

The askSam Viewer Version 7 program must be installed on your computer in order to open the

grievance data file. it can be downloaded and installed from:

http://www.digifile.ca/caw2002files

When prompted enter the User name and Password included with the email sent announcing the new
release of the grievance database.

- - E 3

Fcie / £ - 2% | C vmngorsighiecs

UNIFOR

2002 | Canada

Buy local. Insuri
CAW home and aute insi

GG --w

[Dsername

questing that yor d pa.
mannes (basic authentication without & secure

CAW News Feed

CAWS TCA
CANADA

Facts from

Subscribe.
B Receive Email Alerts

™=

iembes my credentials

o[ cance

award of July 17, 2013,

6 days ago, Sep 23, 2013 at 12:00pm
nominations

Standing are & follows
Fead More

2 weeks ago, Sep 20, 2013 at 4:23pm

Earbal s month he union mat with tha e bitralor Tor
Hadges in Toranlo 1o seak clarification on issues retated fo the arbitrated

Air Canada: Bargaining Committee election

The nominations for the postion of Ar Canada Bargaming Commities

Unifor official bargaining agent for Servisair
PSAs in Montreal and Toronto

ER

At the prompt,
enter the user
name & password.

We're missing jobs,
not skills, Mr. Kenney
FIM STANFORD
Spaceita The Gote and vai
Pubished Tharsday, Jul 182013

Current News | Canadian Auto
Workers |

Towards a New Unifor s now officially certied as the

Loy

The next screen will list the files available for downloading. For example:

29-5ep-2

nrer Ariver.pdf 02-Feb-2!

01-Jul-2005 09:50

OR-Hov-2008

29-3ep-2012 20:1% 474M

20-8=p-2017 13:44 2.1C

3129

O6-Dec-200% 22:2

8.4

15:48 1.4M

From here, click on asviewsetup.exe to start the download and then Save to designate where you want
the file saved on your computer. Saving it to your Desktop will make it easy to find for the next step.
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http://www.digifile.ca/caw2002files�

29-5ep-2012 3 ERE

Click on
asviewsetup.exe to

29-Sep-2017 20:18 4744
29-8ep-2012 13:49 2.18
29-3ep-2012 23:2% 460M '

start the download

sinter drives.pdf DI-Feb-J008 18:57 363F

06-Des-2005% 22:28 3.0

01-Jul-2005% 09:58 8.6

08-Mow-2008 15:48 1.4M

Then click on Save

to save the file to Do you wand Lu run or save asviewersebupoese [5.55 ME) lrom www.digilBe.cal

your computer P s - o

Once the download is complete, there will be an icon like this on your desktop:

Double-click on this icon to start the installation process. Follow the prompts from there to complete
the installation.

Once the installation is complete, there may be a askSam Viewer icon on your desktop:

el
VISWER

Since this icon is not necessary, you can delete it from your desktop if you wish. You can also delete the
asviewsetup.exe file from your desktop.

Grievance Data File

This is the file where all of the grievance data is stored and you must have the askSam Viewer installed
in order to open it. The file is usually updated quarterly and an email is sent out announcing the release.
The email will include instructions on how to download the file over the internet and save it to your
computer.
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Associating the Grievances file with the askSam Viewer Program
If the Grievances icon looks like this:

Grievances, ask,
a5k File
326,454 KB

instead of this:

r —
GRIEWAMCES,
ASK

you need to manually associate the Grievances file with the askSam Viewer program. You will only have
to do this once.

Here are the steps to follow. The screenshots are from Windows 7 — other versions follow the same
basic steps but the screen will look different than what’s shown below:

1. After you’ve installed the file onto your computer, double-click on the Grievances icon, or on the
shortcut icon you placed on your desktop.

2. You will get the response that Windows cannot open the file. Click on the dot next to Select the
program from a list and then click OK.

'™ Grievances
i

d l.@ psaarch u_ Falders v

Ly Grievances.ask
ASK File
326,454 KB

File and Folder Tasks

®[| Rename this File
,;@ Move this file

Cogeh ey
(% Jal Windows |1”Z|

~  Windows cannot open this file:
/ ;l

File:  Grievances,ask

Ta open this file, Windows needs to know what program created it. Windows
can go online ta loak it up automatically, ar you can manually select from a list of
@ B programs on your computer.

rmd  What do vou want to do?

Click on the dot
next to Select the

() Use the web service to find the appropriate program
(&) select the program From a list

program from a
list and then OK
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3. When the Open With dialog opens, click on Browse.

& Grievances

File Edit  View Favorites  Tools  Help #

OBack f\) Lﬁ pSearch lE Folders '

Open With

File and
-~ Choose the program you want to use o open this file:
@ Renal |
@ Mo File:  Grievances.ask
D Copy| ~ Programs
&) Fubig B Adobe Reader 6.1 L]
@ E-ma e Internet Explorer
¥ Delet Microsoft PowerPoint For Windows
T¥F Microsoft Word For Windows® 97 =
3 Motepad
Other PI W Paint
@ Desl (A QuickTime Player =
[E] —_ @ Windaows Media Player
4 & Windows Picture and Fax Viewer o
) Shard
- Type a description that you want ko use for this kind of file:
]| |
& ryh
[¥] ahuays use the selected program ko open this kind of file

< Click on Browse

I the prograrn you want is nok in the lisk or on your computer, you can laok

for the appropriste program on the Web,
-

4. Atthe next Open With dialog, double-click on the askSam Folder.

& Grievances

Edit  Yiew Favorites  Tools  Help

Filz:
.\) Lﬁ pSearch [t:‘ Folders

O Eack
Open With

File and ig
Open With...

Loak in: | 159 Program Files v | 0 l'} 2 E-
@NetMBBting
ﬁNorton Ankivirus
. =Zent | ||J)Common Files 15 Online Services
Double-click on Documents |23 ComPlus Applications |0 Outlock Express
the askSam folder > (5o Qquekme
L. () Hewlett-Packard 1) Skype

Desklop (=T 1) Symantec

|- Instalishield Installation Information (25 Windows Media Flayer
— |3 Internet Explorer [ Windows Messaging
:) [ Messenger |25 Windows NT
My Documerts E:lm!crnsDFt le?tpage [Chxerox

|5 Microsoft Office
120 Movie Maker

E’ M
@MSN Gaming Zone

fy Computer
-
g File name: hd | L Open J
Iy Metwork Files of type: ‘ Pragrams ~ | [ Cancel ]

- — _
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5.

47

[ |j Open with..,

I ‘v| + Comput D|L | 'k(C.)|>|P m Files »
e ¥ o uter oca 15 . rogra Hes
= Les e P 5 - El

- | +3 | | Search Program Files

Organize »

Q% Homegroup
A Greg
. AppData
i Contacts
m Desktop
& Downleads
Lr Favorites
W Links
| My Documents
W My Music
=| My Pictures
B My Videos
® Saved Games
£ Searches
Ll Computer
“j Metwork
[ Cantrol Panel

File name:

Mew folder

0 @

-

Mame

. Common Files

Double-click on Local Disk (C:)

pe

le fo

, CONEXANT
. DVD Maker
. Google

. Internet Explorer

., Memeo
. Microsoft LifeCam

. Microsoft Office

. Microsoft Security Client
. Microsoft Silverlight

. M5Build

. NVIDIA Corporation

. Reference Assemblies

. Softland

1/14/2013 8:31 AM
1/14/2013 8:12 AM
3/31/2013 5:24 PM
9/14/2013 10:44 AM
1/13/2013 8:47 AM
1/12/2013 3:05 PM
1/13/2013 6:29 PM
§/23/2013 1:05 PM
7/12/2013 10:16 PM

7/14/2009 1:32 AM

- 4 T w

File fo
File fo
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Double-click on the
Program Files (x86)

- [Programs

)

[ open [+] [ cance |

If you don’t see the askSam folder, use the file browser to navigate to the Program Files (x86)
folder & you'll find it there.
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| AGEIA Technologies 3/31/2013 5:08 PM File fo| -
| askSam - 5/11/2013800 AM  Filefo|
. Belarc by 1/14/2013 5:34 PM File fo

.. Common Files .

i FostStone Capture Double-click on the
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6. Once you’ve navigated to the askSam folder, double-click on the askSam 7 Viewer folder.
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[EE Contral Panel

File name:

1

Open with...
"
U-| |. ¢« Local Disk (C:) » Program Files (x86) » askSam » [ 42| [ Search asksam P
S =
Organize * MNew folder =~ @
% Homegroup n Name ° Date modified Type
A Greg
.. askSam @ Viewer 1/13/2013 6:07 PM File foldel
. AppData =
|. askSam7 Viewer 5/11/2013 800 AM  File folde
i3 Contacts N =
| askSamb 1/13/20136:05PM  File folde
i Desktop )
Tl | asksam] 1/13/20136:16 PM  File folde
& Downloads
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W Links
| My Documents E the aSksam 7
B My Music Viewer folder
= My Pictures
B My Videos
 Saved Games
£ Searches
18 Computer
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- legrams vl
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7. Make sure the ASViewer.exe icon is selected (as it is below) and then click on Open.

|_] Open with..

@v'l . <« Program Files (x86) » askSam » askSam 7 Viewer

Organize + New folder ~ [ @
& Homegroup “  Name . Date modified Type
G
B Greg [P asviewer 3/2/20094:58 PM Applicati
. AppData
Col
Make sure the [
esktop
ASViewer icon |Downloads
. | d Favorites
is selected. Links
My Documents F
dr My Music
= My Pictures
E My Videos
@ Saved Games
I 7 Searches
1% Computer
‘-j MNetwork
[E Cantral Panel hd| I L
File name:  ASViewer - legram; 'I .
— Click on Open
[ Openw
8. Make sure the askSam 7 icon is selected (as it is below) and click on OK.
r ™y
Open with ﬁ
— Choose the program you want to use to open this file:
File:  GrievancesSep13.asl
Fﬁ Microsoft Office Picture Manager LE Microsoft Office Word
Microsoft Corporation ==| Microsoft Corporation
H
i 7 Notepad <, Paint F
&8 J| Microsoft Corporation '-ff ' Microsoft Corporation
I Windows Media Center 0 Windows Media Player
Microsoft Corporation Microsoft Corporation
f = windows Photo Viewer = WordPad
Ma ke sure the I Microsoft Corporation = Microsoft Corporation
askSam 7 icon f’ askSam 7.0
> i askSam Systems m
is selected. =
Type a description that you want to use for this kind of file:
Always use the selected program to open this kind of file T
If the program you want is not in the list or on your computer, you can ook for the appropriate program on the | ] ;
e PE— Click on OK

[ QK

ﬂ Cancel ]

The Grievances file will now open in the askSam Viewer program.
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doPDF Printer Driver

The doPDF printer driver allows the creation of PDF files using the print command in any application, be
it word processing, spreadsheet or email.

You can use the doPDF printer driver to save a completed grievance form in a file that cannot be
changed. This file can then be emailed to the company (or anyone else) without concern that it might
subsequently be altered in some way.

The first step is to install the doPDF printer driver onto your computer. Once the installation process is
started, the setup wizard will take you through the steps involved. The following describes these steps
and how you can answer some of the prompts.

The doPDF-7.exe installation file from is available through the same link as for the askSam Viewer
program and data files. Once the file has been downloaded onto your computer, go to the folder with
the downloaded file and double-click on the doPDF icon to start the installation process.

dopdf-7

You will be asked to confirm that you want to run the file (click on Run to continue). You'll then be asked
for the language you want the installation process to use and then you’ll be taken to the Welcome
screen. Click Next to continue.

) Setup - doPDF 7 printer EI_‘J_hJ

Welcome to the doPDF 7 printer
O Setup Wizard

This will install doPDF 7.3 printer on your computer.

It is recommended that you close all other applications before
continuing.

Click Mext to cortinue, or Cancel to exit Setup.

)

et

The usual legal statement will come up. You can read it if you like, but you’ll have to click on “l accept
the agreement” and then Next to proceed to the next screen.
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At the next screen you'll be asked to confirm which folder the printer will be installed in (the default

location selected by the program is fine). You can also accept the default location for the Start Menu
shortcut.

At the next screen you'll be asked “Do you want to select doPDF printer as the default printer?” — make

sure that the checkmark is cleared. If there is a checkmark in the box, click on it to clear it. Then click the
Next button.

) Setup - doPDF 7 printer l = i
—
Printer preferences
Which prirter should be set as default? "
. Do you want to set doPDF 7 Printer as your default printer?
Make sure this

. > [ Set doPDF 7 printer as default printer
box is empty

(not checked)

i |
[ <Back |[ MNe> | [ Cancd |
At the Ready to Install screen, click on Install to complete the process.
r@ Setup - doPDF 7 printer l = |
Ready to Install
Setup is now ready to begin installing doPDF 7 printer on your computer. "
Click Install to continue with the installation, or click Back if you want to review or
change any settings.

Destination location:
C\Program Files“Scftland‘doPDF 7

Start Menu folder:
doPDF 7

Interface languages:
English

Default interface language:
English

[ <Back || nstal | [ Caneel |

When the installation process is complete, you can delete the downloaded doPDF file from the folder it
was saved in.
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Creating an Adobe PDF file with doPDF

Once the doPDF printer is installed it can be used to create a PDF file of your completed grievance

forms. The advantage of doing this is that the form is saved in a file that cannot be changed. This file can
then be emailed to the company (or anyone else) without concern that it might subsequently be altered
in some way.

To print a grievance to a PDF file using the doPDF printer driver, do the following:

1.

Use Adobe Reader and the grievance form template to complete the grievance.

2. Click on the Print Form button on the form to bring up the printer dialog.

& Fa
Aetual gize
Shrink oversiced pages

Custom Scales  [100 %

Cheest paper source by POF page size
Prarit ors beth sades o paper

Crentatice:

@ Auto portrad/lendscape

| PageSep.. |

S EFeE Ei B | 1 ia || man |- | d Teols  Sign | Comment Extended
frommy Pr—
0 s s Tomonem it o s
UNIFOR
2002 Canads her o,
pLoooT Ne e geiek: I
. - t—
et R | | Froperves | [ Advanced |
ies g Prnt in grayseale (black and white)
Pages to Print Comments & Forms
| Boessmen
it page
e I
* Mere Options Sale MN
Page Sizing & Handling () 8531 Inches
Broe || Ewenee || Bloeota

Click on the Print
Form button to
bring up the
printer dialog

3. Click on the down arrow to the right of the printer name to bring up the list of printers installed
on your computer. Click on doPDF to select it as the Printer to be used for printing the form.

Click OK.
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Orientation:
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Page Setup..
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Click on the
down arrow,
then on
doPDF and
then on
Print.

At the next prompt, click on Browse, select the folder where you want to save the file and type
in the name of the file in the File Name box. Click on OK to continue. You will have to give the
file a name that is different from the name of the file you are printing from.

Adobe Reader will reopen and show you the newly created PDF file. To email the form, click on

File/Send File:
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If you want to print a hard copy, click on the printer icon to bring up the print dialog. If the doPDF

printer is still shown in the printer name box, click on the down arrow and choose your regular printer.

Click on the
printer icon
to print a
hard copy.

If doPDF is still
shown in the
printer name
box, click the
down arrow and
choose your
regular printer.
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