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Date Issued/Rev:  4/12/2012


General Description:  This procedure explains how to set up a union employee in the correct bargaining unit.
Responsible Manager:  Director of Human Resources
Related Forms:
	PEABARG	Employee/Job Relations Labor Form
[bookmark: _GoBack]Related Procedures:
	UNM-300	Common Matching
IMPORTANT NOTES:  
This procedure assumes that the position is established.
Process Steps:
	Step#
	Action / Field Name
	Comments / Options

	1
	Go to: Type PEABARG and press ENTER. 
	

	2
	ID:  Required. Enter the employee’s Banner ID and tab to the name field.
	NOTE:  Verify that the correct employee is located.  If not, go to UNM-300, Common Matching and locate the correct employee.

	3
	Select “Next Block.” 
	

	4
	Bargaining Unit Code:  Click on the down arrow.
	

	5
	Select appropriate union and double click to select.
	

	6
	Relationship Status:  Single click on down arrow
	

	7
	Double click to select.
If Confidential select CO.
	NOTE:  If Confidential Employee or less than .5 FTE selected, make sure employee class in PEAEMPL is changed to SN.

	8
	Bargaining Unit Dates/Effective Date:  Enter date or click on calendar to select effective date. 
	

	10
	Select “Save.”
	

	11
	More employees to set up?
a. If yes, return to step 1.
b. If not, select “Exit.”
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