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The NATCA Grievance Tracking System is an automated, Internet-based, and complete 

solution for storing, printing, and tracking of all NATCA grievances as well as providing 

automatic e-mail notifications and comprehensive but secure search capability of the 

entire grievance database. 

 

First, contact your RVP to set up a user name and password. Then you can login the 

system at http://grievance.natca.net.  

 

You will see the Summary screen below, showing the 

status of all active Local and National grievances. 

They are three steps in an employee grievance 

process and two steps in the Union process:  

1. Step E1 – The step is used when filing an 

employee grievance against their supervisor. 

2. Step E2/U1 – the employee grievance has 

been elevated or Union initiated grievance. 

3. 3rd Level – the employee and Union grievance 

has been elevated or originated at the national 

level. 

 

From this screen you can use either the tabs or the 

navigation links (upper right in red) to get around in 

the program. 

 

 

http://grievance.natca.net/
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Grievance listings 

Current grievances are categorized by level as follows: 

 

• E1 – employee grievance, level 1 

• E2/U1 – employee level 2 and union level 1 

• 3rd Level – employee level 3 and union level 2 

• Arb – grievances in arbitration 

 

There is a tab for each level. The E2/U1 page looks like this. 

 

 
 

In the example, there are two grievances at this level within ZDC. 

 

Entering a Grievance at Step E2/U1 

To enter a new grievance, go to the Summary page. You’ll see an area called “Start a 

New Grievance” as shown here. (Note: Before you can enter a grievance, you must select 

Address Options. See page 19 in this guide for more info or click “New users click here” 

on the Summary page online.)  

 

 
  

To start a new grievance, select a filing level and click the “New Grievance” button. 

(We’ll talk about templates later.) If you are entering grievances from a previous year, 

select that year in the drop down. You’ll see the following screen. 
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Two of the fields have convenient shortcuts. For the grievant, if you click the facility 

three-letter identifier next to the field, “ABC NATCA” will appear in the grievant field. 

Next to the Rep field is a drop-down which, when you select one of the Reps in this list 

will cause that Rep’s full name to appear in the Rep field. The “E-mail Grievant” field is 

an option that allows the grievant to be notified any time there is an entry or change made 

regarding the grievance. 

 

The required fields are marked with a red star. You can specify Censor Words that will 

be concealed when anyone outside of your facility views the grievance. Names and other 

sensitive information should be entered in this field, separated by a comma. Once the 
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grievance is entered, you can view the censoring by clicking on the View XXX button in 

the E2/U1 grievance listing. 

 

The remaining fields are optional. Date Submitted can be entered later since many 

grievances may not be submitted right away. Since FAA Number, Received By, and Date 

Received will be filled in later, these don’t appear. 

 

Using Templates 

 

Templates enable you to enter similar grievances fast! Go back to the Summary page and 

click the Templates button. You’ll see this. 

 

 

To create a template, fill out the four fields. If you want to be able to specify information 

unique to each grievance - including a person’s name, a date, or another piece of text – 

use the substitution text indicated. For a name, use *NAME*, for a date use *DATE*, 

and for other text use the wild tags shown. 

 

Your template might look like this. 
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Now return to the Summary page. Select your template and enter a name and date, then 

choose a filing level and click New Grievance. You’ll see the grievance entry screen with 

a grievance based on the template already loaded. All you’ll need to do it add the 

grievant, Rep, and select a Send To and you can enter the grievance. You may want to fill 

in other fields as well.  

 

The Grievance Listings 

From the E1 page, re-select the Facility and other filter options and then hit “Go” to 

peruse current grievances within your region at this level. 
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Click the E2/U1 tab to see grievances at that level. 

 

 
 
Each grievance occupies one row of this table. From left to right, the first column 

identifies whether the grievance is employee or union. The next column is the EDIT 

button. You can use this button to retrieve a grievance in the format it was entered and 

then edit it. You might correct an error, assign it to a new Rep, enter the date you 

received an Agency reply or a number of other things. We’ll get back to this 

momentarily. 

 

The next column is the NATCA number. This is automatically assigned the instant the 

grievance is entered into the system. The first two digits are the year, the next three 

characters are the home facility of the person entering the grievance (or selected facility 

for RVP-level users), and the last component is a sequence number. The sequence 

number starts with 1 each year for each individual facility. It increments each time a 

grievance is entered for that facility. 

 

You’ll notice you can click the NATCA number. This will take you to the grievance 

entry screen, but with several fields already filled in based on the grievance you selected. 

By changing names and or dates and adding a few pieces of information, you can quickly 

duplicate a grievance with this tool. 

 

Getting back to the EDIT button, here is what you’ll see if you click it: 
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This screen shows several new fields from the original entry screen. In the upper center, 

you’ll see a table of dates. This gives you the chronological history of the grievance. 

NATCA Submit By and FAA Reply By are deadlines that are auto-generated based on 

the CBA but can be amended manually using the fields within the green box in the upper 

right. The Submitted and Received columns are actual dates that you enter also into the 

fields in the upper right once they’ve occurred. When you enter a date received, the 
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grievance automatically kicks up to the next level and the deadline is set for you to 

submit at that level. More on this in a bit. 

 

The next field on the E2/U1 page is Grievance Regarding. This is your topic. Click it and 

you’ll get a pop-up window containing the grievance formatted for printing. 
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Before you actually print the grievance, make sure you click the link “Before you print 

grievances” on the Summary page. 

 

The next field contains either the date submitted at this level or the number of days you 

have to submit it. You’ll notice that in the last grievance on this list, there are only 8 days 

left to submit at this level. The green box with an “N” indicates it is a NATCA deadline 

and you’re still in the green. As you get closer to the deadline the box will turn yellow 

and then red. If you’ve missed the deadline a red box with the word “PAST” will appear. 

 

The next column contains the Rep. If you click on the Rep, you’ll visit a page in which 

you can enter and track resolutions for the grievance. This will help you to identify when 

the Agency has failed to meet an agreement. The number of resolutions on a particular 

grievance will appear in the Rep box as shown. 

 

 
 

The FAA Reply By column shows FAA deadlines. If the Agency has not yet responded 

you will see a date here accompanied by an “F” in a colored box, exactly like the Date 

Submitted column. In the example of page 4, the FAA has missed four dates and is “in 

the green” still on three others. You can click on this field to elevate the grievance 

without an Agency reply. If you do this, the grievance will move to the next level.  

 

The next column is for Attachments. The number shows you how many attachments 

currently are stored for this grievance. You can click on this number to see and download 

the attachments as well as to upload your own. That screen looks like this. 

 

 
 

On the left is the list of current attachments. Click on the file name to download. On the 

right you can select a file on your local drive to upload to the server. 

 



 10 

Once you upload a document, it will immediately be accessible to credentialed users. 

You'll see your document and entry posted for downloading right away. 

 

The next column in the grievance listing is Notes. This is a running log of events and 

comments associated with the grievance. The notes page looks like this: 

 

 
 

To add a note, simply type it into the box and hit Submit. 

 

Next you’ll see the View XXX button. This will show you a pop-up window containing 

the grievance in printable format but with the censoring enforced. You’ll be able to 

preview how the grievance will look to others outside your facility so that you will not 

accidentally reveal sensitive information. 

 

The next-to-last column is for auto-generating the third level letter. The program can 

provide you with this letter automatically. 

 

Finally, you can close out the grievance using the CLOSE button. It will give you the 

option of deletion, withdrawal, sustain, deny or settlement. You can add some 

commentary as well explaining what the result and circumstances. If the grievance has 

been closed you’ll see the disposition in the listing and be able to click on it to see a pop-

up window containing comments and other details about how the grievance was closed. 

 

Note that recently closed grievances will appear on the grievance listings (E1, E2/U1, 

etc.) so that users can more easily keep track of what occurred. Using the drop-down after 

the “Grievances closed within” text, you can select how long you want to look back in 

time. 

 

Updating your Grievances 

Returning to the EDIT screen, you’ll again notice the new fields in the upper right inside 

the green box. The following example is for an E1 grievance. 

 

The Reply By date (10/03/2005) is auto-generated by the program by adding 20 days to 

the Date Submitted, but it can be edited as well should you agree to an extension and add 
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comments to the Notes. You will notice the appearance of the fields FAA Number, 

Extension/Reply By Date, and FAA Response Received Date 

 
 

To elevate the grievance, simply put a date in the FAA Response Received Date field on 

the edit page. The grievance will move from the Step E1 screen to the StepE2/U1 screen. 

You can also elevate if no response from the Agency by simply clicking (elevate) on Step 

E1 summary page.  You can click the EDIT button at any time to make or add additional 

information. It is a good practice to scan and ATTACH any documents sent to or from 

the Agency. 

 

For a U1 grievance, the EDIT page green box will look like this. 

 

 
 

 

At the E3/U2 level, the same screen might look like this: 

 

 

 

This is the date employee handed in the grievance to their Supervisor. 

 

FAA number provide by the Agency 
 

Automatic 20 days, or it can be edited with agreement with the agency 

to extend their response. Add agreement to ATTACH 
 

This is the actual date Agency Response is received. Entering this date 

will automatically move it to Step E2/U1 
 

Automatic 20 days from first field of first learned of grievance so you 

know when to submit to Supervisor, or can be edited to reflect 

meeting or other deadlines. Add agreement to ATTACH 

This is the date employee/union handed in the grievance to their 

Supervisor. 

 
FAA number provide by the Agency 
 

Automatic 20 days, or it can be edited with agreement with the agency 

to extend their response. Add agreement to ATTACH 
 

This is the actual date Agency Response is received. Entering this date 

will automatically move it to Step E3/U2 
 

Automatic 20 days from first field of first learned of grievance so you 

know when to submit to Supervisor, or if given extension to elevate 

grievance. Add agreement to ATTACH 

This is the date employee/union handed in the grievance to their 

Supervisor. 

 
 

FAA number provide by the Agency 
 

Automatic 20 days, or it can be edited with agreement with the agency 

to extend their response. Add agreement to ATTACH 
 

This is the actual date Agency Response is received. Entering this date 

will automatically move it to Step E3/U2 
 

Automatic 20 days from first field of first learned of grievance so you 

know when to submit to Supervisor, or if given extension to elevate 

grievance. Add agreement to ATTACH 
 

This last field is used if and when you get a reply from the agency 

after you elevated it to the next level due to the agency failing to reply 

within 20 days. Add Response to ATTACH 
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Create a Request for Arbitration Form under StepE3/U2:  

To request a grievance to arbitration, click the VIEW button under Arb. Form. You’ll see 

this.  The data will be filled in from the grievance and you can provide any additional 

information in the Comments area. 

Automatic Request for Arbitration Form: You have to sign and fax to the RVP office for 

processing to NATCA HQ. Please state if all information is already uploaded to the 

website under ATTACH; if not, send grievance fold and documents ASAP to the Region 

X RVP. After you complete the above form, you can enter the FAA Reply By date or 

click on (Arb Req) date under the Step E3/U2 Summary page. 

 

Arbitration Level 

To view grievances at arbitration, click the Arb tab. You’ll see this. 
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For RVP level users, this screen will look a bit different as a number of the fields will be 

editable. RVP level users will be able to do multiple updates in one click. The four fields 

that are directly editable, Arbitration #, HQ Approval, Advocate, and Date Scheduled can 

all be changed and the changes entered by clicking the Update button (RVP level users)  

in the lower right. The other features of this screen such as the ability to print, close or 

edit the grievance, the use of attachments, and the use of notes are the same as in the 

other grievance pages. 

 

The Arb page, like the others, will also show closed grievances that were closed within 

the time frame the user selects in the drop-down. 

 

National Grievances 

For most users, the National Grievances page will look like this. 

 

 
 

This screen is very similar in function to all of the others. The difference is primarily that 

only National level users can edit or close these grievances. The purpose of this screen is 

to provide all users with up-to-the-minute status information on all National grievances. 

This page also will show those National grievances that have been closed within the 

selected time frame. 

 

The user can also access current information regarding Agency notifications from the 

National page. Click on See Agency Notifications to see this. 
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Only National level users can enter data for Agency notifications. The three primary files 

– the original notice, NATCA response, and Agency response – are available for 

download directly from this page. Just click on the file name. Any other file associated 

with a notification can be accessed via the Attachments column link. Once the 

notification file is closed the information will still be available for the selected time 

frame. 

 

General Information on the grievance program 

All screens also provide a means for printing out the pre-formatted grievance for paper 

submission to the Agency. Click the hypertext under Topic for this. You can then print 

out the grievance using the print function in Internet Explorer. There is one caveat, 

however. The default print settings show the web address in the page footer, as well as 

some other information in the header. You can eliminate or alter these settings very easily 

as described on the READ ME link on the SUMMARY page of this program. 

 

To avoid issues with printing from your browser, you also have the option to create a 

Word document of the grievance by copying the printed grievance from your browser 

into a blank Word document. If you do this, you may want to then upload the document 

to the site. With additional investment, the system could be improved to automatically 

generate Word and PDF documents automatically. 

 

User Management 

Security is a vital concern for this system. The RVP level user has the ability to control 

access by managing the region user list. The RVP/Adm page looks like this. 
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To add a user, simply fill out the blanks in the Add an Authorized User area and click 

Add User. If the new user’s facility is not in the list, you can add it using the Add a 

Facility area. When you enter a new user, an automated e-mail is generated providing 

them with their username and password. To re-send this information to an existing user, 

click on the Send link next to their name. 

 

You can edit user information using the Edit button next to the user’s name. However, if 

the FacRep changes and you wish to remove the old FacRep’s access, delete them using 

the Delete link next to the their name and then create a new user for the incoming Rep. 

Every user is kept in the system for historical purposes.  

 

When you delete a user their login rights are removed and they will disappear from your 

list but their information remains. To re-activate the account of a user that has been 

deleted, click the View button under View Deleted Users. This would be needed in the 

event that a Rep steps down and then later is re-elected to the position.  

 

Third Level team users will automatically receive an e-mail notification every time a new 

grievance is posted within their region. 
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Searching the Database 

 

 
 

In this screen you can enter phrases, words, or names and the results will show all 

grievances in which that exact text appears in the grievant, nature of grievance, or the 

corrective action fields. This does not work exactly like Google. Do not use double 

quotes or any other punctuation to specify an exact string of text, unless you are looking 

for that punctuation. 

 

The system will only look for the exact series of characters you specify, but it is 

indifferent to letter case. The options enable you to limit the search to either current or 

archived grievances, as well as to limit the search to inside your facility or the entire 

national database. A local, current search will look like this. 
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To see the details of the grievance, click VIEW. To see the comments on the case, click 

NOTES. The attachments page can be accessed by clicking on the number in the “Attach 

#” column. A local, archive search will look like this. 

 

 
 
Click the DETAILS button to see this. 

 

 
 

This includes both the Comment Log and the closing comments and outcome as entered 

at the time the grievance was closed. 

 

Local searches will show all information. For FacRep level users, searches outside of 

your facility will not show notes or attachments and the View will be censored. 

 

Watching Grievances 

On the Preferences page is a button for your “Watch List”. You can use this screen to get 

e-mail alerts on any record changes for a particular grievance at your Local.  
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To add a grievance to your watch list, simply select it from the pull down list and hit 

SUBMIT. To remove it, click on the DELETE button next to the grievance.  

 

Preferences Link 

 

 
 

When making changes to your preference do not forget to enter you password then 

click submit to save the changes. 

 

Most of the preferences need no explanation. However, you must visit the Address List 

page and select your list before you can submit any grievances. These addresses will 

appear in your printed grievance form. 
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The list of all stored addressees appears on the left, and your list appears on the right. By 

clicking on the “ADD” button, you can put an addressee into your list. If your 

management contact does not appear in the list on the left, you can add him/her using the 

Add New Management Address button. 

 

 

Here you can add a new contact. Fill out the form, keeping in mind two things: 

1. The Salutation should be whatever you want to appear after “Dear”, such as “Mr. 

Brienza” or “Ms. Blakey”. The program does not insert the last name. 

2. The Agency Address should include the full name and address you want to appear 

in the letter header. 

 

Once you’ve added your new contact you will still need to ADD it to your list. 
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When your list is complete, 

you can check your work by 

opening a new grievance and 

selecting the Send To drop-

down as shown on the right.  
 

Note that the ability to edit 

agency addresses is limited. 

It is not desirable to allow 

any user to edit other user’s 

addresses, so this capability 

is restricted to a RVP level 

only. 

 

Facility Link 

 

 
 
The Facility link allows you to set your own addresses to be included in the printed 

grievance form. Both the printed grievance and the Third Level letter will draw your 

address from the facility address above. The NATCA Local Address is not currently 

used. Only your own facility will be available to you, but any user within that facility will 

have full edit capability. RVP level users are able to access all the facility information for 

all facilities in their region. 

 

Library Link 

 

The NATCA Document Library is your convenient resource for contract and MOU 

information. 
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Here you can search the Green Book, Yellow Book, or the listing of National MOUs.  

 

 
 

This site has the capability to store files associated with specific MOUs, such as PDFs of 

the actual document, supporting documentation, notes from negotiations, and any other 

file in any format. The site also has the capability built-in to enable users to upload their 

own local MOUs. At present these capabilities exist only in the Executive area (secure) 

and are not in use.  
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Feedback Link  

 

 
 

Just enter in any comments or requests and your text will be sent directly to the system 

administrator, along with your name. 

 

Issues Link 

  

 
 

You can also enter your issue directly into the built-in issue tracker. Developers use this 

page as a punch list of work to be done. If there’s something you need done, get it in the 

queue! Click on See Closed Issues to see some history of the project. 

 

BBS/Email Links 

 

These are simply links to the NATCA Web Board and to the login page for NATCA E-

mail. They open up in a new browser so you don’t lose your place. 

 
Ω April 9, 2006 


