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SECURITY NOTICE 
 
 

All union representatives should:  
• LOG OFF WHEN YOU WALK 

AWAY FROM COMPUTER  
• CLEAR USER NAME FIELD 
• DO NOT HAVE WINDOWS 

REMEMBER PASSWORD 
 
 
GAINS II employs the highest levels of security available to help 
ensure that your online data is safe and protected and can only be 
accessed with a unique password and user name. The highest 
levels of security are only secure, if the users keep them secure. 
There are varying levels of security access for all users. 
Unauthorized users will not be able to access this system. Users 
with limited access will only be able to access certain limited areas 
of the system. 
 

 
 
 
 
 
 
 
 
 
 

This handbook was created by Branch President Kevin Tabarus 
Local 300 Bethpage 
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Introduction 
 

The National Office, through its partnership with Microsearch Corporation, has 
developed a renewed, state-of-the-art grievance tracking system called GAINS II.  
The application is a web-based grievance tracking and information processing service for 
the NPMHU, allowing representatives at all levels of our Union to input, monitor, and 
update important grievance information. By providing online access, the GAINS II 
system allows Union representatives to handle grievances from anywhere and anyplace in 
the country, all in real time.  
 
GAINS II is a web based system similar to the original GAINS system with many 
enhancements. Each Branch across the nation will be able to use this grievance system to 
file grievances throughout the Grievance Procedure. All grievance data can be instantly 
updated. The system allows only registered users to access the system to write and print 
grievances. In addition users will be able to generate grievance log reports and review the 
status of cases. Users can add documents of different formats to the case file. Accepted 
file type extensions are: pdf, ppt, xls, jpg, tif, doc, and txt. The system allows users to 
take grievances through multiple stages from initial input to arbitration. Each single 
grievance that is inputted into GAINS II will be maintained in the searchable online data 
base.  
 
The software used for GAINS II employs the highest security available ensuring that the 
Union’s online data can only be accessed with a secure password and user name.  
 
Union representatives will be able to: 

o File grievances from any location 
o Retrieve grievances 
o Update grievances 
o Forward grievances through all steps of the Grievance-Arbitration Procedure 
o Print grievance forms on the fly 

 
To access GAINS 2, simply connect to the internet in the same manner as you would. 
Then enter the website address;  

 

http://gains2.npmhu.org
 
Each first time user will have to register. The registration process is easy. Simply enter 
your personal information, name address, contact info, etc. After registering on GAINS 2, 
the administrator will have to verify your status as a Local President or his administrator, 
Branch President, or Steward. There could be delay for your access into the system. You 
will not be granted immediate access. Your registration request must be reviewed before 
you will be granted access.  
 

http://gains2.npmhu.org/
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The National Postal Mail Handlers Union has been working on this project for quite some 
time. GAINS2 was developed from the Standard Grievance Form which is used at Step 2 
of the grievance procedure.  
 
Other useful enhancements have been added such as, areas for “Additional Information” 
and “Case Reports”.  
 
There is an area within the system where other information pertaining to the grievance 
and the grievant can be entered and accompany the web based grievance file.  
 
Case Reports will indicate various statistical data such as: number of cases, primary 
article and section violated of the contract, the number of cases at each step, and the 
disposition of these cases. Case reports are web based and are in real-time for 
instantaneous information sharing. Reports are available anywhere and anytime at the 
Branch, Local, Regional, and National level.  
 
GAINS2 is designed to be easy use. Little computer knowledge is needed to maintain the 
system. No additional software is needed. Cases can be entered and updated in real-time 
anywhere users have Internet access and an authorized login. The progress of grievance 
cases can be tracked across multiple steps, the access to which can be controlled by 
multiple levels of security. Real-time reports can be generated selecting various criteria. 
 
The system is divided into four main functional sections: Retrieve Case, Start Case, Case 
Reports, and Administration. Each of the sections are accessible through the blue 
navigation pane at the top of the screen. To navigate to a section, users would simply 
click on the corresponding link in the navigation bar. 
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Access Parameters 
 
There are varying levels of access for users. The GAINS II System is accessed through 
multiple user levels. A user’s level determines the amount of access they are allowed and 
which features they are permitted to access. The levels are set up to ensure that each user 
has the amount of access that is relevant to their duties. 
 
Each level of the Union (hierarchy) will be able to watch grievances as they develop, 
from subsequent levels within the Union. 
 

• STEWARDS  
o Will have access to most of GAINS II functionality including Start Case, 

Retrieve Case, and Case Reports.  
o Shop Stewards can start cases, retrieve cases, and such for their cases 

only. 
o Stewards will only be able access to their grievances. They can start a 

case, and finalize it. The finished product will resemble the same Standard 
Grievance Form that you are familiar with. When a grievance is denied at 
Step 1, the grievance is appealed to Step 2. The grievance can be viewed 
by the steward as it is processed through the grievance procedure. The 
case cannot be edited once the grievance is appealed to Step 3. Only notes 
and attachments can be added to the ‘web case file’.  

 
• BRANCH PRESIDENTS 

o Have the same access as the Stewards, but much more enhanced. Branch 
Presidents / Administrators have access to all of GAINS II functionality 
including Start Case, Retrieve Case, Case Reports, and 
Administration.  

o Branch Presidents have access to the Administration Functionality. Click 
the Administration button to access these features. Four options are 
available: Manage Users, Add a User, View Registration Requests, and 
Manage Cases.  

o Branch President/Administrator has full control and access to all cases in 
the branch and can approve registration requests for shop stewards for 
their branch and delete, modify and assign cases within their branch 

o Access is limited to cases and users in their particular Branch.  
o The Branch President is in charge of making sure that no cases are 

orphaned if a Shop Steward leaves. 
 

• LOCAL PRESIDENTS 
o Will have the same type of access as the Branch Presidents and Stewards, 

except they shall be able to view grievances throughout the procedure 
within their Local only.  
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• REGIONAL REPRESENTATIVES  
o Will have the same type of access as the Local Presidents, except they 

shall have unlimited access to branches and local unions within their 
regions.  

 
• NATIONAL OFFICE 

o The National President John Hegarty, Secretary-Treasurer Mark Gardner, 
and the Contract Administration Department will have unlimited access to 
the entire union, nationwide.  
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REGISTRATION 
 
 
All union representatives at all levels can register at www.gains2.npmhu.org In order to 
obtain a user name and password, you must first register for access to the GAINS II 
System on the welcome screen below. To do so, click the link that says “Register.”  
 

 
 
 
You will be directed to a page that asks you to select your position. Click the appropriate 
circle and click select. A steward should select “Shop Steward” & hit the “Select” 
button. 
 

 
 

http://www.gains2.npmhu.org/


 

 8

 
Then, select your Local number 
 

 
 
 
Then select your installation (branch) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 9

Finally fill out the form with all the required information, select a desired username and 
password and click the “Submit Registration” button. 
 

 
 
 
When the user’s registration has been accepted, the system will display the following 
acceptance screen. 
 

 
 
 
After the new user registers, the Branch President/Administrator will have to authorize 
access to the system.  
 
Therefore, registration requests will not be approved automatically. After a new user’s 
profile is reviewed and approved by the Branch President/Administrator, the new user 
will be able to access the system and start cases.  
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To review registration requests, Branch Presidents/Administrators will have to click on 
the “ADMINISTRATION” tab on the top of the screen in the blue navigation bar. 
 

 
 
Then click on “View Registration Requests.” 
 

 
 
 
The Branch President/Administrator will then be able to review registration requests 
 

 
 
 
Clicking “Show Requests” will display the screen below 
 

 
 
 
Branch Presidents/Administrators can review the new user’s profile and edit (if needed). 
The Branch President/Administrator must click on “ALLOW ACCESS” or the user will 
not be allowed to access the system.  
 
If an unauthorized user attempts to register, the Branch President/Administrator can click 
on “DENY ACCESS” 
 
NOTE: BRANCH PRESIDENTS ARE RESPONSIBLE FOR DENYING ACCESS FOR 
DECERTIFIED STEWARDS. 
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Getting Started 
 
 
From the welcome page, users will have to enter their user name & password.  
 

 
 
 
After a successful log on, the following introduction screen will be displayed. Once you 
have gained access to the system you will be directed to an introduction screen telling 
you about the GAINS II System. You will also notice links at the top of the page which 
allow you to Start Case, Retrieve Case, or Generate Case Reports. 
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Starting Grievances 
 
 
The general appearance of GAINS 2 is slightly different from the paper grievance forms. 
The screen that is displayed is the Standard Grievance Form is in a web based format. It 
may look intimidating to some, but don’t let this discourage you. It is very user friendly. 
Only authorized users may initiate grievances at Step 1. Additional documents can be 
scanned in and attached to “web” case file.  
 
Starting a case in GAINS II is easy; simply click Start Case, in the top navigation bar.  
 

 
 
You will be brought to the webpage below. This was modeled from the current paper 
version of the Standard Grievance form. You must select a Step 2 Authorized Union 
Representative. If you are not sure who that is, contact your Branch 
President/Administrator. 
 

 
 
 
Users are encouraged to fill out each field with as much accurate information as possible. 
For example, if your not 100% sure of what a grievant’s level & step is, do not enter it. 
Go back and investigate to find out the correct information. You can always update the 
case with the correct information later. The information must be accurate for proper and 
successful grievance filing. Every grievance filed for an individual must have accurate 
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contact information. There are many occasions during the grievance procedure in which 
you or another representative will have to use this contact information for the grievant.  
 
There are some differences with GAINS2 and the Standard Grievance Form. What could 
be considered different is a primary article (& section) field. With a separate field for 
additional articles and sections violated. These fields must be used for each grievance.  

If you scroll down on the screen, the following should be displayed. This will bring you 
to a part on the screen where you can select two different types of cases:  

1. Class Action  
2. Individual  

 
 
Please note, in the field for “Facility”, the data must be entered exactly as desired for 
each grievance entered. For example: 

“New York Logistical & Distribution Center” 
 
If the facility name is not spelled using the same spelling for each grievance, case reports 
will incorrectly indicate multiple facilities.  
 
Do not enter full social security numbers. Enter Postal Employee ID #s only. 
 
You also must enter the Primary Article and Section violated. Accurate information 
entered here will result in accurate case reports and case summaries.  
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If you scroll down further on the screen you will see where to enter the Facts and Union 
Contentions for the grievance. This part of the screen is basically an internet version of 
the Standard Grievance Form. 
 

 
 
 
The text box for “WHAT HAPPENED” may appear to be small. However, be assured 
that the text box will start to scroll as you continue to add more text.  
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The bottom of the page displays where additional grievance information can be entered. 
This additional information will not print on the Standard Grievance Form. The data will 
be maintained with the web based grievance file. The extra information fields are:  

• Grievance type (Contractual/Disciplinary)  
o NOTE: The grievance must be accurately designated as either contractual 

or disciplinary. This will ensure accurate case reports and case 
summaries. 

• Discipline type 
• Grievant’s email 
• Supervisor name 
• Management Rep who gave rise to grievance (BLACKLIST FIELD) FOR 

MANAGEMENT’S REPEAT OFFENDERS WHEN THEY CONSISTENTLY 
VIOLATE THE NATIONAL AGREEMENT.  

• Employer’s position (Reason for denial at Step 1) 
• Witness statement attached (Yes/No) 
 

 
 
 
When you have completed entering the grievance data you can check spelling and then 
click on the red “START CASE” button on the bottom or top of the page.  
 

  
 
If there are required fields that have not been entered, the system will prompt you to fill 
them. Clicking on the “Start Case” button submits your grievance to the database.  
 
Enter a case only once. If you start the same case twice, the system will accept all entries, 
even duplicate case numbers. If the same case is entered twice, there will be duplicate 
cases in the system and one will have to be deleted.  
 
If you forgot if you have started a case, you can click on “Retrieve Case” in the blue 
navigation pane, to locate it. You can go back and add more info at any time to update the 
case even after you click on the RED “START CASE” button.  
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Update Case 
 
 
When you need to go back at a later time to add more information to update the grievance 
data information, click on the “Update Case” button at the top of the page.  
 

 
 
This also submits your grievance to the database. Please note after clicking “Update 
Case” you will remain on your grievance form page rather than be sent back to the home 
page.  
 
Clicking on “Update Case” will not result in a duplicate case saved on the system.  
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Error Messages
 
If you failed to enter required information, the system will indicate the missing data. You 
have to make the corrections for you case to be accepted into the system. The missing 
information to be entered will be displayed in red by the system.  
 
The error could be a result of no data in a required field, such as the “Grievant Name” 
field. Errors messages could also be produced if the field data is formatted improperly, 
such as an improperly entered seniority date (i.e. 4/19/20007). 
 
However, some errors will be displayed as this error screen below. If you see this 
message, you entered data incorrectly. Click the ‘back’ button on your web browser and 
review your data to try again. If continue to have problems contact you administrator.  
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Notes & Attachments 
 

When done with entering the case and it is accepted into system, case notes and 
attachments can be added. It is highly recommended that all forms, documents, witness 
statements, (etc.) be attached. Users should make good use of the Notes & Attachments 
Tab. This is an excellent location to indicate confidential notes.  
 
The ability of the system to upload relevant files is an important asset to the GAINS II 
system. This will give users the functionality of being able to store and backup files in a 
secure location. All documents and notes for the grievance should be stored here. This is 
another excellent benefit of this system. 
 
Users may attach documents to the grievance by clicking “Attachments.” 
 

 
 

The pop up box below will open in a new window allowing you to browse your computer 
to find the document you wish to attach.  
 

 
 
Enter your name and any relevant comments. Click “Browse” to find your document 
which you have stored locally on your computer. Finally, click Add New Note to submit 
the document. Users also have the option of printing the case notes if desired. 
 
This is also where detailed confidential case notes can be stored for each individual 
grievance. You can enter any type of note that is desired, with or without adding a file 
attachment.  
 
All users, at every level of the Union hierarchy should always view the notes and 
attachments for each grievance. 
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Retrieving a Case 
 
You can retrieve a case by clicking the “Retrieve Case” link on the top of the page.  
 

 
 
When you are a retrieving a case, you are given the option to view your cases or by a set 
of related criteria.  
 

 
 
 
For case selection method “My Cases,” only cases still at your level will be produced 
from this retrieval method.  
 
To access all cases, from case selection method select, “Choose Criteria.” 
 

 
 
 
Once you have selected to retrieve cases by “My Cases” or “Choose Criteria,” the 
relevant cases will appear in grid form with associated case data. You may click “Open 
Case” to view the case.   
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“Settled At Step One”   
 
After entering the case data and the Step 1 decision date is entered, the following screen 
will be displayed from the Step 2 tab. You can enter the case disposition here. If the 
grievance is settled at Step One, select from the pull down menu for DISPOSITION 
“Settled At Step One” 
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Step 2 Appeal 
 
 
Upon completion of the Grievance Form, cases are advanced to Step Two. The grievance 
information tab is still accessible by simply clicking the tab labeled “Step One 
Worksheet.” In each step, users may enter the appropriate information, including the 
result of the disposition, which determines whether or not the case continues. Each time 
you enter additional data, click “Update Case”.  
 
Clicking “Grievance Form” creates a printable PDF version of the grievance, identical 
to the current paper Standard Grievance Form.  

 

 
 
If a grievance is appealed to Step 2 enter the relevant information on the screen below for 
date of appeal, decision date, etc. The default for the case disposition will be “Pending” 
 

 
 
 
If the grievance is denied at Step 2, enter the decision date and date received. To appeal 
to Step 3, select from the pull down menu for DISPOSITION “Denied”. 
 
 
 
 
 
 
 
 



 

 22

There are various options to indicate the case disposition: 
• Sustained 
• No Decision 
• Referred to RI399 
• Held Pending National Case 
• Withdrawn 
• Settled 
• Modified 

 
Use the comments box to indicate the specific resolution of the case. For example, if the 
grievance is for a Seven Day Suspension which was modified to a Letter of Warning, 
select “Modified” Then indicate in the comments that the Seven Day Suspension was 
modified to a Letter of Warning.  
 
If a case is “Settled” rather than “Sustained” indicate in the comments box, how the case 
was settled. 
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Step 3 Appeal 
 
 
Then to finally appeal to Step 3, you must click on the red button “FORWARD CASE” 
in the upper right hand corner of the screen.  
 

 
 
After a grievance is appealed to Step 3 the branch representative will only be allowed to 
view the case files as the cases become read-only. These cases can only be advanced at 
Step 3 by Regional or National Users and Administrators. Users on the branch level 
cannot update the case and edit the fields, but you can add notes or attachments.  
 
ALL Step 3 Representatives must check each case for notes and attachments 
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Case Reports 
 
 
This system will generate various reports on cases that have been filed. GAINS II has the 
capability that allows for reporting on all the data in the system. The reports can be 
customized to display on the most relevant information to the user. To view various Case 
Reports, click on the “Case Reports” link in the blue navigation bar on the top of the 
screen.  
 

 
 
This will bring you to a screen where you can choose from two different types of reports: 

1. Case Summary Report  
2. Case Statistics Report 
 

 
 
 
“Case Summary Reports” and “Case Statistical Reports” can be generated by a variety 
of data fields. Actual number of cases and percentages can be reported on nearly every 
field for each unique entry. These reports are invaluable for keeping on top of cases at 
any stage, whether they are still pending or just filed. Statistical summaries and charts are 
printable and easy to generate at any time.  
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The “Case Summary Report” displays the relevant cases in a table with analysis of the 
progress of cases and the status of dispositions.  
 

 
 
 
The “Case Statistics Report” displays a thorough statistical analysis of the relevant 
cases.  
 

 
 
 
Once you have selected the applicable fields, click “Generate Report.”  
 

 
 
 
A generated “Case Statistics Report” will be displayed like the example below.   
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A generated “Case Summary Report” for “Class Actions” at “Step 3” would be 
displayed as the example below. 
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For printing these reports, click on “Print Version.” A new screen will be displayed. Set 
the orientation for page setup to landscape, then print your report.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Profiles 
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If a user desires to change any personal information, including your user name and 
password, click on “My Profile.” 
 

 
 
 
 

Logging  Out 
 
Don’t forget! When you have completed using the GAINS II system, be sure to click on 
“Logout.” You may log out of the system at any time by clicking the “Logout” link in 
the upper right hand corner.  
 

 
 

 
 

Help 
 

Should you need assistance using GAINS II at any time, click the “Help” link at the top 
of your screen.  
 

 
 
If you need further assistance or the Help pages do not answer your question, contact 
your designated administrator.  
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o Other mentionable items 
o Data is entered on webpage – then converted to PDF 
o Preferred to have GATS #s from mgt before Step 3 appeal  
o No access from old GAINS system to GAINS 2 
o Will be adding appeal letter to step 3 

 
 
 
 


