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Entering an Appeal 

 

Access the Page 

1. After you have logged in to NYSTEP, select Grievances, Grievances, Use, and 
Grievances.          

 

2. Enter the 10-digit Tracking Number or other identifying information of the Grievance. 

3. Click on . 

4. The NYSTEP system will pull up the grievance.   
 

 
NOTE: If you have entered only partial information, you will get a list of results 

below the search box.  Look for the grievance you want and then click on 
it or enter more specific information in the search box. 
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Work with the Page 

 

REMINDER: Use Tab where directed to. If the Enter key is used, it activates Save.  
If pressed during a transaction, the business rules are initiated and error messages 
may result from incomplete data. 

 

 

 

1. Click on the Documents tab. 

2. Click on a  box on the right. 

3. Add the OUA3 or OUA35 document.  See the Chapter 2 – Documents for more 
specific information. 

4. In the Appeal Date field, click on  and select the date the appeal was filed OR key 
in the date in MM/DD/YYYY format. 
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5. Click on .  The status will change to “Appealed” for Step 3 or 
“Reconsidered” for Step 3 ½.   

The case will be routed to the agency for comments on the appeal. C&C will also receive 
a worklist notification of the appeal. 
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