
Opening a Performance Management > Corrective Action/Disciplinary Action Case 
in ELR ServiceHub

Create a Corrective Action 
Record

Include:
- link to the draft letter/notice

- link to supporting docs
- other relevant information

Link to HR ServiceHub Catalog

Link to ELR Complete and 
Accurate

Set the Corrective Action 
Status to “Pending ELR 

Review”

Select “Submit”

End

For more detailed instructions, review the ELR ServiceHub User Guide.
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Navigate to the Employee 
Relations Section of the HR 

ServiceHub Catalog

1

Select the Performance 
Management Form

2

Complete the Form Using the 
Complete and Accurate 

Standard

3

Add Yourself to the Watchlist

4

Navigate to the Created 
Performance Management 

Case
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NEXT STEPS

Working a Letter of Counseling (LOC) 
Corrective Action Record in ELR ServiceHub

(click to view Process Map)

Working a Letter of Warning (LOW) 
Corrective Action Record in ELR ServiceHub

(click to view Process Map)

Working a Notice of Suspension (NOS) 
Corrective Action Record in ELR ServiceHub

(click to view Process Map)

Working a Notice of Intent (NOI) and Final 
Notice of Discipline (FNOD) Corrective Action 

Record in ELR ServiceHub
(click to view Process Map)

https://berkeley.service-now.com/HRServiceHub?id=hr_catalog&sys_id=4b1c77813ba10010d901655593efc4d8&catalog_id=-1&spa=1
https://berkeley.service-now.com/HRServiceHub?id=hr_catalog&sys_id=4b1c77813ba10010d901655593efc4d8&catalog_id=-1&spa=1
https://docs.google.com/document/d/1Ss4YCLjnY7ksoHuOt_BTq3lFyiwKWe-FGUk2VHYCFTo/edit?usp=sharing
https://docs.google.com/document/d/1Ss4YCLjnY7ksoHuOt_BTq3lFyiwKWe-FGUk2VHYCFTo/edit?usp=sharing
https://docs.google.com/document/d/1Ox8uZ6JMI-uIDmeRpoCs6O1mp2wqtxTNjH6zwTur14o/edit?usp=sharing
https://docs.google.com/document/d/1Ox8uZ6JMI-uIDmeRpoCs6O1mp2wqtxTNjH6zwTur14o/edit?usp=sharing
https://drive.google.com/file/d/1aEiZ0c_oe-PL6BtP7m7wErCikMozEbOH/view?usp=drive_link
https://drive.google.com/file/d/1aEiZ0c_oe-PL6BtP7m7wErCikMozEbOH/view?usp=drive_link
https://drive.google.com/file/d/10llfw9I2VrvFW-W4V65UtPdr8GikpLbM/view?usp=drive_link
https://drive.google.com/file/d/10llfw9I2VrvFW-W4V65UtPdr8GikpLbM/view?usp=drive_link
https://drive.google.com/file/d/1VakKP7ETdVG6Ed9mS8GiwGSyRyytMxNU/view?usp=drive_link
https://drive.google.com/file/d/1VakKP7ETdVG6Ed9mS8GiwGSyRyytMxNU/view?usp=drive_link
https://drive.google.com/file/d/14UsXr-Exf1fU0A2pOHxz7pZEYf80fXzJ/view?usp=drive_link
https://drive.google.com/file/d/14UsXr-Exf1fU0A2pOHxz7pZEYf80fXzJ/view?usp=drive_link
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