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2 INTRODUCTION 

2.1 PRODUCT FUNCTION 

Grievance refers to a formal complaint or concern raised by SEEPZ User, Unit 

user or Public User regarding a specific issue or situation related to their rights 

or any suggestions.The User raises a complaint through Grievances in order to 

seek a solution. All Grievances are submitted to the SEEPZ Authorized user. 

After receiving a grievance, the authorized user can view it. The authorized user 

has the exclusive privilege to resolve grievances. However, the grievance can 

be forwarded to any user on the forwarded list for review. Finally, the authorized 

user is responsible for settling the grievance.The Users who raise the 

complaints can view the status of their settlements and download the relevant 

settlement reports. 

2.2 INTENDED AUDIENCE 

This manual is designed for Public user: 

PUBLIC USER: 

The Public User forwarded their concerns to the SEEPZ authority and had the 

option to provide their details anonymously. Consequently, they receive a 

permission to track the progress and download the relevant settlement report. 
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3 PUBLIC USER 

 

3.1 ABOUT 

 Click on About Tab to view about   Grievance 
Redressal Management. 

Figure 2 - About Grievance 

Click on Public Grievance Tab to 
access public grievance. 

Figure 1 - Public Grievance 
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3.2 REGISTER YOUR GRIEVANCE 

 

 
 

 

The submitted grievances are received by the authorized user. Once the details 

Click on [Yes] button to remain the identity as 
anonymous and Click on [No] button to reveal 
all the personal information. 
  

Figure 3 - New Grievance Details 

Provide required details. 

Figure 4 - Submit Public Grievance 

Provide the necessary details and click on 
[Submit] button to submit Public Grievances. 
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are submitted, the status and resolution can be viewed by tracking the 

grievance. 

3.3 TRACK YOUR GRIEVANCE 

 

 

 

 
Note: Grievances submitted directly will trigger a notification and Grievance ID 

to be sent to the provided email ID or mobile number once manually entered. 

The user can then track the grievance using this ID. 

Enter the grievance ID number and click on 
[Search] button to track the status of grievance. 

Figure 5 - Track Grievance Status 

Figure 6 - Grievance Status 
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3.4 FAQ (FREQUENTLY ASKED QUESTIONS) 

In the FAQ section, questions and answers are provided to help users easily 

create and track grievances. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on FAQ Tab to view user 
guidance questions and answer. 

Figure 7 - FAQ Questions & Answers 
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               “Thank you for thoroughly exploring the features and information.” 
 

 

**End Of the Module – RISe (Grievance Redressal Management – Public User) ** 
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2 INTRODUCTION 

2.1 PRODUCT FUNCTION 

 
Grievance refers to a formal complaint or concern raised by SEEPZ User, Unit 

user or Public User regarding a specific issue or situation related to their rights 

or any suggestions. The User raises a complaint through Grievances in order to 

seek a solution. All Grievances are submitted to the SEEPZ Authorized user. 

After receiving a grievance, the authorized user can view it. The authorized user 

has the exclusive privilege to resolve grievances. However, the grievance can 

be forwarded to any user on the forwarded list for review. Finally, the authorized 

user is responsible for settling the grievance.The Users who raise the 

complaints can view the status of their settlements and download the relevant 

settlement reports. 

2.2 INTENDED AUDIENCE 

This manual is designed for Unit user: 

UNIT USER: 
The Unit User can raise their grievances and submit them to the SEEPZ 

authority. Following this, the Unit User is granted access to view and download 

the corresponding settlement report. 
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3 UNIT USER 

3.1 LOGIN – UNIT USER 

 

 
 

 

Figure 2 - Login Details 

Select the User. 

Enter Username, 
Password and Captcha.   

Click on [Login] Button 
to login. 

Figure 1 - Login Page 
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Upon clicking the [Grievance] button, the homepage will open to the Unit user. 

 

3.1.1 INBOX 

 

 
 
 
 
 

Figure 3 - Access Grievance 

Figure 4 - Inbox Grievances 

Click on [Grievance] button to 
access Grievance. 

Click on Grievance ID to view 
grievance details. 

Click on Inbox Tab to view   
grievances Status. 
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3.1.2 MY GRIEVANCES 

3.1.2.1 NEW 
 

To create a grievance, the user can select a category. There are three types of 

complaint categories: Complaint, Suggestion, and POSH Act.  

• When the user selects the Complaint or Suggestion category, it will be 

directed to the authorized user handling those categories.  

• If the user selects the POSH Act category, it will be directed to the 

designated authorized user. 

Upon saving the details, the newly created grievances will be displayed in My 

Grievance Tab. 

Figure 5 - Create New Grievance 

Click on My Grievance Tab to 
create new Grievance. 

Provide all the required details and 
click on [Save] button to create new 
Grievance. 
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Once the [Submit] button is chosen, it will redirect to the newly created grievance 

details page.  

Click here to edit, delete and submit the 
newly created grievance. 

Figure 6 - Edit/Delete/Submit Grievance 
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Figure 7 - Submit Grievance 

Select [Yes] button to submit the 
grievance. 

Click on [Close] button to submit 
the grievance successfully. 

Click on [Submit] button to 
submit the grievance. 
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3.1.2.2 SUBMITTED 

 

 
The submitted grievances are received by the authorized user. Once the 

authorized user settles a grievance, it will be displayed in the Settled subtab. 

 
3.1.2.3 SETTLED 
 

  

 

Figure 8 - Submitted Grievances 

Figure 9 - Settled Grievances 

Click on Submitted sub-tab to 
view submitted grievance. 

Submitted Grievance list. 

Click on Settled sub-tab to 
view settled grievance. 

Click here to view settled 
grievance details. 
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Note: The directly submitted grievance will be displayed under the Submitted 

tab once it is entered manually. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 10 - Settled Grievance Details 

Click here to download & print 
resolution report of settled grievance. 
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               “Thank you for thoroughly exploring the features and information.” 
 

 
 

**End Of the Module – RISe (Grievance Redressal Management - Unit User) ** 
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2 INTRODUCTION 

2.1 PRODUCT FUNCTION 

 
Grievance refers to a formal complaint or concern raised by SEEPZ User, Unit 

user or Public User regarding a specific issue or situation related to their rights 

or any suggestions.The User raises a complaint through Grievances in order to 

seek a solution. All Grievances are submitted to the SEEPZ Authorized user. 

After receiving a grievance, the authorized user can view it. The authorized user 

has the exclusive privilege to resolve grievances. However, the grievance can 

be forwarded to any user on the forwarded list for review. Finally, the authorized 

user is responsible for settling the grievance.The Users who raise the 

complaints can view the status of their settlements and download the relevant 

settlement reports. 

2.2 INTENDED AUDIENCE 

This manual is designed for SEEPZ user: 

SEEPZ USER: 
The SEEPZ User raised their Grievances and submitted them to the SEEPZ 

authority. Following this, SEEPZ User granted access to view and download the 

corresponding settlement report. 

AUTHORIZED USER - SEEPZ: 
The complaint category is classified into three types: Complaint, Suggestion, 

and POSH Act. Complaints and Suggestions are directly forwarded to the 

authorized user for disposal, while POSH Act-related complaints are forwarded 

to a different authorized user for disposal. 



USER MANUAL- RISE (GRIEVANCE REDRESSAL MANAGEMENT- SEEPZ USER) Confidential 

 

Page 7 of 38  

 

3 SEEPZ USER  

3.1 LOGIN SEEPZ USER 

 
 

 

Figure 2 - Login Details 

Select the User. 

Enter Username, Password 
and Captcha.   

Click on [Login] Button to 
login. 

Figure 1 - Login Page 
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Upon clicking the [Grievance] button, the homepage will open to the SEEPZ 

user. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3 - Module List 

Click on [Grievance] button to 
access Grievance module. 
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3.1.1 MY GRIEVANCES 

3.1.1.1 NEW 

 

 

To create a grievance, the user can select a complaint category. There are three 

types of complaint categories: Complaint, Suggestion, and POSH Act.  

• When the user selects the Complaint or Suggestion category, it will be 

directed to the authorized user handling those categories.  

Figure 4 - Create New Grievances 

Furnish the required details and Click on 
[Save] button to create new grievances. 

Click on My Grievances Tab to 
create new grievances. 
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• If the user selects the POSH Act category, it will be directed to the 

designated authorized user. 

Upon saving the details, the newly created grievances will be displayed in My 

Grievance Tab. 

 

Once the [Submit] button is chosen, it will redirect to the newly created 

grievance details page.  

Click here to edit, delete and submit the 
newly created grievance. 

Figure 5 - Edit/Delete/Submit Grievances 
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3.1.1.2 SUBMITTED 
The submitted grievances are displayed in the Submitted sub-Tab.  
 

Figure 6 - Submit Grievance 

Select [Yes] button to submit the 
grievance. 

Click on [Close] button to submit 
the grievance successfully. 

Click on [Submit] button to 
submit the grievance. 
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The submitted grievances are received by the authorized user. Once the 

authorized user settles a grievance, it will be displayed in the Settled sub-tab. 

3.1.1.3 SETTLED 

 

 

Figure 7 - Submitted Grievance 

Figure 8 - Settled Grievance 

Submitted Grievance list. 

Click here to view settled 
grievance details. 

Click on Settled sub-tab to 
view settled grievance. 

Click on Submitted sub-tab to 
view submitted grievance. 
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3.2 LOGIN – AUTHORIZED USER (POSH ACT COMPLAINT) 

3.2.1 DASHBOARD 

 

 

Figure 9 - Download Settled Grievance Report 

Figure 10 - Dashboard  

In this section, User can view Registered, Settled and 
Pending grievance. Also viewed as Grievance Request 
Counts by Category and Grievant Type wise Request Chart. 

Click here to download resolution 
report of settled grievance. 
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3.2.2 INBOX  

 

 

3.2.3 LOOPING 

 

 
The CC Grievance can only access the view option and add remarks. 
 

Figure 11 - Dashboard (1) 

Figure 12 - Newly Submitted Grievance  

Figure 13 - Looping 

Click on Looping Tab to view the 
looping grievances. 

Click on Inbox Tab to view newly 
received grievances. 

Click on Grievance ID to view 
grievance details. 
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Figure 14 - Add Remarks 

Figure 15 - Added Remarks 

Enter the remarks and click on 
[Save Remark] button. 
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3.2.4 RECEIVED GRIEVANCES 

In the Received Grievances Tab section, grievances from SEEPZ user are 

placed in the Internal sub-Tab, grievances from Public users are placed in the 

Public sub-Tab, and grievances from Unit users are placed in the Unit sub-Tab.  

 

 

 

 

The authorized user has the exclusive privilege to dispose of grievances. 

Figure 16 - Received Grievances 

Figure 17 - Grievance Details 

Click on particular grievance to 
view received grievances details. 

Click on Received Grievances 
Tab to view received grievances. 

In this section, the user needs to add notes 
and attachments, then click the [Save 
Notes] button to save the notes. 



USER MANUAL- RISE (GRIEVANCE REDRESSAL MANAGEMENT- SEEPZ USER) Confidential 

 

Page 17 of 38  

 

However, the grievance can be forwarded to any other user on the forwarded 

list for viewing. Ultimately, the grievance is settled by the authorized user. 

 
3.2.4.1 FORWARD GRIEVANCE 
 

 

Figure 18 - Forward Grievance 

Click on [Forward] button to 
forward the grievance. 

Select the To & CC user and click 
on [Forward] button to forward the 
grievance. 
 

Click on [OK] button to forward 
the grievance. 
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Once a grievance is to be forwarded, select the primary recipient (one user) and 

CC (multiple users). Only the primary recipient can forward the grievance, while 

CC users can only view it in the Looping tab. Once it is forwarded to the 

authorized user, the authorized user will dispose of it. In this case, it is forwarded 

to the DC. 

3.2.4.2 GRIEVANCE FORWARDED TO DC 
DC logins with their username, password, and the provided captcha. 

 

 

 

 

Figure 19 - Access to Module 

Click on [Grievance] button to 
access grievance. 
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Figure 20 - Received Grievance 

Figure 21 - Grievance Details 

Click on the Grievance ID to view 
the grievance details. 

Click on Received Tab to view the 
received Grievance. 

In this section, the user needs to add notes 
and attachments, then click the [Save 
Notes] button to save the notes. 
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Once the grievance details are viewed, they can be forwarded to another user 

in the forwarded option for further review, or forwarded to the authorized user 

for disposal. 

Click on [OK] button to forward 
the grievance. 

Figure 22 - Forward Grievance 

Click on [Forward] button to 
forward the grievance. 

Select the user and click on 
[Forward] button to forward the 
grievance. 
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3.2.4.3 DISPOSE GRIEVANCE 
Authorized user logins with their username, password, and the provided 

captcha. 

 

 
 

 

Figure 23 - Received Grievance 

Figure 24 - Grievance Details (1) 

Click on particular grievance to 
view received grievances details. 

Click on Received Grievances 
Tab to view received grievances. 

In this section, the user needs to add notes and attachments, 
then click the [Save Notes] button to save the notes. 
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Once grievances are resolved, they will be displayed under the Settled subtab 

in the My Grievances Tab on the page of the user who created them. 

Click on [Dispose] button to 
dispose the grievance. 

In this section, the user needs 
to add remarks and 
attachments, then click the 
[Dispose] button,the preview 
pop-up will appear then click 
on [Dispose] button to 
dispose to the grievance. 

Click on [Yes] button to 
dispose the grievance. 

Here it displays confirmation 
notification of grievance 
disposal. 

Figure 25 - Grievance Disposal 
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3.2.5 FORWARDED 

 

3.2.6 All GRIEVANCES 

 

 

Figure 26 - Forwarded Grievances 

Figure 27 – All Grievances 

Forwarded grievance details 
are displayed here. 

Click on All Grievance Tab to view 
Open & Settled grievances. 

Click on Forwarded Tab to view 
forwarded grievances. 
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3.2.6.1 OPEN 

 

 

 

 

Figure 28 – Open Grievances 

Figure 29 - Update Pending Reason 

Click on Grievance ID to update 
the pending reason. 

Click on [Update Pending Reason] button 
to update the reason for open grievances. 

Click on Open sub-tab to 
view Open grievances. 
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Here it displays confirmation notification 
of pending reason updated successfully. 
 

Figure 30 - Add Pending Details 

Add the pending reason and click on [Save] 
button to update the pending reason. 



USER MANUAL- RISE (GRIEVANCE REDRESSAL MANAGEMENT- SEEPZ USER) Confidential 

 

Page 26 of 38  

 

 

 

3.2.6.2 SETTLED 

 

 

Figure 31 – Updated Pending Reason 

Click on Grievance ID to view 
settled grievance details. 

Figure 32 - Settled Grievance Details 

 

Display only the most recent 
updated pending reason. 

Click on Settled sub-tab to 
view settled grievances. 
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3.2.7 MY GRIEVANCES 

 

 

 

Figure 33 - Settled Grievance Details 

Figure 34 - Create New Grievance 

Click on My Grievance Tab to 
create new Grievance. 
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When the user selects the Complaint or Suggestion category and submits it, 

the grievance will be forwarded to the authorized user. 

3.3 LOGIN –AUTHORIZED USER (COMPLAINT/SUGGESTION) 

3.3.1 RECEIVED GRIEVANCE 

 

 

 

 
 

Figure 35 – Received Grievances 

Click on particular grievance to 
view received grievances details. 

Figure 36 - Add Note 

Click on Received Grievances 
Tab to view received grievances. 

In this section, the user needs to add notes 
and attachments, then click the [Save 
Notes] button to save the notes. 
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3.3.1.1 FORWARD GRIEVANCE 

 

Once a grievance is to be forwarded, select the primary recipient (one user) and 

CC (multiple users). Only the primary recipient can forward the grievance, while 

Click on [OK] button to forward 
the grievance. 

Figure 37 - Forward Grievance 

Click on [Forward] button to 
forward the grievance. 

Select the user and click on 
[Forward] button to forward the 
grievance. 
 



USER MANUAL- RISE (GRIEVANCE REDRESSAL MANAGEMENT- SEEPZ USER) Confidential 

 

Page 30 of 38  

 

CC users can only view it in the Looping tab. Once it is forwarded to the 

authorized user, the authorized user will dispose of it. Here, it is forwarded to 

the DC. 

3.3.1.2 GRIEVANCE FORWARDED TO CORRESPONDENT USER IN LIST 

 

 

 

Figure 38 - Received Grievance 

Figure 39 – Add Notes 

Click on the Grievance ID to view 
the grievance details. 

In this section, the user needs to add notes and attachments, 
then click the [Save Notes] button to save the notes. 

Click on Received Tab to view the 
received Grievance. 
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Click on [OK] button to forward 
the grievance. 

Figure 40 - Forward Grievance 

Select the user and click on 
[Forward] button to forward the 
grievance. 
 

Click on [Forward] button to 
forward the grievance. 
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Once the grievance details are viewed, they can be forwarded to another user 

in the forwarded option for further review, or forwarded to the authorized user 

for disposal. 

3.3.1.3 DISPOSE GRIEVANCE 
Authorized user logins with their username, password, and the provided 

captcha. 

 

 

 

 
 

Figure 41 - Received Grievance 

Click on particular grievance to 
view received grievances details. 

Figure 42 - Grievance Details (1) 

Click on Received Grievances 
Tab to view received grievances. 

In this section, the user needs to add notes and attachments, 
then click the [Save Notes] button to save the notes. 
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Click on [Yes] button to 
dispose the grievance. 

Figure 43 - Grievance Disposal 

Click on [Dispose] button to 
dispose the grievance. 

Here it displays confirmation 
notification of grievance 
disposal. 

In this section, the user needs 
to add remarks and 
attachments, then click the 
[Dispose] button,the preview 
pop-up will appear then click 
on [Dispose] button to 
dispose to the grievance. 
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4 MANUAL GRIEVANCE ENTRY 
In this section, certain grievances can be submitted directly to SEEPZ. These 

grievances should be entered manually in the Manual Grievance Entry tab. 

 

There are three types of complaint categories: Complaint, Suggestion, and 

POSH Act.  

• When the user selects the Complaint or Suggestion category, it will be 

directed to the authorized user handling those categories.  

• If the user selects the POSH Act category, it will be directed to the 

designated authorized user. 

In the Grievance User section, if the user selects "Unit User," the unit and related 

details will be automatically populated.  

If "Public User" is selected, the user will need to manually enter the relevant 

details. 

Navigate to Manual Grievance Entry 
Tab to enter grievance manually. 

Furnish the required details and Click on 
[Save] button. 

Figure 44 – Manual Grievance Entry 
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The saved details will be displayed under the Manual Grievance Entry tab. 

 

 
Once the grievance is manually entered and saved, a notification will be sent to 

the respective user. 

 
• If it is a Unit User, the grievance will appear under the Submitted tab. 

• If it is a Public User, the notification will be sent to the provided email 

ID and mobile number. The Public User can track the status of the 

grievance using the given Grievance ID. 

 
 

The entered detail will be displayed here. 

Figure 45 – Saveed Details 
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5 REPORTS 

 

5.1 PENDING GRIEVANCE REPORT 

 
 
 
 
 
 
 
 
 
 

 

Figure 46 - Generate Reports 

Figure 47 – Reports Details 

Choose pending days and click 
PDF/Excel to generate report. 

Click on Reports Tab to 
generate reports. 

Click on [Generate] button 
to generate specified report. 
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The same procedure can be followed for generating Grievance Register Report 

and Grievant Type Report. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 48 - Sample Report 
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               “Thank you for thoroughly exploring the features and information.” 
 

 
 

 **End Of the Module – RISe (Grievance Redressal Management – SEEPZ User) ** 
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