USER MANUAL FOR COMPLAINT
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About Application

In the Grievance Redressal Portal, complaints related to service matters and acceptance and payment of
terminal benefits of all categories of regular employees and officlals of the State Government are
redressed . There s a Service Grievance Redressal Officer at each district and department level, who
redresses complaints after hearing and passes decisions.Matters relating to appointment by
Government servants, confirmation of service, pay and increment. promotion, AC.P. MACP. seniority
determination, acceptance of remaining leaves except casual leave, leave-pay, acceptance and payment
of due allowances, medical reimbursement and terminal benefits, such as pension, gratuity, group
insurance, Complaints can be lodged on matters relating to payment of cash in lieu of unutilized earned
leave and payment of General Provident Fund. In case of death of serving and retired employees and
government servants, complaints can be filed by their dependents. During the hearing of the complaint.
the decision Is passed by the Service Grievance Redressal Officer considering the evidence presented by
the complainant and the report received from the responsible officer. The decision is also
communicated to the complainant.
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Step 1: Register Employee tab to register yourself first.
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Register Employee
Complainent Details

Name*
Enter name

Designation*®

Enter designation

Native Department of Government Servant*

--select Department-- ~

Residential Address*

Enter full address

District*

--select District-

Pincode*

Enter pincode

Email address*

Enter email

Mobile No.*

Email address*

Enter email

Mobile No.*

Enter mobile no

Gender=

@ Male () Female (O Third gender

Identity of the Government Servant(GPF No./PRAN/PPO No./PRAN Reference)*

--Select-- ~ Enter Identity No

Office Address of Posting/Retirement*

Enter Address

Complainant Status (Serving/Retired)*

--Select-- v
Ty s9t. ©
Enter captcha...

Note: Field(s) marked with * are mandatory
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After clicking on Submit Button, Pop-up massage show ‘Registered Successfully’.




Step 2: For Complaint, Click on File Complaint tab.
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Home > File Complaint

Note * : If you have not registered yet, click here to register.

Send OTP

Mobile No.*

Enter your mobile no.
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Website Content Owned & Managed by General Administration Department , Government of Bihar
Designed & Developed by National Informatics Centre , CS-Cell, Bihar State Center

Enter your mobile number which was given at the time of registration. Then after click on
Submit’ button.

Step 3: Enter OTP, that sent to the registered mobile number.
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Home > File Complaint
Note * : If you have not registered yet, click here to register.
Verify OTP
oTp*
Enter OTP
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Step 4: After submitting OTP, File complaint page has open.
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Register Complaint
Employee Name - Rahul Kumar

Level of the office from where grievance redressal is expected*

(OSubdivision (ODistrict (Department

Category of Complaint(s)*

Select Complaint(s)

Brief description of the complaint*

Brief description of the complaint

Aadhar No (Last 8 digits)*

Aadhar No (Last 8 digits)

Written copy of complaint(s) along with annexures (only pdf file. Size upto 2 MB)*

Choose File | No file chosen
If Court Order? [

Any other information

Any other information

After click on ‘Submit’ button. Your have Complaint No. is shown through pop-up massage
and page is redirect to home page of Application.



Step 5: Click on Track Complaint tab to check status of your registered complaint.
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Home > Track Complaint

Track Complaint Send OTP

Mobile No./Complaint No.*

Enter your mobile no./Complaint No.
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Enter your mobile number, which was given at the time of registration or enter your

complaint no. Then after click on Submit’ button.



Step 6: Enter OTP.
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Note * : if you have not registered yet, click here to register.

Verify OTP

oTP

Enter OTP
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After click on ‘Submit’ button. Your Complaint No. details has been shown.

Step 7: Click on Details Link.
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Employee Name - Rahul Kumar

230929112 9/29/2023 3:17:30 PM AURANGABAD INPROCESS DETAILS
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After that, the details of Complaint is shown.
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mplaint Details

Complaint Id - 230929112
Type of Complaint - Increment Complaint Date :- 9/29/2023 3:17:30 PM

Description :- REVISED BENEFIT OF ACP/MACP IN VIEW OF Status - INPROCESS

LETTER NO. 3A-1-MUK.-203/2012-163 DATED 08-01-2016 OF
FINANCE DEPARMENT. BIHAR, PATNA.

Other Informatioin :- No other information.

Office Level - District District .- AURANGABAD
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