
Feedback & Complaint Management Module 

1. You can create and manage any feedbacks (thru emails or help desks) & 
complaints from this module. 

2. Click on the ‘Module Overview’ at the naviga on bar. 
3. Following page will open. 
4. Click on ‘Feedback & Complaint Management Module. 

 

  



Feedback & Complaint Management Module Dashboard 

1. Here you will see all customer feedback and complaint management module. 
2. By clicking here, the customer can give his feedback by e-mail. 
3. By clicking here, the customer can give his feedback by through help desk. 
4. By clicking here, the customer can download his feedback status. 
5. By clicking here, the customer can give his complaint by e-mail. 
6. By clicking here, the customer can give his complaint by through help desk. 
7. By clicking here, the customer can search and edit his complaint inves ga on report 

through complaint number. 
8. By clicking here, the customer can download his complaint status. 

   

  



Inprocess Status Dashboard - Customer Feedback (By E-mail) 

1. Upon clicking the ‘Customer Feedback (By E-mail)’ the dashboard will open 
displaying following informa on. 

2. By clicking here, you can add new customer feedback form. 
3. You can view the customer feedback by clicking on 
4. You can edit the customer feedback by clicking on  
5. You can publish the customer feedback by clicking on 
6. You can archive the customer feedback by clicking on 
7. You can search here any customer feedback (by e-mail). 
8. By clicking on ‘Go to Dashboard’ bu on to go back to the feedback and complaint 

management module dashboard. 

    

  



Adding the Customer Feedback (By E-mail) 

1. By clicking here, you can add new customer feedback form. 

 

2. Fill in all the relevant details. 
3. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 

click ok. 
4. Click to ‘Submit’. 

    

  

  



5. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Feedback (By E-mail)’ 
bu on the alert box. 

6. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 
complaint management module dashboard. 

7. By clicking the bu on ‘Go to Customer Feedback (By E-mail)’, you will go to the 
inprocess status ‘Customer Feedback (By E-mail)’ dashboard. 

  

 

  



Request Customer Feedback by E-mail 

1. The receiver will receive a new mail for giving the customer feedback online without 
logging in to the applica on. 

2. Click on ‘Customer Feedback Form Link’ for giving feedback and submi ng the 
customer feedback form. 

    

 

 

 

 

 

 

 

 

  



Ge ng Customer Feedback and Submission 

1. Upon clicking the ‘Customer Feedback Form Link’ bu on following page will open 
with the submi er name. 

2. Update all the relevant details. 

  

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. If you want to give approval then select the date. 
4. Click on the ‘Signature’ bu on and sign the approval. 

 

 



5. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 
click ok. 

6. Click to ‘Submit’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Approval of Customer and Feedback by E-mail 

1. Once you give the approval the following page will open. 
2. Here you can see ‘Thankyou’ message. 
3. If you try to submi ed the same customer feedback again then following message 

will show up. 

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 



Viewing the Customer Feedback (By E-mail) 

1. Click on ‘View      ’ at the Inprocess status dashboard. 
2. You can view the ‘Customer Feedback Form’ with signature. 
3. By clicking on ‘Back’ bu on to go back to the previous page. 

   

4. By clicking here you can see the updated customer feedback with scorecard thru 
email. 

  

 

 

 

 

 

    

  

  

  

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Edi ng the Customer Feedback (By E-mail) 

1. Click on ‘Edit      ’ at the Inprocess status dashboard. 
2. The customer feedback form will open showing all the entries. 
3. You can search any customer feedback (by e-mail) form. 

 

  

  

  

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

    

    

 

 

 

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

  

  

     

4. Fill / edit the feedback improvement ac on plan. 
5. Click to ‘Submit.’  
6. Color Informa on:-  

     - If planned date of closure is less than actual date of closure then red color 
show up with devia on days. 

     - If planned date of closure is greater than and equal to actual date of closure 
then green color show up with devia on days. 
  



Publishing the Customer Feedback (By E-mail) 

1. Click on ‘Publish (    )’at the dashboard to publish customer feedback. 
2. Please remember that once you publish the customer feedback no amendments or 

changes can be done. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 

 

  

 

 

 

 

 

 

 



4. Click ‘OK’ again if you finally agree to publish the customer feedback. 
5. By clicking on ‘Cancel’ you can cancel to publish customer feedback. 

  

6. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Feedback (By E-mail)’ 
bu on the alert box. 

7. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 
complaint management module dashboard. 

8. By clicking the bu on ‘Go to Customer Feedback (By E-mail)’, you will go to the 
inprocess status ‘Customer Feedback (By E-mail)’ dashboard. 

  

 

 

 

 

 

 

 

 

 



Archiving the Inprocess Customer Feedback 

1. You can archive any customer feedback by clicking on    . 
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. Click ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 
4. Click on ‘Go to Dashboard’ to go back to the feedback and complaint management 

module dashboard. 

  

   

 

 

 

 

 



5. Then you will see ‘Go to Archive Sec on’ and ‘Go to Completed Sec on’ bu on the 
alert box. 

6. By clicking the bu on ‘Go to Archive Sec on’, you will directly go to the archives of  
‘Customer Feedback (By E-mail)’ dashboard in the archive module. 

7. By clicking the bu on ‘Go to Completed Sec on’, you will go to the inprocess status 
‘Customer Feedback (By E-mail)’ dashboard. 

 

  

  

 

 

 

 

 

 

 

 

  



Archived Status Dashboard – Customer Feedback (By E-mail) 

1. Here you can view all archived customer feedback (by e-mail). 
2. By clicking on the archive number given in front of the module name the archive 

form module dashboard page will open on your desktop. 
3. You can search here any archived status customer feedback (by e-mail). 
4. You can view any customer feedback (by e-mail) by clicking on     . 
5. Click on ‘Back’ to go back to the previous page.  

  

 

   



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Inprocess Status Dashboard - Customer Feedback (Through Help 
Desk) 

1. Upon clicking the ‘Customer Feedback (Through Help Desk)’ the dashboard will open 
displaying following informa on.In this case the form is filled on helpdesk device. 

2. By clicking here, you can add new customer feedback form. 
3. You can view the customer feedback by clicking on 
4. You can edit the customer feedback by clicking on  
5. You can publish the customer feedback by clicking on 
6. You can archive the customer feedback by clicking on 
7. You can search here any customer feedback (through help desk). 
8. By clicking on ‘Go to Dashboard’ bu on to go back to the feedback and complaint 

management module dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Adding the Customer Feedback (Through Help Desk) 

1. Upon clicking the ‘Customer Feedback (Through Help Desk)’ the dashboard will open 
displaying following informa on. 

2. By clicking here, you can add new customer feedback form. 

  

3. Fill in all the relevant details. The helpdesk device shall be used in this case. 

     

   

   

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

  

 

   

  



4. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 
click ok. 

5. Click on ‘Submit’. 

 

 

  



Customer Feedback (Through Help Desk) - Mail Confirma on 

1. Once you submit the added new form the ‘Email Confirma on’ page will open. Here 
you can send the document / form to any internal or external user. 

2. Write any comment from sender here. 
3. On the right panel you can send the document by e-mail to any internal users or 

clients, as per your choice, by checking the box against their names. 
4. On the le  panel you can send the document by e-mail to any of the external user by 

typing their email ids separated with commas. 
5. Click on ‘Send Mail’ and the document will be delivered via email to all recipients 

with your comments. 
6. An alert box will show up then click ‘OK’. 
7. Click on ‘Go to Dashboard’ bu on to go back to the feedback and complaint 

management module dashboard. 
8. Click on ‘Go to Feedback (Through Help Desk)’ bu on to go back to the inprocess 

customer feedback (through help desk) dashboard. 

  

   

 

 

 

 

 

 



Viewing the Customer Feedback (Through Help Desk) 

1. Click on ‘View      ’ at the Inprocess status dashboard. 
2. You can view the ‘Customer Feedback Form’ with signature. 
3. By clicking on ‘Back’ bu on to go back to the previous page. 

 

    

 

 

 

 

 

 

 

 

 

 

  

  

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

4. Color Informa on:-  
     - If planned date of closure is less than actual date of closure then red color 

show up with devia on days. 
     - If planned date of closure is greater than and equal to actual date of closure 

then green color show up with devia on days. 



Edi ng the Customer Feedback (Through Help Desk) 

1. Click on ‘Edit      ’ at the Inprocess status dashboard. 
2. The customer feedback form will open showing all the entries. 
3. Edit the customer feedback, as necessary. 
4. You can search any customer feedback (through help desk) form. 

 

 

  

  

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 
5. Fill / edit the feedback improvement ac on plan. 
6. Click to ‘Submit.’   



Upda ng the Customer Feedback (Through Help Desk) 

1. Once you submit the document / form for upda ng a new page will open. Here you 
can send the document / form to any internal or external user. 

2. Write any comment from sender here.  
3. On the right panel you can send the document by e-mail to any internal users or 

clients, as per your choice, by checking the box against their names. 
4. On the le  panel you can send the document by e-mail to any of the external user by 

typing their email ids separated with commas. 
5. Click on ‘Send Email’. 
6. Click on’ Go to Dashboard’ to go back to the feedback and complaint management 

module dashboard. 
7. Click on’ Go to Feedback (Through Help Desk)’ to go back to the inprocess customer 

feedback (through help desk) dashboard.  
8. An alert box will show up then click ‘OK’. 

  

 

 

  



Publishing the Customer Feedback (Through Help Desk) 

1. Click on ‘Publish (    )’at the dashboard to publish customer feedback. 
2. Please remember that once you publish the customer feedback no amendments or 

changes can be done. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘OK’ again if you finally agree to publish the customer feedback. 
5. By clicking on ‘Cancel’ you can cancel to publish customer feedback. 

 

 

  

 

 

 

 

 

 

 

 

  



Publishing the Customer Feedback (Through Help Desk) 

1. Once you submit the document / form for publishing a new page will open. Here you 
can send the document / form to any internal or external user. 

2. Write any comment from sender here.  
3. On the right panel you can send the document by e-mail to any internal users or 

clients, as per your choice, by checking the box against their names. 
4. On the le  panel you can send the document by e-mail to any of the external user by 

typing their email ids separated with commas. 
5. Click on ‘Send Email’. 
6. Click on’ Go to Dashboard’ to go back to the feedback and complaint management 

module dashboard. 
7. Click on’ Go to Completed Sec on’ to go back to the inprocess status customer 

feedback (through help desk) dashboard.  
8. An alert box will show up then click ‘OK’. 

  

 

 

  



Inprocess Status Dashboard in Archive 

1. You can archive any customer feedback by clicking on    . 
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. Click ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 
4. Click on ‘Go to Dashboard’ to go back to the complaint and feedback management 

module dashboard. 
5. Then you will see ‘Go to Archive Sec on’ and ‘Go to Inprocess Sec on’ bu on the 

alert box. 
6. By clicking the bu on ‘Go to Archive Sec on’, you will directly go to the archived 

customer feedback in the Archive Module. 
7. By clicking the bu on ‘Go to Inprocess Sec on’, you will go to the inprocess status 

‘Customer Feedback (Through Help Desk)’ dashboard.  

  

  

   

 



Archive Status Dashboard – Customer Feedback (Through Help 
Desk) 

1. Here you can view all archived customer feedback (through help desk). 
2. By clicking on the archive number given in front of the module name the archive form 

module dashboard page will open on your desktop. 
3. You can search here any archived status customer feedback (through help desk). 
4. You can view any customer feedback (through help desk) by clicking on     . 
5. Click on ‘Back’ to go back to the previous page. 

 

 

  

 

 

  



   



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Downloading the Customer Feedback Status 

1. By clicking here, you can download the customer feedback status. 
2. Here you can download the customer feedback status by entering 'From date' and 'To 

date' as per your downloading requirement. 
3. Click on ‘Go’. 
4. By clicking here, you can download the customer feedback status in excel sheet 

format. 

  

 

                 

 

  



Inprocess Status Dashboard - Customer Complaint (By E-mail) 

1. Upon clicking the ‘Customer Complaint (By E-mail)’ the dashboard will open 
displaying following informa on. 

2. By clicking here, you can add new customer complaint form. 
3. You can view the customer complaint by clicking on 
4. You can edit the customer complaint by clicking on  
5. You can publish the customer complaint by clicking on  
6. You can publish the customer complaint by clicking on 
7. You can search here any customer complaint (by e-mail). 
8. By clicking on ‘Go to Dashboard’ bu on to go back to the feedback and complaint 

management module dashboard. 

  

 

  



Adding the Customer Complaint (By E-mail) 

1. By clicking here, you can add new customer complaint form. 

  

2. Fill in all the relevant details. 
3. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 

click ok. 
4. Click to submit. 

  

 

 

 

  



5. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Complaint (By E-mail)’ 
bu on the alert box. 

6. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 
complaint management module dashboard. 

7. By clicking the bu on ‘Go to Customer Complaint (By E-mail)’, you will go to the 
inprocess status ‘Customer Complaint (By E-mail)’ dashboard. 

 

  



Reques ng Customer Complaint and Submission 

1. The receiver will receive a new mail for submi ng the customer feedback form 
online without logging in to the applica on. 

2. Click on ‘Open Customer Complaint Form’ for complaint and submi ng the customer 
feedback form. 

  

  

 

  



Filling the Customer Complaint and Submission 

1. Upon clicking the ‘Open Customer Complaint Form’ bu on following page will open. 
2. Update all the relevant details. 
3. You can upload any suppor ng document by clicking on ‘Choose File’ and choosing 

the PDF document. 
 A ached any image. 

4. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 
click ok. 

5. Click to ‘Submit’. 

  

  

 

 

 

 

 

  



Submi ng of Customer Complaint by E-mail 

1. Once you submit the complaint the following page will open. 
2. Here you can see ‘Thankyou’ message. 
3. If you try to approve the same customer Complaint again then following message will 

show up. 

   

 

 

   

 

 

 

 

 

 

 

 

 

 

 

 

 



Viewing the Customer Complaint (By E-mail) 

1. Click on ‘View      ’ at the Inprocess status dashboard. 
2. You can view the ‘Customer Complaint Form’ with signature. 
3. By clicking on ‘Back’ bu on to go back to the previous page. 

 

  

 

  



Edi ng the Customer Complaint (By E-mail) 

1. After online editing the customer complaint form the dashboard will showing 
status completed. 

2. Click on ‘Edit      ’ at the customer complaint dashboard. 

 

3. The customer complaint will open showing all the entries. 
4. By clicking here, you can view the online edited by e-mail customer complaint form. 

 

  

   



5. By clicking here, you can edit the customer complaint form (Complaint closer ac on 
plan). 

6. Click to ‘Submit’. 

  

   

   

5. Color Informa on:-  
     - If planned date of closure is less than actual date of closure then red color 

show up with devia on days.  
     - If planned date of closure is greater than and equal to actual date of closure 

then green color show up with devia on days. 

 

 

 



7. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Complaint (By E-mail)’ 
bu on the alert box. 

8. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 
complaint management module dashboard. 

9. By clicking the bu on ‘Go to Customer Complaint (By E-mail)’, you will go to the 
inprocess status ‘Customer Complaint (By E-mail)’ dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Publishing the Customer Complaint (By E-mail) 

1. Click on ‘Publish (    )’ at the dashboard to publish customer complaint. 
2. Please remember that once you publish the customer complaint no amendments or 

changes can be done. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 

  

  

  



4. Click ‘OK’ again if you finally agree to publish the customer complaint. 
5. By clicking on ‘Cancel’ you can cancel to publish customer complaint. 
6. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Complaint (By E-mail)’ 

bu on the alert box. 
7. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 

complaint management module dashboard. 
8. By clicking the bu on ‘Go to Customer Complaint (By E-mail)’, you will go to the 

inprocess status ‘Customer Customer (By E-mail)’ dashboard. 

 

  



Inprocess Status Dashboard in Archives 

1. You can archive any customer complaint by clicking on    . 
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. Click ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 
4. Click on ‘Go to Dashboard’ to go back to the complaint and feedback management 

module dashboard. 

  

  

 

  



5. Again, you will see the alert box of ‘Archived Successfully’. 
6. Then you will see ‘Go to Archives Sec on’ and ‘Go to Completed Sec on’ bu on the 

alert box. 
7. By clicking the bu on ‘Go to Archives Sec on’, you will directly go to the archived 

customer complaint in the Archive Module. 
8. By clicking the bu on ‘Go to Completed Sec on’, you will go to the inprocess status 

‘Customer Completed (By E-mail)’ dashboard. 

 

   

 

  



Archive Dashboard 

1. Here you can view all archived customer complaint (by e-mail). 
2. By clicking on the archive number given in front of the form name the archive form manual 

dashboard page will open on your desktop. 
3. You can search here any archived status customer complaint (by e-mail). 
4. You can view any customer complaint (by e-mail) by clicking on     . 
5. Click on ‘Back’ to go back to the previous page. 

 

  

  



 

 

 

 

 

 

   

 

 

 

 

 

 

  



Adding the Customer Complaint (Through Help Desk) 

1. By clicking here, you can add new customer complaint form. 

  

2. Fill in all the relevant details. 
3. You can upload any suppor ng document by clicking on ‘Choose File’ and choosing 

the document. 
 Upload a achment (Pdf, jpeg, jpg / Max Size: 5 MB). 

  

 

 

 

  

 

 

 



4. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 
click ok. 

5. Click to submit the form. 

 

 

 

 

  

 

 

 

6. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Complaint (Through Help 
Desk)’ bu on the alert box. 

7. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 
complaint management module dashboard. 

8. By clicking the bu on ‘Go to Customer Complaint (Through Help Desk)’, you will go to 
the inprocess status ‘Customer Complaint (Through Help Desk)’ dashboard. 

 

 

  



Viewing the Customer Complaint (Through Help Desk) 

1. Click on ‘View      ’ at the Inprocess status dashboard. 
2. You can view the customer complaint with signature. 
3. By clicking here, you can view the a ach document. 
4. By clicking on ‘Back’ bu on to go back to the previous page. 

   

 

  

 

  



Edi ng the Customer Complaint (Through Help Desk) 

1. Click on ‘Edit      ’ at the Inprocess status dashboard. 
2. The customer complaint will open showing all the entries. 
3. Edit the customer complaint as necessary. 
4. Update the relevant details and click ‘Submit.’ 

 

  

   

   

 

 

 

 

 

 

 



5. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Complaint (Through 
Help Desk)’ bu on the alert box. 

6. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 
complaint management module dashboard. 

7. By clicking the bu on ‘Go to Customer Complaint (Through Help Desk)’, you will 
go to the inprocess status ‘Customer Complaint (Through Help Desk)’ dashboard. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Publishing the Customer Complaint (Through Help Desk) 

1. Click on ‘Publish (    )’at the dashboard to publish customer complaint(through help 
desk). 

2. Please remember that once you publish the customer complaint no amendments or 
changes can be done. 

3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 

 

  

  

  



5. Click ‘OK’ again if you finally agree to publish the customer complaint. 
6. By clicking on ‘Cancel’ you can cancel to publish customer complaint. 
7. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Complaint (Through Help 

Desk)’ bu on the alert box. 
8. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 

complaint management module dashboard. 
9. By clicking the bu on ‘Go to Customer Complaint (Through Help Desk)’, you will go to 

the inprocess status ‘Customer Complaint (Through Help Desk)’ dashboard. 

 

  

 

  



Inprocess Status Dashboard in Archive 

1. You can archive any customer complaint by clicking on    . 
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. Click ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 
4. Click on ‘Go to Dashboard’ to go back to the complaint and feedback management 

module dashboard. 

 

  



5. Again, you will see the alert box of ‘Archived Successfully’. 
6. Then you will see ‘Go to Archives Sec on’ and ‘Go to Inprocess Sec on’ bu on the 

alert box. 
7. By clicking the bu on ‘Go to Archives Sec on’, you will directly go to the archived 

customer complaint in the Archive Module. 
8. By clicking the bu on ‘Go to Inprocess Sec on’, you will go to the inprocess 

‘Customer Complaint (Through Help Desk)’ dashboard. 

   

 

 

 

 

  

  



Archive Dashboard 

1. Here you can view all archived customer complaints (through help desk). 
2. By clicking on the archive number given in front of the form name the archive form 

manual dashboard page will open on your desktop. 
3. You can search here any archived status customer complaint (through help desk). 
4. You can view any customer complaint (through help desk) by clicking on     . 
5. Click on ‘Back’ to go back to the previous page. 

 

   

   



Customer Complaint Inves ga on Reports Dashboard 

1. Upon clicking the ‘Customer Complaint Inves ga on Reports’ the search dashboard 
will open displaying. 

2. Here you can search customer complaint by entering complaint number. 
3. Click to ‘Submit’. 

 

 

4. You can view the customer complaint by clicking on 
5. You can edit the customer complaint by clicking on  
6. Here you will see the inves ga on closed date. 
7. You can send to archive the customer complaint by clicking on  
8. You can search here any customer complaint (inves ga on report). 
9. By clicking on ‘Go to Dashboard’ bu on to go back to the feedback and complaint 

management module dashboard. 

   

  

  



Viewing the Customer Complaint (Inves ga on Report) 

1. Click on ‘View      ’ at the customer complaint (inves ga on report) dashboard. 
2. You can view the ‘Customer Complaint (Inves ga on Report) Form’. 
3. By clicking on ‘Back’ bu on to go back to the previous page. 
4.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Edi ng the Customer Complaint (Inves ga on Report) 

1. Click on ‘Edit      ’ at the customer complaint (inves ga on report) dashboard. 
2. The customer complaint (inves ga on report) will open showing all the entries. 
3. Edit the customer complaint (inves ga on report), as necessary. 

 

 

  

  

  

 

  

 

 

 



4. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 
click ok. 

5. Click to ‘Submit. 

 

 

6. Then you will see ‘Go to Dashboard’ and ‘Go to Customer Complaint (Inves ga on 
Report)’ bu on the alert box. 

7. By clicking the bu on ‘Go to Dashboard’, you will directly go to the feedback and 
complaint management module dashboard. 

8. By clicking the bu on ‘Go to Customer Complaint (Inves ga on)’, you will go to the 
inprocess status ‘Customer Complaint (Inves ga on Report)’ dashboard. 

 

  

 

 

 

 

  



Customer Complaint (Inves ga on Report) in Archive 

1. You can archive any customer complaint inves ga on report by clicking on    . 
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. Click ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 
4. Click on ‘Go to Dashboard’ to go back to the feedback and complaint management 

module dashboard. 

  

  

5. Then you will see ‘Go to Archive Sec on’ and ‘Go to Inves ga on Report’ bu on the 
alert box. 

6. By clicking the bu on ‘Go to Archive Sec on’, you will directly go to the archived 
customer complaint (inves ga on) dashboard in the Archive Module. 

7. By clicking the bu on ‘Go to Inves ga on Report’, you will go to the inprocess status 
‘Customer Complaint (Inves ga on Report)’ dashboard. 

  

  



Archive Status Dashboard – Customer Complaint (Inves ga on) 

1. Here you can view all archived customer complaint (inves ga on). 
2. By clicking on the archive number given in front of the form name the archive form 

manual dashboard page will open on your desktop. 
3. You can search here any archived status customer complaint (inves ga on). 
4. You can view any customer complaint (inves ga on) by clicking on     . 
5. Click on ‘Back’ to go back to the previous page.  

 

  



  

 

 

 

 

 

 

 

 

 



Downloading Customer Complaint Status 

1. By clicking here, you can download customer complaint status. 
2. Here you can download the customer complaint status by entering 'From date' and 

'To date' as per your downloading requirement. 
3. Click on ‘Go’. 
4. By clicking here, you can download the customer complaint status in excel sheet 

format. 

 

 

    

 


