GRIEVANCE REDRESSAL of LNMIIT
To register the complaint on MIS portal the steps are as follows-

Step 1%t -> The complainer login the MIS portal by own login credential & opens the
complaint registration page by using below Path. This is OTP based process for the
authentication, after submitting a valid OTP the complaint gets register in the portal.

Path- Grievance Redressed->Transaction->Complaint Registration

Please refer the image 1 attached below for the interface of complaint registration process.

# > > GRIEVANCE REDRESSAL > Transaction > Complaint Registration
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Complaint Date * :102/07/2021 16:38:35 WName of Complainer ~ : | Administrator
Department * | Maintenance v Complaint No. : |MAN/2021-2022 1/02-07-2021/16009
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Attach File  Browse... | No file selected. Add

Generate OTP Save Cancel

Image 1

Step 2"d-> After the complaint registration all complaints gets visible on the login of MIS
portal of concern person who take care all these complains. Then that concern person allots
complains to a technical person with a date for service. After the completion of that task
department admin will change the complaint status.

All these activity done by action taken page of MIS portal by using below path-
Path- Grievance Redressed->Transaction->Action Taken

Please refer the image 2 attached below for the interface of action taken process.
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Step 39-> After allotment of the complaint to a technical person the concern person
generated action taken report for a particular complain & give it to the technical person. So
that he can take a signature of the complainer after resolving the complaint.

Please refer the image 3 attached below for the interface of action taken Report.
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THE LNM INSTITUTE OF INFORMATION TECHNOLOGY
Rupa Ki Nangal, Post-Sumel Via - Jamdoli, Dist: Jaipur - 302031
Complaint/Service Report Form

LT ¥

Name of Complainant AYUSH AGGARWAL Preferable Date for Visit 31-Aug-2018
Depastment Maintenance Preferable Tene From 9:00.00 am
Compiaint No MAN/2018-2019 V31-08-2018/5408 Preferable Time: To 11:00.00 pm
Date of Complaint 31 Aug 2018 Contact No. 918126718009
Nature of Complaint Axr Ducts Related Repairs Location ns-131>BH 3
Compiaint Detaits 2 ducts Not working property
Work Assigned To Banwar Lal Sharma Allotment Date 31-Aug-2018
Action taken with remarks

Mr. Suresh j§ & Rahul Ji

Signature of Complainant

Date

Name & Signature of Complainant Vc

Image 3



Step 4™ - > After the complaint service is over then technical person reports to concern
department/ admin with signed document of action taken report.

Step 5t"-> The department concerned then changes the status from incomplete to complete by
action taken page. The complaint is now resolved.

Please refer image 4 attached below for changing the complaint status from incomplete to
complete.
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