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User Manual for Grievance Redressal

1 User manual for Digital Assistant / Ward Education & Data Processing
Secretary (DA / WEDPS)

Step 1: The DA / WEDPS shall login to the GSWS portal using their user id and password

€ - C @& gramawardsachivalayam.ap.gov.in/GSWS/#!/Login o Kk B ‘ &

TPED - &OLD DWETODE

HOME 5§

Step 2: The DA / WEDPS under ‘Navasakam Beneficiary Management’ tab in GSWS portal
shall get an option to raise a ‘Create Grievance’ or raise a ‘Create Grievance Service
Request’

?\'
u-.—u Sri.Y.S Jagan Mohan Reddy

Grama_ward saChivaIayam - ,l Hen'ble Chief Minister Of Andhra Pradesh

Report An Cluster To HH Services Navasakam| Beneficiary Edit Employee/Volunteer Employee Job Downloads English
Issue Mapping Management Details Corner

12 August 2021 THU

Welcome: 12345678-DA ( Digital A  create s Grisvance 11:28:45 AM

Create Grievance Service Request
SPANDANA

SUA veTanr Lnart Top 5 Department wise List

B o o

Registered Redressed Pending
0 0 0
Service Services '
Requests Delivered
Registered I Re
Consumer Affairs, Food and Civil Supplies.
H 141 m 137 I Op<r witnin SLA [l Open Beyons SLA [l Closed witnin SLA [l Closed Seyand SLA I &niml Husbandry, Dairy Development and Fisneries [lll Agricuture and Marketing
R - 2 A @ 1
Pending for Response X - - et g R 3
pos Moem = 1
Approval Received ﬂ » 2 ,—[‘ y
m4 H 141 JvS Rythu Bharosall Jspananna Vidya | Ammavodi [l VvSRAsara || Pension | GruhaVasati | | Jalayagnam |
Deevena o

Step 3: After clicking on ‘Create Grievance’ the DA / WEDPS shall enter the Aadhaar Number
and Scheme Type for the Ineligible Beneficiary and click on ‘Get Details’
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7 00, 20830,0 wog S b0

0 P& - DVTROADHHL o i &

NAVASAKAM GRIEVANCE APPLICATION

Note: Please enter aadhar number and select scheme to get the application status.

Scheme Type*

-- SELECT SCHEME TYPE -- v GET DETAILS

Aadhaar No.*

Step 4: The system shall display ‘Application Status’ with eligibility/ineligibility remarks,
Eligibility Calculator for the selected scheme and Family Details with respect to the eligibility
criteria

NAVASAKAM GRIEVANCE APPLICATION

Note: Please enter aadhar number and select scheme to get the application status
. . Scheme Type*
Aadhaar No.

MOOOO00000E SR Cheyutha LSl GeTDETALS

Application Status Eligibility Calculator

ez :

SATHER MENE . Name Pothinz Saumar NA

— Age 2 45-60 Years Unsatisfied

R Gender WALE FEMALE Unsatisfied

merERENCED Income Tax NO NO Satisfied

SCHEME NAVE Govemment Employes [T No Satisfed

= N Dry Land 0 Less than or qual to 10 Acres Satisfied

FrRHEEN I Wer Lang 0 Less than or equal to 3 Adres Satisfied
Enegry 0 Less than or equal to 300 Urits {5 Morths Average) Satisfed
Transport NO NO Satisfiad
Urban Froperty 0 Less than or equal to 1000 sq of bult-up area Satished

Family Details

I e T e e e e e e e R

Pothina Parimala FEMALE 01-01-1878 8912433718 KRISHNA  VIJAYAWADARURAL  GOLLAPUDI
Pothina Srilskshmi FEMALE  24-05-1996 8912433718 KRISHNA  VIJAYAWADARURAL  GOLLAPUDIM
Pothina Sdnvess R MALE 27021872 0012433718 KRISHNA VIJAYAWADARURSL  GOLLAPUDI4
Pothina Hanni FEMALE  21-08-2003 0676854208 KRISHNA  VIJAYAWADARURAL  GOLLAPUDIM
Pothina Saikumar ~ MALE 30011004 0012433718 KRISHNA VIUJAYAVADARURAL GOLLAPUDI4
Grisvance Type" Beneficary Satisfied” O Yes  OMNo
— SELECT GRIZVENCE TYPE — ~

SUBMIT GRIEVANCE

Step 5: Based on the ineligibility reason / criteria shown in the screen above, the DA / WEDPS
shall identify the nature of the grievance and the relevant ‘Grievance Type’ and further explain
the same to the citizen to know whether they are satisfied or not and accordingly the DA /
WEDPS shall submit the grievance

Step 6: A Grievance ID will be generated, and an acknowledgement will be given to the citizen.
The Citizen shall duly note the grievance ID for future reference
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Step 7: In case the citizen is not satisfied with the nature of grievance, the DA / WEDPS shall
identify the relevant service request to be raised for a particular grievance and accordingly ask
the citizen to get required documents to raise a grievance service request

Step 8: The DA / WEDPS shall login again in the GSWS web portal using their login
credentials once the citizen is back to Secretariat with all the required documents to raise a
grievance service request

& - C @& gramawardsachivalayam.ap.gov.in/GSWS/#!/Login o x B Q :

TPED - &L DY

ogin to your ac

2 12345678-DA

HOME E§

Step 9: The DA / WEDPS shall raise a grievance service request by clicking on “Navasakam
Beneficiary Management” tab and selecting “Create Grievance Service Request”

- -
@ Grama-Ward Sachivalayam L st Salan S L @

Report An Cluster To HH Services Navasakam| Beneficiary Edit Employee/Volunteer Employee Job Downloads English
Issue Mapping Management Details Caorner
- . 2 August 2021 THU
Welcome: 12345678-DA ( Digital A createa Grievance e
Create Grisvance Service Request
B 9 9
Registered Redressed Pending

0 0 0

Service Services ‘

Requests Delivered
Registered I Revenue -

Consus Food and Civil Supplies
W 141 m 137 BN Open witnin SLA [l Open Eeyond SLA [l Closed within SLA [l Closed Beyand SLA B Animal Husbandry, Dairy Devel na Fisharies [l Agricuftura and Markating
o £~
(@ > : ()] ¢ 1
Pending for Response 3 - Vet B (g \1\““
r - &
Approval Received * * 2 = it "
H4 H 141 YSR Rythu Bharusel] JaganannaVidya | Ammavodi | vsRAsara | Pension | Gruhavasat | | Jaiayagnam _|
Deevena

Step 10: The DA/ WEDPS shall identify the service request to be raised based on the nature
of the grievance
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o TR - SR HOTODED

NAVASAKAM GRIEVANCE SERVICE REQUEST APPLICATION

Note: Please select the service request related to the Navasakam Grievance.

Energy

> Energy (4)

IT&EC

> ITREC(1)

Revenue

> Revenue (4)

Transport

> Transport (8)

4

Step 10: The DA shall mandatorily enter the grievance ID already generated and printed
on acknowledgement receipt given to the citizen and take further actions as per the screens
to follow

Mobile verification (APCPDCL - LT - Title Transfer)
Enter Beneficiary Name*
Enter Beneficiary Mobile Number*
Enter Beneficiary Aadhaar Number*

Navasakam Beneficiary Grievance ID*

*k*k
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2 User manual for Welfare Education Assistant / Ward Welfare &
Development Secretary (WEA/WWDS)

Step 1: The WEA / WWDS shall login to the GSWS portal using their user id and password

TRED - FTD DT

2 12345678-WEA

s Enter Capteha
oGN3

HOME 2§

Step 2: The WEA / WWDS shall click on ‘Grievance Approval’ under ‘Navasakam
Beneficiary Management’ tab in GSWS portal to take action against the grievance service
request raised by the citizen

‘F\‘
M:L.,__ Sri.Y.S Jagan Mohan Reddy

Grama-Ward Sachivalayam B -
Report An Issue Cluster To HH Mapping Services Navasakam Beneficiafy Management Employee Job Corner Downloads English
12 August 2021 THU
Welcome: 12345678-WEA ( Welfare & Educ;:  Grievance approvai i
Assistant)
SPANDANA
< (g ﬂ" '8 ﬁ é“','n - ‘111\
r_ - 7 L o LA
B ¢ 9 Sl L il 4
Registered  Redressed Pending [YSR Rythu Bharosal Jagananna Vidya | YSRAsara |
0 0 0
Service Services
Requests Delivered
Registered

HO mOo % Backward Classes Welfare

> BC Welfare (21)

Pending for Response 3
. GSWS Department i Human Resources (School Education)
Approval Received

HO HO > GSWS Services (1) > School Education (2) J

Step 3: The WEA / WWDS shall get the details of the grievance service requests in the screen
as shown below, against which they shall take further action by clicking on “Verify”
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T B, S0 00 WGSBS SO0

@ P& - L DYTOOLEW sassesmassgos [

SCHEME GRIEVANCE DASHBOARD (WEA)

TOTAL PENDING COMPLETED
1 0

DETAILS

i el i Zeeceline m

21081211449429 12-AUG-2021 Pothina Saikumar MALE XXXX-XXXX-9429 9912433716 Government Employee

Step 4: The WEA / WWDS shall verify the details and documents submitted by the citizen and
accordingly submit their observations in the space given in the “Check List” and further
recommends by clicking “Yes” or “No”. The grievance service request shall be forwarded to
VRO / WRS

@ TP - L DV sasems mossges [

P 0w, 0By wofETE Sety0

SCHEME GRIEVANCE VERIFICATION (WEA)

Citizen Details Certificate View
GRIEVANCE ID 1081211449429
CITIZEN NAME Pothina Saikumar
GENDER MALE
AADHAAR NUMBER KHOOE-XAXX-9429
SECRETARIAT Testing1
MANDAL VIJAYAWADA RURAL
DISTRICT KRISHNA
DA/WEDS REMARKS oK

Check List

1. Observation / Remarks*

2. Document Upload Choose File [No file chosen

3. Recommendation* Oves ONo

FORWARD

7|Page



User Manual for Grievance Redressal

€ > C @ gramawardsachivalayam.ap.gov.in/GSWS/#!/sixStepVerificationPage Y » Q A

gramawardsachivalayam.ap.gov.in says

4205208 3nnS 33 M

T 0, BHORBH,e0 wogHES B0 “

Grievance (21081211449429 ) Forwarded to next level !!!

lLoading...

*k*k
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3 User manual for Village Revenue Officer / Ward Revenue Secretary (VRO /
WRS)

Step 1: The VRO / WRS shall login to the GSWS portal using their user id and password

TPED - oL VWO

2 12345678-VRO

2044953

HOME H§

Step 2: The VRO / WRS shall click on ‘Grievance Approval’ under ‘Navasakam Beneficiary
Management’ tab in GSWS portal to take action against the grievance service request raised
by the citizen

S

= S Sri.Y.5 Jagan Mohan Redd
@ Grama-Ward Sachivalayam II i e Of e P

Report An Issue Cluster To HH Mapping Services Navasakam Beneficjary Management Employee Job Corner Downloads English

12 A 5t 2021 THU

L . A & i
B 9 9 Y R ~
Registered  Redressed  Pending VSR RythuBharosal Jagenanna Vidya e f s et s B
Deevena
0 0 0
Service Services
Requests Delivered
Registered
| 0 u o %— Consumer Affairs, Food and Civil Supplies
> Civil Supplies (7)
Pending for Response
Approval Received
HO HO > Revenue (CCLA) (5)

Step 3: The VRO / WRS shall get the details of the grievance service requests in the screen
as shown below, against which they shall take further action by clicking on “Verify”
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P S S0880,00 wogHBE Hen,0 “

@ T - T DVTOODED e L & |

SCHEME GRIEVANCE DASHBOARD (VRO )

TOTAL PENDING COMPLETED
1 0

DETAILS

b i S m

21081211449429 12-AUG-2021 Pothina Saikumar MALE XXXX-XXXX-9429 9912433716 Government Employee

Step 4: The VRO /WRS shall verify the details and documents submitted by the WEA / WWDS
and accordingly submit their observations in the space given in the “Check List” and further
recommends by clicking “Yes” or “No”. The grievance service request shall be forwarded to
the concerned MRO

Q TR - PY) HOTOADED sassens moszgos [[])

- Ay Ang,m BoGEEE S0

SCHEME GRIEVANCE VERIFICATION (VRO )

Citizen Details Certificate View
GRIEVANCE ID 2108121449429
CITIZEN NAME Pathina Saikumar
GENDER MALE
AADHAAR NUMBER HKXHKH-XHXH-9429
SECRETARIAT Testing1
MANDAL VIJAYAWADA RURAL
DISTRICT KRISHNA
DA/WEDS REMARKS oK

WEA/WWDS REMARKS oK

Check List

1. Observation / Remarks*

2. Document Upload Choose File | No file chosen

3. Recommendation* Cves ONo

FORWARD
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CENC & gramawardsachivalayam.ap.gov.in/GSWS/#!/sixStepVerificationPage w ‘

gramawardsachivalayam.ap.gov.in says
43052085 Innl 38 Mo M =

T B H0RBD, ) WGBS DL “

Grievance ( 21081211449429 ) Forwarded to next level !!!

Loading...

*k%k
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4 User manual for Mandal Revenue Officer (MRO)

Step 1: The MRO shall login to the GSWS portal using their user id and password

TRED - LD DWYTPOODED

HOME 5§

Step 2: The MRO shall click on ‘Grievance Approval’ under ‘Navasakam Beneficiary
Management” tab in GSWS portal to take action against the grievance service request raised
by the citizen

Ei -] 3
= & Sri.Y.S Jagan Mohan Reddy
Gl‘a ma-wal'd saChlvalayam I Hon'ble Chief Minister Of Andhra Praesh N\ & S
Report An Issue Cluster Te HH Mapping Services Navasakam Beneficiary Management Employee Job Corner Downloads

Welcome: 5105011-MRO () Grisvance Approval ety

{ ™ =
- 2 0 B T
B ¢ 9 tE A @l o Y )
Registered  Redressed Pending [¥SR Rythu Bharosa) :'"':m"“:“" | GruhaVasati | EETE

Service Services
. Search Service Name
Requests Delivered

Registered
| ]
No Data Available
Pending for Response
Approval Received
| ]

Step 3: The MRO shall get the details of the grievance service requests in the screen as
shown below, against which they shall take further action by clicking on “Verify”
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T A, B0B6,0 SoFHTE HEvEL0

@ TR - aPE) DYROCDED sacsesmassgos i

SCHEME GRIEVANCE DASHBOARD ( MRO )

TOTAL PENDING COMPLETED
12 6 6
DETAILS
mm

2108091911997 09-AUG-2021 N Jamuna FEMALE XXXX-KKXK-1997 8861204425 Income Tax
21081000290787 10-AUG-2021 Perapu Ammaji FEMALE HAHHH-XRXK-0787 6300617746 Income Tax
21080901090787 10-AUG-2021 Perapu Ammaji FEMALE SOOOXXXX-0787 6300617746 Income Tax
21080811502774 T-AUG-2021 Dharmavarapu Raghu MALE XXXX-XXXX-2774 9849143061 Income Tax

Step 4: The MRO shall verify the details and documents submitted by the VRO and
accordingly submit their observations in the space given in the “Check List” and further
recommends by clicking “Yes” or “No”. The grievance service request shall be forwarded to
the concerned RDO

@ P& - T HOTROCDED fassensamos g )]

T 00, H0BBMHe0 oFgHES HehE0 “

SCHEME GRIEVANCE VERIFICATION ( MRO )

Citizen Details Certificate View
GRIEVANCE ID 21080716542774
CITIZEN NAME Dharmavarapu Raghu
GENDER MALE
AADHAAR NUMBER XXXX-XXXX-2774
SECRETARIAT Testing1
MANDAL VIJAYAWADA RURAL
DISTRICT KRISHNA
DA/WEDS REMARKS Ok proceed
VRO/WRS REMARKS Testing

Check List

1. Observation / Remarks*

2. Document Upload Choose File | No file chosen

3. Recommendation* Oves ONo

FORWARD
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& = (G A Notsecure | uat r ap.gov.in/GSWSbstp/#1/sixStepVenticationPage
uat.gramawardsachivalayam.ap.gov.in says 405208 IS ae o
Grievance ( 21080716542774 ) Forwarded to next level !!! T Sow,B0RBh,0 wogads Hebi0 “

Loading...

*k%k
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5 User manual for Revenue Divisional Officer (RDO)
Step 1: The RDO shall login to the GSWS portal using their user id and password

TRED - TRE DWDTRODED

2 5104-RDq|

LOGIN 3]

Step 2: The RDO shall click on ‘Grievance Approval’ under ‘Navasakam Beneficiary
Management” tab in GSWS portal to take action against the grievance service request raised
by the citizen

H &t | Sri.Y.S Jagan Mohan Reddy
@ Grama-Ward Sachivalayam h
epol n Issue juster lo lapping ervices lavasakam bBengnciary Managemen mployee Jol ormer jownloads nglis|
ReportAn| Cluster To HH Mappi s N kam Benfficiary M t  Employee Job Ci Download English
Welcome: 5104-RDO () Grievance Approval 12.,23:;?:&
SPANDANA
== . ™ N .
b Al \ey! R L
B ¢ 9 L = % :
Registered  Redressed  Pending [YSR RythuBharosaf Jagananna Vidya | vSRasara ] | _GruhaVasati |

Service Services
. Search Service Name
Requests Delivered
Registered
] ]

No Data Available

Pending for Response
Approval Received
| ]

Step 3: The RDO shall get the details of the grievance service requests in the screen as
shown below, against which they shall take further action by clicking on “Verify”
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@ gaﬁ) - mdg DITOCHEHD 4355205 Ine8 33 Mo M:ﬁ

T 200, 08B0, wogHBE HEHS0 “

SCHEME GRIEVANCE DASHBOARD ( RDO )

TOTAL PENDING COMPLETED
1 1 0
DETAILS
i m
21081211449429 12-AUG-2021 Pothina Saikumar MALE XXXX-XXXX-9429 9912433716 Government Employee

Step 4: The RDO shall verify the details and documents submitted by the MRO and
accordingly submit their observations in the space given in the “Check List” and further
recommends by clicking “Yes” or “No”. The grievance service request shall be forwarded to
the concerned JC

@ P& - aRLD DWTLODID 4395205 Snn 3 e

7 S, B0850,0 wogHES Bee0

SCHEME GRIEVANCE VERIFICATION ( RDO )

Citizen Details Certificate View
GRIEVANCE ID 2108121449429
CITIZEN NAME Pothina Saikumar
GENDER MALE
AADHAAR NUMBER XXXX-XXXX-9429
SECRETARIAT Testing1
MANDAL VIJAYAWADA RURAL
DISTRICT KRISHNA
DA/WEDS REMARKS oK

WEA/WWDS REMARKS 0K

Check List

1. Observation / Remarks*

2. Document Upload Choose File | No file chosen

3. Recommendation® Oves ONo

FORWARD
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gramawardsachivalayam.ap.gov.in says >
430208 IneS 38 > M =

T B, 0BB0,00 woGHES BEOEC “

Grievance ( 21081211449429 ) Forwarded to next level !!!

Loading...

*k%k
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6 User manual for Joint Collector (JC)

Step 1: The JC shall login to the GSWS portal using their user id and password

TPED - TRE) DWTDED

LOGIN 5]

HOME 53§

Step 2: The JC shall click on ‘Grievance Approval’ under ‘Navasakam Beneficiary
Management’ tab in GSWS portal to take action against the grievance service request raised
by the citizen

~H
= &4 | Sri.Y.S Jagan Mohan Reddy
@ Grama-Ward Sachivalayam h

Report An Issue Cluster To HH Mapping Services Navasakam Bepeficiary Management Employee Job Corner Downloads English

Welcome: 510-JC () Grievance Approval u:jf;:;’:l;:u

SPANDANA
I MRS S :
(@ | A A [ 111,
> LY Vel o\ RN
B o o L & 2 g w
Registered  Redressed  Pending VSR Rythu Bharosaf Jagananna Vidya ===

Service Services
. Search Service Name
Requests Delivered
Registered
] ]

No Data Available

Pending for Response
Approval Received
| |

Step 3: The JC shall get the details of the grievance service requests in the screen as shown
below, against which they shall take further action by clicking on “Verify”
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@ TR - ) HYTOCHED

£ 305208 3n:S 38 Mo

1 Sp@,0BW,00 woPgHBS BLbi,0

2108061162774

TOTAL

06-AUG-2021

SCHEME GRIEVANCE DASHBOARD (3JC)

PENDING COMPLETED
1 5

DETAILS

Rt m ity i el

Dharmavarapu Raghu MALE XXXX-XXXX-2774 9849143061 Income Tax

Step 4: The JC shall verify the details and documents submitted by the RDO and accordingly
submit their observations in the space given in the “Check List” to approve/reject the grievance

service request

@ TR - SPE) HVROADED

4305208 3ninS 33 Mo

T 250 0810,0 BoGHES HEb0

Citizen Details

SCHEME GRIEVANCE VERIFICATION (JC)

Certificate View

GRIEVANCE ID 2108061162774
CITIZEN NAME Dharmavarapu Raghu
GENDER MALE
AADHAAR NUMBER XXXX-XXXX-2774
SECRETARIAT Testingl
MANDAL VIJAYAWADA RURAL
DISTRICT KRISHNA
DA/WEDS REMARKS approve
WEA/WWDS REMARKS income g
VRO/WRS REMARKS approve
MRO REMARKS rdo remarks

Check List

1. Observation / Remarks*

2. Document Upload

Choose File | No file chosen

3. Recommendation* Ovas C:-Nd

FORWARD
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ma) uat.gramawardsachivalayam.ap.gov.in says
N Grievance ( 21080611162774 ) approveed.

|Loading...

*k%k

Note:

= All Payment Failure Related cases shall be updated before the 17" of August 2021 on
Navasakam Welfare Assistant login

= |t shall be mandatory to generate a Grievance ID for an ineligible beneficiary and the
Grievance ID shall be mandatorily entered for raising a grievance service request

»= Logins for MRO and RDOs shall be provided as Annexure

= Logins for District Commercial Tax Officers shall be provided as Annexure

= All JCs shall talk to DCs and ensure quick approval / rejection of the grievance request
pending in their login

= For further details please refer to the detailed SOP

= For all WEASs, VROs, MROs & RDOs:

o Shall login to approve/reject grievance request for Income Tax, GSTN and
Government Employee / Government Pensioners
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