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1. Introduction

JKC is a public grievance redressal platform, an initiative of Government of Andhra
Pradesh, for the citizens of Andhra Pradesh. The grievances can be registered from
various sources viz. GSWS, 1902 Call Centre, Mobile App, Web Application,
Collectorate grievance day (JKC Monday).

In similar lines, the Government of Andhra Pradesh introduced Employee Grievance
Redressal module within the JKC portal.

Subjects identified for the Employee Grievances:
e Service Matters

Personal Issues

Financial

Medical Reimbursement

Disciplinary

2. Employee Grievance Redressal Process & Workflow

2.1.Grievance Redressal Process

> Grievance can be registered from Collector and HOD officer’s login and
a unique “YSR#” (Your Service Request Number) will be generated for
each grievance.

> Grievance will be assigned to the respective redressal officer

> Redressal officer performs the necessary action and redresses the

grievance
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3. Employee Grievance Registration

3.1.In Menu bar you click on the Grievance tab
3.2.You can find the “Employee Grievance Registration” Module

Emplovee Name Degignation Mohila No

XKKXXK4 XXXKKX XXKXKKX Mandal Surveyor XXXXXX43T

KXXXKX437

Email

Chittoor " | Revenue (CCLA)

Prasent Warking

O/o TAHSILDAR PULICHERLA

3.4.Personal Information:
3.4.1. Verify the information displayed.
3.4.2. Enter Employee Email ID

3.5.Grievance Information:
3.5.1. To Register grievance, Select relevant subjects from the

following

e Service Matters

e Personal Issues
Financial

Medical Reimbursement
Disciplinary



3.6.Upload Document:
(Note: Document type should be “PDF Only”)

3.7. After Selecting the subject, respective District level Officers and State
level officer will be displayed.

| COLLECTOR & DISTRICT MAGISTRATE, CHITTOOR I
| DISTRICT REVENUE OFFICER, CHITTOOR |
| JOINT COLLECTOR RB & R), CHITTOOR |
| CHIEF COMMISSIONER OF LAND ADMINISTRATION & SPECIAL CHIEF SECRETARY }

‘ Principal Secretary, Revenue (Land, Disaster Management)

3.7.1. GRA (Grievance Redressal Authority) to be selected by the
concerned officer while registering the grievance.

3.8.Remarks:
3.8.1. Can provide other information relevant to the grievance to be
brought to the notice of Grievance Redressal Authority.

3.9.Submit Grievance:
3.9.1. After filling the grievance registration form, click on “Submit”
Note: Please fill all the mandatory fields before clicking on
“Submit” button.

3.10. Confirm the Grievance Details:

3.10.1. A confirmation screen will be displayed with basic details of
grievance.
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3.10.2. Click on “Confirm”
3.10.3. On Confirmation, the Grievance number will be generated as shown
below

3.11. SMS Alert:
3.11.1. On successful registration of grievance, an SMS alert with
grievance details will be sent to the Employee

4. Search
4.1.In Menu bar you click on the Grievance tab
4.2.You can find the “Employee Grievance Search”

CMO Grievances » AMS ~ JKC Reporis~

Grievance Registration Dashboard
Grievance Search

Grievance Receipt

My Dashbog

4.3.We find three options in “Search” tab
4.3.1. One to search for a grievance (“Grievance Search”) by using the
e Search by YSR#
e Search by Mobile No
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e Search by CFMS ID

5. Grievance Inbox

5.1.We can find the “Employee Grievance” (Pending grievances to act on)
by clicking on the pending grievance count

5.2.The “Employee Grievance Inbox” displays the list of grievances

My Dashboard ~ Grievance~  Reporisv  CMOGrievances~  AMS~  JKC Reporis COLLECTOR & DISTRICT MAGISTRATE, CHITTOOR ~

Employee Grievance Inbox

- N L R NN R

202308-08T00:00:00  NELLEPALE MARAKONDAIAH  Chiftoor Revenue Revenue (CCLA)  Service Relaled  Service Related Requestto please process my fransfer application.

5.3. Click on the grievance number (YSR#) to navigate to the “Grievance
Action” page,
e Officer can view the full details of the grievance as mentioned in
Section 6 “Grievance Information”
e Officer can perform the redressal or forward actions, as mentioned
in the Section 7 “Grievance Redressal”



6. Grievance Information
6.1. Here we can find the details of the Applicant and Grievance
6.1.1. Grievance Snapshot view
e YSR # (Your Service Request Number)
e Grievance registration date, Application Type, Source and Priority

6.1.2. Action History
. Grievance action history can be seen here

6.1.3. Applicant Details
e Applicant basic details and Mobile Number can be seen

@ Employee Details
Employee I1d XXXXXXX. Emplovee Name NELLEPALE MARAKONDAIAH Mobile No XXXX
District Chittoor Designation Mandal Surveyor Woerking Area Ofo TAHSILDAR PULICHERLA

6.1.4. Grievance Details
« We can view Grievance details, Department, Subject and
Sub-Subject

Department Revenue HOD Revenue (CCLA)
Subject Service Related Sub Subject Service Related

7. Employee Grievance Redressal (Registered Grievance)
7.1. Select Redressed from the dropdown list.



7.1.1. If the grievance is related another officer click on Forward

7.1.2. Select Redressed from the dropdown list.

Note: If redressal requires time, then officer can click on In-
progress

7.1.3. Upload the Redressal support document (Mandatory)

Note: 1. Total size of all Upload Documents should not exceed 1TMB.
2. All Upload Documents should be in PDF Format Only.

7.1.4. Type the detailed redressal details in “Remarks” section
(Mandatory)

7.1.5. click on “Submit Action”

SUBMIT ACTION

« After submitting the action, confirmation Message will be
displayed.

Success Message

Sucessfully Grievance Redressed!
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8. Reports
8.1. We can find the District-wise “Reports” tab in the menu bar

8.2. We can use different filters to see different the following reports
* Department/HOD

*  Subject

* Sub Subject
* Source

» Officer

» Source of Registration
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