2:Aap Ki Sunwai:: Grievance Management System

Govt® of NatmECapital TerritoryJDf DELHI
IQE@I HNdh \J}

AAP KI SUNWAI

User’s MANUAL FOR HOD

TN

intelenet

IMPACT

DocuMENT VERSION: 1.0
DATE: 1570672008

PREPARED BY: SACHIN SINHA
@COPYRIGHT 2007-2008 SPARSH B.P.O. SERVICES LIMITED

REVISION HISTORY

REVISION NUMBER DATE AUTHOR COMMENT




2:Aap Ki Sunwai:: Grievance Management System

Govt®of National Capital Territory of DELHI
- —

Welcome

to

AAPKI SUNWAI

Register

= Department Logn
Grievance

Xd;% R SO
1 Care \

AAPKI SUNWAI AAP K1 SUNWAI

W Department Dashboard

Department Login

TR ] E—
Password s

_Loan 38

To Log On To This Site Please Access It Through
http://www.155345.in

AAPKI SUNWAI - AAP K1 SUNWAT -

' Dapartment Dashboard He\p’\L‘:féOut

All Records
Current

Redressed

Option to
modify the
information.

Pending Mo Records Found

Forward Grievance

Club Grievance

[#&. No.
File No
Name
Date

From Date ¢
i3

To Date ¢

=




2:Aap Ki Sunwai:: Grievance Management System

Modify Information:

Modify information is a utility to modify the already existing information is the Information
dissemination database. Only HOD of the concerned department can modify or update the information.

HOD logs on into the site and click on the “Modify Information” button on the header to open the
Modify Information home page.

Modify Information Home Page

Department : IT Department

Add Services
AddFAD
Add Locations FAQ
Add Grievances

Consent

I confirm that no other changefmedification/amendments
are required at this stage on the information pertaining to
my department apart from the changes which I have

done

This utility provides four options to the department to work upon.

Add Services Add/Delete/Update services related to the department

Add FAQ Add/Delete/Update FAQs related to the department

Add Locations FAQ | Add/Delete/Update Locations and service specific locations related to different
Add Grievances Add/Delete/Update Grievances relate to the department
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Add Services:

2} Add_Services - Microsoft Internet Explorer & x|

File Edt Wiew Favorites Tools Help
dagack » = - (D [ | Doearch FFavoies Preda (4 By S = 2 4

Address [&] hitp:/j202.71.136.179/Modify Info}Add%.205ervices. aspx =l @6 |“”ks
Y’ -| ':;{'|Web Search L_{} Backmarks ~ [75ettings ~ ‘ EaMall - @My ¥ahoo! = | Answers - GGames - @Antl-swv

Jal Board Delhi

Add New Service

[List of Exiting services

Serwices

Objective Modify Delete
Bio gas Modify Delete
Shudge Manure Unlicensed evaluation Modify Delets

glf::f of packaged drnking water under the brand name “JAL”of Diellm Jal Modify Delste

Supply of Water Tankers Modify Delete
Issue of New Water connection. REGULARISATION OF UNAUTHCORISED
WATER CONNECTION LI cl:te
Dis connection of water cotnection Modify Delete
Agsessment and collection of Water sewarge development charges Modify Delete
“Water charge tanff bills Modify Delete
Different category & service charges of water connection Modify Delete
IMutation of water connection. Modify Delete
Correction of address. Iodify Delete
Change of category of use of water Idoddy Delete
Supply of potable water through tankers on demand. IModdy Delete
Water meter Testing Connection. IModdy Delete
Testing of water Samples. IModdy Delete &l

€] pone [ [ | [ meernet
Clicking on the “Add New Service” button pops up a new window for the adding of the new service.

“F Modify - Microsoft Interne o ] A

B

Add New 3Jerwvice ;I

Unlicensed evaluatigin

[0 [ cioe

Enter the new service name in the text box and click on the “ADD” button to add the new service in the list.
Click on the “Close” button to close the window and return to home page.

There are two options available for the existing services. Click on the “Modify” button to modify the
service.
Modify - Microsoft Intern |

Ohijective

Unlicensed evaluatigin

[A00 [ clos

Rename the service name and click on the “ADD” button to modify the service and then click on the
“Close” button to close the pop up window and return to home page.
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Click on the “Delete” button of a service to delete from the list. Before deleting a confirmation box appears
clicking on “Yes” deletes the service from the list. Clicking on the “No” button cancels the action and
service remains in the list.

Microsoft Internet Explorer

® Are wou sure that wou want to delete

(a4 I Cancel |

Add FAQ:

<2} admin_faq - Microsoft Internet Explorer ; =1 x|

File Edit ‘Wiew Favorites Tools  Help .
GBak - = - (D i | Dhsearch [ Favorites  Media @l - S == A

Address [&] hetp:j/202.71.136. 173 ModiyInfofadmin_fag.sspx | @eo |L\nks

Y’ v| ~-{'|Web Search @ Bookmarks + [ Settings = | EaMaiI - @My Yahoo! - | Answers - GGEITIES - @Ant\-Spyv
3

List of Existing FAQs

Back |

Services FAQ

Add Mew Cuestion

TWhere do applicants get Pre-sanction enquiry whe applied to be applied with the
Other Fags Delhi khadi Village Industries Board and who is the concern person to provide
miftormignban?
Modify Delete
Add New Queston
TWho is the authorize officer of Delhi khadi Village Industries Board to provide
informatiom regarding Post sanction of loan case application?
Medify Delete
Add Mew Question
How can a person get the Information regarding sales price availability of ¥ I, Goods
at Dellu khadi Village Industries Board?
Modify Delete
Add New Question
TWhat 15 the reason behind collaboration of Delli khad: Village Industnes Board with
Ehadi & Village Industries Commission 7
Medify Delete
Add Wew Cuestion
TWhat is the Postal Address of the Main Office attached Subordinate Office field units
of Delhi khadi Village Industries Board?
Modify Delete =l
|§'| Done F’ili £ Internet

Other Fags

Other Fags

Other Fags

Other Fags

Clicking on the “Add FAQ” button on the Home page opens a page consisting of the list of all the existing
FAQs. Clicking on the “Add New Question” inserts a new question to that service.
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; AddNQues - Microsoft Internet Explore

{Juestion

TestQuestion

Answer

Test Ansuwer SMINTES T2 W S Aitddutt |

oo [ clos

[~

“Add New Question” pop up window consists of two text boxes and two buttons.

1 | Text
Box

Question

To Add New Question write down the question details in the provided text box

Answer

Write down the Answer of the question in the provided text box

Button

Add

Click on the Add button to accomplish the action

Close

Click on the Close button either to Cancel the action or to close the window after
accomplishment of the action

Clicking on the Modify button for any question pops up a new window.

) AddMQues - Microsoft Internekt Explorer

|Que stion

TTherese do applicants get Pre—ssncotion ;I
encfuiry who Spplised to bhe applised with
the Delhi kKhadi VWillage Industcries

Eoard ancd who i=s the concern persSorn to
prowide information?

[~

Answer

Public Relociohliay  CEeCLep aBioyorT =]

avallalkle between 10 to 3 PM at Head
office o prowvide information
regarding Pre senction

00 || Giose |
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Here modify the information as desired and click on the “ADD” button to update the same. Click on the “Close”
button either to go to previous page after accomplishment of the action or to cancel the action and go to previous

page.

Click on the “Delete” button of a FAQ to delete it from the list. Before deleting a confirmation box appears
clicking on “Yes” deletes the FAQ from the list. Clicking on the “No” button cancels the action and FAQ
remains in the list.

Microsoft Internet Explorer

® Are wou sure that wou want to delete

(a4 I Cancel |

Add Location FAQ:

/3 admin_locations_faq - Microsoft Internet Explorer =] |

Fil=  Edit Wiew Favorites Tools Help i ﬁ
Back = = - (D 7 | Dusearch [GiFavorites @veda (| BN S A Fal

Address Ig'] http: /202, 71,136,179 ModiFyInfoladmin_locations_Fag. aspx o | Links
Y’ v| ~'{'|Web Search @ Bookmatks ~ [ Settings - | EZMaiI - @My Yahoo! - | @Answers - GGEIT\ES - @Ant\—swv

-

List of Existing Locations

Back Logout
Add NMew Location Service Specific Contact Details

. Sub- Clircle - .
Distld Zoneld Div Id Td Locality Office Address Contact Details

SMT SHEILA DIKSHIT
CHATRFERSOM Tel (O}
23352020 23352030 SH
BEESHAM SHARMA VICE
CHATRFEESOM Tel (O)
23610907 SH Arun Mathur
(LAY Chief Ezecutive Officer
(DTE) Tel (023544795
Sanjay Gupta Secy to CEO
23520141 DK Gupta P S to
CEO 2

Head Office Varunalaya, Phase 2, Karol
Meodify Delete Bagh MND 110005

Faharganj, Chitragupt

Eoad, Panchuian Road,

D.B. Gupta Road, “Water Sewerage : ZE Central T
Aimeri Gate, Sita Ram  Delhd Gate (0323370911
Bazar, Asaf Al Road, Revenue | ZRO{Central) I old
Turkman Gate, EBuilding Varunalya PhI (D)

Churiwalan , Ahata 23612792 Supervising gzz:z;?;ﬁ;itf£12§ =

@oere FCT T e

M P Sam 5 E (CENTERAL)
23557001 R P Singh EE
{Central ) 23265053 Afral
Ahmed ZE (Central T)
9910235590 Jasbeer Singh Z E

The home page lists all the existing locations of the department.

1 | DistID District of the locality

ZonelD Zone of the locality

SubDivID Sub division of the locality

CircleID Circle of the locality

Locality Locality of either Head Office or sub ordinate office
Office Address | Office Address of the related department

Contact details | Contact details of the concerned departmental personnel

Add New Location To add new location in the list
Service Specific Contact Details | To add new contact details to a specific service
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1. Add New Location:

#3 AddLocality - Microsoft Internet Explorer I ]|

’m,ﬁhlﬂ]—]}h{d || Preet ‘ihar | =
|Zune—Id || EAST 2 | |Cirl:le—Id || Patpar Ganj |
|I.m:a]il:3,r

Patpar Ganj Depot

Office Address

Patpar Gan]j Depot

Unlicensed evaluation

Contact Person Details

Mr Mittal
9591000111]

[£00 ] o

Clicking on the “Add New Location” button pops up a new window same as above.

Stepl:

Select District from the DistID combo box. Selecting District causes cascading auto Updation in the rest of the
combo boxes.

Select Zone from the ZonelD combo box.

Select Sub division ID from the Sub-Div-ID combo box.
Select Circle from the Circle-ID combo box.

Enter locality in the “Locality” text box.

Enter Office Address in the “Office Address” text box.

Enter Personal Contact details in the provided text box.
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ADD To Add the new location
Cancel

To go to the home page either after accomplishment of the action or cancellation of the action

Clicking on the “Modify” button pops up a new window for the modification of the locality.

+§ AddLocality - Microsoft Internet Explorer . o ] S

DistrictIdICentraI vI|Sul]—]3li'i.r—I|:l ||Dar3,faganj j =]
ZoneId |[CENTRAL1 | (Circleld [PaharGanj ]
|I.m:a]ity

Head Office

Office Address

Varunalaya,Phase Z, Karol EBagh ND 110005

Unlicensed evaluation

Contact Person Details

SMT SHEILRA DIKESHIT CHAIRPERSON Tel [
23392020 23392030 3H BEEZHAM SHARML VICE
CHATIRPERSCON Tel (O] 23610907 2H Arun Mathur
[IAZ) Chief Executiwve OQOfficer (DJE) Tel (O]
25447958 Sandaw Gunta Seow tn CROOZFR2N0141 LI

[upato | Gioes

[

Click on the “Update” button to update the record after making changes. Click on close button to close the pop up
window.

Click on the “Delete” button of a FAQ to delete it from the list. Before deleting a confirmation box appears

clicking on “Yes” deletes the FAQ from the list. Clicking on the “No” button cancels the action and FAQ
remains in the list.

Microsoft Internet Explorer

Are wou sure that wo want to delete

@nllcensed evaluation
(o] 4 I Cancel |




2:Aap Ki Sunwai:: Grievance Management System

2. Service Specific Location

3 Admin_service_Contacts - Microsoft Internet Explorer all ll

File Edit View Favorites Tools Help ﬁ

GBack - = - (D ﬁ| Qhsearch [GFavorites GfMedia ¢4 | E-S = ey

Address Iﬁj http:ff202.71. 136, 179/MaodifyInfo/Admin_service_Contacts.aspx j e | Links

Y’ v| :{'|Web Search @ Bookmarks = [ Settings - | E_?JMaiI - @My ‘Yahoo! = | Answers - [}Games - @Anti-Spyv
3

List of Service-Specific Contact Details

Back | Logout

Service Contact Details

Add New Contacts

=Zh H Eajesh Prasad Designation : Dy Comtrissioner (Morth East) Contact
Financial Sources finds of Delhd Ehadi & Mo 011 22122732 5h C E Garg Designation © AT Worth East Contact
Village Industries Board Mo 011 221154520 3h 2 E Shah Designation © 3D Shahdara Contact

o~ £ H 23

Modify Delete

Add New Contacts

=Zh H Eajesh Prasad Designation : Dy Comtrissioner (Morth East) Contact
Financial Sources funds of Dellu Khadh & Mo : 011 22122732 5h C B Garg Designation : ADM North East Contact
Village Industries Board Mo 011 22115420 3h Dayanand Designation © 3D Zeemapun Contact

No: 011 2282

o dify Delete

Add New Contacts

Zh H Eajesh Prasad Designation : Dy Comtrissioner (Morth East) Contact
Financial Sources finds of Deld Ehadi & Mo 011 22122732 5h C E Garg Designation : AT Worth East Contact
Village Industries Board Mo 011 221154520 3h L E Meena Designation : 2D Seelampur Contact

Neo: 01122

Modify Delete

Add New Contacts

=Zh C P Tripathy Designation : DC Merth West Contact Mo : 011 25953785
Financial Scurces funds of Delli Khadi & =h C Arvind Designation : ADM (MNorth West) Contact Mo : 011
Village Industries Board 25953786 Zh B 3 Thalour Designation : 2D Model Town Contact Mo

n11 97202007 LI

& ’_ ’_ ’_ 4 Internet

Clicking on the Add New Contacts pops up a new window to add new contacts for a specific service.

3} AddContactDetails - Microsoft Internel

|Cuntal:t Details

Mr Tes=st
Dy Commissioner (East)
Contact No. 011 22222233

[0 [ coss

[~

Enter the contact details in the provided text box and click on “ADD” button to add the contact. Click on close button
to close the pop up window.

Clicking on the “Modify” button pops up a new window to modify the contact details.
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#} AddContactDetails - Microsoft Inter
|Cuntal:t Details

3h T M Balakrishanan Designation
Deputy Comnissioner (Jouth) Contact
Mo @ 011 29535025 29535796 3h Anil
Kumar 3inghl [Mesdematicn soefidshioanal
District Megistrate ([(Jouth) Contact
Mo @ 011 29536774 26855031 3h Manish
Garg Desig

00 [ close

[~

Click on the “ADD” button to update the record. Click on close button to close the pop up window.
Click on the “Delete” button of a FAQ to delete it from the list. Before deleting a confirmation box appears

clicking on “Yes” deletes the FAQ from the list. Clicking on the “No” button cancels the action and FAQ
remains in the list.

Microsoft Internet Explorer

@ Are vou sure that wou want to delete

(] 4 I Zancel

Add Grievances:

/3 AddGrivances - Microsoft Internet Explorer : 2] x|

File Edit Wiew Favorites Tools Help ﬁ
Back -~ = - D it | Qisearch [EFavortes PMedia (4 | - S = i

Address I@ http:/f202.71.136.179/ModifyInfofAddGrivances. aspx j ﬁGn ‘ Links
Y7 -‘ :g"Web Search |« [§p Bookmarks ~ 7 Settings ~ | EMail ~ My vahoo! ~ ‘ E Answers ~ Bl Games ~ @ Anti-spy +

List of Existing Grievances

Backl

Grievances Answer

Add New Grievance
“What is the complete Grievance Redressal route & Written application or Oral is Required for Registering the
and time frame required regarding Zhort Supply  Grievances . Levels Hierarchy mvolved for redressal of the
of water? ariEvanta s ‘Hierarchy mvolred Optirum T

Modify Delete

Add New Grevance
What is the complete Grievance Redressal route A Written application Or Oral at Zonal Control Room is
and titne frame reguired regarding Polluted Required for Registering the Grievances . Lewvels Hierarchy
water Dirty water (Emergency Case)? inwolved for redressal of the grievance 1s Hierarchy involved

Ilodify Delete

Add Mew Grievance
“What iz the complete Grievance Redressal route A Whnitten application Or Oral 13 Eequired for Registening the
and time frame recuired regarding Water Grievances . Levels Hierarchy invelved for redressal of the
leakage of pipe line (Emergency Case)? grievance is :Hierarchy imvelved Optiraum T

Modify Delete

Add New Grievance
“What is the complete Grievance Redressal route &4 Written application Or Oral 1s Required for Registering the
and time frame required regarding Shott Supply Grievances . Levels Hierarchy mvolved for redressal of the
Of Tankers? grievance 15 :Hierarchy mvolved Optimum T

Idodify Delete

Add New Grievance

: F,_“,_’_‘é Internet
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Clicking on the “Add New Grievance” Add a new Grievance.

) AddNewGrievances - Microsoft Internet ::E'

|Que stion

Test New Griewvance Question

[

Answer

Test New Grie¥£HE§EIE%2t|E vai :IE[H ot AI

[ [ los

[~

Question | To Add New Question write down the question details in the provided text box

Answer | Write down the Answer of the question in the provided text box
Add Click on the Add button to accomplish the action

Close Click on the Close button either to Cancel the action or to close the window after
accomplishment of the action

Clicking on the “Modify” button to pops up a new window to modify the Grievance information.

R AddMewGrievances — Microsoft Internek

DJuestion

What is the complets Griewvances
Fedressal route and time frasune

regquired regarding Short Supplsy of
water ?

[ -

S siarer

L Trittcen app‘fl&'é"ﬁ?gﬁ ggl S@I igti =10 Ai

Recuired for Redgi=stcering tTthe
Crievances

Lewels Hierarchy inwvol-wred
For redressal of the griesvance

i= :Hierarchy involwediptimian T

-
Make changes as desired and click on the “ADD” button to update the record. Click on the “Close” button to close the
popup window.

12
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Click on the “Delete” button of a FAQ to delete it from the list. Before deleting a confirmation box appears
clicking on “Yes” deletes the FAQ from the list. Clicking on the “No” button cancels the action and FAQ
remains in the list.

Microsoft Internet Explorer

® Are you sure that wau want bo delete

(a4 I Zancel




