
::Aap Ki Sunwai:: Grievance Management System 

 1

 
 
 
 
 
 
 
 
 
 

AAAAPP  KKII  SSUUNNWWAAII 

 
 
 
 
 

UUSSEERR’’SS  MMAANNUUAALL  FFOORR  HHOODD  
 
 
 

    
 
 
 
 
 
 

DDOOCCUUMMEENNTT  VVEERRSSIIOONN::  11..00  
DDAATTEE::  1155//0066//22000088  

PPRREEPPAARREEDD  BBYY::  SSAACCHHIINN  SSIINNHHAA  
@@CCOOPPYYRRIIGGHHTT  22000077--22000088  SSPPAARRSSHH  BB..PP..OO..  SSEERRVVIICCEESS  LLIIMMIITTEEDD 

 
 

RREEVVIISSIIOONN  HHIISSTTOORRYY  
RREEVVIISSIIOONN  NNUUMMBBEERR  DDAATTEE  AAUUTTHHOORR  CCOOMMMMEENNTT  
        
        
        
        
        

 
 
 



::Aap Ki Sunwai:: Grievance Management System 

 2

Option to 
modify the 
information. 
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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 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This utility provides four options to the department to work upon. 
 
1 Add Services Add/Delete/Update services related to the department 
2 Add FAQ Add/Delete/Update FAQs related to the department 
3 Add Locations FAQ Add/Delete/Update Locations and service specific locations related to different 
4 Add Grievances Add/Delete/Update Grievances relate to the department 
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Add Services: 

 
Clicking on the “Add New Service” button pops up a new window for the adding of the new service. 

 
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. 

 
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. 
 

 
 

Add FAQ: 

 
 
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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“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 
2 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. 
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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. 

 
 

 
Add Location FAQ: 

 

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

1 DistID District of the locality 
2 ZoneID Zone of the locality 
3 SubDivID Sub division of the locality 
4 CircleID Circle of the locality 
5 Locality Locality of either Head Office or sub ordinate office 
6 Office Address Office Address of the related department 
7 Contact details Contact details of the concerned departmental personnel 

 
 

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

 
 

Clicking on the “Add New Location” button pops up a new window same as above. 
 
Step1: 

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

 
Step2: 

Select Zone from the ZoneID combo box. 
 
Step3: 

Select Sub division ID from the Sub-Div-ID combo box. 
 
Step4: 

Select Circle  from the Circle-ID combo box. 
 
Step5: 

Enter locality in the “Locality” text box. 
 
Step6: 

Enter Office Address in the “Office Address” text box. 
 
Step7: 

Enter Personal Contact details in the provided text box. 
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1 ADD To Add the new location 
2 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. 
 

 
 

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. 
 

 
 

 
 
 



::Aap Ki Sunwai:: Grievance Management System 

 10

 
 
2. Service Specific Location 
 

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

 
 

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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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. 
 

 
 
 

Add Grievances: 
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Clicking on the “Add New Grievance” Add a new Grievance. 
 

 
 

 
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 
2 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 to pops up a new window to modify the Grievance information. 
 

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

 


