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No. A-45011/137/2022-HRM-VIIl /0 2 o 9 Dated:
To,

12 SEP 2099

All ACC(HQ)/ACC Zones/Director (PDNASS)
All Regional PF Commissioners-in-charge of
Regional Offices/Zonal Training Institutes
Regional PF Commissioner (ASD), Head Office

Subject: Online Grievance Handling System for EPF Employees— regarding.
Madam/Sir,

In order to redress the grievances of staff and officers of EPFO in a systemic manner, a new
functionality has been developed and deployed in HR Soft. Al employees can fill their grievances
related to Increment, MACP, Promotion, and transfer by using his/her individual login in HR Soft.

2 The user manual for filling grievance and handling is enclosed.

3 This may be brought to the notice of all the staff and officials. It is also requested to update the
disposal/ action taken at regular intervals and resolve the grievances in a time bound manner.

(This has the approval of CPFC)

Yours faithfully,

Y—>

(Uma Mandal)
Addl. Central P.F. Commissioner (HRM)

Encl: as above

Copy to:

1. Staff Officer to CPFC- for information.
2. PStoFA & CAO/CVO/ANl ACC (HQ)s - for information.
3. Hindi Section for Hindi Version.

Regional P.F, Commissioner-I1 (HRM)

https://twitter.com/govtstaff https://www.govtstaff.com

https://www.facebook.com/govtstaffnews



USER MANUAL ON
GRIEVANCE FILING
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GRIEVANCE - For EPF Employees

The individual employee can file grievance by using his/her
individual login in HR Soft. Following screen will be displayed:-

Employees’ Provident Fund Organisation
(A Statutory Body Under Ministry of Labour & Employment, Government of India)

‘F Difice : KANPUR ( D94 ) mw: =1 Login Timea : 22/08/2022 10:04:12

Profile

Service Book

User Cantrals

or Addition/Updation

EEHEE S BDEED

e Click Grievance File functionality, following screen will be
displayed:-

Office : KANPUR ( 094 ) IP: =1 Login Time : 22/08/2022 11:01:54
E Employees' Provident Fund Organisation

(A Statutory Body Under Ministry of Labour & Employment, Government of India)

FILE GRIEVANCE

r EMPLOYEE BASIC DETAILS

Name _ Present Desig - RPFC-I

E‘rzsem Office Posted Office ACC-UTTAR PRADESH (KANPUR}  Zonal Office - UTTAR PRADESH (KANPUR)
DOB DQJ 22/05/2003 DCOR - 3001172036
r GRIEVANCE SUBMISSION
NATURE OF GRIEVANCE® | SELECT v|
REMARKS FOR GRIEVANCE REMARKS FOR GRIEVANCE .

(2000 character allowed.)

RELEVANT DOCUMENT Choose File | No file chosen

(Only PDF File Upto Size of 1 MB is Allowed)

SUBMIT

e Grievances can be filed for four types of categories,
namely (a) Increment, (b) MACP, (c) Promotion and (d)
Transfer
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Office : KANPUR ( 094 ) IP: =l Login Time : 22/08/2022 10:04:37
D Employees' Provident Fund Organisation
(

A Statutory Body Under Ministry of Labour & Employment, Government of India)

FILE GRIEVANCE

— EMPLOYEE BAST

EID “ Name _ Present Desig : RPFC-I
Present Office _ Posted Office ACC-UTTAR PRADESH (KANPUR)  Zonal Office - UTTAR PRADESH (KANPUR)
DOB “ DCJ 22105/2003 DOR : 3011172036

 GRIEVANCE SUBMISSION

NATURE OF GRIEVANCE*

REMARKS FOR GRIEVANCE

INCREMENT
WACP
PROMOTION
TRANSFER

RELEVANT DOCUMENT ‘ Choose File ‘ No file chesen
(Only PDF File Upto Size of 1 MB is Allowed)

e Select the Nature of Grievance, enter Remarks, and
Upload Relevant Document (if any) and click Submit
button to submit grievance. It is advised to first type the
grievance in notepad and only / @ . - special characters
are allowed.

e The grievance is now submitted to the RO Adm / ASD HO.

e After successful submission, the filed grievance can be
seen in Grievance History functionality by selecting
Grievance year.

e Please note that an employee can file only one grievance
(of a particular type) at a time. Only after its disposal,
another grievance of that type can be filed.

e Once the grievance is submitted successfully, it will start
reflecting in the RO, ZO and HRM login. RO can forward
the grievance to ZO and ZO can forward the grievance to
HRM. The RO can take action in 15 days. After lapse of 15
days, the RO can not take any action and now ZO can
take action for another 15 days. After another 15 days,
the task would be available to HRM for action.
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GRIEVANCE-HRM
This module is of three levels namely:-
(I) STFGRV-RO
(II) STFGRV-ZO
(III) STFGRV-HRM

For STFGRV-RO role the branch of the user should be
RO/SRO ADM (For Regional Offices, NATRSS and ZTIs) and
ASD for Head Office. For STFGRV-Z0O the branch of the user
should be ACC. For STFGRV-HRM the branch of the user
should be HRM.

STFGRN-RO Role

Under this role, the grievance list functionality is available at
local RO administration level. The grievances which are filed
will be available for action at RO level for 15 days from date of
filing of grievance. After 15 days the tasks would be available
for action for ZO only. The following screen will be displayed:-

Logged In TP : -1 Last Logged In on : August 22,2022 , 10:15:28 Chrome 104.0

Employees' Provident Fund Organisation
(A stotulory Boedy Under Ministry of Labour & Employment, Gevernment of India)

1%/ Back

¥ Change Password of This User Account
¥ Switch Role

e Click Grievance List functionality to see the list of the
grievances filed by the employees of the office. Upon
clicking the functionality the following screen will be
displayed:-

Powered by NDC, IS Division, Employees’ P F Organisation,

P YR AV F YV Y NPy SRET Y Y 4 S P Y YN A FYYTPTTTVESST Y Y & S Y . T YN A FYVTRYTTY S S VISP T P R & Sy
DS+ W e €0 goVv G DS~ WWWw-GoVv G CO DS+ WWW-TGCED00 v goVv G eWw



Logged InIP: :: Last Logged In on : August 22,2022 | 10:15:28 Chrome 104.0

Employees' Provident Fund Organisation
(A Shatutory Body Under Ministry of Labeour & Employmeni, Government of india)

Help

T/ Back

Grievance File List

Search By
’7 Gryfesr 2022 v Acton Siatus SELECT v Search Clear

(Total Grievance : 2

Grv. Filing Date Grv. Reason Grv. Statws
RPFC-| HEAD OFFICE HO-HEAD OFFICE 18082022 MACP Pending
RPFC-| HEAD GFRCE HO-HEAD OFFICE 160872022 IMCREMENT Pending

e Select Grv Year and Action Status and click Search button
to get the filtered result.

e Click the Grv_Id hyperlink to take action, select Action.
There are four actions available i.e. (a) Forward; (b)
Disposed Interim; (c) Disposed Final and (d) Reject. Enter
remarks, upload relevant document and click Submit
button. Following screen will displayed:-

localhost12634 says
Role : STFGRV-RO

Designation : SSSA
Are you syre you want to submit grievance?

- August 22,2022 , 10:21:32 Chrome 104.0

Logged In IP: 1

| oKk | Cancel
Fresent Dthce HANFUHR Fosted Dthce HU-KANPUH fonal Difice Ul 1AK PRADESH (KANFUHR) -
DoB 261118976 ooJ 20572003 DOR 301112006
Grv Reasan TRANSFER Grv Date 1B/0A72022 Relevent Doc Wiew Document
Grv Matier dsf
RO-ACTION DETAILS
Action Taken ! Order No H Croar Date
Remarks : Action Date ¥ Ralevent Doc
rACTION
Action | Forward - Ordar No. CRDER NO Order Dale - | do/ mm/yyvy
DEDEG
Remarks
Relavant = g
Ciscwrant Mo fila chosen
SUBMIT
Closz Print

STFGRN-ZO
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Under this role, the grievance list functionality is available at
Z0 level. All grievances which are filed by the employees under
its ZO are available for display. The action button is available
only for the tasks which are (1) either forwarded by the ROs,
or (2) have been filed 16 days back. The task will be available
at ZO level for 15 days. After that the pending tasks will be
available for action with the HRM Division only. The following
screen will be displayed:-

Logged In TP : =21 Last Logged In on : August 22,2022 , 10:24:33 Chrome 104.0

Employees' Provident Fund Organisation
(A statutery Body Under Ministry of Labour & Employment, Government of India)

Help

¥/ Back

Grievance File List

Search By

Present Nesig Present Office Posted Office Grv. Filing Nate Gru. Reazon Grv. Status

RO-HANPUR

e Select Grv Year, Action Status and RO. Now click Search
button to get the filtered result.

e Click the Grv_Id hyperlink to take action. Following screen
will displayed:-
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Logged InIP : ::1

Last Logged In on : August 22,2022 , 10:24:33 Chrome 104.0

Action For Grievance Id - 2022_TRF_5 ®

—GRIEVANCE BASIC DETAILS:

Grizvance Id : 2022 TRF §

EID Name Present Desig _RPFC

Present Office - KANPUR Fosted Office RO-KANFUR Zonal Office “ UTTAR PRADESH (KANFUR)

DOB Doy : 2210512003 DOR : 301112036

Grv. Reason : TRANSFER Grv. Date © 18i08i2022 Relevent Doc : View Document

Grv. Matter - dsf
—RO-ACTION DETAILS

Agtion Taken Forward Crder No ] Crder Date

Remarks DGDFG Action Date . 2210812022 Relevent Doc
—Z0-ACTION DETAILS

Action Taken 3 Order Ne Order Cate

Remarks Action Date Relevent Doc
—ACTION

Action :| SELECT w Order No. CRODER NO Crder Date | dd/mm /yyyy a

REMARKS FOR GRIEVANCE

Remarks

Relevant

Document Choose File | No file chosen

SUBMIT
| Close | | Print |

e Select Action. There are four actions available i.e. (a)
Forward; (b) Disposed Interim; (c) Disposed Final and (d)
Reject. Enter remarks, upload relevant document and click
Submit button. Following screen will displayed:-

localhost:13634 says

Role : STFCRV-Z0 Designation : SSSA

you 1t to s it grievance? o
Logged In 1P : =21 ATE YU SUR YUl pient b UL ol t August 32 3022 , 10:24:33 Chrome 104.0
oK ‘ Cancel
DCB 2611976 [Kak] ZRI0AI2003 OoR 3011172036 -
Grv. Reason TRANSFER Grv Date 180872022 Relevent Do View Document
Grv Matter dsf
rRO-ACTION DETAILS
Action Taken - Forward Order No : Order Date
Remarks : DGDFG Acticn Date 2 2AI0Br022 Relevent Doc
r Z0-ACTION DETAILS
Action Taken Order No Order Date
Remarks Action Date Relevent Doc
rACTION
Action | Forwsrd ~ Order No. CRDER NO QOrder Date ;| dd/mm/yyyy
CFE
Remarks
Relevant ) -
e e 3 | Mo file chosar
SUBMIT

| Clase | Print

P F Organlsatlon India

Employees’
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STFGRN-HRM

Under this role, the grievance list functionality is available at
HRM level. All grievances which are filed by the employees of
all India are available for display. The action button is available
only for the tasks which are (1) either forwarded by the ZOs
(2) or the tasks which have been filed more than 30 days back.
The following screen will be displayed:-

Logged In IP : ::1 Last Logged In on : August 22,2022 , 10:30:03 Chrome 104.0

Employees’ Provident Fund Organisation
(A Statutory Body Under Ministry of Labour & Emploeyment, Gevernment of India)

s/ Ba
Grievance File List

Search By

Gy Year | 022 v Arfion Status | SELECT v Search | Clear

m | SELECT v RO | SELECT v

Total Grisvance : 5
Gre. W Gev. Year EID Name: Present Desig Present Office: Posted Office Grv. Filing Date Grv. Reason Grv. Status
022 ———— REFL HEADOFFICE | HO-HEAD OFFIGE | 18082002 MAGP Fomardes
02 T | P HEAD OFFICE DOFFICE | 1Bmarmmee NCREMENT | Pending
207 I — sg NATRSS VIG-ZVDNE | BOE20T2 INCREMEMT | Pending
i R —— | ==5A IMNZ TRAINING-ZTINT 1RSI PROMCTION | Pending
122 TRFE |2 T | RrFC KANFLR ROKANFUR |B0ER022 TRANSFER | Forwardsd

e Select Grv Year, Action Status, ZO and RO. Now click
Search button to get the filtered result.

e Click the Grv_Id hyperlink to take action, select Action.
There are three actions available i.e. (a) Disposed
Interim; (b) Disposed Final and (c) Reject. Enter remarks,
upload relevant document and click Submit button.
Following screen will displayed:-
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Action For Grievance Id - 2022_MCP_1 XB
— GRIEVANCE BASIC DETAILS
Grevance Id 2022 _MCP_1
EID Name ———— Present Desig * RPFC-I
Present Office HEAD OFFICE Posted Office - HO-HEAD OFFICE Zonal Office : HEAD OFFICE
DOB ] DoJ - 17M0i2003 DOR © 311032034
Grv. Reason MACP Gru. Date - 18/08/2022 Relavent Doc
Grv. Matter sdf
r RO-ACTION DETAILS
Action Taken : Forward Order No Order Date
Remarks : DFGDFG Action Date 22/08/2022 Relevent Doc
—ZO-ACTION DETAILS
Action Taken Order No Crder Date
Remarks Action Date Relevent Doc
—HO-ACTION DETAILS
Action Taken Order No Order Date
Remarks Action Date Relevent Doc
|
rACTION
Action o| SELECT v OrderNo.  :| ORDER NO Order Date - | dd/mm fyyyy
REMARKS FOR GRIEVANCE
Remarks
Relevant :| Choose File | No file chosen
Document
SUBMIT
‘ Close ‘ ‘ Print ‘

e After successful

displayed:-

“Office : HEAD OFFICE ( 123 )

Role : STFGRV-HRM

o
Avmiludie

Logged In IP : ;1

T
localhost13634 says

GRIEVANCE UPDIATED SUCCE:

submission,

SSRULLY

following screen will

be

Designalion : RPFC-1
- August 22,2022 , 10:30:03 Chrome 104.0

Grievance File List

Search By

Grv Yesr 2022 V| Azction Stahue SELECT » | Search Clear

20 SELECT v| RO | SELECT v
Total Grigvance : &

Grv.ld Giv, Year ED Name PresentDesig  Present Office Posied Office GOLFHing Date  Giv.Reason  Giw. Status
iz [ HO-HEAD Farkeroed

20 1HC_2 i [ W Wi HEAD O Pending

Moz kg3 |2 Bk VIEZVDE Pending
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