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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:- 

 

 

 

• Click Grievance File functionality, following screen will be 

displayed:- 

 

 

• Grievances can be filed for four types of categories, 

namely (a) Increment, (b) MACP, (c) Promotion and (d) 

Transfer 
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• 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. 

 

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

 

• After successful submission, the filed grievance can be 

seen in Grievance History functionality by selecting 

Grievance year.  

 

• 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. 

 

• 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-ZO 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:- 

 

 

• 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:- 
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• Select Grv Year and Action Status and click Search button 

to get the filtered result. 

 

• 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:- 

 

 

 

 

STFGRN-ZO 
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Under this role, the grievance list functionality is available at 

ZO 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:- 

 

 

• Select Grv Year, Action Status and RO. Now click Search 

button to get the filtered result. 

 

• Click the Grv_Id hyperlink to take action. Following screen 

will displayed:-  
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• 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:- 
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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:- 

 

 

 

• Select Grv Year, Action Status, ZO and RO. Now click 

Search button to get the filtered result. 

 

• 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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• After successful submission, following screen will be 

displayed:- 
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