
 
 

 
 
 
 
 
 

                 
 

User manual - Post AITT Grievance 
Module 

 
 
 
 
 
 
 
 
 
 
 
 
 

  



 

    P a g e 1 | 35 

 
 
 
 
 

Table of Contents 
 
Table of Contents1 

1 Introduction2 

2 View All Grievances - DGT Admin3 

2.1 AITT GR Schedule Creation5 

2.2 DGT GR Admin User creation7 

3 View All Grievances - Candidate8 

3.1 Raise Grievance9 

3.2 Save Grievance as a draft10 

3.3 Cancel  Grievance11 

3.4 Re-Submit Grievance/Escalate to DGT GR Admin12 

4 View All Grievances - Establishment14 

4.1 Send Back for Correction/Re-correction - Establishment16 

4.2 Forward to AA - Establishment17 

4.3 Reject GR – Establishment18 

5 View All Grievances- AA20 

5.1 Send Back for Correction/Re-correction – AA22 

5.2 Reject GR - AA23 

5.3 GR Redressal – AA25 

6 View all Grievances – DGT GR Admin28 

6.1 GR Redressal – DGT GR Admin30 

6.2 Reject GR - DGT GR Admin33 

 

  



 

    P a g e 2 | 35 

1 Introduction 
 
The User Manual for Post AITT Grievance Module is designed to provide information on, how the 
Candidate can raise a GR (Grievance) and how the Establishment/AA/DGT GR Admin can take actions on 
the raised GR’s. Also, the Candidate, Establishment, AA and DGT GR Admin can perform the following 
functionalities as listed. 
 

• DGT Admin 
o View All Grievances 
o GR Schedule creation 
o DGT GR Admin User creation (New user role added) 

• Candidate 
o View All Grievances 
o Raise Grievance 
o Save Grievance as a draft 
o Cancel Grievance 
o Re-Submit Grievance/Escalate to DGT GR Admin 

• Establishment 
o View All Grievances 
o Sent-Back for Correction/Re-correction 
o Forward to AA 
o Reject GR 

• Approving Authority - AA 
o View All Grievances 
o Sent-Back for Correction/Re-correction 
o Reject GR 
o GR Redressal 

• DGT GR Admin 
o View All Grievances 
o GR Redressal 
o Reject GR 

 
 
 
 
 
Note : GR – Grievance Request; AA – Approving Authority; GC – Grievance Category;   
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2 View All Grievances - DGT Admin 
The View All Grievances screen allows the DGT Admin to view all the GRs. 
 
To Navigate 
Home - - > DGT Login - - > Dashboard - - > AITT Exam And Certification - - > AITT Grievance 
 

 
 
Ø The AITT Grievance screen displays all the grievance details such as Exam No., Establishment Code, 

Establishment Name, Contract Code, Grievance Code, Candidate Code, Candidate Name, GR Category, 
Status, Raised On and allows to view GR details under Action. 

 
Ø The DGT Admin can search for a particular Grievance based on Exam No., Grievance Code, 

Establishment Code, Contract Code, Category and Status. Click Search, to search for a particular GR. 
 

Ø Click View GR to view the details for the GR. DGT admin can only view the GR details and cannot take 
any action. 

 

 
 
 
 
 
Ø Click View History to view all the actions performed by all the Users. 
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2.1 AITT GR Schedule Creation 
The AITT Schedule screen allows the DGT admin to update Grievance schedule for the completed AITT 
schedule. At a time only one GR Schedule can be published. 
 
To Navigate 
Home - - > DGT Login - - > Dashboard - - > AITT Exam And Certification - - > AITT Schedule 
 

 
 
Ø The DGT Admin can search for a particular schedule based on AITT Status and Grievance Status. Click 

Search, to search for a particular schedule. 
 
Ø Click View Schedule, the following screen appears. 
 

 
 

Ø Click Update Grievance Schedule to update the schedule for Creating/Updating GR Schedule window. 
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Ø Click Update Schedule, to create/update the GR Schedule. Click “Yes” to save the GR Schedule or 

cancel the changes. On click of Yes -  Updated Successfully message appears. 
 
 
 
 
 
 
 
 

 
 
Ø Click Publish Grievance Schedule, to publish GR schedule so that candidate can raise Grs. 
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2.2 DGT GR Admin User creation 
 
To Navigate 
Home - - > DGT Admin Login - - > Dashboard - - > Users 
 

 
 
Ø The Users Listing screen, DGT Admin can search for User type - DGT Grievance Admin from drop-

down to filter newly added user type for DGT GR Admin User listing. 
Ø Click Create User to create the DGT Grievance Admin user.  
 

 
Ø Click Save. 
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3 View All Grievances - Candidate 
The View All Grievance List screen allows the Candidate to view the Grievance list raised by him/her. 
 
To Navigate 
Home - - > Candidate Login - - > Dashboard - - > AITT Grievance - - > Grievance Listing 
 

 
 
Ø The Grievance Listing screen displays the grievance details such as Exam No., Subject, Description, 

Category, Status, Raised On and allows to “View Grievance Details” and “View History” under Actions. 
 
Ø The Candidate can search for a particular grievance list based on Status and Exam No. Click Search, to 

search for a particular grievance list. 
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3.1 Raise Grievance 
The Raise Grievance allows the Candidate to create the Grievance Request for his/her concerns. 
 
To Navigate 
Home - - > Candidate Login - - > Dashboard - - > AITT Grievance - - > Grievance Listing - - > Raise Grievance 
Request 
 

 
 
Ø Click Raise Grievance Request displays following form. Candidate can either Submit or Save as Draft 

the GR to submit it later. Candidate can raise total 8 GR’s (Maximum 2 Grievance per category is 
allowed) , 2 GR’s in each category. Candidate can raise GR in 4 different categories -  

o GC1 – Result Not Processed 
o GC2 – Result Processed with 0 or incorrect marks 
o GC3 – Edit NAC details (Name, DOB, Gender, Father’s Name and Mother’s Name) 
o GC4 – Change Candidate type in contract from “Non-ITI” to “ITI” 

 

 
 
Ø Click Save as Draft, the GR draft Success message will be displayed. 
Ø Click Submit, “Your Grievance Raised Successfully” on Success. 
Ø Click Submit, error message will be displayed if there is already an active GR or if total 8 GR’s are 

already raised or if in selected category 2 GR’s are already raised. 
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3.2 Save Grievance as a draft 
The Save as Draft allows the Candidate to Submit the GR later on. 
 
To Navigate 
Home - - > Candidate Login - - > Dashboard - - > AITT Grievance - - > Grievance Listing - - > Raise Grievance 
Request - - > Save as Draft 
 

 
 
Ø After clicking on Save as Draft, the GR will be saved as draft. 
Ø Click View GR Details, to view the GR saved as draft. Candidate can either “Delete GR” or “Submit 

GR”. 
 

 
 
Ø Click Delete GR, the following screen appears. Click Yes, if you want to delete it or cancel if you do 

not wish to delete it. On click of Yes, Your Grievance Deleted Successfully message will be 
displayed. 

 

 
 

Ø Click Submit GR, the message appears as Your Grievance Raised Successfully. 
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3.3 Cancel  Grievance 
The Cancel Grievance allows the Candidate to cancel the raise GR request. 
 
To Navigate 
Home - - > Candidate Login - - > Dashboard - - > AITT Grievance - - > Grievance Listing - - > View Grievance 
Details 
 

 
 
Ø The Grievance Details screen displays the details such as Exam No., Grievance Code, Category, Status, 

Subject, Description, Supporting Documents, etc. Candidate can cancel the GR if Establishment has 
not taken any action on the GR or GR is sent-back for correction/re-correction by Establishment/AA. 

 
Ø Click Cancel GR, the following screen appears. 
 

  
 

Ø Click Yes, the message appears as Request Successfully Canceled.  
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3.4 Re-Submit Grievance/Escalate to DGT GR Admin 
The GR is sent-back for correction/re-correction by Establishment/AA, Candidate can Re-Submit or 
Escalate it to DGT GR Admin, if the GR was sent-back for re-correction by AA. 
 
To Navigate 
Home - - > Candidate Login - - > Dashboard - - > AITT Grievance - - > Grievance Listing - - > View Grievance 
Details 
 

 
 
Ø The Grievance Details screen displays the details such as Exam No., Grievance Code, Category, Status, 

Subject, Description, Supporting Documents, etc. Candidate click on Take Action. 
 

 
 

Ø Click Re-Submit, after filling the required details, the message appears as Request Sent Successfully. 
 

Ø If the GR was sent-back by AA, Candidate can take actions - Escalate to DGT GR Admin/Re-
Submit/Cancel GR. 

 



 

    P a g e 13 | 35 

 
 

Ø Click Escalate to DGT GR Admin, the message appears as Your Request Sent Successfully. 
 

Ø Click Re-Submit, the message appears as Your Request Sent Successfully.  
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4 View All Grievances - Establishment 
The View All Grievance List screen allows the Establishment to view the Grievance list raised by 
Candidates. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - 
- > Grievance Listing 
 

 
 
Ø The AITT Grievance screen displays all the grievance details such as Exam No., Establishment Code, 

Establishment Name, Contract Code, Grievance Code, Candidate Code, Candidate Name, GR Category, 
Status, Raised On and also allows to view GR and view history details under Action. 

 
Ø The Establishment can search for a particular Grievance based on Exam No., Grievance Code, Contract 

Code, Category and Status. Click Search, to search for a particular GR. 
 

Ø Click View GR to view the details for the GR. Establishment can view the GR details and take action if 
it is pending with Establishment. If GR is in first iteration then Send Back for Correction, Forward to 
AA buttons will be displayed. If GR is in Second iteration then Send Back for Re-Correction,  Forward 
to AA and Reject GR buttons will be displayed 
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Ø Click View History to view the history details for the GR. Establishment can view the history and what 

all actions have been taken on the GR, Supporting Documents uploaded (if any) by 
Candidate/Establishment/AA/DGT GR Admin etc. 
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4.1 Send Back for Correction/Re-correction - Establishment 
The Send Back for Correction/Re-correction allows the Establishment to sent back a GR request to the 
candidate for the correction/re-correction in case of wrong information/some error in the request like 
supporting document is missing or if more clarification is needed. After 2 iterations of send back, 
Establishment either can Forward GR to AA or Reject GR. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - 
- > Grievance Listing - - > View GR - - > Send Back for Correction/Send Back for Re-Correction 
 

 
 
Ø Click Send Back for correction, after filling required details. GR request will be sent-back to the 

Candidate for making corrections, the message appears as “GR Successfully Send Back for Correction 
to Candidate." 

 
Ø Click Send Back for Re-correction, after filling required details. GR request will be sent-back to the 

Candidate for making re-corrections, the message appears as “GR Successfully Send Back for Re-
correction to Candidate." 
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4.2 Forward to AA - Establishment 
The Forward to AA screen allows the Establishment to send GR to approving authority (AA) for redressal. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - 
- > Grievance Listing - - > View GR - - > Forward to AA 
 

 
 
Ø Click Forward to AA, the message appears as GR Successfully Forwarded to AA.  
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4.3 Reject GR – Establishment 
The Reject GR screen allows the Establishment to reject the raised request if it was already send back for 
correction and still Establishment finds that irrelevant. 
 
To Navigate 
Home - - > Establishment Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - 
- > Grievance Listing - - > View GR - - > Reject GR 
 

 
 
Ø Click Yes, Proceed!, the following screen appears. 
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Ø Click Reject GR, after filling the required details. 
 

 
 
Ø Click Yes, Proceed!, , following pop-up appears. 
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5 View All Grievances- AA 
The View All Grievance List screen allows the AA to view the Grievance list raised by Candidates, but he 
cannot take any action till the time GR is not forwarded to AA by Establishment. 
 
To Navigate 
Home - - > AA Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - - > Grievance 
Listing 
 

 
 
Ø The AITT Grievance screen displays all the grievance details such as Exam No., Establishment Code, 

Establishment Name, Contract Code, Grievance Code, Candidate Code, Candidate Name, GR Category, 
Status, Raised On and also allows to view GR and view history details under Action. 

 
Ø The AA can search for a particular Grievance based on Exam No., Grievance Code, Establishment Code, 

Contract Code, Category and Status. Click Search, to search for a particular GR. 
 

Ø Click View GR to view the details for the GR. AA can view the GR details and take action if it is pending 
with AA. If GR is in first iteration then Send Back for Correction, Proceed for Redressal buttons will 
be displayed. If GR is in Second iteration then Send Back for Re-Correction,  Proceed for Redressal 
and Reject GR buttons will be displayed. 
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Ø Click View History to view the history details for the GR. AA can view the history and what all actions 

have been taken on the GR, Supporting Documents uploaded (if any) by 
Candidate/Establishment/AA/DGT GR Admin etc. 
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5.1 Send Back for Correction/Re-correction – AA 
The Send Back for Correction/Re-correction allows the AA to sent back a GR request to the candidate for 
the correction/re-correction in case of wrong information/some error in the request like supporting 
document is missing or if more clarification is needed. After 2 iterations of send back, AA either can 
Proceed for Redressal or Reject GR. Also AA Send-Back GR for correction, after that Candidate re-submit 
the GR then GR will go to Establishment for approval, only after that it comes back to AA post 
Establishment’s approval. 
 
To Navigate 
Home - - > AA Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - - > Grievance 
Listing - - > View GR - - > Send Back for Correction/Send Back for Re-Correction 
 

 
Ø Click Send Back for correction, after filling required details. GR request will be sent-back to the 

Candidate for making corrections, the message appears as “GR Successfully Send Back for Correction 
to Candidate." 
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Ø Click Send Back for Re-correction, after filling required details. GR request will be sent-back to the 

Candidate for making re-corrections, the message appears as “GR Successfully Send Back for Re-
correction to Candidate." 

 
 
5.2 Reject GR - AA 
The Reject GR screen allows the AA to reject the raised request if it was already send back for correction 
and still AA finds that irrelevant. 
 
To Navigate 
Home - - > AA Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - - > Grievance 
Listing - - > View GR - - > Reject GR 
 

 
 
 
 
 
 
 
 
 

 
Ø Click Yes, Proceed!, the following screen appears. 
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Ø Click Reject GR, after filling the required details. 
 

 
 
Ø Click Yes, Proceed!, following pop-up appears. 
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5.3 GR Redressal – AA 
The GR Redressal screen allows the AA to resolve the raised GR request. There are 4 GR categories 
 
To Navigate 
Home - - > AA Login - - > Dashboard - - > DT AITT Exam and Certification - - > AITT Grievance - - > Grievance 
Listing - - > View GR - - > Proceed for Redressal 
 

 
 
 
 
 
 
 
 
 

 
Ø Click Yes, Proceed!, the following screen appears. 
 
GC1 -  GR Redressal 
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GC2 -  GR Redressal 

 
GC3 -  GR Redressal 
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GC4 -  GR Redressal 
 

 
 
 
 
 
 
 
Ø Click Mark Completed, after filling the required details. 

 
 
 
 
 
 
 
 

 
Ø Click Yes, Proceed!, following pop-up appears. 
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6 View all Grievances – DGT GR Admin 
The View All Grievances screen allows the DGT GR Admin to view all the GRs. 
 
To Navigate 
Home - - > DGT GR Admin Login - - > Dashboard - - > AITT Grievance 
 

 
 
Ø The AITT Grievance screen displays all the grievance details such as Exam No., Establishment Code, 

Establishment Name, Contract Code, Grievance Code, Candidate Code, Candidate Name, GR Category, 
Status, Raised On and also allows to View GR and View History details under Action. 

 
Ø The DGT GR Admin can search for a particular Grievance based on Exam No., Grievance Code, 

Establishment Code, Contract Code, Category and Status. Click Search, to search for a particular GR. 
 

Ø Click View GR to view the details for the GR. DGT GR Admin can only view the GR details and can take 
any action only on those GR’s that are escalated by the Candidate. 
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Ø Click View History to view all the actions performed by all the Users. 
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6.1 GR Redressal – DGT GR Admin 
The GR Redressal screen allows the DGT GR Admin to resolve the raised GR request. There are 4 GR 
categories. 
 
To Navigate 
Home - - > DGT GR Admin Login - - > Dashboard - - > AITT Grievance - - > Grievance Listing - - > View GR - 
- > Proceed for Redressal 
 

 
 
 
 
 
 
 
 
 

 
Ø Click Yes, Proceed!, the following screen appears. 

 
GC1 -  GR Redressal 
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GC2 -  GR Redressal 

 
GC3 -  GR Redressal 
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GC4 -  GR Redressal 
 

 
 
 

 
Ø Click Mark Completed, after filling the required details. 

 
 
 
 
 
 
 
 

 
Ø Click Yes, Proceed!, following pop-up appears. 
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6.2 Reject GR - DGT GR Admin 
The Reject GR screen allows the DGT GR Admin to reject the raised request if it was escalated to the DGT 
GR Admin and if DGT GR Admin finds that irrelevant. 
 
To Navigate 
Home - - > DGT GR Admin Login - - > Dashboard - - > AITT Grievance - - > Grievance Listing - - > View GR - 
- > Reject GR 
 

 
 
 
 
 
 
 
 
 

 
Ø Click Yes, Proceed!, the following screen appears. 
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Ø Click Reject GR, after filling the required details. 
 

 
 
Ø Click Yes, Proceed!, following pop-up appears. 
 

 
 


