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1 Introduction 
 
The User Manual for Grievance is designed to provide the information on, how the Trainee can create 
Grievance for Profile, Practical Marks and CBT Marks. 
 

• View Trainee Details 

• Create Grievance – Trainee 
o Create Grievance – Profile 
o Create Grievance – Practical Marks 
o Create Grievance – CBT Marks 
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2 View Trainee Details 
The View Trainee Details screen allows the Trainee to view the complete details of the Trainee. 
 
To Navigate 
Home - - > Login - - > Examination - - > Trainee - - > Trainee Details 
 

 
 
➢ Click Trainee, the following screen appears. 
 

 
 
➢ Enter the appropriate PRN Number. 
 
➢ Select the date of birth from the calendar. 
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➢ Click Login, the following screen appears. 
 

 
 
➢ The Trainee Details screen allows the Trainee to view the Trainee details such as Exam Type, Exam 

Year, Trainee Code, Trainee Name, ITI Code, ITI Name, T1 Working Days, T1 Present Days, T2 Working 
Days, T2 Present Days, T1 FA Marks Obtained, T2 FA Marks Obtained, Eligibility Status, FA Status, 
Practical Exam Fees Status, CBT Fees Status and Action. 
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3 Create Grievance -Trainee 
The Create Grievance page allows trainee to create grievance for the below list issues. 
 

• Profile 

• Practical Marks 

• CBT Marks. 

3.1 Create Grievance - Profile 
 
To Navigate 
Home - - > Login - - > Examination - - > Trainee - - > Trainee Details - - > Action - - > Create Grievance 
 

 
 
➢ The Trainee Details screen allows the Trainee to view the Trainee details such as Exam Type, Exam 

Year, Trainee Code, Trainee Name, ITI Code, ITI Name, T1 Working Days, T1 Present Days, T2 Working 
Days, T2 Present Days, T1 FA Marks Obtained, T2 FA Marks Obtained, Eligibility Status, FA Status, 
Practical Exam Fees Status, CBT Fees Status and also allows to create Grievance under Action. 

 
➢ Click Create Grievance, the Create Grievance screen appears. 
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➢ The Create Grievance screen displays the details such as Trainee PRN and Trainee Name. Also allows 

the Trainee to enter the details such as Trainee Mobile Number, Email and Description. 
 

 
 
Note: If the User do not have access of the present mobile number, the user can change mobile number. 
 
➢ Select the appropriate Type and Category from the drop-down list the following appears. 
 

 
 
➢ Click Browse to upload the appropriate Category. The Trainee can upload only JPG, JPEG, PNG, PDF, 

and the maximum file size is two MB each. 
 
➢ Click Save, the Enter OTP screen appears. 
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➢ Enter the appropriate OTP received on registered mobile number. 
 
➢ Click Submit, the Success message appears. 
 

 
 
➢ Click OK, to navigate to the Trainee Details screen. 
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3.2 Create Grievance - Practical Marks 
The Practical Marks screen allows the Trainee to raise Grievance on Practical Marks. 
 
To Navigate 
Home - - > Login - - > Examination - - > Trainee - - > Trainee Details - - > Create Grievance - - > Practical 
Marks 
 

 
 
➢ Click Trainee, the following screen appears. 
 

 

 
➢ Enter the appropriate PRN Number. 
 
➢ Select the date of birth from the calendar. 
 
➢ Click Login, to navigate to the Dashboard. 
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➢ The Trainee Details screen allows the Trainee to view the Trainee details such as Exam Type, Exam 

Year, Trainee Code, Trainee Name, ITI Code, ITI Name, T1 Working Days, T1 Present Days, T2 Working 
Days, T2 Present Days, T1 FA Marks Obtained, T2 FA Marks Obtained, Eligibility Status, FA Status, 
Practical Exam Fees Status, CBT Fees Status and Action. 

 

 
 
➢ Click Create Grievance, the Create Grievance screen appears. 
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➢ The Create Grievance screen displays the details such as Trainee PRN and Trainee Name. Also, allows 
to edit the details such as Trainee Mobile No, and Email ID. 

 

 
 
➢ The Trainee can also select the Type, Subject Type, Subject, Category from the drop-down list. 
 

 
 
➢ Click Browse to upload the appropriate Supporting Document. The Trainee can upload onlyJPG, JPEG, 

PNG, PDF, and the maximum file size is two MB each. 
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➢ Click Save, the Enter OTP screen appears. 
 

 
 

➢ Enter the appropriate OTP received on registered mobile number. 
 
➢ Click Submit, the Success message appears.  

 

 
 
➢ Click OK, to navigate to the Trainee Details screen. 
 

Note: The User will receive confirmation message in the registered mobile number. 
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3.3 Create Grievance -  CBT Marks 
The CBT Marks screen allows the Trainee to raise Grievance on CBT Marks. 
 
To Navigate 
Home - - > Login - - > Examination - - > Trainee - - > Trainee Details - - > Create Grievance - - > CBT Marks 
 

 
 
➢ Click Trainee, the following screen appears. 
 

 

 
➢ Enter the appropriate PRN Number. 
 
➢ Select the date of birth from the calendar. 
 
➢ Click Login, to navigate to the Dashboard. 
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➢ The Trainee Details screen allows the Trainee to view the Trainee details such as Exam Type, Exam 

Year, Trainee Code, Trainee Name, ITI Code, ITI Name, T1 Working Days, T1 Present Days, T2 Working 
Days, T2 Present Days, T1 FA Marks Obtained, T2 FA Marks Obtained, Eligibility Status, FA Status, 
Practical Exam Fees Status, CBT Fees Status and Action. 

 

 
 
➢ Click Create Grievance, the Create Grievance screen appears. 
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➢ The Create Grievance screen displays the details such as Trainee PRN and Trainee Name. Also, allows 
to edit the details such as Trainee Mobile No, and Email ID. 

 

 
 
➢ The Trainee can also select the Type, Subject Type, Subject, Category from the drop-down list. 
 

 
 
➢ Click Browse to upload the appropriate Supporting Document. The Trainee can upload onlyJPG, JPEG, 

PNG, PDF, and the maximum file size is two MB each. 
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➢ Click Save, the Enter OTP screen appears. 
 

 
 

➢ Enter the appropriate OTP received on registered mobile number. 
 
➢ Click Submit, the Success message appears. 

 

 
 
➢ Click OK, to navigate to the Trainee Details screen. 
 

Note: The User will receive confirmation message in the registered mobile number. 
 
 


