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Introduction

 The goal of this presentation is to show GJU students and 

employees how to file complaints in the MyGJU portal 

[1,2].

 The student complaints will be processed by the DSA.

 The employee complaints will be addressed by the HR 

department.
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Overview

 Filing complaints by students

 Processing student complaints by DSA

 Filing complaints by employees

 Addressing employee complaints by HR

 Complaint statuses

 References
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Filing a Complaint by a Student (1)
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Login to your MyGJU account, go to Other Affairs, 

then click the Complaints link



Filing a Complaint by a Student (2)
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Click the Add button to add your complaint

Note: To edit or delete a pending complaint, select it and 

then click the edit or delete button, respectively



Filing a Complaint by a Student (3)
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1. Enter complaint title here

2. Enter complaint details here

4. When done, Submit. After that you cannot delete or edit the complaint!3. Save the text while you are working on it



Filing a Complaint by a Student (4)
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After saving or submitting, check the status of the complaint here …



Processing Student Complaints by DSA (1)
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3. Click the Review button to process a complaint

2. Select a

complaint

1. Click the Search button



Processing Student Complaints by DSA (2)
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1. Change complaint status here

2. Enter DSA note here

3. Save when done



Filing a Complaint by an Employee (1)
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Login to your MyGJU account, go to My Affairs, click the My Profile button,

then click the Complaints link



Filing a Complaint by an Employee (2)
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Click the Add button to add your complaint

Note: To edit or delete a pending complaint, select it and 

then click the edit or delete button, respectively



Filing a Complaint by an Employee (3)
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1. Enter complaint title here

2. Enter complaint details here

4. When done, Submit. After that you cannot delete or edit the complaint!3. Save the text while you are working on it



Filing a Complaint by an Employee (4)
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After saving or submitting, check the status of the complaint here …



Addressing Employee Complaints by HR (1)
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3. Click the Review button to process a complaint

2. Select a

complaint

1. Click the Search button



Addressing Employee Complaints by HR (2)
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1. Change complaint status here

2. Enter HR note here

3. Save when done



Complaint Statuses

 Pending (the student or employee just added a complaint 

but did not submit it yet. Until this point the student or 

employee can edit or delete the complaint)

 Submitted (when a student or employee submit the 

complaint then its status changes to Submitted. 

Correspondingly, DSA or HR will be able to see it and 

then process it. Whereas, the student or employee cannot 

edit or delete the complaint)

 Under Review (DSA or HR can set this status to inform 

the student or employee that they are working on it)

 Closed (DSA or HR addressed the complaint and added 

their notes)
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