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Every User has to register first
to receive the credentials to
login to the dashboard of
‘Student Complaint Handling
Mechanism’.

Click on to 
Registration



Complete all the fields & click ‘SIGN UP’



Student will receive login credentials on his/her
registered email ID



Using the credentials, login to 
‘Student Complaint Handling 
Mechanism.’



Student has to submit his/her 
academic details. Do remember
that for each complaint against 
different universities, student 
has to submit  his/her academic 
details of that University.



After filling the 
required details 

click ‘save’ 
button



Choose Correctly your 
mode of education & 
status of admission





Student can observe 
that his/her 
academic details are 
appearing in the grid



Using ‘Edit’ Feature, student 
can edit his/her submitted 
Academic details.
Do remember to select the 
correct University Name as 
complaint will be auto 
delivered to the selected 
University.



To submit a complaint, 
click ‘Complaint’



Name of HEI against which complaint registered

Select nature of complaint 
and write its description

Student has to submit 
one documentary 
evidence supporting 
his/her students identity 
of that University and 
click Save.



Student will receive a confirmation. Subsequently now onward, the student will receive an email and SMS alert on his/her 
registered email ID and Mobile No. respectively for each progress of submitted complaint with a complaint ID.



Student can check the status 
of complaint from this 
column.



In case, if 
student forget 
password, click  
‘Forgot 
Password’



Enter student 
registered 
email ID, 
captcha and 
click 
‘Continue’.



A new password will be 
delivered to student’s  
registered email ID.
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Use HEI credential to log into the HEI Dashboard



Important Notes:

• For every complaint registered by a student,
HEI will receive an email and SMS on
registered email ID & Mobile No. with DEB,
UGC.

• As per the Complaint Handling mechanism,
HEI needs to resolve any registered complaint
within 60 days of time period.

• As stipulated under the Complaint Handling
Mechanism for unresolved complaint, two
reminders will be sent through emails to HEI, 7
& 2 days prior to completion of 60 days of the
time period .

• If the complaint not disposed/resolved within
60 days time period at HEI level, the complaint
will be auto-transferred to Concerned Regional
Office for taking necessary action.

• In case of complaint not disposed/resolved in
by Regional Office, the complaint will be auto
transferred to DEB,UGC.

• DEB, UGC shall take necessary action as per
provisions of the UGC (ODL) and
Online Regulations and its amendments.

• The HEI will be permitted to resolve complaint
at this stage, if DEB, UGC may permit.



Click ‘Reply’  button shown 
against  each registered 
complaint to provide HEI’s 
response. Once replied, the 
button will disappear.



For Example, HEI is
replying to this
complaint. Press
“Reply” button



HEI Name (in the place of UGC) which is replying to the 
complaint

Relevant redressal remarks 
of HEI

Attach relevant 
documents, If any (1 MB 
size) 

Once, you click ‘Send’ the 
popup will disappear & 
response will  be auto 
delivered to the student 
who raised the complaint.



Remarks by HEI will be 
shown against the 
concerned complaint.



Type of
Complaint 

Scanned copy of complaint
will be forwarded to the 

concerned HEI
Offline

Online
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