
 

  

2019 

       Consumer Complaint Management System 

 

INFORMATION MATRIX CO., LTD 

DIAMOND CONDO, 1ST FLOOR, BUILDING (E) 

NO (497), PYAY ROAD, KAMARYUT TOWNSHIP, 

YANGON 

TEL: 01 513 515~519 

FAX: 01 513 519 

 

 

User Guide 



Consumer Complaint Management System  2019

 

User Guide  Page 1 of 61 
 

Table of Contents 
ENGLISH VERSION ................................................................................................................ 3 

Consumer Complaint Management System Introduction .......................................................... 3 

Division User Level ................................................................................................................... 4 

Log In ..................................................................................................................................... 4 

Dashboard............................................................................................................................... 5 

View Complaints .................................................................................................................... 6 

Compose New Complaint ...................................................................................................... 7 

View Inactive Complaints ...................................................................................................... 8 

View In Progress Complaints ................................................................................................. 9 

View Cancelled Complaints ................................................................................................. 10 

View Transferred Complaints .............................................................................................. 11 

View Rejected Complaints ................................................................................................... 12 

View Complaints’ Detail ...................................................................................................... 13 

View Workflow Stages ........................................................................................................ 15 

Edit Complaints’ Info ........................................................................................................... 16 

Manage Complaints’ Status ................................................................................................. 17 

Transfer Complaints ............................................................................................................. 18 

Export Reports...................................................................................................................... 19 

Log Out ................................................................................................................................ 20 

Headquarter User Level ........................................................................................................... 21 

Assign Transferred Complaints ............................................................................................ 22 

Manage User Account .......................................................................................................... 23 

Users ................................................................................................................................. 23 

Roles ................................................................................................................................. 25 

Manage Set up Data ............................................................................................................. 27 

State/Region...................................................................................................................... 27 

Services ............................................................................................................................. 29 

Goods ................................................................................................................................ 31 

MYANMAR VERSION .......................................................................................................... 33 

Consumer Complaint Management System Introduction ........................................................ 33 

Division User Level ................................................................................................................. 34 

Log In ................................................................................................................................... 34 



Consumer Complaint Management System  2019

 

User Guide  Page 2 of 61 
 

Dashboard............................................................................................................................. 35 

View Complaints .................................................................................................................. 36 

Compose New Complaint .................................................................................................... 37 

View Inactive Complaints .................................................................................................... 38 

View In Progress Complaints ............................................................................................... 39 

View Cancelled Complaints ................................................................................................. 40 

View Transferred Complaints .............................................................................................. 41 

View Rejected Complaints ................................................................................................... 42 

View Complaints’ Detail ...................................................................................................... 43 

View Workflow Stages ........................................................................................................ 44 

Edit Complaints’ Info ........................................................................................................... 45 

Manage Complaints’ Status ................................................................................................. 46 

Transfer Complaints ............................................................................................................. 47 

Export Reports...................................................................................................................... 48 

Log Out ................................................................................................................................ 49 

Headquarter User Level ........................................................................................................... 50 

Assign Transferred Complaints ............................................................................................ 51 

Manage User Account .......................................................................................................... 52 

Users ................................................................................................................................. 52 

Roles ................................................................................................................................. 54 

Manage Set up Data ............................................................................................................. 56 

State/Region...................................................................................................................... 56 

Services ............................................................................................................................. 58 

Goods ................................................................................................................................ 60 

 

  



Consumer Complaint Management System  2019

 

User Guide  Page 3 of 61 
 

ENGLISH VERSION 

Consumer Complaint Management System Introduction 

Consumer Complaint Management System is developed with the purpose of enhancing the 

existing functions. By the request of DOCA, Nathan Associates Inc. has supported and 

funded for system upgrade including modifications and additional functions especially in 

backend workflow system used departmental. In the system, the following functions are 

provided and included: 

 Handling the complaints directly by respective DOCA staff of Division/State  

 Tracking pending complaints which are more than 2 weeks in the operations of each 

stage/ status (Confirm, In Progress, Transfer, Resolved) 

 Updating the complaints’ progress/ status able to show the progress history of complaint 

to Consumers 

 Tracking the complaints easily and transparently based on Date, Division/State, Goods, 

Services etc. 

 For headquarter users (administrators), setting up the master data of State/Division, 

Services and Goods able to make customization 

 Managing User Accounts and Permission able to access the system securely 
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Division User Level 

Log In  

 Enter the URL on a browser. 

 The following ‘Log In’ page will be appeared.  

 Enter the ‘User Name’ and ‘Password’. Then click ‘Log In’.  

 

Figure – Log In 
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Dashboard  

 After logging in, Dashboard will be shown with the features which are different based on 

user accounts’ permission. 

 In the following ‘Division User’ Dashboard, the Menu bar can be seen on the left side. 

On the right section, it will see (3) tables: List of Recent Complaints, In Progress 

Complaints and Alerts/Pending Complaints which are more than 2 weeks in 

progressing are shown.  

 On the Menu navigation bar, there are (7) links: Dashboard, Complaints, Inactive 

Complaints, InProgress Complaints, Cancelled Complaints, Transferred 

Complaints, and Rejected Complaints.  

 

Figure – Dashboard 
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View Complaints  

 Click on ‘Complaints’ link from the left menu or ‘View All’ under Complaints Block in 

Blue Color to check the incoming new complaints sent by online consumers. 

 The following page will be shown and the complaints can be searched with the filtering 

fields: Name/ComplaintNo, NRCNo, Goods, Services, From State/Region, Assigned 

To State/Region, From Date, To Date and Company’s Name.  

 

Figure – Complaints 
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Compose New Complaint 

 In Complaints Page, click on ‘New’ button at the left corner to fill up the entry form of 

complaint.  

 

Figure – Click ‘New’ 

 The following form will be appeared and fill up the data in the form and then click ‘Save’ 

or ‘Save and Close’ or ‘Save and New’.  

 

Figure – Compose Complaint 
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View Inactive Complaints 

 Click on ‘Inactive Complaints’ link from the left menu or ‘View All’ under Alert Block 

in Red Color to check the complaints that were not updated more than 2 weeks. 

 The following page will be shown and the complaints can be searched with the filtering 

fields: Name/ComplaintNo, NRCNo, Goods, Services, From State/Region, Assigned 

To State/Region, From Date, To Date and Company’s Name.  

 

Figure – Inactive Complaints 
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View In Progress Complaints  

 Click on ‘In Progress Complaints’ link from the left menu to check the complaints that 

was in In-Progress stage. 

 The following page will be shown and the complaints can be searched with the filtering 

fields: Name/ComplaintNo, NRCNo, Goods, Services, From State/Region, Assigned 

To State/Region, From Date, To Date and Company’s Name.  

 

Figure – In Progress Complaints 
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View Cancelled Complaints  

 Click on ‘Cancelled Complaints’ link from the left menu to check the complaints that 

was cancelled by online consumers themselves. 

 The following page will be shown and the complaints can be searched with the filtering 

fields: Name/ComplaintNo, NRCNo, Goods, Services, From State/Region, Assigned 

To State/Region, From Date, To Date and Company’s Name.  

 

Figure – Cancelled Complaints 
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View Transferred Complaints  

 Click on ‘Transferred Complaints’ link from the left menu to check the transferred 

complaints from original division/state to other division/state and vice versa.  

 The following page will be shown and the complaints can be searched with the filtering 

fields: Name/ComplaintNo, NRCNo, Goods, Services, From State/Region, Assigned 

To State/Region, From Date, To Date and Company’s Name.  

 

Figure – Transferred Complaints 
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View Rejected Complaints  

 Click on ‘Rejected Complaints’ link from the left menu to check the rejected complaints 

by NayPyiTaw Headquarter.  

 The following page will be shown and the complaints can be searched with the filtering 

fields: Name/ComplaintNo, NRCNo, Goods, Services, From State/Region, Assigned 

To State/Region, From Date, To Date and Company’s Name.  

 

Figure – Rejected Complaints 
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View Complaints’ Detail  

 Click on ‘Complaint No’ link in the listing of the page and ‘View Detail’ in workflow 

history page to see the detail information of the complaint. 

 

Figure – Click ‘Complaint Link’ 

 

 

Figure – Click ‘View Detail’ 
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 Then the following page will be shown and all the data filled of the complaint can be seen 

in the form as below.  

 

 

Figure – Complaint Detail 
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View Workflow Stages 

 In order to check Workflow History of the complaint, click on ‘Stages’ link in the listing 

of the page.  

 

Figure – Click ‘Stages’ 

 After that, it can be seen stage by stage progress history of complaint resolving as the 

below. 

 

Figure – Workflow Stages 
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Edit Complaints’ Info 

 Users can edit the information of complaint. To edit, click on ‘Edit’ link in listing of the 

page. It can be updated each of the data fields of complaint in the following page.  

 

Figure – Click ‘Edit’ 

 It can be updated each of the data fields of complaint in the following page. 

 

Figure – Edit Complaint Detail 
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Manage Complaints’ Status  

 Able to update the Progress of complaint, the users have to make ‘Confirm’ first as the 

below figure.  

 After that it can be seen the Complaints’ Status/Progress history in Workflow History 

page.  

 To update the progress, click on the button: ‘Transfer’ (or) ‘In Progress’ (or) ‘Resolve’ 

described the status/ progress of complaint solving process able to update the complaint’s 

status to be shown to consumers when he/she check with tracking code online.    

 

Figure – Update Status 

 Then, the following fill up form will be shown. There are two textbox to fill: Comment 

for internal use and Comment for showing to consumers. After filling the form, click 

‘Save’ button. 

 

Figure – Fill Up Comments 
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Transfer Complaints  

 For transferring complaints to Nay Pyi Taw Headquarter that are not relevant with 

respective state/division, click on ‘Transfer’ button in workflow stages page. 

 

Figure – Transfer Complaint  

 

 Then the following form will be shown and the reason is required to be filled in 

Comment for seeing information from headquarter. After filling the form, click ‘Save’ 

button. 

 

Figure – Transfer  

 



Consumer Complaint Management System  2019

 

User Guide  Page 19 of 61 
 

Export Reports 

 To produce the Reports in excel, Click on ‘Export to Excel’ button in the listing of the 

page. 

 

Figure – Export to Excel 

 In the following page, Search with the fields: Name/ComplaintNo, NRCNo, Goods, 

Services, From State/Region, Assigned To State/Region, From Date, To Date and 

Company’s Name. 

 Then choose the Column Title to include in Excel file and click ‘Export’. 

 

Figure – Export 
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Log Out 

 When the backend users are done their works, it is required to log out to prevent the 

unauthorized users using the system. Click on user’s profile and then click ‘Logout’ as 

the following.  

 

Figure – Log out 
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Headquarter User Level 

Headquarter Level Users can access the features of Division User Level and they can see all 

State/Region complaints: 

 View Complaints 

 Compose New Complaints (All are the same: except choosing State/Region to File 

Complaint) 

 View Inactive Complaints 

 View In Progress Complaints 

 View Cancelled Complaints 

 View Transferred Complaints 

 View Rejected Complaints 

 View Complaints’ Detail 

 Edit Complaints’ Info 

 Manage Complaints’ Status  

 View Workflow History 

 Export Reports 

 Log Out 
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Assign Transferred Complaints  

 To assign the transferred complaints from Nay Pyi Taw Headquarter to respective 

state/division, click on ‘Assign’ button in workflow history page.  

 

Figure – Click ‘Assign’ 

 Then choose the State/Division to be assigned. The reason is required to be filled in 

Comment for seeing information from respective State/Division.  

 

Figure – Assign Complaint 
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Manage User Account 

Users 

Create New User Account 

 To create a user account, click on ‘Users’ menu in the left side menu bar. Then click on 

‘New’ button.  

 

Figure – Click ‘New’ 

 The following entry form will be appeared and the information is required to be filled 

then click ‘Save’ button.  

 

Figure – Create User Account 
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Edit/Block User Account 

 To edit or make inactive a user account, click on ‘Users’ link in the left side menu bar. 

Then click on ‘Edit’ link.  

 

Figure – Click ‘Edit’ 

 User information can be edited as the following and click on ‘Yes’ in Blocked? to make 

block for accessing the system in the following listing page. 

 

Figure – User List 
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Roles 

Create New User Role 

 To create a user account, click on ‘Roles’ menu in the left side menu bar. Then click on 

‘New’ button.  

 

Figure – Click ‘New’ 

 The following entry form will be appeared and the permission is required to be chosen 

then click ‘Save’ button.  

 

Figure – Create User Role 



Consumer Complaint Management System  2019

 

User Guide  Page 26 of 61 
 

Edit/Delete User Role 

 To edit or delete user role, click on ‘Roles’ link in the left side menu bar.  

 Then click on ‘Edit’ to edit or ‘Delete’ to remove the role in the following listing page. 

 

Figure – Role List 
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Manage Set up Data 

State/Region 

Create New State/Region 

 To create new state/region, click on ‘State/Region’ menu in the left side menu bar. Then 

click on ‘New’ button.  

 

Figure – Click ’New’ 

 The following entry form will be appeared and the information is required to be filled up 

then click ‘Save’ button.  

 

Figure – Create State/Region 
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Edit/Delete State/Region 

 To edit or delete State/Region, click on ‘State/Region’ link in the left side menu bar.  

 Then click on ‘Edit’ to edit or ‘Delete’ to remove the State/Region in the following 

listing page. 

 

Figure – State/ Region List 
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Services 

Create New Service 

 To create new service, click on ‘Service’ menu in the left side menu bar. Then click on 

‘New’ button.  

 

Figure – Click ’New’ 

 The following entry form will be appeared and the information is required to be filled up 

then click ‘Save’ button.  

 

Figure – Create Service 
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Edit/Delete Service 

 To edit or delete Service, click on ‘Service’ link in the left side menu bar.  

 Then click on ‘Edit’ to edit or ‘Delete’ to remove the Service in the following listing 

page. 

 

Figure – Service List 
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Goods 

Create New Goods 

 To create new good, click on ‘Goods’ menu in the left side menu bar. Then click on 

‘New’ button.  

 

Figure – Click ‘New’ 

 The following entry form will be appeared and the information is required to be filled up 

then click ‘Save’ button.  

 

Figure – Create Good 
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Edit/Delete Goods 

 To edit or delete Good, click on ‘Goods’ link in the left side menu bar.  

 Then click on ‘Edit’ to edit or ‘Delete’ to remove the Good in the following listing page. 

 

Figure – Goods List 
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MYANMAR VERSION 

Consumer Complaint Management System Introduction 

Consumer Complaint Management System သည ္ ယခင္ စီးပြားေရးႏွင္႔ ကူးသန္းေရာင္းဝယ္ေရး 

ဝန္ႀကီးဌာန၊ စားသုံးသူေရးရာဦးစီးဌာနတြင္ အသုံးျပဳေသာ Consumer Complaint System ကုိ 

အဆင္႔ႁမွင္႔တင္ ေဆာင္ရြက္ျခင္း ျဖစ္ပါသည္။ စားသုံးသူေရးရာဦးစီးဌာနမွ Nathan Associates Inc. 

ေထာက္ပံ႔ကူညီမႈျဖင္႔ စနစ္ကို ပိုမုိေကာင္းမြန္ေအာင္ ျပဳျပင္ျခင္း၊ လုိအပ္ခ်က္မ်ား 

ထည္႔သြင္းတည္ေဆာက္ျခင္းမ်ားကုိ တာဝန္ယူ၊ အေကာင္အထည္ေဖာ္ ေဆာင္ရြက္ခဲ႔ပါသည္။ ေအာက္ပါ 

လုပ္ေဆာင္ခ်က္မ်ားကုိ စနစ္တြင္ ထည္႔သြင္းတည္ေဆာက္ထားပါသည္။ 

 တုိင္းေဒသႀကီး၊ ျပည္နယ္အသီးသီးရိွ စားသုံးသူေရးရာဦးစီးဌာန၏ တာဝန္ရွိသူမ်ားမွ Online မွ 

ေပးပုိ႔လာေသာ တုိင္ၾကားစာမ်ားကုိ တုိက္႐ုိက္ ရရိွ ေျဖရွင္းႏုိင္ျခင္း။   

 ေျဖရွင္းရာတြင္ ရတ္သတၱပတ္ (၂) ပတ္ေက်ာ္အထိ အေျခအေနတုိးတက္မႈမရွိေသာ 

တုိင္ၾကားစာမ်ားကုိ အလြယ္တကူ သိရွ ိေျခရာခံႏိုင္ျခင္း။ 

 ေျဖရွင္းမႈ ေဆာင္ရြက္ခ်က္ အေျခအေနမ်ားကုိ Update လုပ္ႏိုင္ျခင္းေၾကာင္႔ ရံုးခ်ဳပ္ႏွင္႔ 

တုိင္ၾကားသူမ်ားမွ အေျခအေနမ်ားကုိ ပြင္႔လင္းျမင္သာစြာ အခ်ိန္ႏွင္႔တေျပးညီ သိရွိႏိုင္ျခင္း။ 

 တုိင္ၾကားစာအခ်က္အလက္မ်ားကုိ ေန႔ရက္အလုိက္၊ တုိင္းေဒသႀကီး၊ ျပည္နယ္အလုိက္၊ ကုန္ပစၥည္း၊ 

ဝန္ေဆာင္မႈအလုိက္ စသျဖင္႔ ျမန္ဆန္ မွန္ကန္စြာ ရွာေဖြၾကည္႔ရႈႏုိင္ျခင္း။ 

 ရံုးခ်ဳပ္မ ွစနစ္အသုံးျပဳသူမ်ားအေနျဖင္႔ (administrators) master data မ်ားျဖစ္ေသာ တုိင္းေဒသႀကီး၊ 

ျပည္နယ္၊ ဝန္ေဆာင္မႈ၊ ကုန္ပစၥည္း အခ်က္အလက္မ်ားကုိ လုိအပ္သလုိ ျပဳျပင္ေဆာင္ရြက္ႏိုင္ျခင္း။ 

 ထုိ႔အျပင္ အသုံးျပဳသူအေကာင္႔မ်ားႏွင္႔ လုပ္ပုိင္ခြင္႔မ်ား၊ လုပ္ေဆာင္ႏိုင္မႈမ်ားကုိ စီမံႏုိင္ျခင္းေၾကာင္႔ 

စနစ္အသုံးျပဳရာတြင္ လုံျခံဳစိတ္ခ်စြာ အသုံးျပဳႏုိင္မည္ ျဖစ္ပါသည္။  
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Division User Level 

Log In  

 ႀကိဳက္ႏွစ္သက္ရာ Browser တစ္ခုခုတြင္ ဝက္ဘ္ဆုိဒ္ စာမ်က္ႏွာျဖင္႔ ဝင္ေရာက္ပါက Log In 

စာမ်က္ႏွာက်လာပါမည္။ 

 Email, Password တို႔ကုိ ႐ုိက္ထည့္၍ ‘LogIn’ button ကုိ ႏွိပ္ပါ။ 

 

Figure – Log In 
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Dashboard  

 Log In ဝင္ေရာက္ၿပီးသည္႔အခါ Dashboard စာမ်က္ႏွာကုိ ေတြ႕ျမင္ရမည္။ Dashboard 

စာမ်က္ႏွာတြင္ Menu Bar သည္ စာမ်က္ႏွာ၏ ဘယ္ဘက္တြင္ရွိၿပီး ညာဘက္အျခမ္းတြင္ 

ရရွိထားသည္႔ တုိင္ၾကားစာ (List of  Recent Complaints)၊ ေျဖရွင္းဆဲ အေျခအေန In Progress 

ျဖစ္ေနေသာ တုိင္ၾကားစာ ႏွင္႔ Pending ျဖစ္ေနေသာ တုိင္ၾကားစာမ်ားကုိ ဇယားသုံးကြက္ျဖင့္ 

ေအာက္ပါအတုိင္းေတြ႕ရမည္ျဖစ္သည္။ 

 Menu Bar တြင္ Dashboard, Complaints, Inactive Complaints, In Progress Complaints, 

Cancelled Complaints, Transferred Complaints, and Rejected Complaints ဟူ၍ menu links 

(၇) ခုရွိပါသည္။ 

 

Figure – Dashboard 
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View Complaints  

 စနစ္သို႔ေရာက္ရွိလာေသာ တုိင္ၾကားစာမ်ားကုိ ၾကည္႔ရႈရန္ ဘယ္ဘက္ရွိ ‘Complaints’ menu 

ကုိႏွိပ၍္ ေသာ္လည္းေကာင္း၊ Dashboard စာမ်က္ႏွာရိွ မီးခုိးေရာင္ဇယား၏ ‘View All’ ကုိ 

ႏိွပ္၍ ေသာ္လည္းေကာင္း ဝင္ေရာက္ၾကည့္ရႈရမည္။ 

 Complaints စာမ်က္ႏွာေပၚတြင္ Name/ComplaintNo, NRCNo, Goods, Services, From 

State/Region, Assigned To State/Region, From Date, To Date ႏွင္႔ Company’s Name 

တုိ႔အလုိက္ အခ်က္အလက္မ်ားကုိ လုိအပ္သလုိ အလြယ္တကူ ရွာေဖြႏိုင္ပါသည္။ 

 

Figure – Complaints 
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Compose New Complaint 

 Online မဟုတ္ေသာ ျပင္ပမ ွ တုိင္ၾကားမႈမ်ား၏ အခ်က္အလက္မ်ားကုိ မွတ္သားသိမ္းဆည္းရန္ 

Complaints စာမ်က္ႏွာေပၚ၏ ဘယ္ဘက္ထိပ္တြင္ရွိေသာ ‘New’ button ကုိ ႏွိပ္ပါ။ 

 

Figure – Click ‘New’ 

 ေအာက္ပါအတုိင္း ျဖည္႔စြက္ရန္ form က်လာမည္ျဖစ္ၿပီး အခ်က္အလက္မ်ားကုိ ႐ုိက္ထည္႔ပါ။  

 အခ်က္အလက္ထည္႔ျခင္း ၿပီးဆုံးပါက form ၏ ေအာက္ဆုံးရွိ ‘Save’ (သို႔မဟုတ္) ‘Save and Close’ 

(သုိ႔မဟုတ္) ‘Save and New’ ကုိ ႏွိပ္ပါ။ Save and Close: အခ်က္အလက္မ်ားသိမ္းၿပီး form 

မွထြက္မည္။ Save and New: အခ်က္အလက္မ်ားသိမ္းၿပီး form အသစ္ျပေပးမည္။  

 

Figure – Compose Complaint 
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View Inactive Complaints 

 တုိင္ၾကားစာ ေျဖရွင္းရာတြင္ ၂ပတ္ထက္ ေက်ာ္လြန္၍ ေဆာင္ရြက္ခ်က္အဆင္႔မ်ား (Status) တြင္ 

အေျခအေန တိုးတက္မႈမရိွေသာ တုိင္ၾကားစာမ်ားကုိ ၾကည္႔ရႈရန္ ဘယ္ဘက္ရွိ ‘Inactive Complaints’ 

menu ကုိႏွိပ၍္ ေသာ္လည္းေကာင္း၊ Dashboard စာမ်က္ႏွာရိွ အနီေရာင္ဇယား၏ ‘View All’ ကုိ 

ႏိွပ္၍ ေသာ္လည္းေကာင္း ဝင္ေရာက္ၾကည့္ရႈရမည္။ 

 Inactive Complaints စာမ်က္ႏွာေပၚတြင္ Name/ComplaintNo, NRCNo, Goods, Services, From 

State/Region, Assigned To State/Region, From Date, To Date ႏွင္႔ Company’s Name 

တုိ႔အလုိက္ အခ်က္အလက္မ်ားကုိ လုိအပ္သလုိ အလြယ္တကူ ရွာေဖြႏိုင္ပါသည္။ 

 

Figure – Inactive Complaints 

  



Consumer Complaint Management System  2019

 

User Guide  Page 39 of 61 
 

View In Progress Complaints  

 တုိင္ၾကားစာ ေျဖရွင္းရာတြင္ ေဆာင္ရြက္ခ်က္အဆင္႔မ်ား (Status) ၏ အေျခအေန ေျဖရွင္းေနဆဲ (In 

Progress) ျဖစ္ေနေသာ တုိင္ၾကားစာမ်ားကုိ ၾကည္႔ရႈရန္ ဘယ္ဘက္ရွိ ‘In Progress Complaints’ 

menu ကုိႏွိပ၍္  ဝင္ေရာက္ၾကည့္ရႈရမည္။ 

 In Progress Complaints စာမ်က္ႏွာေပၚတြင္ Name/ComplaintNo, NRCNo, Goods, Services, 

From State/Region, Assigned To State/Region, From Date, To Date ႏွင္႔ Company’s Name 

တုိ႔အလုိက္ အခ်က္အလက္မ်ားကုိ လုိအပ္သလုိ အလြယ္တကူ ရွာေဖြႏိုင္ပါသည္။ 

 

Figure – In Progress Complaints 
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View Cancelled Complaints  

 Online မွ တုိင္ၾကားသူမ်ားမွ တုိင္ၾကားမႈကုိ ၎တုိ႔ကုိယ္တုိင္ ျပန္လည္႐ုပ္သိမ္းထားေသာ 

(Cancelled) တုိင္ၾကားစာမ်ားကုိ ၾကည္႔ရႈရန္ ဘယ္ဘက္ရွိ ‘Cancelled Complaints’ menu ကုိႏွိပ၍္  

ဝင္ေရာက္ၾကည့္ရႈရမည္။ 

 Cancelled Complaints စာမ်က္ႏွာေပၚတြင္ Name/ComplaintNo, NRCNo, Goods, Services, 

From State/Region, Assigned To State/Region, From Date, To Date ႏွင္႔ Company’s Name 

တုိ႔အလုိက္ အခ်က္အလက္မ်ားကုိ လုိအပ္သလုိ အလြယ္တကူ ရွာေဖြႏိုင္ပါသည္။ 

 

Figure – Cancelled Complaints 
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View Transferred Complaints  

 မိမိတုိ႔၏ တုိင္းေဒသႀကီး၊ျပည္နယ္မ်ားမွ ေနျပည္ေတာ္ (ရုံးခ်ဳပ္) သုိ႔ လႊဲေျပာင္းထားေသာ  

တုိင္ၾကားစာမ်ားကုိလည္းေကာင္း၊ ေနျပည္ေတာ္ (ရံုးခ်ဳပ္) မွ လႊဲေျပာင္းခ်ထားေပးလာေသာ 

တုိင္ၾကားစာမ်ားကုိလည္းေကာင္း  ၾကည္႔ရႈရန္ ဘယ္ဘက္ရွိ ‘Transferred Complaints’ menu 

ကုိႏွိပ၍္  ဝင္ေရာက္ၾကည့္ရႈရမည္။ 

 Transferred Complaints စာမ်က္ႏွာေပၚတြင္ Name/ComplaintNo, NRCNo, Goods, Services, 

From State/Region, Assigned To State/Region, From Date, To Date ႏွင္႔ Company’s Name 

တုိ႔အလုိက္ အခ်က္အလက္မ်ားကုိ လုိအပ္သလုိ အလြယ္တကူ ရွာေဖြႏိုင္ပါသည္။ 

 

Figure – Transferred Complaints 
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View Rejected Complaints  

 ေနျပည္ေတာ္ (ရုံးခ်ဳပ္) မွ ပယ္ခ်ၿပီးေသာ တိုင္ၾကားစာမ်ားကုိ ၾကည္႔ရႈရန္ ဘယ္ဘက္ရွိ ‘Rejected 

Complaints’ menu ကုိႏွိပ၍္  ဝင္ေရာက္ၾကည့္ရႈရမည္။ 

 Rejected Complaints စာမ်က္ႏွာေပၚတြင္ Name/ComplaintNo, NRCNo, Goods, Services, From 

State/Region, Assigned To State/Region, From Date, To Date ႏွင္႔ Company’s Name 

တုိ႔အလုိက္ အခ်က္အလက္မ်ားကုိ လုိအပ္သလုိ အလြယ္တကူ ရွာေဖြႏိုင္ပါသည္။ 

 

Figure – Rejected Complaints 
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View Complaints’ Detail  

 တုိင္ၾကားစာတစ္ေစာင္၏ အခ်က္အလက္ အျပည္႔အစံုကုိ ၾကည္႔ရႈရန ္ listing page မ်ားရိွ 

ၾကည္႔ရႈလုိေသာ ‘Complaint No’ link (e.g. YGN-201912-erkEg) ကိုႏိွပ၍္  ဝင္ေရာက္ၾကည့္ရႈရမည္။ 

 

Figure – Click ‘Complaint Link’ 

 ထုိအခါ ေအာက္ပါစာမ်က္ႏွာတြင္ အခ်က္အလက္မ်ားကုိ ေတြ႕ျမင္ ၾကည္႔ရႈရမည္ ျဖစ္သည္။  

 

Figure – Complaint Detail 
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View Workflow Stages 

 တုိင္ၾကားစာတစ္ေစာင္၏ ေျဖရွင္းေဆာင္ရြက္မႈအဆင္႔ဆင္႔ကုိ ၾကည္႔ရႈရန္ listing page မ်ားရိွ ဇယား၏  

Action Column ေအာက္တြင္ရွိေသာ ‘Stages’ link ကုိႏွိပ္ပါ။  

 

Figure – Click ‘Stages’ 

 ထုိအခါ ေအာက္ပါအတုိင္း ေဆာင္ရြက္ခ႔ဲမႈ အေျခအေနအဆင္႔ဆင္႔ အခ်က္အလက္မ်ားကုိ 

ေတြ႕ျမင္ရပါမည္။ 

 

Figure – Workflow Stages 
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Edit Complaints’ Info 

 တုိင္ၾကားစာ၏ အခ်က္အလက္မ်ားကုိ ျပင္ဆင္ႏိုင္ရန္ listing page မ်ားရိွ ဇယား၏  Action Column 

ေအာက္တြင္ရိွေသာ ‘Edit’ link ကို ႏွိပ္ပါ။ 

 

Figure – Click ‘Edit’ 

 ထုိအခါ ေအာက္ပါအတုိင္း ျပင္ဆင္ရန္ စာမ်က္ႏွာက်လာမည္ ျဖစ္ၿပီး အခ်က္အလက္မ်ားကုိ 

လုိအပ္သလုိ ျပဳျပင္ႏုိင္မည္ျဖစ္သည္။ ျပင္ဆင္ၿပီးပါက form ၏ ေအာက္ဆံုးရိွ ‘Save’ ကုိႏွိပ္ပါ။ 

 

Figure – Edit Complaint Detail 
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Manage Complaints’ Status  

 တုိင္ၾကားစာေျဖရွင္းမႈ အေျခအေန(Status/Progress)ကုိ ထည္႔သြင္းရန္ ပထမဦးစြာ 

ေရာက္ရွိလာေသာ တုိင္ၾကားစာကုိ လက္ခံရပါမည္။ ‘Confirm’ ကုိ ႏိွပ္ပါ။ လက္ခံၿပီးေသာ 

တုိင္ၾကားစာကုိ အေျခအေန (Status/Progress) ေနာက္တစ္ဆင္႔ ထပ္မံထည္႔သြင္းရန္ Workflow 

History page ကုိ သြားပါ။  

 အေျခအေန ထည္႔သြင္းရန္ ေအာက္ပါစာမ်က္ႏွာတြင္ မိမိေဆာင္ရြက္မည္႔ လုပ္ငန္း ‘Transfer’ 

(လႊဲေျပာင္းမည္) ‘In Progress’ (ေျဖရွင္းမည္) ‘Resolve’ (ေျဖရွင္းၿပီး) button ကုိ ႏိွပ္ပါ။  

 

Figure – Update Status 

 ထုိအခါ ေအာက္ပါ စာမ်က္ႏွာတြင္ ေဆာင္ရြက္ခ်က္၏ အေၾကာင္းအရာကုိ ရံုးခ်ဳပ္မွ 

အသုံးျပဳသူသိရွိႏိုင္ေစရန္ Comment For Staff တြင္လည္းေကာင္း၊ Online မွ တုိင္ၾကားသူမ်ား 

သိရွိႏိုင္ေစရန္ Comment For Consumer တြင္ ေရးသားျဖည္႔သြင္းေပးရမည္။ ၿပီးလွ်င္ ‘Save’ ကုိ 

ႏွိပ္ပါ။ 

 

Figure – Fill Up Comments 
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Transfer Complaints  

 မိမိတုိ႔၏ တုိင္းေဒသႀကီး၊ျပည္နယ္ရံုးမ်ားႏွင္ ့ မသက္ဆုိင္ေသာ တုိင္ၾကားစာမ်ားကုိ ေနျပည္ေတာ္ 

(ရံုးခ်ဳပ္) သုိ႔ လႊဲေျပာင္းေပးပုိ႕ရန္ Workflow Stages စာမ်က္ႏွာရွ ိ‘Transfer’ button ကုိ ႏိွပ္ရမည္။  

 

Figure – Transfer Complaint  

 ထုိအခါ ေအာက္ပါ စာမ်က္ႏွာတြင္ လႊဲေျပာင္းရသည္႔ အေၾကာင္းအရာကုိ ရံုးခ်ဳပ္မ ွ

အသုံးျပဳသူသိရွိႏိုင္ေစရန္ Comment တြင္ ေရးသားျဖည္႔သြင္းေပးရမည္။ ၿပီးလွ်င္ ‘Save’ ကုိ ႏွိပ္ပါ။ 

 

Figure – Transfer Complaint  
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Export Reports 

 တုိင္ၾကားစာအခ်က္အလက္မ်ားကုိ excel ျဖင္႔ အစီရင္ခံစာ ထုတ္ယူရန္ မိမိထုတ္ယူလုိေသာ 

စာမ်က္ႏွာ listing page ရိွ ‘Export to Excel’ button ကုိ ႏွိပ္ပါ။  

 

Figure – Export to Excel 

 က်လာေသာ စာမ်က္ႏွာ၌ အစီရင္ခံစာတြင္ ပါဝင္လိုေသာ အခ်က္အလက္မ်ားကုိ 

Name/ComplaintNo, NRCNo, Goods, Services, From State/Region, Assigned To 

State/Region, From Date, To Date ႏွင္႔ Company’s Name တုိ႔အလုိက္ လုိအပ္သလုိ 

အလြယ္တကူ ရွာေဖြႏိုင္ပါသည္။ 

 အစီရင္ခံစာတြင္ ပါဝင္လုိေသာ တိုင္ၾကားစာအခ်က္အလက္၏ ေခါင္းစဥ္မ်ားကုိ ေရြးခ်ယ္ပါ။ ထုိ႔ေနာက္ 

‘Export’ ကို ႏွိပ္ပါ။  

 

Figure – Export 
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Log Out 

 ျပင္ဆင္ၾကည့္ရႈလိုေသာ အေၾကာင္းအရာမ်ားၿပီးဆံုး၍ စနစ္ကုိအသံုးျပဳျခင္းမွ ထြက္လုိပါက ‘Log out’ 

button ကုိႏွိပ္ပါ။ 

 

Figure – Log out 
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Headquarter User Level 

ရံုးခ်ဳပ္ရွ ိ စနစ္အသုံးျပဳသူ (Headquarter Level Users) မ်ားသည္ တုိင္းေဒသႀကီး၊ ျပည္နယ္မ်ားမွ 

အသုံးျပဳသူမ်ားကဲ႔သုိ႔ ေအာက္ပါ လုပ္ေဆာင္ခ်က္မ်ားကုိ လုပ္ေဆာင္ႏုိင္မည္ ျဖစ္သည္။ အသုံးျပဳနည္းမွာ 

အတူတူပင္ ျဖစ္ပါသည္။  

 View Complaints 

 Compose New Complaints (ရံုးခ်ဳပ္ရိွ အသုံးျပဳသူမ်ားမွာ State/Region ကုိ ေရြးခ်ယ္ 

ျဖည္႔သြင္းႏုိင္မည္ျဖစ္သည္) 

 View Inactive Complaints 

 View In Progress Complaints 

 View Cancelled Complaints 

 View Transferred Complaints 

 View Rejected Complaints 

 View Complaints’ Detail 

 Edit Complaints’ Info 

 Manage Complaints’ Status  

 View Workflow History 

 Export Reports 

 Log Out 
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Assign Transferred Complaints  

 တုိင္းေဒသႀကီး၊ ျပည္နယ္မ်ားမွ ရုံးခ်ဳပ္သို႔ လႊဲေျပာင္းထားေသာ တုိင္ၾကားစာမ်ားကုိ သက္ဆုိင္ရာ 

တုိင္းေဒသႀကီး၊ ျပည္နယ္တစ္ခုသုိ႔ ျပန္လည္ ခ်ထားေပးရန္ ေအာက္ပါ Workflow Stages page 

စာမ်က္ႏွာရွ ိ‘Assign’ button ကုိ ႏိွပ္ရမည္။  

 

Figure – Click ‘Assign’ 

 ထုိ႔ေနာက္ ေအာက္ပါစာမ်က္ႏွာ က်လာမည္ျဖစ္ၿပီး Assign ေပးမည္႔ State/Division ကုိ ေရြးခ်ယ္ပါ။ 

လႊဲေျပာင္းရာတြင္ မွတ္ခ်က္ထည္႔သြင္းရန္ Comment တြင္ ေရးသားျဖည္႔သြင္းပါ။ ၿပီးေနာက္ ‘Save’ 

ကုိႏွိပ္ေပးရမည္။  

 

Figure – Assign Complaint 
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Manage User Account 

Users 

Create New User Account 

 User အေကာင္႔အသစ္ တည္ေဆာက္ရန္ ေအာက္ပါအတုိင္း ဘယ္ဘက္ရိွ ‘Users’ menu သို႔ သြားပါ။ 

ထုိ႔ေနာက္ ‘New’ button ကုိႏွိပ္ပါ။  

 

Figure – Click ‘New’ 

 ေအာက္ပါ စာမ်က္ႏွာတြင္ အခ်က္အလက္မ်ား ျဖည္႔သြင္းရမည္။ ျဖည္႔သြင္းၿပီးပါက ‘Save’ 

ကုိႏွိပ္ေပးရမည္။ 

 

Figure – Create User Account 
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Edit/Block User Account 

 အသုံးျပဳသူ အေကာင္႔၏ အခ်က္အလက္ ျပင္ဆင္လုိသည္ျဖစ္ေစ၊ အေကာင္႔ကုိ အသုံးျပဳခြင္႔ 

ပိတ္လုိသည္ျဖစ္ေစ ေအာက္ပါအတုိင္း ‘Users’ စာမ်က္ႏွာတြင္ Actions Column ေအာက္ရွ ိ ‘Edit’ 

ကုိႏွိပ္ပါ။ 

 

Figure – User List 

 ေအာက္ပါ စာမ်က္ႏွာတြင္ အခ်က္အလက္မ်ားကုိ လိုအပ္သလုိ ျပင္ဆင္ႏိုင္မည္ျဖစ္ၿပီး 

အေကာင္႔အသုံးျပဳခြင္႔ ပိတ္ရန္ Blocked? တြင္ Yes ကုိ ေရြးခ်ယ္ရမည္။ ျပင္ဆင္ၿပီးပါက ‘Save’ 

ကုိႏွိပ္ေပးရမည္။ 

 

Figure – Edit User Account Info 
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Roles 

Create New User Role 

 User Role အသစ္တစ္ခု တည္ေဆာက္ရန္ ‘Roles’ menu ကိုႏွိပ္ပါ။ ထုိ႔ေနာက္ ‘New’ button 

ကုိႏွိပ္ပါ။  

 

Figure – Click ‘New’ 

 ေအာက္ပါ စာမ်က္ႏွာတြင္ ျပဳလုပ္ခြင္႔ေပးမည္႔ လုပ္ေဆာင္ခ်က္မ်ားကုိ ေရြးခ်ယ္ေပးရမည္။ 

ျဖည္႔သြင္းၿပီးပါက ‘Save’ ကိုႏွိပ္ေပးရမည္။ 

 

Figure – Create User Role 
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Edit User Role 

 User Role အခ်က္အလက္ ျပင္ဆင္လိုပါက ‘Roles’ စာမ်က္ႏွာကုိ သြားပါ။ ထုိ႔ေနာက္ Actions 

Column ေအာက္ရွ ိ‘Edit’ ကုိႏွိပ္ပါ။  ပယ္ဖ်က္မည္ဆုိပါက ‘Delete’ ကုိႏွိပ္ပါ။   

 

Figure – Role List 
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Manage Set up Data 

State/Region 

Create New State/Region 

 State/Region တုိင္းေဒသႀကီး၊ ျပည္နယ္ အသစ္ တည္ေဆာက္ရန္ ေအာက္ပါအတုိင္း ဘယ္ဘက္ရိွ 

‘State/Region’ menu သို႔ သြားပါ။ ထုိ႔ေနာက္ ‘New’ button ကုိႏွိပ္ပါ။  

 

Figure – Click ’New’ 

 ေအာက္ပါ စာမ်က္ႏွာတြင္ အခ်က္အလက္မ်ား ျဖည္႔သြင္းရမည္။ ျဖည္႔သြင္းၿပီးပါက ‘Save’ 

ကုိႏွိပ္ေပးရမည္။ 

 

Figure – Create State/Region 
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Edit/Delete State/Region 

 State/Region တုိင္းေဒသႀကီး၊ျပည္နယ္ အခ်က္အလက္ ျပင္ဆင္ရန္ ေအာက္ပါအတုိင္း 

‘State/Region’ စာမ်က္ႏွာတြင္ Actions Column ေအာက္ရွ ိ ျပဳျပင္ရန ္  ‘Edit’ ကုိ လည္းေကာင္း၊ 

ပယ္ဖ်က္ရန ္‘Delete’ ကို ႏွိပ္ပါ။ 

 

Figure – State/ Region List 
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Services 

Create New Service 

 Service ဝန္ေဆာင္မႈ အသစ ္တည္ေဆာက္ရန္ ေအာက္ပါအတုိင္း ဘယ္ဘက္ရွိ ‘Service’ menu သုိ႔ 

သြားပါ။ ထုိ႔ေနာက္ ‘New’ button ကုိႏွိပ္ပါ။  

 

Figure – Click ’New’ 

 ေအာက္ပါ စာမ်က္ႏွာတြင္ အခ်က္အလက္မ်ား ျဖည္႔သြင္းရမည္။ ျဖည္႔သြင္းၿပီးပါက ‘Save’ 

ကုိႏိွပ္ေပးရမည္။ 

 

Figure – Create Service 
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Edit/Delete Service 

 Service ဝန္ေဆာင္မႈ အခ်က္အလက္ ျပင္ဆင္ရန္ ေအာက္ပါအတုိင္း ‘Service’ စာမ်က္ႏွာတြင္ 

Actions Column ေအာက္ရွိ ျပဳျပင္ရန္  ‘Edit’ ကုိ လည္းေကာင္း၊ ပယ္ဖ်က္ရန္ ‘Delete’ ကို ႏွိပ္ပါ။ 

 

Figure – Service List 
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Goods 

Create New Goods 

 Goods ကုန္ပစၥည္း အသစ္ တည္ေဆာက္ရန္ ေအာက္ပါအတုိင္း ဘယ္ဘက္ရိွ ‘Goods’ menu သုိ႔ 

သြားပါ။ ထုိ႔ေနာက္ ‘New’ button ကုိႏွိပ္ပါ။  

 

Figure – Click ‘New’ 

 ေအာက္ပါ စာမ်က္ႏွာတြင္ အခ်က္အလက္မ်ား ျဖည္႔သြင္းရမည္။ ျဖည္႔သြင္းၿပီးပါက ‘Save’ 

ကုိႏွပိ္ေပးရမည္။ 

 

Figure – Create Goods 
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Edit/Delete Goods 

 Goods ကုန္ပစၥည္း အခ်က္အလက္ ျပင္ဆင္ရန္ ေအာက္ပါအတုိင္း ‘Goods’ စာမ်က္ႏွာတြင္ Actions 

Column ေအာက္ရွ ိျပဳျပင္ရန္  ‘Edit’ ကို လည္းေကာင္း၊ ပယ္ဖ်က္ရန ္‘Delete’ ကို ႏွိပ္ပါ။ 

 

Figure – Goods List 

 


