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Step 1: Go to Dashboard

From the left navigation, click Dashboard so that you are on the main dashboard view.

Click on Dashboard.

Click on Profile Settings.  

Step 2: Select profile settings

In the top-right corner, click your profile name or the person icon.



Click on HRMS

Click on HR Grievance Approval .

Step 3: Select HRMS, then HR Grievance Approval.

In profile settings, click HRMS in the top navigation. On the HR Desk screen, click the

HR GRIEVANCE APPROVAL .

Step 4: HR Grievance screen

The HR Grievance screen opens with two tabs: Pending Grievance and Approve/Reject

Grievance. Use the sections below to work with each tab.



a. Pending Grievance

In the Pending Grievance tab, HR can approve or reject each

grievance. 

Use Select Employee to filter the list. 

The table shows grievance details; for each row you can click

Approve (green) or Reject (red).

Approve 

When you click Approve or Reject, a Remark Detail pop-up opens. You may

see fields such as Punch Correction Date and Attendance Status (for punch-

related grievances). Enter your Remark in the text area, then click Submit to

confirm or Cancel to close without saving.



Reject

b. Approve / Reject Grievance.

The Approve/Reject Grievance tab shows the HR grievance status for all processed

grievances. 

Use Select Employee to filter. 

You can see who took action, when, and the final status. 

Clicking an HR Status value (e.g. Approved) opens a Grievance Status pop-up with action

history (Action By, Action On, Status, Remark).




