Appeal Management System- Help on appeal processing

Here the process in nut shell is

1. The verifier records his recommendation (Edit jobseeker and include in SL, close, reject etc) through a note and submits it to
Approver.

2. Approver gets this note and give direction (allow editing and include in SL, Close, Reject etc) on what to do to verifier. If the
appeal need not be considered or can be rejected, then no need to use ‘Approve note’ option, use either ‘close’ or ‘reject’
button appropriately.

3. If approver gives the note to include jobseeker in SL, the verifier do necessary editing in his record(if needed) and submits to
approver for approval

4. Approver approves the actions by verifier and the appeal gets closed.

5. If an appeal is rejected by approver Permission of Exchange Admin is needed.

1.First Role- Verifer

A jobseeker or official submits an appeal as per the help menu posted earlier in this site.

This appeal placed and listed in the Verifier mode menu item “Appeal Management System” under the ‘LIST" menu in VERIFIER mode
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Here ‘View Jobseeker’, ‘View Appeal’ and ’ Process Note’ buttons are present. The Process note button is used to start the processing of the appeal. Also before
that the verifier should inspect the appeal and Jobseeker record using the former buttons.

When clicking on the Process note button a window for typing in a note is shown. (Note Preparation procedure is available in the Help menu).In this note the

verifier should type which is the recommended way of processing of this appeal and why. Selecting a seat and sending the note is NOT required,
it automatically gets done.
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After saving note the verifier again clicks in the ‘LIST menu and ‘Appeal management’ menu under it. (At present here automatic redirection is not enabled).
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When returned to in the Appeal management screen the Process Note Button is changed as ‘View note’ and a new button is

introduced i.e ‘Submit Note’. The ‘View jobseeker’ and ‘View appeal button remains the same.
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If the verifier clicks on ‘View Note’ Again the Note window will be seen. If the verifier clicks on ‘Submit Note’ button the Note is moved to Appeal management
window in approver mode and the ‘Submit Note’ button will be changed as a label ‘Note Submitted’. Other buttons remains the same.
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2. Approver -Approve the Note

After note is submitted by the verifier the approver’s ‘ appeal management system’ menu will show the appeal submitted by the verifier.
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Here ‘View appeal’, ‘View jobseeker’, ‘View Note’, ‘Approve Note’, ‘close’ and ‘Reject button is present. The approver can by
viewing the appeal and jobseeker record take a decision and allow to do the updation as per in the verifier note or Close or
‘Reject’ the appeal. In case of rejection the approval of admin is needed.

If the approver clicks no ‘View Note’ as types in his comment and saves the note. He can also click on ‘approve note’ to allow
the verifer to edit the jobseeker. After this approver screen will be like shown below
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If the Approver rejected the appeal this appeal will be displayed at the ‘appeal management’ menu in the Admin Mode. On
approval by the admin the appeal will be rejected and status will be shown in approver and verifier mode.



3.Verifer Mode

If the Approver approved the note and sent for editing the verifier window will have a ‘Edit jobseeker’ button at right side of
that appeal.
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Here the verifier should do the necessary editing in the records of apealed jobseeker by clicking the ‘Edit jobseeker’ button
newly shown. On clicking the overall approval button (only if an editing is done) the screen returns to the ‘Appeal
management system’ and there will be another button ‘ Submit for approval’. On clicking this the verifier screen will chanange
like below
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4.Appover Mode

In the approver side the the entry will be changed like shown below
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Approver can do the approval and overall approval. Then the appeal will be closed. Approver can also click ‘submit’ button
straight away to approve and close the appeal. All the Screen will return to the ‘appeal management system’ after processing.



