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This is a confidential document and shall be shared or circulated only among authorized
persons within CANARA Bank such as members of team involved in system study,
developers, testers, maintenance team, system team, auditors etc.
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1. Introduction

This document is a property of Canara Bank and should not be circulated to external party
without prior approvals of Canara Bank. This document may be circulated to Canara Bank HO
wings, Technical Team, AD (In house) IT Wing, Technology Operations Wing, Human Resources
Wing.

2. URL

Once the Employee visits the Canara Bank corporate website, there will be a menu to online
portal “Canarites Grievance Redressal System”

3. Login

User will be entering his/her Staff ID and captcha for generating OTP. The system will
generate OTP and will be sent on registered mobile nhumber of the staff as per HRMS.

Z Sl inara Bank
Login Here/dgi @i &3¢
oy
- ‘ ‘ <

User has to enter the OTP received on his registered mobile number; Upon successful OTP
authentication.
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orp

OTP sent to Mobile Number : 91300XXXXX325

VERIFY

Not get OTP? Resend OTP

Resend in 49 seconds

Enter the OTP received on his registered mobile number and click verify button to
successful OTP authentication.

After login the following menus will be displayed on the screen.

1. Submit/Raise Grievance
2. Appeal
3. Track grievance

=  Canarites Grievance Redressal system(CGRS)

| # Home Dashboard

COMPONENTS

Categories covered under CGRS
= Grievance

4 LEAVE INCREMENT
+ Track Grievance
NON EXTENSION OF BENEFIT PROVIDED TO EMPLOYEE AS PER BANK @ ES/REGULATIONS
POLICY/RULES/REGULATIONS

Categories not covered under CGRS

@ GRIEVANCES RELATED TO APS RATING/CONFIDENTIAL REPORTS NOT COVERED UNDER THE POLICY.
@ GRIEVANCES RELATED TO PROMOTION ISSUES ARE NOT COVERED UNDER THE POLICY

@ GRIEVANCES ARISING OUT OF DISCIPLINARY ACTION OR APPEAL/REVIEW AGAINST SUCH ACTION IS NOT COVERED UNDER THE POLICY

@ TO 3 I'TERS NOT COVERED UNDER THE POLICY.

F_ %
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4. Submit/Raise Grievance

Employee will be able to raise grievance as it is in SAS application. Employee has to enter all
the necessary details on screen and click on ‘Submit’ button.

Upon successful grievance submission, Ticket ID will be generated which employee can use for
future references.

=  Canarites Grievance Redressal system(CGRS)

’ # Home Dashboard
COMPONENTS

Categories covered under CGRS
# Grievance

+ Raise Grievance
4 LEAVE INCREMENT
* Track Grievance

- Appeal Grievance
NON EXTENSION OF BENEFIT PROVIDED TO EMPLOYEE AS PER BANK © P p—
POLICY/RULES/REGULATIONS

Categories not covered under CGRS

@ GRIEY ES RELATED TO REPORTS NOT COVERED UNDER THE POLICY.

@ GRIEVANCES RELATED TO PROMOTION ISSUES ARE NOT COVERED UNDER THE POLICY

@ GRIEVANCES ARISING OUT OF DISCIPLINARY ACTION OR APPEAL/REVIEW AGAINST SUCH ACTION IS NOT COVERED UNDER THE POLICY

@ RELATED TO' 3 ING! 3 £ MATTERS NOT COVERED UNDER THE POLICY.

Add all Details and Click Submit button to save Records.

= Canarites Grievance Redressal system(CGRS)

‘ # Home GRIVANCE DETAILS

COMPONENTS
Grievance Category * Date Of Occurance *

= Grievance

NON EXTENSION OF BENEFIT PROVIDED TO EMPLOYEE AS PER BANKE 08/07/2024 =]

Phone No*
Upload Document (Only PDF f llowed) @ Please check the check bos If the grievance raised Is against In-Charge

Choose File | efef PDF a
Supervisor

919448232215

Grievancs Details ™

I HAVE ALREADY APPLIED LEAVE (FROM 16/01/2024 TO
18/01/2024)

IN HRMS ON 12/01/2024 AND ALREADY INFORMED TO BRANCH
THROUGH MAIL AND MESSAGE. I HAVE GONE TO NATIVE

PONGAL (STATE FESTIVAL) AND | HAVE ENOUGH

nstruction @

1. Please upload only PDF format files with file sizg less than SMB.

2. Date of Occurence should be within one year Ticket Number

Upon successful grievance submission, Ticket ID will be generated which employee can use for
future references.

An automated email will be triggered to employee and respective CO/HOSA/SAS as the case
may be.
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5. Appeal Grievance

= Canarites Grievance Redressal system(CGRS)

Appeal Grievance

Show 10 entries Search:
= Grievance -
I s )
007920001369 REJECTION AUTHORISED BY CO/HOSA/SAS Doesnt come under purview of grievance policy o4
Showing 1to 1 of 1 entries Previous o Next

Appealing is enabled only if the respective grievance is in below status.
i REDRESSAL AUTHORISED AT CO/HOSA/SAS
ii. REJECTION AUTHORISED BY CO/HOSA/SAS

List of grievances which are eligible for appealing will be displayed on screen with Ticket ID,
resolution details and status along with appeal button for the respective employee.

On clicking ‘Appeal’ button employee has to enter reason for which he/she is appealing and
submit.

After submit automated email will be triggered to employee and respective CO/HOSA/SAS as
the case may be.
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6. Track Grievance

= Canarites Grievance Redressal system(CGRS)

| o e

Track Grievance
COMPONENTS
Show 20 entries Search:
= Grievance -
TICKET NUMBER T | STATUS DESCRIPTION u
007920001369 APPEALED
Showing 1to 1 of 1 entries Previous ° Next

All the cases raised by employee will be displayed along with status. This is for only
viewing/tracking purpose.

R 2 End Of the document R L L
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