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3. THE PROCESS 

 
 

 

 

 

 

 

 

 

 

 



4. POSTAL AND COMPLAIN MANAGEMENT  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

STEP: 01 Click On this Icon in ERP Page 

STEP: 02 Login using your user name 

and password to the system 



  

STEP: 03 Then click on CRM 

STEP: 04 Then click on Add 



 

 

 

  

  

 

 

 

 

 

 

 

 

 

01. ID(Auto Generate) 

02. Enter reference 

03. Select Date 

04. Enter title 

05. Select Way of Received 

06. Select nature 

07. Select service type 

08. Select Expected Completion date 

09. Select online User 

10. Entered User (Auto Genarate) 

11. Entered Date Time 

  

STEP: 05 Enter Event 

Details  
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01. Enter Sender Name 

02. Enter NIC 

03. Enter Telephone Number 

04. Enter address 

05. Enter address 

06. Enter City 

07. Enter Postal Code 

08. Enter Email Address 

 

 

  

STEP: 06 Then click on 

Sender Details  

STEP: 07 Then click on 

Descrption  

Enter Description   
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01. Select Current Status 

02. Select Change Status 

03. Select Current User Section 

04. Select next User Section. 

05. Select current User 

06. Select next User 

  

 

 

 

 

STEP: 06 Click on Save or Print/ 

Button 

 

STEP: 08 Add Current 

Action   


