(For PAOS)
User Guidance on Dealing with Pensioners Grievances and entry &PPO allocation for retiring

employees through CPAO website

1. Open CPAO web site http:// CPAO.nic.in.
2. Click on login.
3. Enter your login Id and Password.
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5. On the left side of user menu, you will see user name, last update, last login, login id valid date,
and password validity date.

On The Right side of user menu, you will see following reports :

Grievances :-By clicking on this tab, following sub menu options will be available-

a.
b.

Total Grievances: It shows total No. of Grievances marked to the PAOs by CPAO.

Total Disposed: It shows total No. of disposed of Grievances by CPAO. PAOs have only to
report the action taken on the grievances either by the PAO itself or by the DDO. Final
disposal of grievances would be done by the CPAOQ.

Total Pending: It shows total No. of Grievances pending with PAOs and DDOs.

Total Marked to DDO: In Most of the grievances, pertaining to a ministry/department,
action lies with the HOO/DDO.PAOs are required to mark these grievances to the concerned
DDO for necessary action through the system itself. This menu option shows the total No. of
Grievances marked to the DDOs. As DDOs are not connected through this system, facility of
marking the grievances to DDOs is for monitoring/reporting purposes. All grievances marked
to DDOs are required to be forwarded to the concerned DDOs through letters/emails etc. by
the PAOs. Similarly, PAOs have also to keep track of the forwarded grievances and after
getting the action taken report from the DDOs, they have to update the status through this
system under their logins

8. Details of Grievances Referred by CPAO to PAO and method of settling them
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Pending cases: It shows all Pending grievances referred by CPAO to PAQ. To settle these
grievances, click on Pencil mark which will open an Action Form as shown below. Put your
remarks pertaining to the grievance in the comments column. Click on the Radio
Button”Disposal By PAQ” if action is required on your part and submit it. If action on the
grievance is required by the concerned DDO, click on Radio Button”Marked to DDO” and




submit the form. As DDOs are not connected through this system, facility of marking the
grievances to DDOs is for monitoring/reporting purposes. All grievances marked to DDOs are
required to be forwarded to the concerned DDOs through letters/emails etc. by the PAOs.
Similarly, PAOs have also to keep track of the forwarded grievances and after getting the
action taken report from the DDOs, they have to update the status through this system
under their logins
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to CPAO.
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c¢. DDO Pending List: It shows the Grievances marked to DDOs by PAO. In these grievances,
PAO is required to obtain response from the concerned DDOs and update the status to
CPAO by clicking on Pencil Button which will open the Action Form as mentioned above at

8(a).
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8. Entry &PPO allocation for retiring employees:
Click on the 16™ menu option i.e. Entry &PPO allocation for officials due to retire within

12 to 15 months
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9. After clicking, following screen will open:
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10. By clicking on menu” Already Allocated PPO Number List” you will find the list of retiring
employees who have already been allotted with PPO numbers.

11. Clicking on menu”Un allocated PPO number” will open a new screen where details of retiring
employees can be filled and PPO number allocated.

o Alrmady Aflocated PPO Number Lst ¥ Un Alfocated PPO Numbar 1 Deletec PPO Mumbes o
4 Uses e
Superannsistion Pension (FP/VRS * Superannuation Pension  FP Perdion VRS Pention
Last Login 2Eihug 018
. o (A
Login I is valid el S Date of Retirement 8 mmadyyyy
Password is valid till )1/0ct 203 Select DDO List * Fieass Select DOO ol
Betiree Name ©
Grievances = Gender * Male  Female
@ Total Grievances 2 Designation *
& Toad Dispoced .
2 Moblle Number L
H Total Pending 7]
Pan No* m
* Total Marked To OO0 a
Aadhaar Number
Email ID =
Enter images * i Baledf -

n



12. After entering the details of retiring employee and generation of PPO number, if any mistake is
identified, the allotted PPO number may be deleted. The list of deleted PPOs may be seen by
clicking on menu “Deleted PPO Number “as shown below.
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