Complaints Register (RCR)
Management Functions

Introduction

The complaints register is designed to be an easy to use system for staff while providing
management with tools to oversee, manage and report on complaints received by the
organization.

The system manages complaints by ensuring that staff set follow-ups, and that
management can see if there are any follow-up that has not had further action taken.
RCS uses Microsoft Outlook to store reminders, and generate emails where required.

This document specifies the Management of the system - see the Staff Operation
Document for basic operation of the system.

Note: Microsoft Access 2000 or later is required for Report Access.

System Alerts

If a person designated as a Manager opens RCR, it checks the database to determine if
there are any complaints in the system that have had a reminder (follow-up) set which is
past the reminder, but there has been no later reminder set. Basically, this means that the
complaint should have had further action but this has not happened.

Any such items are automatically shown in the list box on the right hand side of the
screen on opening the system.
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Clicking on an item in the list will bring up details of the complaint concerned, so the
manager can easily see the current status of the complaint, and contact the relevant
person and direct them to take action.
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Management Buttons

There are two buttons on the bottom of the screen that are available to Management Staff
that are not available to other operators.

Prink Detads of
Complaint

Repoits




Clicking the Print Details of Complaint causes Microsoft Word to open and display all
details and history of the specific complaint concerned.

ICOMPLAINT DETAILS

Memhber: 23930 Memher: JENNIFER THORMAS
Date Received: 7/08/2008 Area of Complaint: Z - Other Received via: Phone

INITIAL COMPLAINT DETAIL

MEEFPH WANTING TO KNOW WHEN LOAN WOULD BE PAID OUT, AND ADVISED IT
WOULDH'T BE FAID A5 PER CONTRACT DATE. MER WANTED TO ENOW IF ANY
PEMALITIES AFFLY. I CLARIFIED IF ANY PENALITIES AFPLY WITH THE LOANS DEFPT.
AND ADVIEED MERE HONEWILL AFPLY TOHER. IMENTIONED TO MEER THAT THE LOAN
REPAYMENTSE FROM PAVROLL THAT ARE RECEIVED WILL TAKE AT LEART 3 MORE
REPAYMENTS FOR LOAN TO BE PAID OUT. MEBE BECAMEIRATE, AZ [ EXPLAINED THAT
THE HIGTORY OF THE LOAN HAD CHANGED DUE TO FREVIOU:E ARREARS AND
REDEAWS MER ARGUED AND ZAID "tHAT WAS HERE MOWEY", I THEN REFERREED THE
CALLERTO SHANE, ABIFELT THAT MER WaASH'T WILLING TO BE HELFED BEY MYEELF.
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Clicking on Reports opens the Database to display reports available
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