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QUALITY ASSURANCE 

Related Product Video:  

https://www.youtube.com/watch?v=8F7JKZFKz6o 

REGISTRATION OF THE COMPLAINT 

1. Click Quality Assurance module that appears in the left-bottom side of the screen. 

 
2. Select the Registration of the Complaint activity. 

 

https://www.youtube.com/watch?v=8F7JKZFKz6o
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3. In the Customer/Product Info section, fill in the Customer, Product, Person in Charge, E-Mail, and 
Tel fields.  

 
 

 

4. In the Complaint Details section, fill in Complaint Date and Complaint Reasons fields. Then, explain 

details in Complaint Details field. Add any relative department under the Departments headline 

by clicking +Add New Department. 
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5. If any, add Comments by clicking +Add New.  

 
 

 

6. Click Submit to complete this action.  
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7. After completing the Registration of the Complaint form, go to Inbox and select Investigation of 
the Complaint task. 

 

INVESTIGATION OF THE COMPLAINT 

1. In the Root Cause Analysis/Investigation Details section, fill in Root Cause, Investigation Details, 
and Solution fields. 
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2. In the Comments section, if any, add comments by clicking +Add New.   

 
 
 

3. Click Submit to complete Investigation of the Complaint part. 
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RESPONDING TO CUSTOMER COMPLAINT 

1. After completing the Investigation of the Complaint task, go to Inbox and select Responding to 
Customer Complaint task. 

 
 

 

2. In the Complaint Details section, either Approve or Reject the complaint. 
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3. In case of approving, in the Report Preparation task, create the report in English by clicking Create 
report in this language. In case of need, allow editing by clicking the box saying Allow edit before 
creating report. 

 
 

 

4. Click Submit to complete Responding to Customer Complaint part. 
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5. After submitting the Responding to Customer Complaint part, go to Inbox and select Edit Report. 

 
 

 

6. After editing the report Submit the edit. 
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