
STEP 1: (PHOTO 1 
LEFT) – Add a 
complaint using the 
Add Complaint 
button located at the 
bottom righthand 
side of the screen. 

 

 

 

 

STEP 2: (PHOTO 
2 RIGHT) – The 
Add New 
Complaint box 
will appear.  
Please fill out 
the form and 
select, Save. 

 

 

 

 

 

STEP 3: (PHOTO 3 
LEFT) – After filling 
out the form and 
selecting save, a box 
will pop up 
indicating that the 
complaint was 
successfully recorded 
and provide you with 
a reference number. 


