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Step 1: Navigate to the dashboard and select "File New Case" from the left menu. 
 

 

 
Step 2: Kindly choose "Consumer Complaint" from the list of case types in the selection menu. 
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Step 3: Upon selecting "Consumer Complaint”, a list of required documents and the applicable fee 
structure will be displayed for review. Proceed by clicking “Next button”. 
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Step 4: In the first step of case filing, enter the amount paid for the service, claim amount, date of 
cause of action, state, district, case category, and subcategory, then click "Next" to proceed. 
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Step 5 : In the second step of case filing, enter the Complainant and Opposite Party details. Select if 
applicable: Senior Citizen, Widow, Differently Abled, or Serious Ailments, and choose the address 
type (Present, Permanent, or Business).  Then add the advocate from the list and click "Next" to 
proceed. 
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Step 6: In the third step of case filing, enter the Additional and Proforma Complainants’ details and 
add the advocate from the list, then click "Next" to proceed. 
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Step 7: In the fourth step of case filing, enter the Additional and Proforma Opposite Parties' details, 
then click "Next" to proceed. 
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Step 8: In the fifth step of case filing, upload the required documents i.e Index, Proforma, Synopsis, 
Memo of Parties, Notarised Affidavit and Vakalatnama. 
Wherever Applicable upload Annexures(with appropriate title) or IA Application 
 then click "Next" to proceed. 
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Step 9 : On the Final Submission page, select the commission name, tick the declaration checkbox, 
and click the "Preview" button. 
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Step 10 : On the Preview page, review the details, edit any incorrect information by clicking " Edit ", 
and click "Submit" to complete the process. 
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Step 11 : Clicking the "Final Submit" button will trigger a pop-up asking, "Are you sure you want to 
submit? You will not be able to edit the form after submission". 
 

 
 
Step 12 : Selecting "Yes" will generate a reference number and submit the case to the respective 
commission. 
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Step 13: Clicking the "Print" button allows the reference number to be downloaded. 
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