
 
Tracking and Handling of Issues Raised in DCMS 

 
To establish a structured and accountable mechanism for court staff for  reporting, escalation, 
resolution, and closure of technical issues/system Issues and queries. 

Roles Involved 

●​ User (District Level ) 
●​ SSO (Of concerned district) 
●​ System Assistants / Technical Staff in the district 
●​ High Court IT Help Desk  
●​ DCMS Developers in the High Court 

Step 1:Report the Issue 

The User reports the technical issue with relevant details (problem description, screenshots, etc) 
using the Report Issues module in their dashboard. The Issue is assigned to the SSO of the 
concerned district. 

Step 2 : Initial Verification by SSO 

The SSO  verifies,clarifies and assigns a priority level to  the issue (Low, Medium High).This 
priority level will not be visible to the User who raised the issue. Then, SSO can assign the Issue 
to the system assistants / technical staff  in the district if the issue can be resolved at their level. If 
any development or intervention from the DCMS development team is needed it can be allocated 
to the IT Helpdesk team.​
 

Step 3:  IT Help Desk – Technical Review 

IT Help Desk team analyzes the issue  

If the issue is operational/configuration-related → Resolved by IT Help Desk. If it is a 
system/application Issue → Escalated to the concerned DCMS Developer for correction and 
deployment 

Step 4 :Changing the status of the issue​
Depending on the nature of the issue and implementation of its solution, the corresponding issue 
status is updated. The user who raised the issue can see the current status of the issue from the 
“Report Issues ” module from his dashboard.​
​



Possible statuses- Open, In progress, Resolved, Closed, Clarification Needed.​
                                                                                                                    

 
 

 
●​ After signing in to the dashboard home page, select the Report Issues module. 

 
 

 
 
 
 
 



 
Click the Report Issue button 

 
 

 
 
The next page shows the Issue reporting details 
 
All mandatory fields are to be filled and click the Submit Issue report button.Then it will be 
forwarded to the dashboard of the SSO of the concerned district. 
 

 
 
 
 



Also, you can see the list of reported Issues by clicking the “Report Issue” option in the left 
panel of your dashboard. 
 

 
                                                                                           
 
After that, we can click the icon corresponding to the issue in the “actions” column to see the 
details of the submitted issue. We can also see the name of the concerned SSO in the Issue report 
table. Additionally, we can check the status of the forwarded Issues. 
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