
DAPS
(Disciplinary Action Platform System)

USER MANUAL



Sno. Action Users Involved

1 Login All users

2 Financial case HR, IA, Crisis 
Management, F&A 

3 Non-Financial 
Case

HR

4 Unauthorized 
Absence

HR



Enter your credentials and click on "Login"

• Enter the OTP received on your mobile 
number
and click on "Verify OTP" to login

• If you did not receive any OTP, then click 
"Resend OTP"

1) Login

Navigate to - https://daps.spandanasphoorty.com/login



In case, the user does not 
remember 
the password, click on “Forgot 
Password”

Enter the User Id and click on “Submit” 

Password reset link will be sent to the email 
Id entered, Open the mail to access the link 
Note: The link is only valid for 15mins



An email will be received, click on the “Click 
Here” to access the link 

Enter the new password, confirm it 
and then click on “Submit” 

After the password is reset, you can navigate to 
https://daps.spandanasphoorty.com/login for 
Login In

https://daps.spandanasphoorty.com/login


Sno. Steps Users
1 Register Complaint HR , CSS(Complaints team)

2 Register Case HR

3 Fraud Investigation recommendation Internal Audit

4 Initial SCN Issuance & response recording HR

5 Fraud investigation details Internal Audit

6 Detailed SCN Issuance & response recording HR

7 Scheduling Inquiry HR

8 Inquiry Meeting Attendance HR

9 Inquiry Observations Committee Members

10 Alleged Employee Response HR

11 Inquiry Report

12 Verdict HO HR

13 Crisis Management form (Recovery record) Crisis Management

14 F&A Posting F&A

15 FMR Status Internal Audit

FINANCIAL CASE WORKFLOW 



1) Register Complaint

To register a complaint, either click the first icon on 
the sidebar or open the sidebar (by clicking the three 
lines) and then select "Register Complaint."



This is the complaint registration form that appears 
when you click "Register Complaint".



Enter the "employee ID" of the 
employee against whom the complaint 
is being registered. Upon entering the ID, 
the employee's name, branch code, 
status, and department will be 
automatically populated.

If the Employee ID is not known 
click on “ Search Employee” to get 
the details of the employee

Enter name of the employee to get 
details 



Select the "case type" for 
the complaint from the 
list of available case 
types.

Select the "case nature" 
corresponding to the case 
type from the available 
"case nature" dropdown



Enter the allegation with the date of 
incident and date of identification. 
Click add allegation to add multiple 
allegations.

Add the allegation details for both 
allegations. To remove any 
allegation click the corresponding 
remove allegation button



Click the "Supporting Documents" 
button to select the relevant 
documents for the complaint.

Enter the misappropriation amount 
and the amount recovered. The due 
amount will be automatically 
calculated.



Enter the Employee ID of the individual 
who raised the complaint. Once the ID is 
entered, the employee's name, branch 
code, and department will be 
automatically populated.

Choose the reported date, then you 
can either submit the complaint or 
save it as a draft.



RAKSHAK COMPLAINTS  – 

• The complaint team can raise complaints received from the Rakshak campaign by simply selecting the "Is 
Rakshak" checkbox. 

• The system will automatically fetch the Raised By details as the relevant complaint team member’s 
information.



The drafted complaint can be viewed in the "Complaints" tab in the sidebar. 
Click on Resume to make changes to the complaint.

Click the "Edit" button to make changes when resuming a 
complaint from the list.



After making all the changes, 
the complaint can either be 
Submited or saved as a draft.

If the employee against whom the 
complaint is raised also has other 
complaints against him/her then 
the Complaints team /HR team 
can view the same to avoid 
duplication of complaints 



All the complaints can be 
viewed from the complaints 
tab present in the sidebar. 
Clicking the view button 
against the corresponding 
complaint takes us to the 
details of the complaint.

The Excel report can be 
downloaded by clicking the button

If this is a new complaint, click 
the check box & click on 
Submit



The HR has the option to make 
changes to the complaint before 
case registration and can then 
register the case.

2) Register Case 

If the employee against whom the 
complaint is raised also has other 
complaints against him/her then 
the Complaints team /HR team 
can view the same to avoid 
duplication of complaints 



If the HR decides to decline 
the complaint, a reason must 
be provided, and the complaint 
will be moved to the declined 
complaint list.

If this is a new complaint, click 
the check box & click on 
Submit



Upon registering the complaint, 
it moves to the cases section 

Upon clicking view, the details 
of that particular case will be 
shown. 



The "Issue Suspension" button appears at the top of the page as soon 
as a case is registered.
Note: Suspension can be issued at any point during the case.



3) Fraud Investigation Recommendation

If no, the total fraud amount, the 
amount recovered till date 
should be recorded, and then 
click "Save." (Due amount will 
be automatically calculated)

After case registration, internal audit records "fraud investigation 
required?" (Yes/No).

If yes, the tentative start and 
end dates should be recorded 
and saved.



4) Initial SCN Issuance & response recording 

Issue the Show cause Notice

Note: Only if fraud 
Investigation is required

Record the SCN response
If Yes: Record the response 
of the alleged employee by 
filling the relevant details and 
submit the form.

If No: Submit the form 
indicating that the SCN 
response received is "No."

• Response



5) Fraud Investigation details   (Misappropriation Details)

Click on Upload 
Report to update the 
FI details 

Make sure the uploaded 
file is in correct format and 
the alleged name in excel 
is same as in complaint 

IA FI File format -  FI Details Format.xlsx

https://spandanasphoortyfinance-my.sharepoint.com/:x:/g/personal/deepika_spandanasphoorty_com/EWgbSuupJbNJkXMtC2AEFzQBTtmp45DmbSXrPgFDeOsrAg?e=vGdxpD


Details from the report will be  fetched and displayed .
Attach the Fi file and click on Update to submit the details 



6) Detailed SCN Issuance  & response recording 

Issue the Detailed Show cause 
Notice

Record the Detailed SCN 
response
If Yes: If Yes: Record the 
response of the alleged 
employee by filling the relevant 
details and submit the form.

If No: Submit the form 
indicating that the SCN 
response received is "No."
Note: "No" can be submitted 
only after 21 days of issuing 
DSCN

• Response



Schedule the Inquiry by
selecting the employee 
IDs from the 
dropdowns and filling 
all the relevant details 
.i.e.  Date & time  

7) Schedule Inquiry 

System will generate the 
Meeting link & share it to all 
relevant members via email 



Record the attendance 
after the inquiry has 
happened.

8) Inquiry Meeting Attendance

If any member is not 
present at the inquiry, 
the inquiry can be 
rescheduled by clicking 
on "Reschedule."



The details of the previous 
inquiry meeting will be auto 
populated. You can still 
change the inquiry meeting 
details.



9) Inquiry Observations

The committee members 
involved in the inquiry must 
record their observations along 
with relevant details using their 
specific logins.

10) Alleged Employee Response

The alleged employee's 
response should be recorded by 
providing relevant details.
Note: This form opens after all 
three committee members have 
given their input.



Following the consensus of the committee, the verdict button will 
be made available to the HR department at HO.

12) Verdict

11) Inquiry report 

Click on “Show Inquiry Report”  to view the inquiry report



13) Crisis Management Form (Recording recovery)

All recoveries made by 
crisis management team 
are to be recorded here 
with details against it such 
as recovery amount, date, 
FIR status & recovery file

If the FIR status is “Filed”, 
then Copy of FIR/ 
chargesheet needs to be 
uploaded



To record another 
recovery, click on the edit 
icon to enter details 

Enter all the details of the 
recovery & submit 



Enter the posting 
status & files

14) F and A posting

Update the status & 
files after posting 



15) FMR Filing status

IA can update 
the FMR status 

If it is not filed, select 
“Not Filed” & click on 
update

If it is filed, select 
“Filed”, enter file  date 
& click on update



Sno. Steps Users
1 Register Complaint HR , CSS(Complaints team)

2 Register Case HR

3 SCN Issuance & response recording HR

4 Scheduling Inquiry HR

5 Inquiry Meeting Attendance HR

6 Inquiry Observations Committee Members

7 Alleged Employee Response HR

8 Inquiry Report

9 Verdict HO HR

NON- FINANCIAL CASE WORKFLOW 



1) Register Complaint



2) Register Case



3) Issue SCN

Issue the Show cause Notice

Record the SCN response
If Yes: Record the response 
of the alleged employee by 
filling the relevant details and 
submit the form.

If No: Submit the form 
indicating that the SCN 
response received is "No."



Schedule the Inquiry by selecting the employee IDs from the dropdowns and 
filling all the relevant details .i.e.  Date & time  

4) Schedule Inquiry 



Record the attendance 
after the inquiry has 
happened.

5) Inquiry Meeting

System will generate the 
Meeting link & share it to all 
relevant members via email 



If any member is not 
present at the inquiry, 
the inquiry can be 
rescheduled by clicking 
on "Reschedule."

The details of the 
previous inquiry meeting 
will be auto populated. 
You can still change the 
inquiry meeting details.



6) Inquiry Observations

The committee members of the 
inquiry must record their 
observations along with relevant 
details using their specific 
logins.

7) Alleged Employee Response

The alleged employee's 
response should be recorded by 
providing relevant details.
Note: This form opens after all 
three committee members have 
given their input.



Following the consensus of the committee, the verdict button will 
be made available to the HR department at HO.

9) Verdict

8) Inquiry report 

Click on “Show Inquiry Report”  to view the inquiry report



Sno. Steps Users
1 Register Complaint HR , CSS(Complaints team)

2 Register Case HR

3 SCN Issuance HR

4 Record the SCN response HR

5 Case Closure HR

UNAUTHORIZED ABSENCE CASE WORKFLOW 



1) Register Complaint



2) Register Case

3) Issue SCN

Issue the Show cause Notice



After 13 days of issuance of SCN if no response is 
received Issue Termination button will be enabled.

After 6 days of issuance of SCN if no response is 
received Send Reminder button will be enabled.

If SCN Response No:

4) Record the SCN response



If SCN Response Yes :

Record the response of the alleged 
employee by filling the relevant 
details and submit the form.

Based on the response 
received, close the case by 
clicking on “ Close Case”

5) Case Closure



Select the decision from the 
drop down and add reason for 
the same and click on “Submit”
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