
DELPROS FILE A COMPLAINT – 
Registered and Non-registered User 

Quick Reference Guide 
 

October 2020 



File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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1. Click the GO button. 

DELPROS 
PORTAL 



3 

2. Enter the login credentials in 
the Email and Password fields. 

3. Click the LOGIN button. 

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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4. Click the FILE A COMPLAINT link. 

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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5. Click the SUBMIT A COMPLAINT 
button. 

NOTE: Registered users can also view 
complaints which they have already 
submitted via the Complaint Dashboard. 

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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6. The user will need to provide 
information in the provided 
form. This includes the 
following sections: 
• Your Information 
• Who Are You Complaining 

About? 
• Complaint Information 

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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7. Enter the details about 
who you are complaining 
about in the fields displayed. 
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File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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8. Enter details in the 
Complaint Information 
section.  
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File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 

9. Select SAVE & NEXT. 
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10. Click the YES button. 

11. Click the ADD WITNESS 
button (if applicable) 

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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12. Enter the details of the 
witness in the fields displayed. 

13. Click the ADD button if you 
wish to add multiple witnesses. 

14. Click the NEXT button. 

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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15. Supporting documentation can 
be provided by using the Choose File 
button, and the UPLOAD button.  

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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16. Click SUBMIT COMPLAINT. 



12 

17. The user is informed that the 
complaint has been submitted, 
and they can have the complaint 
emailed to them, or download a 
copy for their records.  

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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The Complaint Dashboard will only 
show the submitted or in progress 
complaints for a registered user. 

File a Complaint as a Registered User  
Perform the below steps to file a complaint as a registered user. 
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File a Complaint as a Non-Registered User 
Perform the below steps to file a complaint as a non-registered user 
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1. Click the GO button. 
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2. User completes the 
information on screen to 
start the process to File a 
Complaint. 

3. The subsequent steps in the 
process are the same as the 
steps performed by the 
registered user in slides 6 – 12. 

File a Complaint as a Non-Registered User 
Perform the below steps to file a complaint as a non-registered user 
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