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1. Access the SHe-Box portal 

❖ To access the SHe-Box portal: 

(i) Open a web browser. 

(ii) Enter the following URL in the address bar: https://shebox.wcd.gov.in/ 

(iii) The SHe-Box portal homepage will appear.  

 

2. Register a Complaint 

To register a complaint:  

(i) Click Register Your Complaint. 

 
 

 

 

 

 

 

 

 

 

 

(Photo I: She-Box homepage) 

https://shebox.wcd.gov.in/


 
 

 

3. Disclaimer 

(i) An Important pop-up window will appear. 

(ii) Read the declaration regarding the Sexual Harassment Act, 2013. 

(iii) Select the checkbox: I have read and understood the declaration. 

(iv) Click Proceed to continue. 



 
 

 

4. Choose Action 

Choose one of the following options: 

(i) Register Complaint: Register a new complaint. 

(ii) View Status: Track an existing complaint. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

5. Provide Preliminary Details 

In the Register Complaint window, enter the following details: 

• Employment Type: Select Central Government 

• Nature of Harassment: Select the applicable type of harassment (e.g., physical 

contact, showing pornography, or sexually coloured remarks). 

• Confirmation: Select Yes to confirm that the harassment occurred at the 

workplace. 

• Click Proceed to access the detailed complaint form. 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

Step 1: Complainant Details 

Select whether the complaint is registered by the complainant itself or on behalf of 

another person. 

• Self: If you are registering the complaint for yourself. 

 

• Any Other: If you are registering the complaint on behalf of another person. 
 

 

 



 
 

 

• If working, select the appropriate Nature of Engagement. 

Note: Complete all mandatory fields and click Next. 

Mobile Number Verification (OTP) 

(i) After clicking Next, a 6-digit One-Time Password (OTP) is sent to your registered 
mobile number.  

(ii) An OTP Verification pop-up will appear. 

(iii) Enter the OTP received on your mobile, and click OK to verify. 



 
 

 

Important Notes: 

✓ The OTP is valid for 10 minutes. 

✓ The Resend OTP option is available after the timer expires. 

Step 2: Location and Department Details 

(i) Select the appropriate State and District from the lists. 

(ii) Select the applicable Ministry/Department. 

Note: Complete all required fields. Click Next to continue. 

  



 
 

 

Step 3: Details of the Respondent 

• Enter the respondent’s Name, Designation, Email ID, and Mobile Number. 

• Select the working relationship with the respondent.  

 

• Indicate whether the respondent’s current workplace is the same as the location 

where the incident occurred. If yes, select the relevant Ministry/Department 
and Field Office, and the Internal Committee (IC) name will be auto-populated. 

 



 
 

 

• If No: You must provide the specific location details of the incident.  
 

Note: If a pop-up message displays Workplace / IC is yet to be onboarded, it indicates 
that the department is registered on the portal, but the Internal Committee (IC) has 
not yet been registered. 

• If multiple respondents are involved, add details for each. 

 

Note: Complete all required fields. Click Next to continue. 

 



 
 

 

Step 4: Complaint Details and Submission 

(i) Select the Type of Harassment. 

(ii) Provide a brief description of the incident (up to 500 words), including date and 
location. 

Indicate whether the incident was previously reported to your office’s Internal 

Committee (IC): 

• Select one of the following options: 

o Yes –Enter the date of the original report. 

 

 

After Submission 

• A Reference Number will be generated. 
• Please save the reference number for future tracking. 

Note: 

✓ Maximum file size: 2 MB 
✓ Allowed formats: PDF, JPEG, PNG 

 

 

 

 


