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Basic edition 

Entering a Complaint (Trial edition) 
Step by step guide to enter a Complaint in ComplaintTracker Basic. 

ComplaintTracker 
manage customer complaints  

SPINSO.  ct
.
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1. Index ________________________________________ Pg 2 

2. First Complaint ________________________________ Pg 3 

  

INDEX 

Steps 

ComplaintTracker 
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Go to  

Organization > Complaint > List 

ComplaintTracker 

Please note: this is 

a trial edition, has a 

cap of 25 trial      

entries. 

First Complaint 
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Here, we can see two tabs: 

• Details:  Complaint Details 
such as Customer contact 
and product details, etc. 

• Closure: Complaint Closed 
details. 

 

Details Tab: 
 
Fill details such as 
• Name 
• Contact Person 
• Address 
• Telephone No. 
• Mobile 
• E-mail 
• Select Product 
• Model 
• Serial No. 
• Select Complaint Type 
• Enter Complaint Details 
• Set Date  
Complaint No. will be auto 
generated by the system. 
 

 

ComplaintTracker 
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Click on Save 

Complaint No.1 
will be generated. 
Click on OK. 

ComplaintTracker 
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ComplaintTracker 

We can see the 
Complaint in this 
list. 
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Congratulations  

You have successfully entered your first Complaint 
in ComplaintTracker Basic. 

ComplaintTracker 
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SPINSO. 

Thank you 

Kindly Call us or WhatsApp  +91.99 201 401 00  for any queries.  

For more info visit: spinso.com 

Assigning a Complaint  
how to quickly assign a complaint to an employee in ComplaintTracker Basic  

Next step 

For more information  

CT Basic Assign-Complaint.pdf 

https://www.spinso.com
https://spinso.com/ComplaintTracker/Basic/help/pdf/04_CT_Basic_Assign-Complaint.pdf
https://spinso.com/ComplaintTracker/Basic/help/pdf/04_CT_Basic_Assign-Complaint.pdf
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Other software products 

QuotationTracker 

create professional quotation 

SPINSO 
601, Odyssey IT Park, 
Road No 9, Wagle Estate, 
Near Old Passport Office, 
Thane 400 604. 
Maharashtra, INDIA  

91.99 201 401 00  

sales@spinso.com  
www.SPINSO.in 

Celebrating 

25 

years in business 
SPINSO 

SalesTracker  

manage leads & follow-ups 

 

ServiceDesk 

manage warranties & AMC 

TimeTracker  

manage timesheet & approvals 

http://www.SPINSO.in

