ComplaintTracker

manage customer complaints

Closing a Complaint
Step by step guide to Close a Complaint in ComplaintTracker Lite.
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1 | INDEX

. ComplaintTracker

Steps

1. Index Pg 2
2.Login Pg 3
3. Close a Complaint Pg 4

page 2
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2 | LOGIN

o
[5: Double Click on ComplaintTracker icon, on your
Complaintlra

cker 2024 Lite
(Free Edition)

desktop.

Enter Login name and password
ComplaintTracker

manage customer complaints

Click on Login
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Close a Complaint

Ct ComplaintTracker Lite 2024 R 1.0

Organization Master Admin Help <&

Complaint » List
e Goto
ssign
Dashboard o )
(0 e — Organization > Complaint > Close
Ct ComplaintTracker Lite 2024 R 1.0 = X
Organization Master Admin Help &

1; Q Organization Close Complaints g
Close Complaint  Date fiter  Search All Employees @ X
Pending complaints All Complaints
Complaint No. Date [ Name [ Address [ Telephone [ Product [ Model [ Complaint Details [ Assigned To [ Assign
1 |27-082024 | RACEngineerng LLP | 102 Mahape Ind| Estat... | 9820103020 | Alin-one Printers | Eew110-TL | needs senvicing | Neil DSouza |27-082
< >

Here you can view the pending complaints and close them.
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Ct ComplaintTracker Lite 2024 R 1.0 = X
Organization Master Admin Help &

3 Organization Close Complaints gy o0
Close Complaint ~ Date fiter ~ Search All Employees e .
Here, we can see the list
Pending complaints All Complaints H H
Complaint No. | Date [ Name [Address [Telephone [Product [Model [ Complaint Details [Assigned To [Assign Of pe n d I n g CO m p I a I n tS .
1 [27-082024 | RAC Engineering LLP 102 Mahape Ind| Estat... | 9820103020 | Akin-one Printers EEW110-TL needs servicing | Neil DSouza | 27-08-2( T h I . h
ese are complaints that

are assigned to employees
and are still open i.e. they
are pending or unsolved
complaints.

Ct ComplaintTracker Lite 2024 R 1.0
Organization Master Admin Help &

To Close a complaint.

Close Complint

¢ Select a pending complaint
from the list

Pending complaints e Click on Close Complaint
Complaint No. Date Name Address
1 27-08-2024 RAC Engineering LLP 102 Mahape Indl Estat... closed Details Window Wi” Open‘
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Closed Details

D
Complaint No. |1 | Date [27-08-2024
Close Details
Closed By * Neil DSouza
pere CaL EMd Here, we can see two tabs:
ttes « Details Tab: Complaint Closed
details
e More Tab: has information on
the complaint.
0/100
Closed Detals
n
Complaint No. 1 | pate [27-08-2024
Close Details
Closed By * Neil DSouza Details Tab:
Date 27-08-2024 M| e Complaint Assigned employee’s
Notes servicing done and fiter cleaned name will be fetched as Closed
by employee.
e Change Date if required.
e Enter Notes or Remarks for
Complaint Closed details if any.
33/100
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Closed Details

Qe Click on Save to close the
complaint.
Complaint No. ~ [1 | Date [27-08-2024
Close Details
Closed By * Neil DSouza
Date [27-08-2024 EM|
Notes servicing done and filter cleaned| A
33/100
Closed Details X
Save X
Complaint No. |1 | Date [27-08-2024

Close Details
Closed By * Neil DSouza
ComplaintTracker X
Date 27-08-2024
Notes servicing done an( .
Complaint Closed

Complaint Closed successfully.

Click on OK.

v

33/100
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Ct ComplaintTracker Lite 2024 R 1.0
Organization Master Admin Help R

Organization Close Complaints g,

= 7 %
Close Complaint ~~ Date fiter  Search All Employees

Pending complaints All Complaints
[Complaint No. [ Date [ Name [Address [Telephone [Product [Model [ Complaint Details [Assigned To [ Assign

Since we closed the com-
plaint, that record will be
removed from the system.
Only pending complaints will
be shown in this screen.

page 8




. ComplaintTracker

]

Congratulations

You have successfully closed your Complaint in
ComplaintTracker
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Thank you

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

For more info visit: spinso.com

Next step

Reports
PDE how to view reports in ComplaintTracker Lite

CT Lite How-To-View-Report.pdf
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https://www.spinso.com
https://spinso.com/ComplaintTracker/Lite/help/pdf/06_CT_Lite_How-To-View-Report.pdf
https://spinso.com/ComplaintTracker/Lite/help/pdf/06_CT_Lite_How-To-View-Report.pdf

Celebrating
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years in business
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