SPINSO

Standard edition

ComplaintTracker

manage customer complaints

Assign a Complaint (mial edition)
Step by step guide to assign a complaint to an employee in
ComplaintTracker Standard.
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1 | INDEX

. ComplaintTracker

Steps

1. Index Pg 2
2.Login Pg 3
3. Go to Assign Complaint Screen Pg 4
4. Assign Complaint Pg 6
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_ Double Click on ComplaintTracker icon, on your
ComplaintTra desktop.

cker 2024

Standard
Edition

or

All Apps Documents Web More ¥

Best match

ComplaintTracker 2024 Standard
Edition —

App

You can also launch the application from
Start - Program Files - Spinso - ComplaintTracker

Search the web

L complainttracker 2024 standard - See N
more search results

£ complainttracker 2024 standard| Edition

O = $ F 4 W R

4  password Enter Login name and password

manage customer complaints CIICk on LOgIn
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3 | Go to Complaint Screen

Thank you for evaluating ComplaintTracker

ComplaintTracker Trial version should be used for evaluation only

Trial version has cap of few entries
For free support during Trial period mail us at trial@spinso.com

Click 'T Agree' if you agree to above terms & conditions

Complaint Trial : 1/25

I Don't Agree “# Click on | Agree

Ct ComplaintTracker Standard 2024 R 1.0

My Organization Master Admin

Help /&
Complaint » List Goto
Quotation AU CHBOETE™"  Organization > Complaint > Assign
Close
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Assigh Complaints Screen

Ct ComplaintTracker Standard 2024 R 1.0

My Organization Master Admin Help &

x; " Q Organization Assign Complaints
Assign Complaint Refresh Date fitter Search All Employees

Un-Assigned Complaints All Complaints
Complaint No. [ Date [Name [ Contact Person [Address [ Telephone [ Mobile No [ Product [Brand [ Model
1 |01-10-2024 | Milenium Tec... | Mr.Melin Parera |2 Milenium Tower,Sect... | 27845123 | 8775241622 | Laser printers | canon | uBs400 \
< >
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Assighing a Complaint

Ct ComplaintTracker Standard 2024 R 1.0

My Organization Master Admin Help &

i S 4 f@ Q

Organization Assign Complaints gz
Assign Complint Refresh Date fitter Search All Employees X
Un-Assigned Complaints All Complaints
Complaint No. [ Date [Name [ Contact Person [Address [ Telephone [ Mobile No [ Product [Brand [ Model
1 | 01-10-2024 | Milenium Tec... | Mr.Melin Parera |2 Milenium Tower,Sect... | 27845123 | 87752416322 | Laser printers | canon | uss400
Here, we can see the list of unassigned complaints.
CL ComplaintTracker Standard 2024 R 1.0
My Organization Master Admin Help &
Assign Complaint | WRefresh — Date fer  Search To Assign a complaint to an employee.

e Select an un-assigned complaint

Un-Assigned Complaints from the list
[ complaint No. Date Name Contact e Click on Assign Complaint
1 01-10-2024 Milenium Tec... | Mr.Melin

Assign Details Window will open.
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Assign Details X

A

Mark Wilson
Neil DSouza

Save X
Complaint No. |1 | Date |01-10-2024 |
Name [Mlllenium Technology Services ]
Assign Details
Assign To *
Date Alex Fernandes

Assign Details

Complaint No.

Name

Assign Details

Assign To *

Date

1 | Date |01-10-2024

[MIIlenIum Technology Services

More
falex Fernandes v+ ¢
|01-10-2024 @]

. ComplaintTracker

Select an employee to assign the
complaint.

Click on Save.
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Assign Details X
)
Save X
Complaint No. 1 | Date |01-10-2024 |
Name IMIIlenium Technology Services ]

Assign Details 1Sl EEE ) X

Assign To *
o Complaint Assigned
Date

<
4
HO

Complaint Assigned Successfully.

o S Click on OK.

Ct ComplaintTracker Standard 2024 R 1.0

My Organization Master Admin Help 2

15 " Q Organization Assign Complaints g, X
Assign Complaint Refresh Date fiter Search All Employees =
Un-Assigned Complaints All Complaints
Complaint No. | Date Name Contact Person [ Address [ Telephone [ Mobile No [ Product [Brand [ Model

Once the complaint is assigned that record will be removed from this list.
Hence, only unassigned complaints will be shown in this screen.
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Congratulations

You have successfully assigned a Complaint in
ComplaintTracker
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Thank you

We hope this was helpful. Kindly Call us or WhatsApp +91.99 201 401 00 for any queries.
We recommend you to see our How to Close a Complaint Help file Next.

For more info visit: https://www.spinso.com
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