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Start ServiceDesk basic.
ServiceDesk
2024 Basic

Edition

login name
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password

S Do

Enter Login name and password

Click on Login
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Contract Screen Interface

5 SeryiceDeck Racic 24R 10
Organization Master Admin Help R

m & Q v &

New  Save  Delete  Datefiter  Search  More  Print

Contract List
[Contract o [Name [ Contact Person [Address [ Telephone No [ Email [Type [From Date | To Date [Amount
1 Supreme Enterprises | Mr. Naresh Sinha 112, Mahape Industra ... | 9820103063 naresh.snha@... | AMC 01-092024 31-08-2025 | 25000

<
Contract o Contract Type +¢

Period [25-092024 @] 1o 409205 @-]

Name = [

Contact Person | Amount [ ]

Address

Telephone No. |

E-Mail [

Menu Bar: Navigate to different screens through these menus.

Tool Bar: Smart tools to help manage lead easier and faster.

Lead list: View all your leads in this list.

Tabs: Use the fields of these tab to enter details then save or edit lead. Once saved, these details
can be retrieved by selecting the lead from the list or by entering the lead no. in Details tab.
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Organization Master Admin Help &

New: This button is used to clear all
the fields and set them as blank.

Delete Search More Print

Contract No Name Contact Person Address
Supreme Enterprises Mr. Naresh Sinha 112, Mahap

sd ServiceDesk Basic 2024 R 1.0

Organization Master Admin Help <& . .
Save: This button is used to save or

update the changes.

Address
Supreme Enterprises Mr. Naresh Sinha 112, Mahap

sd ServiceDesk Basic 2024R 1.0
Organization Master Admin Help <&

Date fitter Search

Delete: to delete a contract
Select a record from the list then
click on delete.

More Print

New Save

Contract List
Contract No Name Contact Person Address
1 Supreme Enterprises Mr. Naresh Sinha 112, Mahap

sd ServiceDesk Basic 2024 R 1.0

Organization Master Admin Help &

+ A @

New Save Delete

Date Filter:

- Filter and find the Contracts by date.
Contract List - =
Contract No Nan ASEOM ) Fperson | Address
1 | supreme Enterprises | Mr. Naresh Sinha | 112, Mahape Indust
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Organization Master Admin Help <&

+ A o Q Search:
New Save Delete Date filter Search . .
To quickly find/search contracts by
Contract List
Contract No Name Contact Person Address name.
1 Supreme Enterprises Mr. Naresh Sinha 112, Mahape Indul

N . = ct

Name |
E{ By Text | vl|
| By Dropdown | VI |

Show All

b Trial Entries

Enter text such as Contact person to search

Filter by Selecting Contract type.

Contact Person

Notes
By Text |Contact Person ~[TRlex M Telephone

By Dropdown ([SE e R s Iv

!nones I
Show All

|Warranty v {amc

Labour only
Subscription
Warranty

Name HDFC X

By Text |Contact Person v| Alex
CCELEAL N (Contract Typel || |warranty Enter the name, contact person or

select contract type, etc. of the contract
to find then click on search.

none
Contract Type
Show All
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in Help &

Q

New Save Delete Date filter Search
Contract List
Contract No Name Contact Person Address

1

Supreme Enterprises

Mr. Naresh Sinha

112, Mahape Indu}

+ B

sd ServiceDesk Basic 2024 R 1.0
Organization

Master Adm

(i}

in Help A&
Q v

=

New Save Delete Date fiter Search More Print
Contract List
Contract No Name Contact Person Address

1

Supreme Enterprises

Mr. Naresh Sinha

112, Mahape Induf

% ServiceDesk

More: To renew contract.

1. Select a contract from the list.
2. Click on More > Renew.

Print:

1.
2.

Select a contract from the list.
Click on Print. This will print the
contract, we can also save it as a
pdf file.

page 7




Thank you

We hope this was helpful. Kindly Call us or WhatsApp +91.99 201 401 00 for any queries.

For more info visit: https://www.spinso.com
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Other software products

SalesTracker Time

manage leads & follow-ups manage timesheet & approvals

A
ComplaintTracker QuotationTracker
manage customer complaints create professional quotation

SPINSO
601, Odyssey IT Park, 21.99 201 401 00

Road No 9, Wagle Estate, .
Near Old Passport Office, sales@splnso.com

Thane 400 604. ]
Maharashtra, INDIA www.SPINSO.in
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