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2 Introduction to ServiceDesk

Manage Customer Complaints

ServiceDesk is a simple easy to use software specially designed for service industry to manage customer
complaints.

Complaint Management @

You can manage product or service related customer complaints in ServiceDesk.
Complaints can be managed for customers who are in service contract, as well as one time customers.

Complaint Management is quiet simple in ServiceDesk.

It covers 3 important stages i.e.

o Registering Complaint
. Assigning it to Service Executive
o Complaint Closure
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3 Wizard

Introduction

The wizard screen lets you quickly enter basic details required to create masters. This screen will appear only
once when you login to the system for first time.

The step by step instructions in the wizard guides you to enter master data like Employee, Product, Complaint
Type etc. so that you can immediately start adding Complaints.

Data entered through wizard can be seen in Master screen. You can also further add or modify these details
later in the respective masters.

servicedesk

Welcome to startup wizard

This wizard will help you create basic master data for your organization

We strongly recommend you to follow each step carefully
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3.a How to enter data in Wizard

Please note
If you wish to skip this, you can also enter data via respective master screen

servicedesk . . . .
The first screen that appears in the wizard is the

welcome screen, it is a start-up screen that gives
brief introduction about the wizard.

Welcome to startup wizard

This wizard will help you create basic master data for your organization

We strongly recommend you to follow each step carefully

Click Next to Continue

Admin's login details gD
In this screen you can change Login Name and Pass-

Notes...#” word for Admin.

A default login and password far the user admin is
already defined by the system. However you can
change the credzntials such as login name & password
for the user admin here.

Logn Name

You can also later change these details or add more
Password users. from the following menu option

Master > Employee

To change the login detals in Employes master go to
Refnter Passtword Login Tab

Click Next to Continue
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Business Type ]

Please Select Business Type
» Notes...#”

Select your business type from drop down list.

Airconditioning v

IT & Networking
Electronic & Home appliance

Select your business type listed in the drop-down.

Selecting the appropriate business type will further give

you list of relevant sample products, brand & its
— complaint type, so that you can quickly get started

Note : Select "Others" If your Business Type is not
present in the drop-down list

VAR RN

Click Next to Continue

< Previous

In employee wizard you can enter Employee/User names.
In ServiceDesk Lite you get 3 user free license, Admin user
is the default user created by the system, hence now you
can add up to 2 more Employee/Users.

Employee 2=}

Please Enter Employee Name

John Smith —

Rita Singh Notes...a”>

Sample Data
John Smith

Rita Singh

Each employee snould be entered in a new line

1
: Sample Data

1 |
1 |
1 John Smith :
: |
1 |

In the above example by default login name and
password assigned to both the employees, would be
john & rita respectively

However you have the option to change the login and
password later from menu option

Master > Employee

Note : By defautt first name would be used for Login
and Password

Rita Singh

= Enter each employee in a new line

< Previous

Click Next to Continue

Please note

By default Login Name and Password would be automatically generated for employee.
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Product Category In Product wizard you can enter Product Category for
which you are taking complaints.

Please Enter Product Name

Notes.../ . . .
Default sample categories are given you can modify

the list or add your product categories

You can define the product here followed by the rate.
Each product should be added in 3 new line.
Later the product can be defined by the user having

admin access through the following menu option
Master > Product

= Enter each Product in a new line

Click Next to Continue

4 Previous

In Complaint Type wizard you can enter Complaint Type
for Complaints.

Complaint Type Q}

Please Enter Complaint Type

Notes...#”

Define the Complaint Type for your complaint.

Default Complaint Types list is given, you can modify
the list or add more Complaint Types.

You can add each Complaint Type in a new line.

However you can later add or manipulate the Complaint
Type from the following menu option
Master > Parameters

Select the type "Complaint Type” and add the required
Complaint Types

* Enter each Complaint in a new line

< Previous m

Click Next to Continue

servicedesk

This is the final screen in wizard.

After clicking on finish, respective master data will be
created.

[
Sy
A
INISH

-

We thank you for choosing ServiceDesk

For free support during trial period you can mail us at trial@spinsc.com

After you dlick on finish the selected data would get generated into the system

Click Finish to start entering data in Complaints.
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4 Complaint

You can track customer complaints related to products or services, right from registration
(initiation) to closure.

The different stages in complaint management, brings you the insight of complaint status
whether it is solved or pending.

Lets understand how to manage these stages in detail

4.a How to register complaint
4.b How to assignh complaint
4.c How to close complaint

4.d How to see complaint details
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4.a How to register complaint

You may receive customer complaints or service requests via email, telephone or other sources. Once you get
the complaint you need to register it into the system.

Lets see how to register complaint.

viceDesk Basic 2020 R 2.0 Go to menu

Organization Master Ad

Complaint » List Organization — Complaint — List
Reports ’ Assign
Close

Complaint screen can be broadly divided into 3 sections that is explained below

ServiceDesk Basic 2020 R 2.0 - X
My Organization Master Admin Help &

+ B o + = Q an .
New  Save D!J\:Ete Refrzsh prnt  Search # Com DI aint  x

Complaint List 25 Trial Entries
Complaint No Date Name [ complaint Type [ Product [ Closad By

Complaint No. auto Date |18-08-2020 [E1hd

Mame™ H | Product* ‘ vl + ¢
\
\

Contact Person | | Model

Serial No.
Address

Complaint Type™ | Y[+ ¢

Telephone No. ‘ | Complaint Details

Mobile No(s). \ | J

E-Mail I |

1. Toolbar to add, delete, Refresh, Print or Search data
2. List of Complaints to view the details

3. Complaints update section to add or modify the details
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Please note

Complaint No. is auto generated, a unique number would be generated once you save it.

Enter details such as

N Name
Complant No. au ate g Contact Person

Name* ‘Mr. Dinesh Gandhi ‘ Product® ‘SPLU v‘ + ¢ Address
Contact Person ‘Mr. Dinesh ‘ Model ‘Log\coo\ | Telephone No.
5.V.Road, ) Serial No. |2e7121548784 | Mobile No(s)
Address Andheri (W), X
Mumbai 400057 Complaint Type® ot Coaling Y+ ¢ Email
¥

also do the servicing Model
‘ Complaint Details

Telephone No. ‘26865241 '
Serial No.

Mobile No(s). \3745115141 \ Complaint Details

L/ Select Product from the List
Select Complaint Type from
the List

E-Mail ‘dmesh.gandh\@gma\\.com ‘

wervicelesk Basic 2

Click on Save on top toolbar to save the Complaint

ServiceDesk b This indicates that your Complaint is saved

o MNew Complaint No.1 is generated.

Click on OK
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ServiceDesk Basic 2020 R 2.0

You can see saved Complaint

My Organization Master Admin

+ A @ % & Q

Mew Save Delete Refresh Print Search

Help A~
in the grid view.

Complaint List
Complaint o | Date [ Name [ Complaint Type [ Product [ClosedBy | You can click on it to view the
1 | 18-08-2020 | Mr. Dinesh Gandhi | Nt Cooling [spurT | <=

details below.

Please note

You can also select the service executive name in Assigned To in Closure tab, then the complaint
will directly appear in the Closure screen, else it will appear in Assign screen
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4.b How to assign complaint

After complaint is registered, you can assign it to a service executive.
The Assign screen provides you the pending list of complaints that are yet to be assigned, so that you
can quickly allocate it, to service executive.

Lets see how to assign complaint to service executive

ceDesk Basic 2020 R 2.0

Organization Master Adr Go to menu
Complaint » List

Reports 3 Assign Organization — Complaint — Assign

Close

Select the Complaint and click on
Assign Complaint in the top tool
bar

ServiceDesk Basic 2020 R 20
My Organization

Master

Admin Help &

Assign Compleint Search

Refresh

Un-Assigned Complaints
Complaint No. [ Date [ Hame [ Product [ Model [ serial No Complaint Type
1 | 18-08-2020 | r. Dinesh Ga... | SPLIT [ Logicool 287121548784 | Not Cooing

Complaint Details

Assign Details x

Save

Complaint No. [ | Date [18-08-2020
Name M. Dinesh Gandhi
Assign Details

+e
Date 18-08-2020 @

Select the service executive name from the list in Assign To

You can also change the Date of Assign

spinso.com/ServiceDesk page 12



Assign Details

X
A Click on Save to assign the Complaint
—
Save x
Complaint Mo, [1 | Date [18-08-2020 |
Name ‘Mr. Dinesh Gandhi |

Assign Details

Assign To * |+ ¢
Date [18-08-2020 Ed

ServiceDesk ot

0 Complaint Assigned

This indicates that your Complaint is Assigned

Click on OK

ServiceDesk Basic 2020 R 2.0

My Organization Master Admin Help 2

4
Assign Complaint Refresh Search

L
ek

Un-Assigned Complaints

Complaint No. | Date [ Name

[ Product [ Model

| serial No | Complaint Type Complai

Now the Complaint is assigned to the service executive, hence it will move to the next stage that is Closure.

spinso.com/ServiceDesk
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4.C How to close complaint

Closure is the last stage in complaint management that enables you to track the status of complaint

i.e. solved or pending.
You can capture service closure details such as Closed Date, Closed by Service Executive, Work Done or

measures taken, to resolve the issue, Status etc.

Lets see how to close complaint.

ceDesk Baszic 2020 R 2.0
Organization Master Ad
Complaint » List

Go to menu

Reports C Assign

Close Organization — Complaint — Close

Select the Complaint and click on
Close Complaint in the top tool bar

ServiceDesk Basic 2020R2.0
My Organization Master Admin Help A

@ Close Complaint  x

Cose Comolant  Reffesh  Search  More

Pending complaints
Complaint Ho. | Date [Hame [ Product
1 [18062020 |-, Diresh Ganchi [ epurr

[Assign

[Model [Seral No [ complaint Type [ Complaint Details ‘ssigned To
[2e7121548784 [ Not Coolng [ ko co the servicng John Sith

[Logicoc!

losed Details X . . . . .
o As you can see service executive name is already showing in
Save X . . .
- | o 5o ‘ Closed by because we have assign the complaint to him.
Name [ Dinesh Gandni
You can change the closure date if you want.
] Enter Amount which we have charged to customer
Close Details
Closed By * John Smith . )
oate ooz & Enter work details in the Notes
Amount [s000 \t
Cooling problem solved and Rs.5000 collected| '
| —
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Closed Details

H —

Save
Complaint No. 1 | Date [18-08-2020 |
Name [mr. Dinesh Gandhi
Close Details
Closed By * John Smith “
Date [18-08-2020 -]
Amount 5000 |
Cooling problem solved and Rs.5000 collected

Notes

ServiceDesk

o Complaint Closed

Click on Save to close the Complaint

This indicates that your Complaint is Closed

Click on OK
ServiceDesk Basic 2020 R 2.0 X
My Organization Master Admin Help 2
2 Qv i
Close Complaint Refresh Search More CIOSE Complalnt X
pending complaints
Complaint No. | Date [ Name [ Product [ Model [ Serial No Complaint Type Complaint Details [ Assigned To [ Assign

After complaint is closed it will not appear in the Closure screen.

In Reports you can view the closure details.

spinso.com/ServiceDesk
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4.d How to view complaint details

You can view full complaint details with closure by entering the complaint number.

:Desk Bazic 2020 R 2.0

Drganization  Master
List
Assign

Complaint »

Reports »

/

Close

ServiceDesk Basic 2020 R 2.0

Go to menu

Organization—Complaint—List

My Organization Master Admin Help &
=
+ A @ % =\ Q
New Save Delete Refresh Print Search
Complaint List
Complaint No Date Name Complaint Type
1 18-08-2020 | Mr. Dinesh Gandhi Not Cooling <=
Complaint No. 1 Dabanld §-08-2020 @~
Name™ | |
ontact F on

spinso.com/ServiceDesk

You can select the Complaint by
clicking on it in the grid view.

You can also view the details by
entering complaint number in
the Complaint No. column then
press Enter
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Closure You can see details of complaint.
Camplaint No. 1} Date 18082020 [~
Name* ‘Mr. Dinesh Gandhi ‘ Product* ‘SPLU v‘ + ¢
Contact Person ‘Mr. Dinesh ‘ Model ‘Log\coo\ ‘
5, Dhruv Apartment, A Serial No. ‘297121549784 ‘ C—
Address S.V.Road,
Andheri (W), Complaint Type* ‘Not Cooling v| + ¢
Mumhai 400057 v

Telephone Ho. ‘ 26865241

also do the servicing
‘ Complaint Details

Mabile Kols).  [ErdsL5241

E-Mail

‘dmesh.gandh\@gma\\.com ‘

mplaint No.

Closure 1

Date

me*

Mr. Dinesh Gandhi

Assigned Details Closed Details
Assigned To ™ John Smith v Closed By John Smith
Date 18-08-2020 | Date 18-08-2020
Hotes Cooling problem solved and
Ra.5000 collected

spinso.com/ServiceDesk

Click on Closure tab to view closure details

You can see closure details like

Assigned To
Assign Date
Closed By
Closure Date
Amount

Notes

Pending Details
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5 Reports

The reports give you the complete overview of service performance. It gives the complete history of com-
plaint and its status.

All data entered into the system, can be viewed in report, through a smart reporting utility that enables
you to sort, filter and aggregate the data.

Reports are described in following 2 steps
5.a  Introduction of Reports

5.a.1 Date Filter

5.a.2 Smart Report

5.a.3 Export to Excel

5.b  Organization— Reports
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5.a

Introduction of Reports

In Reports you can see filter, sort and aggregate the data for more details.

Lets see how to see Reports

ceDesk Bazic 2020 R 2.0
Go to menu

Organization Master Adi

Complaint » _

Reports » Report Organization—Reports—Report

ServiceDesk Basic 2020 R 2.0

Dicenizaten  MMacicr fcmin

He'p

ate for.the peri

-Repott List (All Employees)
- Masters <t

Complaint No Date Name Contact Person Address Telephone

Mobile No Email

paaametey 2 02-08-2020 Ashok Enterprises Lalwani Compound, 26936985 ashok@

i Em‘m T 3 03-08-2020 Millenium Zerox 112, Gurukrupa Avenue, | 9823568956 navine

El Mm";';:?ﬁ:( =] 4 05-08-2020 Disha Enterprises Nil Kamal Estate 278459874 vinitkut
g 5 07-08-2020 Vanraj Infotech 256, Millenium IT Park, 27886652 bakul@

i Panding 6 09-08-2020 Nitin Verma 201, Siddhi Avenue, 0821548798 nitins41

| Closed 7 11082020 Maithili Bangera 605, Eyagest Apariment,__ 8775698569 maithili

8 12-08-2020 Vanraj Trading company 114, NEWEF3 Snopping. . 26936574 Manoh:

9 14-08-2020 Disha Enterprises Nil Kamal Estate 278459874 vinitkur

10 15-08-2020 Dilip Zaveri 112, Piramal Industrial . 9820415241 dilip96¢

1 17-08-2020 Disha Enterprises Nil Kamal Estate 278459874 vinitkur

RN TRy

1. Toolbar to filter datewise and smart reporting options
2. Report List

3. Data viewer grid

spinso.com/ServiceDesk
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Lets see how to view report for Complaint—List where you will get the list of complaints which are
entered.

=~ Report List (All Employees)
- Masters
. -Parameter

-Product

Click on List

By default current month data will be populated

[ ServiceDesk Basic 2020 R 2.0 - x

My Organization Master Admin Help 2

[m b i3]

Date fiter Smart Report Export To Excel

Complaint - List

=-Report List (All Employees) Complaint No Date Name Contact Person Address Telephone Mobile No Email
D 1 01-08-2020 Mr. Dinesh Gandhi 501, Dwarka Hills, 2820104152 dinesh
-Parameter 2 02-08-2020 Ashok Enterprises Lalwani Compound 26936985 2shok@
;:‘;\U;\;e (Users) 3 03-08-2020 Millenium Zerox 112, Gurukrupa Avenue 9823568956 navins<
&. Complaint 4 05-08-2020 Disha Enterprises Nil Kamal Estate 278450874 vinitkur
5 07-08-2020 Vanrai Infotech 256, Millenium IT Park, 27886652 bakul@
-Pending 6 09-08-2020 Nitin Verma 201, Siddhi Avenue, 9821548798 nitin547
Closed 7 11-08-2020 Maithili Bangera A 605, Everest Apartment, 8775608569 maithil
E] 12-08-2020 Vanraj Trading company 114, New Era Shopping... 26938574 Manoh:
9 14-08-2020 Disha Enterprises il Kamal Estate. 278459874 winitkur
10 15-08-2020 Dilip Zaveri 112, Piramal Industrial 9920415241 dilip96§
11 17-08-2020 Disha Enterprises Nil Kamal Estate 278450874 vinitkur

Data is showing in the data viewer grids

Now we will see how to use Date Filter and Smart Report from top tool bar

spinso.com/ServiceDesk page 20



5.a.1 Date Filter

In Date Filter we can filter the data for specific period or also we can see all data.

Lets see how to use Date Filter

ServiceDesk Basic 21

My Orgar

i

Date fiter

Click on Date Filter

.
Date fitter

Al

Custom

In Date Filter there are 2 options
5.a.1.a All (You can see all data)

5.a.1.b Custom (You can see data for specific period)

5.a.1.a Al

Now we will see how to view all data by using All option

ServiceDesk Basic 2020 R

[

Date filter
all

Click on All

You can see All Complaints

ServiceDesk Basic 2020 R 2.0
My Organization Master Admin Help

o

= . - x5
Date fiter Smart Raport Export To Excel

Complaint - List

= Report List (All Employees) Complaint No Date Name Contact Person Address Telephone Mobile No
& Masters

LLRRRRR SRR

1 01-08-2020 Mr.Dinesh Gandhi 501, Dwarka Hills, 9820104152 dinesn
Pty 2 02-08-2020 Ashok Emterprises Lalwani Compound, 26936985 ashok@
Product 3 03-08-2020 Millenium Zerox 112, Gurukrupa Avenue, | 9823568956 navins:

DDE’“'T“’_VT (Users) 4 05-08-2020 Disha Enterprises Nil Kamal Estate. 278459874 vinitkur
= o 5 07-08-2020 Vanraj Infotech 256, Millenium IT Park, 27686652 bakuil@
Pending 6 09-08-2020 Nitin Verma 201, Siddhi Avenue 9821548798 nitins47
Closed 7 11-08-2020 Maithili Bangera 605, Everest Apartment, 8775698569 maithili
8 12-08-2020 Vanraj Trading company 114, New Era Shopping... 26938574 Manoh:
B 14-08-2020 Disha Enterprises Nil Kamal Estate. 278459874 vinitkur
1 15-08-2020 Dilip Zaveri 112, Piramal Industrial . 9920415241 ailipg6e

4

17-08-2020 Disha Enterprises

Nil Kamal Estate 278459874 vinitkur
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5.a.1.b cCustom

Now we will see how to view data for particular period by using Custom option

ServiceDesk Basic 2020 R 2.0
My Organization

m . T

Date fitter Smart Repo

Al

Custom Click on Custom

Q, Custom Date Filter

Complaint Date b

From |F101-08-2020 ~
To &I Mi-08-2020 ~

Filter Select the period in From Date and To then click on Filter

Data is filtered for 01-08-2020 to 10-08-2020

¥ ServiceDesk Basic 2020 R 2.0
My

Organization Master Admin

] - I3 - X
Date fiter Smart Report Export To Excel

Complaint - List

Help

- - asssssmsEEEEEEES [
E-Report List (All Employees) Complaint No = Date . Name Contact Person Address Telephone Mobile No Email
e 1 = ot-0s2020 o M. Dinesh Ganghi 501, Dwarka Hills, 9820104152 dinesh
=[PEEIEEy 2 . 02082020 w Ashok Enterprises Lalwani Compound 26936985 ashok@
E;:‘;“‘:;EE (Users) 3 = 03082020 7 Millenium Zerox 112, Gurukrupa Avenue, | 9823568956 navins
e 4 5 05082020 o Disha Enterprises Nil Kamal Estate 278459874 vinit kut
T 5 = 07032020 ® Vanraj Infotech 256, Millenium T Park, 27886652 bakul@
Pending 6 = 03082020 7 Nitin Verma 201, Siddhi Avenue 9821548798 niin547
Closed CYLTLT L
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5.a.2 SmartReports

In Smart Report we can Filter and Aggregate the data.

Lets see how to use Smart Report

Basic 2020 R 2.0

I

- E Click on Smart Report
Srrart Report

:Basic 2020 R 2.0

L.

Smart Report Ex|
Fiter <=

Aggregate

5.a.2.a Filter

Now we will see how to filter data by using Filter option

:Basic 2020 R 2.0

Srmart Report
Filcer

Aggregate

Click on Filter

spinso.com/ServiceDesk

In Smart Report there are 2 options
5.a.2.a Filter (You can Filter the data with any column)

5.a.2.b Aggregate (You can take count, average or sum for data)
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Filter option added

] ServiceDesk Basic 2020 R 2.0
My Organization Master Admin Help

2

] - Y
Date fiter Srrart Report

Contact Person Address Telephone
Parameter ] ] | [ i &
Premz VEERGH S5, AR HiS; SezaToNiE AR GRS S Cerest 207Ton
Product ey Srpiises Caiuan Compoing athok@varinent com T SPLIT erls 10 Ton
IR Zorox 712, Gurukrupa Aveniis, | 9823566956 navins47a@yahoo.com  Window Vectra 1.5 Ton
b Erprises Nl Kamal Estate s7arsears Cinitimar@sakulent e SPLIT KERII212121
o Steen 256, Milenium T Park, | 27886652 bakul@bakulentcom  SPLIT Celesta 1.0 Ton
. a 201, Sidani Avenue sea1548798 nitins47@gmallcom  Window Optima 1.5 Ton
ngera 605, Everest Apariment, | 8775696569 malthiliSa @redittmail com Ducted
ding company 714, New 13 Shopping | 26938574 Manonara6Ie@omale. . SPLIT Veris 2.0 Ton
srprises i Kama Estate 278450874 Chiiivar @ooRulent - SPLIT Logicoo! 2.0 Ton
B 12, Piramal InUstaL | 9920415241 dlipSs@yahoo.com  Window Logicool 1.0 Ton

Nil Kamal Fstate 27R459A74 vinit kumar@gokulentc . SPIIT Vertis 2 0 Ton

arprises

Select data from drop down list

[l ServiceDesk Basic 2020 R 2.0 — o B
My Organization Master Admin Hclp A

T . ‘s [x
Date fiter Srmars Report xport To Excel

mplaint datc for the period 014

&8 Complaint - List

= Report List (Al Employses) Contact Person Address Telepl
&-Masters
e &l =l o
Product
Employes (Users}
£~ Complaint

Emmnai Product

A [N &]]
erprises aiwani Compound. 28536585 ashok@varunent com SPLIT Vertis 1.0 Ton
Zerox 112, Gurukrupa Avenue, 0823568056 navins478@yahoo.com  Window Wactra 1.5 Ton
srprises Nil Kamal Catate. 270459074 vinit kumar@gokulente . SPLIT KERIKIZ212121
stecn 256, Millenium IT Park, 27886652 bakul@bakulent.com sPLIT Gelesta 1.0 Ton

Pendin:
e a 201, Sigdhi Avenue 9821548798 nitin547@gmail.com Window Optima 1.5 Ton

ngera 605, Everest Apartment, 8775698569 maithilise@rediffmail.com Ducted
ding company 114, New Era Shoppina... 26938574 Manchar3636@amailc . SPLIT Wertis 2.0 Ton
srprisas Nil iKamal Estata. 278150874 vinit kumar@gokulente . SPLIT Logicool 2.0 Ton

i 412, Piramal Ingustrial 9920415241 dilipso@yanoa.com Window Logiceol 1.0 Ton
srprises NIl Kamal Estate. 278459574 viniLkuriar @uokulesnle . SPLIT Wertls 2.0 Ton

Data is filtered for SPLIT

EFE] ServiceDesk Dasic 2020 R 2.0 — o >
My Organization

i - T - e
Date fiter Smart Raport Exporl To Excel

Complaint - List

O Repor: List (All Emplayeac) Contact Person Address Telephone

1 Masters = o - o
e 5041, Dwarka i illa. 9020104152 dincsh.candhi@armail®
R il Kt Eate, 27sas987a it kumar@aokient B
e 256, Milenium 11 Park,  2/ussen2 bakui@parulentcom &
Pending 111, New kra Shopping... 26038574 Manonarsese@omai 8.
Closed il Kamal Cstate. 270459074 vinitkumar@gokulent .

srorises il Kamal Estate. 278459574 vinit kumar@aokulent 8

LLLEENN]

a1l

Celeata 2.0 Ton
Vertis 1.0 Ton
KERKJZ12121
Calesta 1.0 1on
Vertis 2.0 Ton
Loaicool 2.0 Ton
Vertis 2.0 Ton

As you can see we filtered data for SPLIT. Lets see how to use multi filter with more column.
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You can select multi filter for Name

ServiceDesk Basic 2020 R 2.0
My

Organization

i L, ;
Dare fiter Sreart Report Cxport T

Complaint - List

=1 Report List (All Employeas) Compl |Date

Name Contact Parsa [Address Telephione  [Mobile No | Ermait a |Product
RS =1 = & I~ 2 & [ (] (] (]

501, Dwarka I lilla,

n
@incsn aanani@amalg
Praduct 2 @amang

2 asnokevarunen com
ST (i) a vinit kumar@gokulent §
& Complnint b iAo
=T . AkuI@bAkulant com
e, A Vanra | racing company 114, Now Era Snopping . 26usus4 nanonaraeac@oman®_ SeLit
P ° Disna Enterprises NIl Kamal Estate 278159874 vinitkurnar@gokatent 8 spLT
3

Pisha Frterprises il Kamal Fatate. srAsnanTe vinitkumar@gokulent® . SP1IT

]
-
=
=
=
)
=
=
) Vertis 2 0 Tan
=

LLLLLLLL)

As you can see we have filtered SPLIT data for Disha Enterprises

ServicaDesk Basic 2020 R 2.0
My Organization Master Admin llelp 2

- L . E3=] -
Dat’ﬁkar Sma;ﬁaepm Cxport To Dxcel Report x

~omplaint - List

Complaint date tor the period 01-Aug-20 to 31-

ug-20
O

- Report List (All Employass) Compl |Date Nane m |ContactPerse | Addiess Telephone  Mobile No |[Email
=1

Product Model
il B | 4] ()] (4] [=v]) B[ sPLIT

i Il Kamal Estate z76459574 viniLkuinen @uokulente.. | SPLIT KERKJZ12121
Nl iKamal Estate 278150874 vinitkumar@gokulente . SPLIT Logiconl 2.0 T
il Karnal Estate 27459874 vinitkumar@gokulente . SPLIT Verlis 2.0 Ton

Parametar B I Disha Enterprises

i Product a Disha Entarprises
Cmployee (Users) 11 Distia Enterprises

- complaint

List

Pending

Closed

5.a.2.b Aggregate

Lets see how to use Smart Report to Aggregate the data

Basic 2020 R 2.0

Drganization  Mast

h

Smart Report Exp
Filter

Aggregate Click on Aggregate

Formula option added

ServiceDesk Basic 2020 R 2.0
Organization Master Admin

[ ciosed

vinit kumar@sokuient &
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=-Report List (All Emplayees)

- Masters
i |- Parameter
- Product
Employee (Users)

=~ Complaint

List

- Pending
Closed

Complaint - List

(= Report List (All Employees)
- Masters
Parameter
- Product
Employee (Users)
=~ Complaint
List
Pending
- Closed

Complaint - List

I Name
Mr. Dinesh Gandhi
Ashok Enterprises
Millenium Zerox
Disha Enterprises
Wanraj Infotech
Nitin Verma
Maithill Bangera

X Contact Per

Vanraj Trading company

Disha Enterprises
Dilip Zaveri
Disha Enterprises

i Name
[
Mr. Dinesh Gandhi
Ashok Enterprises
Millenium Zerox
Disha Enterprises
Vanraj Infotech
Nitin Verma
Maithili Bangera
Vanraj Trading company
Disha Enterprises
Dilip Zaveri
Disha Enterprises

3 Contact Per
(8]

3 Address
501, Dwarka Hills
Lalwani Compound,

112, Gurukrupa Avenue

Nil Kamal Estate

256, Millenium IT Park,

201, Siddhi Avenue,

605, Everest Apartment,
114, New Era Shopping

Nil Kamal Estate

112, Piramal Industrial..

Nil Kamal Estate

X Address
&
501, Dwarka Hills
Lalwani Compound,
112, Gurukrupa Avenue,
Mil Kamal Estate,
256, Millenium IT Park,
201, Siddhi Avenue
605, Everest Apartment,

114, New Era Shopping. ..

il Kamal Estate
112, Piramal Industrial
Nil Kamal Estate,

Click on Formula icon and select Count

Z Telephone X|Mobile No

9320104152
26936985
9323568956
278459874
27886652
9821548798
8775698569
26938574
278459874
9920415241
278459874

= Telephone X Mobile No

&)
9820104152
26936935
9823568958
278459874
27886652
9821548798
8775698569
26938574
278459874
9920415241
278459874

Complaint ¢ate for the period 01-Aug-20 to 31-At

X Email

5 Product 3| Model

X Serial Number

dinesh c.

ashok@varunent.com
navin5478@yahoo.com
vinitkumar@gokulent.c.
bakul@bakulent.com
nitin547@gmail.com
maithilis8@rediffmail com
Manohar3636@omail.c
vinitkumar@gokulent ¢

Select Summaries

Court < —

] Maimum
] Minimum

y com
vinitkumar@gokulent.c

0K

Cancel

x

Z Email = |Product
Al
dinesh gandhi@gmailc .. SPLIT

ashok@varunent.com SPLIT
navin5478@yahoo.com  Window
vinitkumar@gokulentc... SPLIT
bakul@bakulent.com SPLIT
nitin547 @gmail.com Window

maithili58@rediffmail com Ducted

Manohar3g3s@amailc... SPLIT
vinitkumar@gokulentc . SPLIT
dilip96@yahoo.com Window
vinitkumar@gokulentc . SPLIT
Count =11

omplaint date for the period 01-Aug-20

Z Model

" Celesta 2.0 Ton
Vertis 1.0 Ton
Vectra 1.5 Ton
KERKJ212121
Celesta 1.0 Ton
Optima 1.5 Ton

Vertis 2.0 Ton
Logicool 2.0 Ton
Logicool 1.0 Ton
Vertis 2.0 Ton

Count of Product

-Aug-20

X Serial Number
]
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Export to Excel

5.a.3

Lets see how to export the data to excel

Master Admin

- HE

Export To Excel

Export Report

Data exported to Excel ! Filename:
ChTemphServiceDesk\SD_List_20-08-2020_15_29_21.xls

Click on Export To Excel

Click on OK

= 0-08-2020_15_29 Read patib ¢ Signin JES o
Harme Pag R p Q
= s v = [m=] =11 .
 cut Aial v VAN | = General “ @ Eﬁ == %X 2 AutoSum QY p
P EECDW‘ Condi | Fo Cell I Del Fi meH' Sort & Find &
aste Iu- LM A Merge B Center ~ | B2+ 95 3 | <9 08 onditional Formatas Cel nsert Delete Format ort & Fin
- ¥ Format Painter = A g ® 2% | Formatting~ Table- Styles~ - - - & Clear~ Filter - Select -
Clipboard I} Font I} Alignment I} Number I} Styles Ccells Editing
@ UPDATES AVAILABLE Updates for Office are ready to be installed, but frst we need to clase some apps.
AL - £ || Complaint No
A B | c | D | E F | G H | I | J | | L
1 [Complz]Date Name Contact Person Address Telephone  Mobile No |Email Product Model Serial Number Assigned D:
2 1 01082020 ir. Dinesh Gandhi 501, Dwarka Hills, 3 \/Roa’8820104162 dinesh.oandhi@gmail.com SPLIT Celesta 20 Ton 01082020
3|2 02082020 Ashok Enterprises Lalwani Compound,Lala 136936985 ashok@varunentcom  SPLIT Vertis 1.0 Ton
4_ 3 03-08-2020 Millenium Zerox 112, Gurukrupa A\/EHUE,VI"’QBZEEEBQEE navin5478@yanoo.com Window Vectra 1.5 Ton
5 |4 05-08-2020  Disha Enterprises Nil Kamal Estate,Virvani NZ278459674 vinitkumar@gokulentcom SPLIT KERKJ212121
65 07-08-2020 Vanraj Infotech 256, Millenium T Park Man’87886652 bakul@bakulentcom  SPLIT Celesta 1.0 Ton
78 09-08-2020 Nitin Verma 201, Siddhi Avenue, Thakur 8821548728 niting47@gmall.com  Window Optima 1.5 Ton
8_ 7 11-08-2020 Majjli Bangera 605, Everest. Apanmam,sm'ﬁﬁﬁﬁuaﬁﬁg maithiliSg@rediffmail com Ducted
g 8 12-08-2020 Van | Trading company 114, New Era Shopping Ce26938574 Manohar3536@gmail com SPLIT Vertis 20 Ton
10]9 14082020 Disifla Enterprises Nil Kamal Estate Virvani NZB78450874 vinit kumar@gokulent.com SPLIT Logicool 20 Ton
11]10 15082020 DiligfZaveri 112, Piramal Industrial Est?8320415241 dilip36@yahoo.com Window Logicool 1.0 Ton
12[11 17-06-2020 Disfe Enterprises Nil Kamal Estate,Virvani NZ278459874 vinitkumar@gokulentcom SPLIT Vertis 20 Ton
1
14

Data is exported to Excel

spinso.com/ServiceDesk
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In Organization—Reports admin can see masters and all service executive's data in the reports. He can

filter, sort and aggregate the data for more details.

Lets see how to see Organization-Reports

viceDesk Basic 2020 R 2.0

Organization
Complaint »

Reports

SEsEsEEssEssEEEEns,

2=-Report List (All Employess)
- Masters
Parameter
- Product
Employes (Users)
£ Complaint
- Pending
Closed

This is report list and now we will see more details about report list

spinso.com/ServiceDesk

Master

Report

Date

01-08-2020
02-08-2020
03-08-2020
05-08-2020
07-08-2020
09-08-2020
11-08-2020
12-08-2020
14-08-2020
15-08-2020
17-08-2020

Admi

Name Contact Person
Mr. Dinesh Gandhi
Ashok Enterprises
Millenium Zerox

Disha Enterprises
Vanraj Infotech

Nitin Verma

Maithili Bangera

Vanraj Trading company
Disha Enterprises

Dilip Zaveri

Disha Enterprises

5.b Organization Reports

Go to Menu

Address

501, Dwarka Hills,
Lalwani Compound,
112, Gurukrupa Avenue,
Nil Kamal Estate,

256, Millenium IT Park,
201, Siddhi Avenue,
605, Everest Apariment

114, New Era Shopping..

Nil Kamal Estate
112, Piramal Industrial.
Nil Kamal Estate

Organization—Reports—Report

Telephone
9820104152
26936985
9823568956
278459874
27886652
9821548798
8775698569
26938574
278459874
9920415241
278459874

Email

dinesh

asnok@
navin:
vinitkur
bakul@
nitin54%
maithili
Manoh:
vinitkur
dilip966
vinitkur




Organization-Reports List

Masters

Parameter
You will get the list of all the Parameters with following fields.

Type, Name & Is Active

Product
You will get the list of all the Products with following fields.

Name, code, Price, Description & Is Active

Employee (Users)
You will get the list of all the Employees with following fields.

Name, Address, Telephone, Email, Login Name, Profile & Is Active

Complaint

List
You will get the list of Complaints for all the Service Executives with following fields.

Complaint No., Date, Name, Contact Person, Address, Telephone, Mobile No., Email, Product, Model, Serial Number, Assigned
Date, Assigned To, closed Date, Closed By, Complaint Type, Complaint Details, Amount, Closed Notes & Pending Notes

Pending
You will get the list of pending Complaints for all the Service Executives with following fields.

Complaint No., Date, Name, Contact Person, Address, Telephone, Mobile No., Email, Product, Model, Serial Number, Assigned
Date, Assigned To, Complaint Type, Complaint Details, Pending Days & Pending Notes

Closed
You will get the list of Complaints which are closed with following fields.
Complaint No., Date, Name, Contact Person, Address, Telephone, Mobile No., Email, Product, Model, Serial Number, Assigned

Date, Assigned To, Closed Date, Closed By, Complaint Type, Complaint Details, No of Days, Amount, Closed Notes & Pending
Notes

page 29



@ SalesTracker

TimeTracker




