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% manage warranties & AMC

Entering a Contract
Step by step guide to enter your first Contract in ServiceDesk Lite.
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4 | First Contract

Go to

Organization > Contract

& Contract x

Last 100 Contracts

New  Save  Delete  Datefiter  Search  More
Contract List
[ contract No Name [ Address [ Telephone No [ Email [Type [ From Date [ To Date [ Amount [ Notes |
Contract No auto Contract Type ‘ v‘
Name * [ period [7-08-2024  T-] 7o [26-08-2025  ©-|
Address - Amount [ ]

Telephone No. ‘ B |

E-Mail ‘ |

Here you can view the Contract list
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New  Save  Delete  Datefiter  Search  More & Contract x
Contract List Last 100 Contracts
[[Contract No [Name [ Address [ Telephone No [ Email [Type [From Date | To Date [Amount [ Notes |
Contract No auto Contract Type [ <]
Name * [ period [7-08-2004  ©-] 7o [26082025 -]
Address A Amount [ ]
Telephone No. | s ‘
E-Mail | ‘
sd ServiceDesk Lite 2024 R 1.0 - X
Organization Master Admin Help R
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New  Save  Delete  Datefiter  Search  More & Contract x
Contract List Last 100 Contracts
[[Contract No [Name [ Address [ Telephone No [ Email [Type [From Date | To Date [Amount [ Notes |
Contract No auto Contract Type [ v
Name * [ period [7-08-2004  ©-] 7o [26082025 -]
Address A Amount [ ]

Telephone No. |

> [«

E-Mail l
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Here, we can see three tabs:

Details: Contract Details
Product: Product list

Notes: Notes or Remarks on

the contract.

Details Tab:

Fill details such as

¢ Name

e Address

e Telephone No.

e E-mail

e Select Contract Type
e Set Time Period

e Enter Amount
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New Save Delete Date fiter Search More

ServiceDesk

Click on Products Tab

to add Product List in

your contract.

Contract List Last 100 Contracts
Contract No [Name [ Address [ Telephone No [ Email [Type [From Date  [To Date [Amount [ Notes |
e
Contract No Contract Type [warranty Y]
Name = [supreme i period [o1-08-2004  ©-] 7o [1-07-202s -]
Address 112, Mahape Industrial Estate, S Amount [1200] |
Veer Savarkar Marg,
MIDC, Rabale
Telephone No. [ 8775263524 B
E-Mail [supremeent@gmail.com ]
sd ServiceDesk Lite 2024 R 1.0 = X

Organization Master Admin Help A&

+ v

New Save Delete Date fiter Search More

& Contract x

Contract List

Last 100 Contracts

Contract No [ Name [ Address No [ Email [ Type

| From Date [ To Date [ Amount [ Notes |

Details Notes

Product List
[Product [ Model [ serial No.. [ Notes

Products Tab:
Click on the plus icon
to add products.

page 5




% ServiceDesk

sd ServiceDesk Lite 2024 R 1.0
Organization Master Admin Help &

+ B @ Q v

New  Save  Delete  Datefiter  Search  More @ Contract x
Contract List Last 100 Contracts
[Contract No [Name [Address [Telephone No [Email [Type [From Date | To Date [Amount [notes |

Details Notes
Select Add Products

Product List
Product [Model [ Seral No. TNotes Add Product . ]
e Products window will open
Fill products details such as:
Froduct e Select Product
v e Model
ok « Serial No.
Product * | V| + ¢ e Enter Notes or Remarks, if any
Model [stAaas2w | Click on OK to save the product.

Serial No.  [EKKE2124872ER |

Notes Boss Cabin &

10/100
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sd ServiceDesk Lite 2024 R 1.0

Organization Master Admin Help R

+ B @ Qv & Contract x

New Save Delete Date fiter Search More
Contract List Last 100 Contracts
Contract No [name [Address [Telephone No [ Email [Type [From Date | To Date [Amount [Notes |

Product is added to the list.

Details -iz: i- Notes
[Product [Hodel [Seral No. Tiotes T Ik ]
Laser printers | stasasaw | EKKE2124872ER | Boss Cabin —
Click on the plus icon and repeat
the process to add multiple
products to the list.
" rgimton Master Admin Hep R ’
ol = nﬂm b o e & Contract x
cc.:‘:u':ﬂa::l [Name [Address [Telephone No [ Email [Type [From Date | To Date [Amount Totes \hgmwnns

Notes Tab:

Here, enter any notes or remarks for
the contract.

replaced cartridge every 6 monthg|

33/100
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sd ServiceDesk Lite 2024 R 1.0

Organization Master Admin Help <&

new I sove Click on Save to save the contract.

Contract List
Contract No [ Name | Address | Telephone Ng

ServiceDesk 4R 1.0
Organization Master Admin Help A&

+ v

New  Save  Delete  Datefiter  Search  More

Contract x

Contract List Last 100 Contracts
[Contract o [Name [Address [ Telephone No TEmail [Type [From Date [ To Date [Amount [Notes |

oesls | product New Contact x

Notes [ |
relcedcartrdge vy 6 morts | L | Contract No.1 is generated.
Lot | < Contract was saved successfully.
Click on OK.
33/100
sd ServiceDesk Lite 2024 R 1.0 - 8 X
Organization Master Admin Help &
N-!:: SaB;e DE{& Daer Se?r‘ch M\o:e Contract x
Contract List Last 100 Contracts
[Contract No [Name [Address [Telephone o [ Email [Type [From Date | To Date [Amount [hotes | .
1 | Supreme Enterprises | 112, Mahape Industral ... | 8775263524 | Warranty. l01082024 31072025 | 1200 | replaced cartri... We can see t h e co ntra Ct N
| this list.
| pewis ] Product | Notes
Contract No Contract Type [ V]
Name * [ period [27-08-204  ©-] 1o [26082025  ©-]
Address - Amount [ ]

Telephone No. | : ]

E-Mail | ]
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Congratulations

You have successfully entered your first contract in
ServiceDesk
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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

Renew Contract
PDF how to renew a contract with just a few clicks in ServiceDesk Lite

SD Lite Renew-Contract.pdf
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https://www.spinso.com
https://spinso.com/ServiceDesk/Lite/help/pdf/04_SD_Lite_Renew-Contract.pdf
https://spinso.com/ServiceDesk/Lite/help/pdf/04_SD_Lite_Renew-Contract.pdf
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