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User Manual: Spandana Employee Help-desk Portal




SAVE THE .HTML FILE ON YOUR DESKTOP / HOME SCREEN(MOBILE)

Download and save the file named ‘Spandana Employee Help-Desk Portal.html’ that you would have received over mail.
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Dear Colleagues,
Please download the attached file and save it on your desktop (PC/Laptop) or on the Home Screen (Mobile/Tablet).
Click on it to launch the portal every time you need to raise a support ticket.
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This is a one-time activity. You DON’T need to download it again.
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STEP 1:
DOWNLOAD THE FILE

: “Spandana Employee

Help-Desk
Portal.html”.

STEP 2:

SAVE IT ON THE
DEKSTOP (PC/LAPTOP)
Or
ON THE HOME-SCEEN
OF YOUR MOBILE
DEVICE.




LAUNCH THE PORTAL WHEN YOU NEED TO RAISE A TICKET

Every time you need to raise a support ticket (related to IT, HR, or Administration), just launch the employee help-desk portal

and raise the ticket.
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SPANDANA EMPLOYEE HELP-DESK PORATL LOGIN PAGE/SCREEN

Enter/Type in your username, password, & the security code to log in to the portal
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LOG IN TO THE PORTAL BY TYPING IN YOUR
USERNAME (YOUR EMPLOYEE ID),

AND THE PASSWORD THAT YOU WOULD
HAVE RECEIVED OVER EMAIL.

THEN TYPE IN THE ‘SECURITY CODE’ IN THE
“ENTER SECURITY CODE’ FILED

g N A9 @

CLICK/TAP ON THE ‘SIGN IN’ BUTTON TO
LOG IN.




RAISE YOUR TICKET FROM THE HOME PAGE/SCREEN AFTER LOGIN

Fill in all the compulsory/mandatory fields in the form that you see on the home page/screen after you log in to the portal.
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SRINIVASARAOA MEDIDA | CFL0O000026 ~
SPANDANA ﬂ
Select a service type to raise a ticket
FILL IN THE
SERVICE TYPE * REQUESTOREMPID * REQUESTOR NAME * COM P U LSORY/MAN D
Select Service Type v CFL0000026 SRINIVASARAOA MEDIDA ATO RY FIELDS
MARKED *.
REQUESTER EMAIL ID * MOBILE NUMBER * ATTACHMENT
[crooe Pl o iechose FAILING WHICH YOUR
EMAIL SUBJECT * STATE * TICKET WILL NOT BE

RAISED.

Select State

EMAIL BODY (Type your message here)*




RAISE YOUR TICKET FROM THE HOME PAGE/SCREEN AFTER LOGIN (CONTD.)

To raise a ticket, the first thing you need to do is select the “Service Type”.

fehe I F & AT, ga gga 3 9w Qe & Ace oifev 39d gwafaq
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Select a service type to raise a ticket

SERVICE TYPE * REQUESTOREMP ID *

Select Service Type ~ €4—TFL0000026

| MOBILE NUMBER *

Select Service Type

<
<

Administration Related
Access Request
Asset Handover

Asset Re Allocation

NanclalNata card Siinnnrt)

REQUESTOR NAME *

SRINIVASARAOA MEDIDA

ATTACHMENT

Choose Files | No file chosen

STATE *

Select State

SELECT THE SERVICE
TYPE YOU NEED
SUPPORT FOR FROM
THE DROP-DOWN
MENU.

SCROLL DOWN OR UP
TO SEE ALL THE SERVICE
TYPES.

YOU CAN ALSO SEARCH

FOR A SERVICE TYPE BY

STARTING TO TYPE THE

KEYWOR IN THE SEARCH
BOX




YOU CAN RAISE VARIOUS TYPES OF TICKET FROM EACH SERVICE TYPE.

Before raising a ticket, you can check about the various types of tickets you can raise via the selected ‘service type’.

fee I HT @ Ugd, g9fad 'AAT YR’ (SERVICE TYPE) ¥ §Faf8d RAffied &R &
Rt & TN & TFR, 3qF 91 HYAT HAORIFAT F AR RFC T F FFq ¢

Raise a ticket related to one of the following:

* MAIL ID CREATION REQUEST FOR NEW EMPLOYEE
e EMAIL ID PASSWORD RESET

* VPN ACCESS

* EXCEL NOT WORKING

e SYSTEM SLOW

e PRINTER INSTALATION&(PRINTER NOT WORKING)
e OUTLOOKISSUE

* NETWORKISSUES

e BLUE SCREEN EEROR

e BIOSISSUE

* SHARED FOLDER ACCESS

* POWERISSUE

CLICK/TAP ON THE ‘INFO’
ICON i.e.., iV’
DISPLAYED BESIDE THE
SERVICE TYPE FIELD NAME.




SEND KARO, KHUSH RAHO! dTce & &Y TsT 1, 2T T8 |

Make sure you have filled in all the compulsory information required to raise and resolve your ticket.
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EMAIL BODY (Type your message here)*

Printer not working please check resolve it.

REQUESTOR ALTERNATIVE MOBILE

7658760987

DESIGNATION

avp

REQUEST TYPE ISSUE *

OTHERS

ANY DESK NUMBER

432365487376

Cancel

EMP ID (IF THE REUQEST IS FOR SOME OTHER EMPLOYEE)

sf0060871

BRANCH NAME

palakollu

APPROVER DESIGNATION

AVP

DEPARTMENT

IT

STATE

BIHAR v

APPROVER EMAIL ID

prashanth.marri@spandansphoorty.com

CLICK/TAP ON THE
‘SEND’ BUTTON
ONCE YOU HAVE
ENTERED ALL THE

INFORMATION
REQURIED FOR FASTER
RESOLUTION OF YOUR

TICKET.




INSTANT CONFIRMATION!

If your ticket is complete in all respects, then you get an instant confirmation of your request being made successfully as soon
as you send the request.
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EMAIL BODY (Type your message here)*

Printer not working please check resolve it.

REQUESTOR ALTERNATIVE MOBILE EMP ID (IF THE REUQEST IS FOR SOME OTHER EMPLOYEE) DEPARTMENT
7658760987 sf0060871 IT A GREEN POP_UP WlTH THE
DESIGNATION | MESSAGE “REQUEST MAIL SENT
” SUCCESSFULLY” IS DISPLAYED AS

| v Service Request
Request mail sent successfully

SOON AS YOU CLICK/TAP THE
‘SEND’ BUTTON.

REQUEST TYPE ISSUE * APPROVER EMAIL ID

OTHERS v prashanth.marri@spandansphoorty.com

ANY DESK NUMBER




LOG OUT FROM THE PORTAL

You may choose to log out of the portal once you have raised a ticket.
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M Gmail @B YouTube B¥ Maps 4 Logintocontinue-.. (@ Welcome to adrena.. (& Adrenalin MAX Transforming Lives.. @ MNewTab L Microsoft Forms I3 Employee Informati... »
SRINIVASARAOA MEDIDA | CFL0000026
SPANDANA
Log Out
Select a service type to raise a ticket LOG OUT:
CLICK/TAP ON THE
SERVICE TYPE * REQUESTOREMPID * REQUESTOR NAME * DOWN BUTTO N
Select Service Type v CFL0O000026 SRINIVASARAOA MEDIDA (ARROW) LCOATED
REQUESTER EMAILID * MOBILE NUMBER * ATTACHMENT BESIDE YOUR EMPLOYEE
Noﬁlechosen |d ON THE LOGIN
SCREEN.
EMAIL SUBJECT * STATE *
Select State v
EMAIL BODY (Type your message here)*




TICKET STATUS CHECK

To check the status of a ticket raised by you, click on the ‘view request’ link in the

acknowledgement mail that you receive after raising a ticket.
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AR-1824 Re-place Laptop - TELANGANA S’YE?’l Qv @

S Reply  ~ Forward

Spandana IT Help Desk / Mail ID Creation_Reset_ VPN / AR-1868

Request for agent access.

° Afrin raised this on Yesterday 1:27 PM

SSFLHELPDESK <jira@spandanaithelpdesk.atlassian.net> O « -
To: @ Prashanth Marri Tue 9/12/2023 1230 PM Activity

S

= Automatic response

= Yesterday 3:32 PM

Your request status has changed to Assigned to an agen

P prashanth Yesterday 4:26 PM
done

& Automatic response Yesterday 4:26 PM

Just confirming that we got your request. We're on it.

S Add a commen t

View request ) Tumn off this request's notifications

This is shared with prashanth.

Powered by Jira Service Management

Your request status has changed to Resclved with resolution Done

Show details

t.

TICKET STATUS :
CLICK/TAP ON THE
‘view request’ LINK IN
THE MAIL.

IF PROMPTED FOR
LOGIN, PLEASE
SUBMIT YOUR EMAIL
CREDENTIALS
(USERNAME &
PASSWORD)

THIS IS A ONE-TIME
SIGN-IN, THEREAFTER
THE PORTAL WILL NOT

ASK'YOU TO LOGIN

(UNLESS YOU HAVE

LOGGED OUT).




STATUS CHECK — OF ALL TICKETS RAISED BY YOU

To check the status of all the tickets raised by you, click on the ‘view request’ link in the acknowledgement mail that you

receive after raising a ticket, and then click on ‘Requests’.
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AR-1824 Re-place Laptop - TELANGANA STE'Y j— .~ o

“\ Reply > Forward

Reply above this line.

Just confirming that we got your request. We're on it.

Turn off this request's notifications

This is shared with prashanth.

Powered by Jira Service Management

SSFLHELPDESK <jira@spandanaithelpdesk.atlassian.net> @ « -
To: @ Prashanth Marri Tue 9/12/2023 12:30 PM

Spandana IT Help Desk / Mail ID Creation_Reset_VPN / AR-1868

Request for agent access.

done

Status
@ Afrin raised this on Yesterday 1:27 PM Show details RESOLVED
Request type
Activity 1 Emailed request
@ Autematic response Yesterday 3:32 PM Shared with
Your request status has changed to Assigned to an agent. Adrin
Bl prashanth Yesterday 4:26 PM + share

Automatic response Yesterday 4:26 PM

Your request status has changed to Resolved with resolution Done.
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REQUESTS

ﬁ Created by me €

Approvals
All

- STef-5

Spandana IT Help Desk

Requests

Request contains...
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Status: Open requests v Request type v S

Q €D Requests

( Type Reference

B  AAs11
& |HD-1784
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Re-place Laptop -
TELANGANA

test "1234564321 -
ASSAM

Summary Status Service project Requester Created date  Updated date Due date Assignee
Adrenalin A}
. UNDERRRES... PP prashanth  28/Aug23  14igen - -

Support

HO-VPAPP..  IT Help Desk prashanth  12/Sep/23 12/Sep/23

WAITINGFO...  MIS Team prashanth  28/Aug/23 28/Augl23

» Customize

ALL TICKETS STATUS :
CLICK/TAP ON THE

‘view request’ LINK IN

THE MAIL.

IF PROMPTED FOR
LOGIN, PLEASE
SUBMIT YOUR EMAIL
CREDENTIALS
(USERNAME &
PASSWORD)

CLICK/TAP ON
‘Requests’, THEN
“Created by me’.




qice & Wl Agg 91 & ¢ (p (DOs)

TICKETS SHOULD BE RAISED ONLY THROUGH THE SPANDANA EMPLOYEE HELP-DESK PORTAL.

fee Fad WeAT THaTs aed-S%b UIdd & AIH | g Ao |

PLEASE ENTER YOUR EMPLOYEE ID IN UPPERCASE (ALL CAPITAL LETTERS) TO LOGIN TO THE PORTAL. Ex. SF0070123

PUAT UIdA WR AN-39 B & oW S(u-t HHART TS (Employee ID) TR $ (FS &) H g1 36T B | (3GI. SF0070123)

PLEASE ACKNOWLEDGE THE TICKET RESOLUTION WITHOUT WHICH A TICKET CANNOT BE CLOSED. (EX. When Laptop/PC/Dongle, etc., is delivered).

3ATUS fedme &1 Y 1 TR FUIT SHB! AHPRI fede TH &1 S - Fifd 59 91 fewe waiw 781 fovar wran| (3e1. o
AueTa/fiy/SiTa sl 3t snus! fediad) fira 91 &), @ Repe A9 ) 3a1 9 amuep) SRAF BT 731 )|

WRITE APPROPRIATE MESSAGE THAT RELATES TO THE SUBJECT OF THE TICKET.

fee & fawg A f§ Gdfta sifard (3ir Sfera) A= ford |

SELECT THE CORRECT SERVICE TYPE FOR THE REQUIRED SUPPORT. (EX. DO NOT SELECT ‘IHD’ FOR RAISING A TICKET FOR ‘FIMO APP SUPPORT".
STIYPH JGTAAT & foIu TG VAT UPTR (SERVICE TYPE) BT IU- B | (SCT. 'FIMO APP SUPPORT' & fedha & foIU “IT Help-Desk' &1
T T B |


http://ssflemployeehelpdesk.spandanasphoorty.com/
http://ssflemployeehelpdesk.spandanasphoorty.com/

qicer @ HEl AGG 9T & 8@ (p (DOs) - Contd.

COMPULSORILY MENTION THE BRANCH & STATE NAME IN THE TICKET.
fewe A MU Fid (IMAT) TE I BT ATH fard =9 A 3ifed B |
CORRECT ATTACHMENTS & THE REQUIRED INFORMATION SHOULD BE PROVIDED DEPENDING ON THE SERVICE & TICKET TYPE.

AT UHTR (SERVICE TYPE) 3R e & UPR & AR gl 3feade 3R ATaaP ABRI UG B |

MENTION THE CORRECT NAMES & EMAIL IDS OF AVP/VP/SVP/CBO MAIL IDS DEPENDING ON THE SERVICE & TICKET TYPE.

3R SR=d g1 dl V4T UBTR (SERVICE TYPE) 3R fehe & R & YR TR wdidl/didt/gadidt afidtaen & Jg) amH R S8
TSI BT Iweg P |

IF YOU WANT TO KNOW THE STATUS OF A TICKET, JUST SHOULD REPLY TO THE SAME MAIL RECEIVED UPON RAISING A TICKET OR, BY CLIKCING ON ‘view
request’ LINK IN THAT ACKNOWLEDGEMENT MAIL.

gfe 3y fredl fewpe &) fRUfa ST argd €, Y 3uep) fedhe ¥ &4 (HoH) TR 3MTE SHA BT I S AT SHA T ' view request '
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CLICK ON THE ‘Requests’ & SELECT ‘Created by me’ TO CHECK THE STATUS OF ALL THE TICKETS RAISED BY YOU. CLICK ON THE RESPECTIVE TICKET TO KNOW
THE HISTORY OF THE TICKET.
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Hee AR §AF/91A & T W1 (p fareishrer AT HT (DON'Ts)

DO NOT SEND EMAILS FOR RAISING A SUPPORT REQUEST.

IUIC fope 39 o34 & forw S8a 71 96| b vida &1 w69 |

DO NOT RAISE A NEW (DUPLICATE) TICKET FOR FOLLOW-UP OF AN ALREADY RAISED REQUEST/SUPPORT TICKET.

g ¥ 39 B Tl Reve F w39 & A a3 (3Tase) Ree 7 I & (§Aa ar Raga 7 89))

DO NOT MENTION IRRELEVANT/DISCONNECTED INFORMATION IN THE MESSAGE (EX. SUBJECT SAYS, ‘LEASE AGREEMENT’ BUT THE MESSAGE SAYS
‘PC/DONGLE/PRINTER NEEDED’).

fee & weer (FAAS) A IVHEAF AFTHERY FT Iead@ o Y (381, AT Fgar § ‘e vl AfhT d@er Fgar & MRf/Erafs
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DO NOT SEND MAIL TO ANY MAILING LIST, OR AN INDIVIDUAL FOR YOUR SUPPORT.

Pt it AT T o R o @Y arae Rewre wwaet R & T A 7 49

DO NOT WRITE EMAILS TO IT.COMMUNICATION @SPANDANASPHOORTY.COM, ITINFRA@SPANDANASPHOORTY.COM , ITMANAGER@SPANDANASPHOORTY.COM, ETC., FOR

SUPPORT REQUESTS (SUCH REQUESTS ARE EITHER NOT ACCEPTED OR GET DELAYED RESOLUTION).

-\qtn-é: ﬁw QGT Hﬂﬁ' * ﬁl‘ﬂ' IT.COMMUNICATION@SPANDANASPHOORTY.COM, ITINFRA@SPANDANASPHOORTY.COM , ITMANAGER@SPANDANASPHOORTY.COM
g F AT o AT A e I O TheR 7 e I § a1 AT 3701 FATY R F T B)

DO NOT INCLUDE/MARK AVP, VP, SVP, OR ANY OTHER LEADER’S EMAIL WHEN FOLLOWING UP FOR A TICKET (WHILE REPLYING TO THE AUTO-GENERATED
TICKET ACKNOWLEDGEMENT MAIL THAT YOU RECEIVE AFTER RAISING A TICKET).

feFe Ao o I TF AT AT & FHHHT ITAT HT BiA-AT F AT F FEhA § | Wod VT FQ FHRG vy, difY, wwed,
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THANK YOU
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