Tutorial for new Spaces & More Help
Desk System on Phone for End Users

* New Help Desk System can be accessed from
our website http://www.spacesandmore.com
like how you have been using with our
existing system.

* The Help Desk App can be downloaded on
your phone from Android or Apple Store.

Please search for HooperPro
* Also this tutorial will available on the website



http://www.spacesandmore.com/

Every client is set up in the new Help Desk
System.

Each client is provided an email to login into
the system. Eg a-gbp3@spacesandmore.com
(means user of Business Unit A in Business
Park GBP3)

First time you access the system the password
should be changed.

If you have more than 1 people who need
access to the Help Desk System, you can use
the same email and password.



mailto:a-gbp3@spacesandmore.com

To download Help Desk App on Android —
search for HooperPro on Playstore

You should be able to See an app called
HooperPro with two circles icon from a
company called HooperLabs Inc

Please install it

See the next slide for images
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To download Help Desk App on Iphone —
search for HooperPro on Apple Store

You should be able to see an app called
HooperPro with two circles icon and a tag line
called “Connect Engage”

Please install it

See the next slide for images
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SKIP

After you install, open
the App.

HCOPER ke

WELCOME

Hooper makes it easy to stay in touch with your
favorite businesses and discover new ones.

NEXT
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SKIP

SIMPLIFY

Multiple businesses, multiple services, one app
with one focus - you.

[ ]
Click on Finish

to complete setup

FINISH



“HooperPro” Would
Like to Send You
Notifications
Notifications may include
alerts, sounds and icon

badges. These can be
configured in Settings.

Don't Allow

Allow

Click on Allow to get
notifications from Application



To Change Password

Please change password when you access the
system for the FIRST Time.

Click on Forgot Password. Enter Email address
provided to you by Spaces & More.

You will get an OTP on your OFFICIAL email.
Enter the OTP and you will be given option to
change the password.
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HCOPER
SIGN-IN
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al-bbpl@spacesandmore.com
Password *
©

/ Forgot Password
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. on't Have an account? - Sign Up
Click on Forgot Password
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FORGOT PASSWORD

Enter email address
Provided by Spaces & More

al-bbpl@spacesandmore.com

Have an account? - Sign In

Click on Send OTP and
you will get an
Emailwith(_)TPtoyo_lJr glwlelrltlviulilolp
personal/official EM@il . ... -
Address that you .

orovided alsidifliglhljlkl!l
to Spaces&More
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To: sunilreddy@space... >

Forgot Password? No
Problem.

HOOPER

Hey,

Looks like you'd like to reset
your password. Just confirm
the OTP given below and we'll

be on our way.
_— 3820

You will get an If you didn't request this

Email with OTP to your verification or have received
personal/official Email this email by mistake, please
Address that you ignore this email. If it persists,
provided let us know at

sunnort@hoonerlahs.com

{iiy - G o

to Spaces&More
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VERIFICATION

We've sent an verification code to your email
sunilreddy@spacesandmore.com. Please enter it
below.

e o o O

Enter the 4-digit
If you did not get the OTP, Have an account? - Sign In

Click on Resend



Change Password

Make sure to have at least
1 upper case

1 number

1 special character

08:43

HCOPER

CREATE PASSWORD

Have an account? - Sign In
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HCOPER

SUCCESS!

Your Password has been successfully reset!

DONE
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HCOPER

SIGN-IN
Email *
al-bbpl@spacesandmore.com
Password *
000000000 0

CONTINUE

Forgot Password

Don't Have an account? - Sign Up



* Once you login, you should see Services when
you select Home and under Support Ticket
Management when you select Services at the
at the bottom.

— Company Details
— Help Desk Tickets
— Business Units

« See next slides for screenshots



08:17 [}

3.Bu
Units

This St
manag

Hello Client A1-BBP1

Good Morning !
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Tasks VIEW AL

All tasks till today are caught up
There may be upcoming tasks
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Activity
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“Company Service” provides information about
your Company

It provides information about the
Rental/Maintenance Invoices raised by
Spaces&More, TDS to be paid, Payments made
by you, TDS payments made by you and
Current Dues.

It provides information that Spaces&More has
about your Company and Business Unit (Office
space) leased from Spaces & More.

Rental details including Lease term, Increment
date and increment % are also provided.
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2. Company Details

Company Details

o

Total Current Dues «— 9! 7799276576

Q))
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Company Details

n sunilreddy@spacesandmore.com
|'Y KXZOQPRCYN | Dec 29, 2020

Total Current Dues

101

Total Current TDS Dues

0

Total Current Dues «—

Site Manager Phone

Total Current TDS Dues / BlaR15e19

Tickets for this Company
Click to directly see the

tickets
1 0
elp I Details Related Lis
Tasks (0)
ttachments

Attachments

Comments Activity
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2. Company Details
Company Name
Test
Previous
Year Dues \ Previous Year Dues (%)
1
Previous

Year TDS Dues Previous Year TDS Dues (%)
\ )

Total Rental Invoice ()

100

Total Payment Amount (%)

0

Total Maintenance Invoice (%)

0

Total TDS Invocie (X)
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Total TDS Invocie (%)

0

Total TDS Payment ()

0

Total Current Dues (%)

101

Total Current TDS Dues ()

0

Total Dues Incl TDS (%)

101

Total Misc (%)

0

Total Misc P (%)

0

Total Misc Dues (%)

0
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Invoice-Payment Details

Date Invoice Number
2020-12-29
Rent Invoice Maintenance Invoice

0

100
View All (1)

GST No

AAAAAAAAA

Pan No

AAAAAA

End User Name

USER

End User Phone @
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End User Name

USER

End User Phone @

9898989898

End User Email

abc@abc.com

Company Info

End User Contacts

Business Unit Client

Client 1A-GBP2

Business Unit Name

-

>

-
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Business Unit Client

Client 1A-GBP2

Business Unit Name

GBP2-1A

Business Unit Email
1a-gbp2@spacesandmore.com

Site Manager Name

Mahesh

Site Manager Email

mahesh@spacesandmore.com

Site Manager Phone @

7799276576

Rental Details

Rent (%)
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Rental Details

Rent (%)
Misc (%)

Deposit ()

122

Deposit Due (%)

12

Lease Start Date

01 January,2021

Lease End Date

01 January,2023

Increment Date

01 January,2022

Increment Percentage



“Help Desk” Service provides information
about any Tickets that have been created for
your office (Business Unit).

Click on View Help Desk tickets to view all the
Tickets for your Business Unit (office)

Select “Created By Me” to see all the tickets
created by you for your Business Unit.

Select “Assigned To Me” to see all the tickets
created for your Business Unit on your behalf
by Spaces&More.

Click on any existing ticket to see the details.

***Any updates that you need to have done on
a ticket, please contact the Site Manager or
Operations Manager.
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1. Help Desk Tickets
Help Desk Tickets VIEW ALL

)

Hay! Nothing to show, will be shown when
available!
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View By

m USERS TEAMS

Created By Me v

Assigned To Me \

My Pending Jobs

Select “Created By Me”
To see all Issues created
by you

In-Progress Help Desk Tickets

MY SERVICE ACTIVITY

—>

Select “Assigned To Me”
To see all Issues created
On behalf of you (OBC)



The list of Issues shows Issue ID, Business
Unit name, Issue Status (Assigned —
Assigned to Site Manager, Acknowledged —
Acknowledged by Site Manager, Work In
Progress, Cancelled, Closed, On Hold)

Issue Type — Type of the Issue.
Site Manager Name



Issue ID

Issue Status

Site Manager
name
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Help Desk Tickets

Q

coo0
X8ZYDTIVQE Yec 17, 2020

I Business Unit Namg

S&M-2810-ISSUE BBP1-Al

coo0
0 EVCXMTNYZQ ec 17, 2020

Issue ID Business

S&M-2809-ISSUE BBP1-A1l

Unit Name

o
HYJGNL130K | Dec 15, 2020

Issue ID Bt Name

S&M-1743-ISSUE BBP1-Al

©000
TF3RCICATH Dec 11, 202

lssue ID Business Unit Name
S&M-115-ISSUE BBP1-A1l
Shinternal ] Sanden

+

Acknowlsdged
Sandeep \

Issue Type
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Help Desk Tickets

1a-ghp2@spacesandmore.com
|'Y KV4HARMDNY | Jan 2, 2021

Issue ID

S&M-2883-ISSUE

Business Unit Name

GBP2-1A

End User Phone
9898989898

End User Phone VIEW MORE...

/ Tasks (0)
Click on

View More to
See more details Attachments

(&) ]

Comments Activity
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1. Help Desk Tickets

Office Details

Business Unit Name *

GBP2-1A

Company Name

Test
End User Name

USER

End User Phone @

9898989898

Issue Details

Issue Type *

Air Conditioning

AC Issue Type
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Issue Type *

Air Conditioning
AC Issue Type

No Cooling

User Priority
Low
S&M Priority

Low

Issue Image CLEAR

() Yes () No
B o

Description of Issue *

No cooling in MD room

User Comments
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User Comments

Issue Resolution Details

Issue Status

Cancelled

Cancelled/Hold Reason

Test Ticket

Amount To Be Paid By

()s&M () Common - ATM
O Add To Maintenance

O Client-Directly C NA

AC Resolution

SM Comments
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O Client-Directly C NA

AC Resolution

SM Comments

Asset/Vendor Information Section

Issue ID

S&M-2883-ISSUE

Site Manager Name

Mahesh

Site Manager Phone @

7799276576



To Create a new Issue — Click on +

Company Name will be defaulted along with
Business Unit, End User, End User Phone.

If a different end user needs to be contacted for this
Issue, you can change the name and phone number
here

Select Issue Type. For some issues like Air
Conditioning or Plumber, you will need enter more
details about the Issue in the next drop down.

You can attach images for the Issue in Issue Image.
Issue Description — Enter details of the Issue.

If you need to enter more comments, enter in User
Comments



User Priority — Default is Low. Only when an
office cannot be used (Office not
accessible/down) is when HIGH priority
should be used.

Information about the Site Manager who is
assigned this Issue is provided at the bottom
of the screen

Then Click on “Submit” to create the Issue.
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Help Desk Tickets VIEW AL
S&M-2810-ISSUE BP1-A1
O EVCXMTNYZQ | Dec 17, 202 A
lssue Il Business Unit Name
S&M-2809-ISSUE BBP1-A1
0 HYJGNL130K | Dec 15, 202 B
Issue I Buéinegs Unit Nare
S&M-1743-ISSUE BBP1-A1
0 Click on +
S To create new
S&M-115-ISSUE gp, CreateNew  + Issue
Shinternal ) Sandeep

,y‘.




Company Name
(Defaulted)

End User
(Defaulted) can be
changed

12:49 al T @)

1. Help Desk Tickets

Office Details

Business Unit Name *

GBP2-1A

Company Name

< Test

End User Name

USER
End User Phone ©@ 8
+91 9898989898 End User Phone

> (Defaulted) can be

_ changed

Issue Type *

User Priority

Cancel



09:09

Issue Type

3linds

Carpenter Services Chairs

Electrician Services Furniture

Glass Help Desk Training
Invoice Miscellaneous
Networking Painter Services
Pest Control

Plumber Services

CANCEL

ol “? C*j'




09:10 !l T H)

Issue Details

Issue Type *
Air Conditioning v
AC Issue Type
h 4
User Priority
Low v
Issue Image CLEAR

. Yes ()No
Bo @
Required Field

Description of Issue *

User Comments

User Comments

Cancel
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Issue Image CLEAR
() Yes . No
Bo @

Description of Issue *

User Comments

User Comments

Asset/Vendor Information Section

Site Manager Name

Sandeep

Site Manager Phone @

+91 7893401616

Cancel

Click on Submit to
Save



Once an Issue is created, you will get an email
with the Issue details

Site Manager will visit the office site and
validate the details of the Issue raised and the
User Priority. If the priority is not correct then
S&M Priority will be changed.

If Priority is changed, then you will get an SMS
providing the information.

Site Manager will indicate who needs pay the
Amount to fix the Issue if applicable. If Add To
Maintenance or Client Directly is selected then
please provide confirmation to the Site
Manager via sms/whatsapp/email.



When the actual work is being done then Site Manager
will change the Issue Status to Work In Progress

You will get an SMS/Email when the Issue Status is in
Work In Progress.

Once the work is completed then Site Manager will
change Issue Status to Closed.

You will get an SMS/Email when the Issue Status is
Closed.

If the work is not completed then please contact Site
Manager or Ops Manager to discuss about the same or
you can open a new ticket.

If Issue is to be Updated, Cancelled or put on Hold then
please contact the Site Manager and they will change
the status.

You will get an SMS/Email when Issue Status is Cancelled
or put on Hold along with the reason.



To Logout of the System, please click on the
More at the bottom right.

Then click on the three vertical dots
Click on Logout to Logout of the System.
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Hello Client A1-BBP1

Good Afternoon !

Services VIEW ALL
1. Help Desk 2. Company 3.Bu
Tickets Details Units
This Service helps in This Service helps to This St
Managing... Manage C... manag

Tasks VIEW ALL

All tasks till today are caught up
There may be upcoming tasks
Click View All !

Activity VIEW ALL

No Activity Available.

Click on More to Log out

000
. 000 D 0o%
000 =

Tasks Services Notifications More
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-n Business Accounts

£} Teams

D .

an Sonmumer Click on : to Log out
514 © ® a

Profile Activity Offline Notification

000
= 000 Q
000 =

Home Tasks Services Notifications
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O Hooper Profile & Settings

My Businesses

& Logout

Click on Logout to
Log out




Thank You

* New Help Desk System can be accessed from
our website http://www.spacesandmore.com
like how you have been using with our
existing system.

* The Help Desk App can be downloaded on
your phone from Play store for Android or
Apple Store. Please search for HooperPro

* |f you have any questions, please feel free to
contact Operations Manager Mallikarjun
Reddy @ 7799708817



http://www.spacesandmore.com/

