Tutorial for new Spaces & More Help
Desk System for Site Managers

* New Help Desk System can be accessed from our
website http://www.spacesandmore.com similar
to 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

* Also this tutorial will available on the website



http://www.spacesandmore.com/

* Every site manager is set up in the new Help
Desk System.

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



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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hooperpro ~ _ HooperPro

Hooper Labs Inc.
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whatsapp status saver app K What's new = >
Last updated Dec 1, 2020

@

whatsapp status saver app download

@

1. Now you will get notifications for every activity on a
transaction.
2. Few bug fixes.

Rate this app

Tell others what you think
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About this app —>

Connect. Engage. Achieve.

> z x c¢c v b nm &

Business

4.3% 100+

N 12 reviews Rated for 3+ @ Downloads



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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Q. hooperpro © cancel

@ hooperpro

9
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Q. hooperpro

HooperPro

O 4

Today Games

A
~
Apps

all T O

€ Ccancel

OPEN

Operations

AN your work in one place, 3o that you
can gt thirgs done from anywhete

Arcade Search
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< App Store
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SKIP

After you install, open
the App.

HmPE R Zr?llj\l(;?(? Skip or click

WELCOME

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

NEXT
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< App Store

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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< App Store g

HCOPER

Pro

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

/ Forgot Password
D

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

Your Registered Email Id *

al-bbpl@spacesandmore.com!

Have an account? - Sign In

e z xlclvibinim &

\ J \ y \ . 4 N —
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o Hooper 08:42
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 the verification or have received
email Address that you this email by mistake, please
provided ignore this email. If it persists,
to Spaces&More let us know at

sunnort@hoonerlahs.com

Ty - G o
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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!



08:44 1)

o))
IR
O

HCOPER

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

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.

— Business Units

— Company Details

— Business Park Details
— Asset Information

— Help Desk Tickets

— Asset Maintenance
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Hello Gopi

Good Evening !

Services VIEW ALL
1. Help Desk 1. Sign In/Sign 2.Co
Tickets Out Deta
This Service helps in This Service Helps This St
Managing... to track an... Manag

Tasks VIEW ALL
All tasks till today are caught up
There may be upcoming tasks
Click View All !
Activity VIEW ALL
Transaction Updated: Sign In/Sign
@ Oout (9BZCP42ZRQ) has been
updated.
by Gopi, a day ago.
Transaction Updated: Help Desk
@ Tickets (RVZD9VPOHP) has been
updated.
by Gopi, a day ago.
000
- B Ll m
Tasks Services Notifications More
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Services

Q

Support Ticket Management 8 >

0 ©) O

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

Employee's 2>

o o

1. Sign In/Sign 2. Employee
Out Master

This Service Helps This Service helps to
to track an... record a...

09e
oo =

Home Tasks r Notifications More
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~ Support Ticket Management (8

Q

A/

1. Help Desk Tickets

This Service helps in
Managing...

o

3. Business Units

This Service helps to
manage B...

©

Asset Information

This Service helps in
Managing...

©

2. Company Details

This Service helps to
Manage C...

€

4. Business Park Det

This Service helps to
Manage B...

q

Asset Maintenance

This Service helps to
Manage A...
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3. Business Units

This Service helps to
manage B...

©

Asset Information

This Service helps in
Managing...

A/

Mpm1 Help Desk
Ticke

This Service helps in
Managing...

(1] ? E*;"

~ Support Ticket Management (8)

4. Business Park Det

This Service helps to
Manage B...

q

Asset Maintenance

This Service helps to
Manage A...

o

Rpm1 Help Desk
Ticke

This Service helps in
Managing...



* All old open and closed tickets will be copied

from the old system to the new system.

* While we transition,
* Allinternal tickets need to be created in Hooper only
* All OBC tickets created by client will be in old system

and Site Managers have to create the same in Hooper

and close in both the systems (Old id to be put in
Hooper)

* All OBC tickets created by SM need to be created in
Hooper only.

* Eachclientis provided an email to login into the
system. Eg a-gbp3@spacesandmore.com



mailto:a-gbp3@spacesandmore.com

* Click on “Business Parks” Service to see the
details about the Business Parks



—

Business Park Name

Click on Business Park
Details to see the data

22:50

c))

4. Business Park Details

Business Park Details

o

Ravi PM

o

Murali PM

Jubilee 22B

o

BP@ Madhapur # 3

(&)

BP@ Madhapur # 2

coo

1100824712 Khairtabad

\

Business Park
Property Tax Number

ococo

1100851932 Jubilee
Hills

coo

1180805023

ocoo

1120000010

1209938642
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Business Park Details

” sunilreddy@spacesandmore.com
|'Y EBUHHG6HSCY | Nov 20, 2020

Business Park Name

BP@ Madhapur # 3

Property Tax
Property Tax # <« _

Electricity No

“ Electricity USC #

HMWSB No

Water meter #

HMWSB As
Water Tanker Phone # 4 -

BP Google Link
https:/goo.gl/maps/qK8KbzS6i6fvJiNSA \

VIEW MORE...
o |

BP Google Link

, _ O
Click on View More
To see details Ralated tist R
Tasks (0) B
Attachments B
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4. Business Park Details

Business Park Details

Business Park Name *

BP@ Madhapur # 3

Property Tax No

Electricity No

HMWSB No

HMWSB Assc Phone @

Site Manager Name

Gopi
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Site Manager Name

o))
0

Gopi

Site Manager Phone @

Site Manager Email

Facing
South
SQFT

14500

<
<

BP Google Link

|

https:/goo.gl/maps/qK8KbzS6i6fvJiINBA

Business Park Address

—/Z/PART & 3 PART in survey
Cancel Update
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https:/goo.gl/maps/qK8KbzS6i6fvJiN8A

Business Park Address
mCQ/PART & 3 PART in survey

Owner Name

Owner Phone @

Owner Email

BP Documents

() Yes ( )No

Business Park Images (© ]



e Click on “Business Unit” Service to see the
details about the different Business Units
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3. Business Units

Business Units

o
Business Unit , —  RPM1-5FI

Name

RPM1-4FIr
Business Unit
Facing

o

RPM1-3FIr

o

RPM1-2FIr

o

RPM1-1FIr

o

East

East

East

East

East

9

ooo

XN

coo

ooo

oo



SQFT \

Electricity USC # <

22:54
Business Units

A

Business Unit Name

JBP1-D3

sunilreddy@spacesandmore.com
NIOMRSHXVR | Nov 20, 2020

Facing

East

Sqft
855

Electricity No

110412481

Business Unit Client

Client D3-JBP1

Business Unit Email
d3-
jbpl@spacesandmore.c

VIEW MORE...

1

Company Details

0

Asset Info

Tasks (0)

Attachments



Business Park Details

Business Park Name

BP@ Jubilee # 1

Site Manager Name

Site Manager Phone @

Site Manager Email

e.com

BU Document

BP Address

36, Jubilee Hills, Hyderabad



* Click on “Company” Service to see the details
about the different Companies that are in
Spaces & More Business Parks
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2. Company Details

Company Details VIEW ALL

coo
CINJSKVNRD | Dec 18, 202
1y Name

Compar

Business Unit Name
o
6XI0TVT4D) Dec 18, 2020
Company Narn Busines nit Name

O o0

QARFG7MF7W | D¢ 7, 2020
ny Narmr End User Name

O o0
1IOWV AINSWV L
ny Name

| FAD Y.
End User Name

O oee

UWZMTNUAGV Jec 17,2020
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< Company Details

n sunilreddy@spacesandmore.com
'Y QARFG7MF7W | Dec 17, 2020

Company Name

Company Name «— !

End User Name

End User Name

End User Phone < Total Current Dues

0
Current Dues <« .

Total Current TDS Dues

0

Business Unit Name

MBP2-B2

Click to see details m

0

Help Desk Details

0

Related List

Tasks (0) -
Attachments e @

c))

l

[
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2. Company Details

Invoice Payment Details

Company Name

Total Current Dues (%)

0

Total Misc (%)

0

Total Misc P (%)

0

Total Misc Dues (%)

0

Company Details

GST No

Cancel Update
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Company Details

GST No

Pan No

End User Name

End User Phone @

End User Email

Company Info

End User Contacts
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Company Info
End User Contacts

Business Unit Client

Client B2-MBP2

Business Unit Name

MBP2-B2

Business Unit Email
b2-mbp2@spacesandmore.com

Site Manager Name

Gopi

Cita Manaoar Email
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Business Unit Email

b2-mbp2@spacesandmore.com

Site Manager Name

Site Manager Email

Site Manager Phone @

Rental Details

Lease Start Date

01 February,2021

Lease End Date

31 January,2023



* Click on “Help Desk” Service to see the create
Issues for any Office (Business Unit) and also
to update details of Issues created for
different Business Units

* Any issue that needs to be created for
Common Area is to be created for Common
Business Unit.
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1. Help Desk Tickets

Help Desk Tickets VIEW ALL

O coco
E4DIUWAXFE | Dec 25, 2020

Issue ID Business Unit Name

S&M-2854-1SSUE JBP1-B2

Acknowledged m Mohd Aijaz

o
GFPIMIWLAM | Dec 25, 2020

Issue ID Business Unit Name

S&M-2853-ISSUE MBP1-B

Mohd Aijaz

ocoo
O CCCQRMKGAX | Dec 24, 2020

Issue ID Business Unit Nam

S&M-2852-I1SSUE JBPl-Common

Work In Progress m Mohd Aijaz

coo
RVZD9VPOHP | Dec 24, 2020

Issue ID Business Unit Namg

S&M-2851-ISSUE MBP2-D1

Issue ID Business Unit Name
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< Help Desk Tickets

n chinna@spacesandmore.com
'Y E4DIUWAXFE | Dec 25,2020

Issue ID

S&M-2854-ISSUE

Business Unit Name

JBP1-B2

End User Phone
9705212221

St
VIEW MORE...

Tasks (0) -+

Attachments a o >

Comments Activity
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1. Help Desk Tickets
Internal Issue CLEAR
Q Internal ’ OBC
Company & Help Desk
JBP1-B2 Sachin Malani e
Golden Pyramids Design

Business Unit Name *

JBP1-B2

Company Name

End User Name

End User Phone @ |

ASmArAAAAAA
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End User Phone @

9705212221

'))
r:]
M

Issue Details

Issue Type *

SM Internal

SM Internal Issue Type
Agreement Collection
User Priority
Low
S&M Priority
Low
Internally Assigned To

Director-Sunil Reddy

Issue Image

O Yes . No

CLEAR
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Issue Image CLEAR
() Yes () No
Bo @

Description of Issue *

B2 collect final letters (2)

User Comments

User Comments

Asset & Help Desk
h 4
Issue Resolution Details
Issue Status
Acknowledged -
Amount To Be Paid By

O S&M O Common - ATM
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O S&M O Common - ATM
O Add To Maintenance

() Client-Directly ~ ( NA

SM Comments

SM Comments

Asset/Vendor Information Section

Vendor Name

Vendor Phone @

Issue ID

S&M-2854-ISSUE

Issue Assigned To

Mahd Aiiaz



Internal Issue — Internal for tickets for BP or for
an office which we don’t want end users to see

OBC — On Behalf of Client — For tickets for
clients (created by client or by SM on behalf of
client.

If Internal is selected then Pick Business Unit is
shown, click on it to select a Business Unit. (For
creating an issue for Business Park it is listed as
BU-Common eg JBP-Common). It will populate
BU details.

If OBC is selected then Company & Help Desk is
shown, click on it to select a Company. It will
populate Company details



Select Issue Type — Some Issues like AC will
need AC Issue Type to be selected

For SM type of issues like Generator or Lift
select SM Internal

Issue Image will allow users to attach an
image for the Issue.

Issue Description — Enter details of the
Issue.

Click on Asset & Help Desk to select the
Asset which this Issue is for. Like AC, Chairs,
Generator.



S&M Priority — Defau
office cannot be usec

tis Low. Only when an
(Office shutdown) is

when HIGH priority s

nould be used.

Internally Assigned- You can internally assign

the Issue to Electricia
and also enter comm
Assigned

n, Plumber, AC technician
ents for Internally

Based on Asset Selected, Vendor name &
phone for the Asset are displayed.

Issue is assigned to the specific Site Manager
Click on Continue & Submit at the bottom of

the screen



* You can see all Issues for all Business Parks
except for Property Management buildings.

 (Click on Filter to filter your Issues

ﬂ Spaces&More

Click here to
Filter records

& C & prohooperlabs.com

@ Spaces&More
Filters
Applying filters
eeeeee

eeeeee

eeeeee

Click on
Your name

eeeeee



Issue Status — As soon as you get a SMS that an
issue is assigned then change the status to
Acknowledged

Visit the office site and validate the User
Priority. If the priority is not correct then
change in S&M Priority — Default is Low. Only
when an office cannot be used (Office
shutdown) is when HIGH priority should be
used.

Amount to be paid should be selected. If ATM
or Client Directly then you need to attach an
image of the client approval

SM Comments — You can enter SM comments
and also update the estimated completion date



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

Once the work is completed then the Issue Status
has to be changed to Closed.

If the work is not completed according to the Client
then they will need to open a new ticket or discuss
with Site Manager or Ops Manager.

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

If Issue needs to be Cancelled or put on Hold then
Reason has to entered.

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



 Click on “Asset Information” Service to see the
details about all the Assets that are in Spaces
& More Business Parks
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Asset Information

Asset Information

0.

SM-1856-ASSET

o

SM-1855-ASSET

o

SM-1854-ASSET

o

SM-1853-ASSET

o

SM-1852-ASSET

Miscellaneous

Miscellaneous

Miscellaneous

Ceiling Fan

AC

coo

ococo

coo

ooo

coo
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Asset Information

“ Client_Register
| ¥ BRREOO160K | Dec 23, 2020

Asset ID

SM-1852-ASSET

Asset Type

AC
BU Name
Business Unit / JBP1-G
Where Asset is AMC Amount Asset Type
0
Vendor Name
AMC Amount
Asset Info
Panasonic, 1.5 Ton, Remote-1 Locatio e
Asset Info «—

VIEW MORE... Vendor Name

0 0
Asset Maintenance Help Desk Details
Tasks (0)
Attachments
Comments Activitv
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Vendor Name

Vendor Phone @

Vendor Personnel Name

Vendor Personnel Number @

AMC Amount

AMC Start Date

25 December,2020

AMC End Date

25 December,2020

AMC Paid By



23:00 all %D

AMC Paid By

AMC Frequency (Days)

0

Servicing Frequency (Days)

AMC Frequency

BU & Asset

BU Name *

JBP1-G

Business Park Name

BP@ Jubilee # 1

BP Address

- Hills, Hyderabad

Site Manager Name

Mohd Aijaz



JBP1-G

Business Park Name

BP@ Jubilee # 1

BP Address

-e Hills, Hyderabad

Site Manager Name

Site Manager Phone @

Asset Status

Active

Site Manager Alias
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Asset Information

Asset Details

Asset ID

SM-1852-ASSET

Asset Type

AC

Asset Image

Asset Info

Panasonic, 1.5 Ton, Remote-1 Location - Office

No of Assets

Asset Number

459



* Click on “Sign In/Sign Out” Service to see the
details of Sign In and Sign Out
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1. Sign In/Sign Out
Sign In/Sign Out

O oo

S&M-2324-SID 7 hours, 59 minutes

SIGN OUT

O oer

S&M-2308-SID 7 hours, 50 minutes

SIGN OUT

O oo

S&M-2290-SID 7 hours, 53 minutes

O ==

S&M-2260-SID 7 hours, 53 minutes

Click +to
T create new

Sign In
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1. Sign In/Sign Out

Session Details

Session ID

Employee

Date

25 December,2020

Sign In Coordinates

Signed In Timestamp
Sign In GPS

Submit to

— Sign In



* Click on “Employee Master” Service to see the
details about the your information like Salary,
Insurance number.
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2. Employee Master

Employee's List VIEW ALL

coco
KNVDULANAA | Aug 26, 2020

Employet surar

Site Manage: m
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< Employee Master

n sunilreddy@spacesandmore.com
I KNVDULAN4A | Aug 26, 2020

Profile Picture

loyee Name

Employee Insurance

Employee -
Office Ph # e

/ VIEW MORE...

Employee Name

Employee Insurance

Employee Personal #

Click to see
More details 0 0
Customer Details Property Lead Assig
Tasks (0) . i

Attachments & 2
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2. Employee Master
Profile Picture ©
Emp ID
S&M-19-EMP

Employee Name *

Employee Mobile Number @

Employee Email

_more.com

Employee Designation *

Site Manager
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Employee Designation *
Site Manager

Employee Perspective *
Site Managers

Default Perspective *

Site Managers

Employee Personal Phone Number @

Employee ID Proof

Employee SIM-1

_8336266U

Employee SIM-2

Date of Joining *



Date of Joining *

23 July,2019

Date of Resignation

25 December,2020

Employee Insurance #

0'1900

Employee Salary (%) *

Employee Other Amt (%)

Employee Alias

Employee Status

ACTIVE

Thank You



To Logout of the System or to change
password or to change your Profile picture,
please click on the icon (person icon) on the
top right.

It will give you a link to “Settings” and
o _OgOUt”

The Settings link will give you an option ton

Change Password or to change your Profile
Picture
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Hello Gopi

Good Evening !

Services VIEW ALL
1. Help Desk 1. Sign In/Sign 2.Co
Tickets Out Deta
This Service helps in This Service Helps This St
Managing... to track an... Manag

Tasks VIEW ALL

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

Activity VIEW ALL

Transaction Updated: Sign In/Sign
@ Out (9BZCP42ZRQ) has been

updated.

by Gopi, a day ago.

Transaction Updated: Help Desk
® Tickets (RVZD9VPOHP) has been

updated.

by Gopi, a day ago.

000
.. 000 D 0%
000 =

Tasks Services Notifications More

Click on More to Log out
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#=.. Spaces&More :
o Business Accounts
e Teams
o  Consumers Click on : to Log out
2 © (©) |
Profile Activity Offline Notification

= 000
.. e 000 |

(alals] =

Home Tasks Services Motifications
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O Hooper Profile & Settings

My Businesses

G 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

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



http://www.spacesandmore.com/

