
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





• 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





After you install, open 

the App.

You can Skip or  click 

on Next



Click on Finish 

to complete setup



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.



Click on Forgot Password





You will get an

Email with OTP to the 

email Address that you 

provided 

to Spaces&More



Enter the 4-digit

OTP and click on Verify

If you did not get the OTP,

Click on Resend



Change Password

Make sure to have at least

1 upper case

1 number

1 special character







• 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











• All old open and closed tickets will be copied 
from the old system to the new system.

• While we transition, 
• All internal 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.

• Each client is 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

Business Park 

Property Tax Number



Property Tax #

Water meter #

Water Tanker Phone #

BP Google Link

Electricity USC #

Click on View More

To see details









• Click on “Business Unit” Service to see the 
details about the different Business Units



Business Unit 

Name

Business Unit

Facing



Electricity USC #

SQFT





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





Company Name

End User Name

End User Phone

Current Dues

Click to see details











• 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.















• 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 – Default is Low. Only when an 
office cannot be used (Office shutdown) is 
when HIGH priority should be used. 

• Internally Assigned- You can internally assign 
the Issue to Electrician, Plumber, AC technician 
and also enter comments for Internally 
Assigned

• 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
Click here to 

Filter records

Click on 

Your name



• 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





Business Unit 

Where Asset is 

Located

Asset Info
Vendor Name

Asset Type

AMC Amount





AMC Frequency







• Click on “Sign In/Sign Out” Service to see the 
details of Sign In and Sign Out



Click + to 

create new 

Sign In



Click on 

Submit to 

Sign In



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





Employee Name

Employee Insurance

Employee Personal #

Employee

Office Ph #

Click to see

More details









• 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 
“Logout”

• The Settings link will give you an option ton 
Change Password or to change your Profile 
Picture



Click on More to Log out



Click on : to Log out



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/

