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Overview

ADiTaaS (Allied Digital Integrated Tool-as-a-Service) is intuitive enterprise service management for the
performance of the digital enterprise, on-premises or in the cloud. It provides end-to-end visibility of all
services delivered by different business units, while automating processes on the powerful ADiTaaS
platform. ADiTaaS is easy to configure and allows you to activate quickly, while scaling to your business
needs. With a simple and consistent approach, you increase efficiency, lower costs, and devote more time
to innovating and delivering the modern, consumer like, Self-service experience your employees expect.

About This Manual

ADiTaaS self-service application gives supported end users a clean, simple front end to their IT support
organization. This hand out provides an overview of the ADiTaaS user interface and covers how to report
an issue, request a service, check status of a ticket, approve or reject a request, accessing the service catalog,
viewing knowledge articles and taking surveys.

Logging In

DOMAIN ID:

Login in to ADiTaaS from any device using your domain ID account.
1. Open a web browser and enter the URL

https://demoaditaasvs.allieddigital.net/aditaasvs/

2. On the ADiTaaS login page, enter your username and password in the corresponding
fields and then click the ‘Sign In’ button.

3. The credentials will authenticate with Active Directory and if got success it redirects to the home
page of ADiTaaS

LLLLLLLLLLLLLLLLLL

Welcome back!

Please sign in to continue

Username
Password

Remember me Forgot Password?

Don't have an account? Create an Account

Choose language v
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FACEBOOK:
Enter Facebook credentials to login application.

GOOGLE:
Click on Google icon and enter Google credentials to login.

SSO:
Single sign-on (SSO) is a session and user authentication service that permits a user to use one set of login
credentials (e.g., name and password) to access multiple applications.

CHOOSE LANGUAGES:
Select preferred language from list of languages available from the list.

|
French
Marathi

Choose language a

FORGOT PASSWORD:

If you have forgotten your password and you previously entered an email address when signing up for the
account or in your Preferences, and you still have access to that email account, then this option can help
you recover access to your account.

/IDiTaas

CONQUERING COMPLEXITY

Forgot Password?

Email / Username

Enter your email
Reset Password

Know your password? Sign In
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The system will send a temporary password to your saved email address that will allow you to retrieve your
account. You can change the password after you log in

CREATE AN ACCOUNT:

Click on “Create an account” to create a new account in application. Fill all mandatory fields in the form

and click on “Create account”.

allied digital

IT managed. Responsibly
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Automation platform for the digital era

ADiTaas (Allied Digital Integrated Tool-as-a-Service) is intuitive enterprise
service management for the performance of the digital enterprise, on-premises
or in the cloud. It provides end-to-end visibility of all services delivered by
different business units, while automating processes on the powerful ADiTaas
platform. ADiTaa$ is easy to configure and allows you to activate quickly, while
scaling to your business needs. With a simple and censistent approach, you
increase efficiency, lower costs, and devote more time to innovating and
delivering the modern, consumer like, Self-service experience your employzes
expect

Browse our site and see for yourself why you need ADiTaaS.

LEARN MORE

Get Started

It's free to signup and only takes a minute

Username i requiced

First Name Last Name
First name s required Last name is required
Password Confirm Password
Password is required Confirm Password ks required
Language
I English

Email i3 required
mezone
Choose o

Dafe format ime format

MM ddiyyyy v HH:mm

Create Account A

Already have an account? Sign In

Home Page

Self-service home page contains self-logged/ reported tickets details in grid view under ‘My
Tickets’. All assigned tickets for approval will be visible under My Approvals. It also contains
News & Bulletin Column as well as Asset column which will display all assets belonging to logged

in user.
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AD'Iaas Enter ticket number and search A A :'
A
How can we help you?
Search for solution -
I need a new service
My Announcements
» Gentle Reminder- expedite: Vaccination - A mustl! Laptop CI
Jun 08 03:28AM ADCP-CHFD21 (CF210526-0020)
» allied Digital at Vibrant Gujarat Summit in Ahmedabad (January 17-20, 2019)
Jun 08 03:25AM
Desktop
ADCP-CHOP1 (C1-210526-0007)
- Report an issue
A
1] Title Survey Status Assignment Group Priority Created By Creation Time Last Modified Time Tani
B-200910-0004  Laplop Request LENOVO- X1 YOGA QOPEN Service Desk P2 Jagadeep Vudatha | 00/10/2020 12:20 | 09/10/2020 12:20 -
N-200902-0003  Application Slowness Issue, Application Na_ RESOLVED | Service Desk P2 Jagadeep Vudatha = 00/02/2020 09:46 = 06/01/2021 10:31 09/
N-200831-0039  Appli Issue, Na.. OPEN Server Support L2 P1 Jagadeep Vudatha = 09/01/2020 0510 | 06/01/2021 10:35 09/
IN-200&31-0038 i 1 Issue, ion Na._. OPEN Server Support L2 P4 Jagadeep Vudatha = 00/01/2020 05:07 = 06/01/2021 10:35 09/
IN-200831-0037 | Issue, Na_. OPEN Server Suppart L2 1] Jagadeep Vudatha | 09/01/2020 03:06 06/01/2021 10:35 09/
N-200831-0036  Appli 1 Issug, ion Na.. OPEN Server Support L2 P4 Jagadeep Yudatha = 09/01/2020 03:00 06/01/2021 10:35 09/
IN-200831-0035 1 Issue, A Na.. OPEN Server Support L2 P4 Jagadeep Vudatha = 09/01/2020 02:47  06/01/2021 10:35 09/
R 000: Request for Software Installations CLOSED server suppor L2 P4 self user 08/20/2020 1811 | 11/18/202011:31 08/
M-200820-0020  Qutlook is not working. Unable 1o send mails REJECTED | Server Support L2 P1 Jagadeep Vudatha = 08/20/202016:32  08/20/2020 18:02 o8/,
< >
- 2 3 4 5 . 1-150f 179 items
My Approvals
D Approval For Title Requested By Approval Group Status Creation Time
AP-210601-0001 | IN-210601-0002  Kindly approve priyaewis Network Support L2 APPROVED  06/01/2021 15:06 ~
AP-210323-0002 = IN-210208-0010  Kindly provide your appr..  Arshad Network Support L2 APPROVED — 03/23/2021 11:43
AP-210373-0001 | IN-201214-0008 Kindly Provide your appr..  priyalewis Network Support L2~ APPROVED  03/23/2021 11:42 ~
- 1-30f 3 items
Q.

TOOL BAR

Tool bar allows user to view profile related details and search for particular ticket.

Enter ticket number and search...

SEARCH
Search bar enables user to search for particular ticket by entering ticket number in search bar.

Enter ticket number and search.. I:l A A :,
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USER PROFILE

(g
wr

Edwin Thomas
Developer

Q My Profile

=

Bf Edit Profile

8 ‘hange Password
[:f} Account Settings
ﬁ About ADiTaas

@ sign out

My Profile-

You can view and modify your personal profile. When you click My Profile displays all
information regarding your account.

My Profile

ACCOUNT INFO

® Client
@B  Allied Digital Services Ltd.

Location
BOYD - US

Login ID
ADMJAGADEEP

Phone
+97 022 66816363

Mobile
+97 0987456327

Email
jvudatha@allieddigital.net

Department
1)

Location

@ @ WM O e

Mahape
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Edit Profile-

User can to modify profile information from edit profile.

Change Password-

Users can change their own password.
To change your own password:

On the toolbar, click

2. The Set Password dialog appears.

3. In the Old Password box, type your current password, then type your New Password
and

4. Confirm it, then click OK.

Your password is changed

Account Settings-

As Self Service is a web application that can be accessed from anywhere, it is important
that you set your current time zone. You do this from the Account Settings Page.

To set your current time zone:

1. On the toolbar, click Account Settings
2. The Account Settings page appears.
3. 2. In the Time zone list, select your current time zone, then click Save.

To set Language:

1. On the toolbar, click Account Settings
2. The Account Settings page appears.
3. In the Language list, select required language, then click Save.

To set your Date/Time Format

1. On the toolbar, click Account Settings
1. The Account Settings page appears.
2. In the Date/Time Format, select required format then click Save.



-

ADiTaas allied digital

Digital Service Management 17 managed Responsibly

Account Settings
In this page you can change timezone, date time format and language
LOCALE SETTINGS
Language Timezone
English v IST-Asia/Calcutta v
Date format Time format
MM /dd/yyyy v HH:mm v
Save Close
About ADiTaaS-

User can view version of ADiTaaS tool.

About ADiTaaS ¥
o Product Information
I aa Product Name : ADiTaas
CenGURRING comBLEeTy Product Version : v5.1
Licensing Information

Close

Sign Out- Click on sign out to exit from the tool.

USER MANUAL

The User Manual contains all essential information for the user to make full use of the tool. This
manual includes a description of the tool functions and step-by-step procedures for tool access
and use.

Click aon tool bar to access the self-service guide.

REPORT AN ISSUE
If you are facing any issue then click on Report an issue in the home page, displays a new incident
creation page. Fill the information and click on submit.
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Anil'aas Enter ticket number and search A A :’

How can we help you?

| am facing an issue 9 | need a new service | need a new service | am looking for
Solution
6 Request Service Service & Product Catalog Saolution Catalog
My Announcements Assels
» Gentle Reminder- expedite: Vaccination - A must!! Laptop CI
Jun 08 02.28AM E ADCP-CHFD21 (CI-210526-0020)
» Allied Digital at vibrant Gujarat Summit in Ahmedabad (January 17-20, 20149)

Reporl anissue

Jun 03 03:25AM

Desktop
! ADCP-CHOPT (C1-210526-0007)
- =

Report anissue

Enter all * marked mandatory fields.
a. Configuration Item- Optional field. Related CI can be added to the ticket.

b. Alternate Location: Optional field. This field will be used to select any alternate
location of the requestor of the ticket.

c. Alternate Contact: Optional field. This field will be used to enter any alternate contact
number of the requestor of the ticket.

d. On behalf of someone: Provides option to log in user to raise a ticket for someone
else.

e. Short Description: Provide a relevant title to the incident that will exactly summarize
the issue.

f. Symptoms: Provide a detailed description with any other associated details relevant to
the issue.

10
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Enter ticket number and search

ADbiTaa$

| Create New Incident |

Configuration lem Alternate Contact

“hoose one

Short Description *

Symptoms *
T T = =W e By v 2

Paragraph

on behalf of someone

Alternate Location

*

[~

4 o

Enter ticket number and search

ADbiTaa$

Create New Incident
Alternate Contact

Configuration em

“hoose

CL210526-0007
ADCP-CHOP1

CK210526-0020

ADCP-CHFDZY

v B I i = Z @ e @y o o

Paragraph

Alternate Location

& one

0n behalf of someone

Submit

11
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Enter ticket number and search ® A o
Alternate Location 0n behalf of someone
oa- Choo

/DiTaas

Create New Incident

Configuration ltem
CI-210526-0007 oq -
Short Description *

Deskiop is not working
Symptoms *
B I = iZ|=

Paragraph

Desktop is not working

Mahape

Alternate Contact

L& e Bv & ¢

Once all the required mandatory are filled, then click on Submit button.
New ticket will be created with unique incident ID and an email notification is sent to requestor to
confirm that the ticket has been logged.
. . -
Anlll'aas Enter ticket number and search # O <
‘ Edit Incident - IN-210607-0006 °
Status * Configuration ltem Alternate Contact Alternate Location
QOPEN v Cl-210526-0007 0o~ 9878787678 Mahape o-
On behalf of someone Pririty = Assignment Group * Created By
Choose ong - P4 - Service Desk [ I Self User o
Created On Last Modified On
06/07/2021 1710
Short Description =
Desktop is not waorking
Symptoms *
Paragraph ~ | B I T o= S| & By 6
Desklap is not working

12
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REQUEST SERVICE

If you required any new services then click on request service in the home page, displays a new
request creation page. Fill the information and click on submit

/biTaas

|Create Request

|

Configuration Item

Alternate Contact

Alternate Location

On behalf of someone

-,
ADITaas Enter ticket number and search S O :’
A
How can we help you?
Search for solution -
| am facing an issue 9 | need a new service | need a new service | am looking for
Solution
My Announcements Assels
» Gentle Reminder- expedite: Vaccination - A musti! Laptop CI
Jun 08 03:284M E ADCP-CHFD21 (CI-210526-0020)
= Allied Digital at Vibrant Gujarat Summit in Ahmedabad (January 17-20, 20149) Report an issue
Jun 03 03:25AM
Desktop
! ADCP-CHOP1 (CI-210526-0007)
3 = - Report an issue
Q.
-
Enter ticket number and search A A o

CI210526-0007 oaq - I0SE One Q- O0SE ane Q-
Short Description *
Request for laptop charger
Additional Comments *
Paragraph «~ B I Z 2 = = @ & B~ &
Request for laptop charger
[~)

Enter all * marked mandatory fields.

a. Configuration Item- Optional field. Related CI can be added to the ticket.

13
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b. Alternate Location: Optional field. This field will be used to select any alternate

location of the requestor of the ticket.

c. Alternate Contact: Optional field. This field will be used to enter any alternate contact

number of the requestor of the ticket.

d. On behalf of someone: Provides option to log in user to raise a ticket for someone

else.

e. Short Description: Provide a relevant title to the request that will exactly summarize

the requirement.

f. Symptoms: Provide a detailed description with any other associated details relevant to

the request.

Once all the required mandatory are filled, then click on Submit button.

New ticket will be created with unique request ID and an email notification is sent to requestor to

confirm that the ticket has been logged.

ADiTaaS  cvevcieinmee

|Edi1 Request - R-210607-0001

R Ticket Details "D Activity Log

Status *

OPEN -

On behalf of someone

Created On

06/07/2021 1714

Short Description *
Request for laptop charger
Symptoms *
aragrapr B I:

Request for laptop charger

Configuration em

C1-210526-0007

Priarity *

P4

Last Modified On

bl e AR

Alternate Contact

Asslgnment Group *

Service Desk

faal

& Add Attachment

Alternate Location

Created By

[ I Self User i ]

v Request created
Request id- R-210607-0001

SERVICE CATALOG

Click on ‘Service Catalog’ in homepage to view all available services. Click on any respective

catalog item to raise a request. Fill the information and click on submit.

14
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Aanaas Enter ticket number and search # O :'
~
How can we help you?
arch f ) -
| am facing an issue 9 | need a new service | need a new service | am looking for
Solution
) [Sevecs roouercmano ]
My Announcements Assels
» Gentle Reminder- expedite: Vaccination - & must! Laptop CI
Jun 08 03:28AM ADCP-CHFD21 (CI-210526-0020)
» Allied Digital at vibrant Gujarat Summit in Ahmedabad (January 17-20, 20149)
Jun 08 03:25AM
Desktop
ADCP-CHOPT (C1-210526-0007)
- Report an issue
Q.
.
Aanaas Enter ticket number and search S A :'
. ~
Service Catalog
New Employes Equipment  Computers  Loamer Equipment  Phones & MiFi Devices  Security Badge  Peripherals & Components
Software
MNew Employee - Corporate (Non-Region) Corporate VDI Loaner Laptop
Additional Software Standard Phone (Executives Only) Keyboard & Mouse
goftware
4B o .

15
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AniTaas Enter ticket number and search #® A :’

Catalog Item - apDITIONAL SOFTWARE Back
Person Type Additional Software Check Out Cart $50.00
-~

MNAD Emplayee O7zZipa.2 Quantity 1 -
T _

Eme [ Adobe Acrobat Reader DC Unit Cost: $0.00
Vendor Delivery Time (From date of approval): 50,00
MC Dispatchee [ Adabe AIR

Additional Selected Software
[J Adobe shockwave Player

30 PROG.3 10,00
[ Google Chrame ssue §
ADSL Accessories 1.0 $10.00
] 1BM Personal Communications (NNS) ADSL PrintServerDrivers 510,00
Abacre AdvancedFindAndReplace 3 $20.00
[ iTunes
[ LANDesk Subtotal 550.00
[] Microsoft Internet Explorer 11 L
Additional Requirements / Descriptions
Paragraph «~ B I i = =S @ & B~

oo [
[~]

SOLUTION CATALOG

In home page under how can I help you? Section there is a search option provided to search for
solution. If you are looking for more solutions then click on solution catalog. This section allows
the user to search for Knowledge Articles based on the criteria selected. Theses informative
articles will help users to solve any common known issues.

AD\iT@as Enter ticket number and search.. « a& :’

How can we help you?

Unable to Sign PDF
Sign a PDF To sign a PDF decument or form, you can type, draw, or insert an image of your handwritten signature. You can also add text, such as your name, company, title, or the date. When you save the document, the signature and text become ...

— r Solution
—
—
. —
Report an Issue Request Service Service & Product Catalog Solution Catalog

16
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Unable to Sign PDF
Posted in
0 Reviews
Problem Deseription:
Reader lets you sign PDFs and incorporate that signature into the file. If you are
EE—— viewing & PDF on the web, download the PDF first before you sign it. Some documents
—— have security applied that prohibits g Print such and
E—— then sign the printed copy.
x https://helpx. adobe.com/reader/using/sign-pdfs.html|
Solution:
sign a PDF
To sign a FOF document or form, you can type, draw, or insert an image of your handwritten signature. You can also add text, such as
your name, company, title, or the date. When you save the document, the signature and text become part of the PDF.
Open the PDF document or form that you want to sign.
Click the Sign icon
e [ Gew dedow Hep
Tonls ADWISOIpdl % ok Fmact ) (D A @
&8 aaq > 0 v 000 wm- g T 8 ]
o [ Type or print your first name and middie inftal. Last name | Social Securfty Number ‘ -
~
The Fill & sign tool is displayed. Click Fill and Sign.
I Fill & Sign Close
-
. . &
Who needs to fill and sign?
2
=
o=
r
- N )
‘L
\
=]
You Others
Fill form fields, add text and draw or Add signers, mark where to fill and
type your signature. sign, send it out and track progress.
pomunED oy
B s %
The form fields are detected automatically Hover the mouse over a field to display a blue box. Click anywhere in the blue box, the cursor
will be placed at the right position automatically. Tvpe vour text to fill the field. o .

17
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Anl.l'aas Enter ticket number and search * &

How can we help you?

Search for solution

| am looking for
Solution

_ talog

I need a new service

Iam facing an issue

9 | need a new service

Service & Frodu alog

My Announcements Assels
» Gentle Reminder- expedite: Vaccination - A must! Laptop CI
Jun 08 D3 28AM ADCP-CHFD21 (CI-210526-0020)
» Allied Digital at Vibrant Gujarat Summit in Ahmedabad (January 17-20, 2019) Repart an

Jun 08 03:25AM

Desktop
ADCP-CHOP1 (C1-210526-0007)

VIEW/WRITE REVIEWS

Tool facilities to view/write ratings and reviews. Which will help to choose best solution for issue.

Article Catalog

GENERAL  HOW DO | Search...

How to Set Up Microsoft Teams

How to Download & Install Java JDK 8 in W... How to Invite People to Your Organizationii...

Unable to Sign PDF

q —~ .
& Java el
‘:’ AVAILABLE

Reader lets you sign PDFs and incorporate
that signature into the file. If you are viewing
a PDF on the web, download the PDF first

This Java Development Kit(JDK) allows you
to code and run Java programs. It's possible
that you install multiple JDK versions on the

Invite People to Your Organization in
Microsoft Teams

Microsoft Teams directly competes with
Slack and will replace Skype for Business, as
a premier collaborative communications

platform for large and small businesses. Set
up an organization in Teams and invite you...

same PC. But Its recommended that you
install only latest version

before you sign it. Some documents have
security applied that prohibits electronic...

6/14/21, 5:55 PM 6/14/21, 5:51 PM 10/20/20, 3:32 PM 2/8/21, 4:31 PM

@2/W0 Read more @5/®1 Read more @3/0 Read more D37/W3

18
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How to Set Up Microsoft Teams
Feb B, 2021, 4:31:00 PM
Posted in [HelEvel}

Problem Description:

Microsoft Teams directly competes with Slack and will replace Skype for Business, as
. a premier collaberative communications platform for large and small businesses. Set

up an organization in Teams and invite your colleagues 1o start chatting, sharing, and

integrating.

hittps:fo.| geek.com/ 660743/ how-lo-set-up-mi e

Solution:

Direct any browser (o "leams.microsoft.com” and sign in 1o your Micfosoft account,
You can create an account for free if you don't already have one.

ﬁel&l?d KB Articles

» How 10 Invite People to Your Organization in Microsoft
Teams
Ol 20,2020

Tags

category: EERIITTY

BT e 1 R SOF TWARE INSTALLATION

e

Reviews

How to Set Up Microsoft Teams

Edwin Thomas
Created on: Jan 8 2021, 3:52:00 PM Modified on: Jan 8 2021, 3:52:00 PM
Good !!

Jagadeep Vudatha
Created on: Nov 20, 2020, 12:29:00 AM Modified on: Jun 20, 2021, 4:43.00 PM
Useful Article !

Priya Lewis
Created on: Oct 20, 2020, 3:28:00 PM  Modified on: Dec 9, 2020, 4:28:00 PM
Very good information

x

Edit your review

How to Set Up Microsoft Teams

Ratings

% % % & Kk

Very Useful I

Post Cancel

Click on Related KB Article to view similar KB articles.

19
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A)pi{ggs Enter ticket number and search. ® a :’

How to Set Up Microsoft Teams

Feb 8, 2021, 4:31:00 PM Related KB Articles

Posted in [EEIEN]

3 Reviews » How to Invite People to Your Organization in Microsoft
Teams

Problem Description: 0ct 20,2020

Microsoft Teams directly competes with Slack and will replace Skype for Business, as
. a premier collaborative communications platform for large and small businesses. Set
up an organization in Teams and invite your colleagues to start chatting, sharing, and
integrating. Category: [ AALLE
https://www.h k.com/660743/how-to-set-up-mi -t LN e Al SOF TWARE INSTALLATION
Solution:
Type: BELRLL

Direct any browser to “teams.microsoft.com” and sign in to your Microsoft account.

You can create an account for free if you don't already have one.

MY ANNOUNCEMENTS

User can view all important news published in organization under My Announcements section.
Click on news title to read more.

It also allows to download attachments if any.

» Gentle Reminder- expedite: Vaccination - A must!! -
Jun 07 04:27PM

» Allied Digital at Vibrant Gujarat Summit in Ahmedabad (January 17-20, 2019)
Mar 16 09:03PM
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Gentle Reminder- expedite: Vaccination - A must!! -

Dear All,

COVID19 continues lo be a scare. The fact remains 2nd wave of COVID19 has hit us hard and while there
has been some respite in the past week, we are yet not out of the woods. We still need to be cautious and
keep up all safety protocols - 1o protect ourselves and our near and dear ones.

Vaccination is a precautionary measure and most importantly a MUST for every one of us.
In view thereof , we at Allied Digital are planning to enter imo a formal agreement with our medical vendor
who has parinered with varicus hospitals /clinics and is trying to help us 1o obitain the stock of vaccines by

mid-June 2021.

There have been an option to administer vaccine doses in one of the hospital in Navi Mumbai. Exact
details will be shared soon.

“company will borme the charges on behalfl of all our interested employees”.

The survey link s available on Younify named as "Employee vaccine Detail” under tab “younify Updates or
Quick Links®, to obtain minimum required info from each of you ( you and your family members can be
included); who are yet to get vaccinated which in turn will enable us to commit the number of vaccines
doses in advance. Kindly fill the details.

Unless we hear from you and get a confirmation on the numbers involved won't be able to proceed further.

So once again reguest all to please complete the survey which shall barely take 5 minutes of your valuable
time.

We expect equal co-operation from your end 1o help you better.
Thanks & Regards

Human Resource Department

ASSETS

Displays the list of assets assigned to the user. Clicking on report an issue placed beside asset will
directly raise a ticket for selected CI.

Laptop CI
ADCP-CHFD21 (CI-210526-0020)

Report an issue

VIEW TICKET STATUS

User can view all self-logged/ reported tickets details in grid view under ‘My Tickets’. Click on
add notes/ attachment to add more details to the ticket.
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Anl_'[aas Enter ticket number and search A« A :'
~
ﬁ
Title Survey Status Assignment Group Priority Created By Creation Time Last Modified Time Tan
R-210607-0001  Request for laptop charger OPEN Service Desk P4 Self User 06/07,/2021 17:14 oe/ ™
N-210607-0006 Desktop is not working OPEN Service Desk P4 Self User 06/07/2021 1710 06/
MN-2106040002  AD Account Unlock QPEN Service Desk P4 Self User 06/04/2021 09:24 | 06/07/2021 15:39 06/
N-210323-0002 Password Reset CLOSED Service Desk P4 Jagadeep Vudatha | 03/23/202111:40 | 03/23/202112:40
N-210323-0001  Account Lockout Link  CLOSED Service Desk P4 Jagadeep Vudatha | 03/23/202111:38 | 03/23/202112:39
N-201110-0004  Printer paper Jam, Printer Name:Canon Pix... OPEN Service Desk P2 Jagadeep Vudatha | 11/10/2020 16:05 = 11,/11/2020 11:49 11/
R-201021-0001  Request for Software Installations OPEN Service Desk P2 Jagadeep vudatha | 10/21/2020 09:09 | D6/01/2021 10:34
N-201008-0003 Laptop not working Link  RESOLVED | Service Desk P4 Self User 10/08/2020 10:56 | 10/08/2020 10:58 10/
R-200910-0004  Laptop Request LENOVO- X1 YOGA OPEN Service Desk P2 Jagadeep Vudatha | 09/10/2020 12:20 | 09/10/2020 12:20 v
< >
- 2 3 4 5 1-15 of 181 items
] Approval For Title Requested By Approval Group Status Creation Time
AP-210601-0001 N-210601-0002  Kindly approve priya.lewis Metwork Support L2 APPROVED  06/01/2021 15:06 -
AP-210323-0002 | IN-210208-0010  Kindly provide your appr.. = Arshad Network Support L2~ APPROVED  03/23/2021 11:43 & .

FITERING THE DATA/ COLUMNS

Filter option at the top of each columns helps agent to filter the data according to their requirements.

.

Anlraas Enter ticket number and search ﬁ- A :’
My Tickets um o Excel
'] Survey Status Assignment Group Priority Created By Creation Time Last Modified Time Targe
IN-210622-0017  hitps: _net/adit... OPEN | Show items with value that: Edwin Thomas 06/22/2021 10:34  06/22/2021 10:34 o8/2:"
N-210622.0013  Jagadeep Vudatha for Unlock the Account oPeN || lsequalte Priya Lewis 06/22/2021 10:13 06/2:
|M-210622-0011  Jagadeep Vudatha for Unlock the Account OPEN Priya Lewis 06/22/2021 1013 06/22
IN-210622-0010  Jagadeep Vudatha for Unlock the Account OPEN and Priya Lewis 06/22/2021 100113 06/22

Il
IN-21 Jagadeep Vudatha for Unlock the Account OPEN Priya Lewis 06/22/2021 1013 06/22
IN-210622-0005 ~ Jagadeep Vudatha for Uniock the Account open | 1S cquelte Priya Lewis 06/22/2021 1013 06/2:
IN-710619-0020 ~ Desktop not working Link  CLOSE] Jagadeep Vudatha = 06/19/202111:02  06/22/2021 12:55 06/1¢
IN-21 1 Jagadeep Vudatha for Unlock the Aq t QPEN Priya Lewi 06/19/2021 10:36 06/1¢
agadeep Vudatha for Unlock the Accoun! Clear riya Lewis
IN-210619-0015  Jagadeep Vudatha for Unlock the Account Link  CLOSE Priya Lewis 06/19/2021 10036 06/22/202111:04 06/1¢,,
< >
- 2.3 4|5 1-150f 195 ftems
ADiT@as Enter ticket number and search na g
1
My Tickets [ Export to Excel
(1] Title Survey Status Assignment Group Priority Created By Creation Time Last Modified Time Targe
IN-210622-0017  hitps://demoaditaasv5.allieddigital.net/adit.. OPEN | Show items with value that Edwin Thomas 06/22/2021 10034 06/22/202110:34 06/2."
IN210622.0013  Jagadeep vudatha for Unlock the Account open | Isequalto Priya Lewis 06/22/2021 1013 06/2:
IN-210622-0011  Jagadeep Vudatha for Unlock the Account open | |lsequalio 1% Priya Lewis 06/22/2021 1013 06/2
IN-210622-0010 ~ Jagadeep Vudatha for Unlock the Account opeN | [ 18 notegualto Priya Lewis 06/22/2021 10113 06/2
IN-210627.0008 Jagadeep Vudatha for Unlock the Aceount open | | Starts with Priya Lewis 06/22/2021 1013 06/2;
Contains
IN-210622-0005  Jagadeep Vudatha for Unlock the Account OPEN Priya Lewis 06/22/2021 10:13 06/2
Does not contain
IN-210619-0020 Desktop not working Link CLOSES Ends with Jagadeep Vudatha 06/19/202111:02 06/22/2021 12:55 06/1¢
5 - i it . 1
IN-210619-0017 = Jagadeep Vudatha for Unlock the Account OPEN | [ 1a¢ no value Priya Lewis 06/19/2021 10:36 06/1¢
IN-210619-0015  Jagadeep Vudatha for Unlock the Account Link CLOSEI Iv Priya Lewis 06/19/2021 10:36  06/22/2021 11:04 06/1¢
< >
- 2 3 4 5 1-15 of 195 items
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SORTING THE DATA/ COLUMNS

The sort order for a data grid is indicated graphically in the column headers. A small arrow next to the
column heading indicates the sort direction as well as which column is being sorted on.

You can change the sort attribute by clicking the column that you want to sort on. If you click a column
that is already sorted, the direction of sorting is switched.

D Title Survey = Status Assignment Group Priority Created By Creation Time Last Modified Time Target Til
IN-210616-0020 Desktop not working Link | CLOSED Service Desk P1 Jagadeep Vudatha = 06/19/202111:02 06/22/2021 12:55 06/19/20 %
IN-200831-0039 = Application Slowness Iss... OPEN Server Support L2 P1 Jagadeep vudatha | 09/01/202005:10 06/01/2021 10:35 09/07/20
IN-200820-0020 = Outlook is not working. U... REJECTED Server Support L2 P1 Jagadeep vudatha = 08/20/202016:32 08/20/2020 18:02 08/21/20

PAGE NAVIGATION

Sometimes your results list will fill more than a single results page. You display the different results pages

using the page control at the bottom of the results list.

n2 3 4 3 | .. 1-25of 825 items

Click on arrows to displays the first page, previous page, displays the next page and final page of the results

You can also type the page you want to display into the text box in the middle of the page control, then
press ENTER

EXPORT TO EXCEL

Allows to export ticket data in a excel format.

My Tckes
D Title Survey = Status Assignment Group Priority Created By Creation Time Last Modified Time Targe
IN-210622-0017 | https://demoaditaasv5.allieddigital.net/adit... OPEN Service Desk P4 Edwin Thomas 06/22/202110:34 | 06/22/202110:34 06/2:7
IN-210622-0013 | Jagadeep Vudatha for Unlock the Account OPEN Service Desk P4 Priya Lewis 06/22/2021 1013 06/2%
IN-210622-0011 | Jagadeep Vudatha for Unlock the Account OPEN Service Desk P4 Priya Lewis 06/22/202110:13 06/2:
IN-210622-0010 | Jagadeep Vudatha for Unlock the Account OPEN Service Desk P4 Priya Lewis 06/22/202110:13 06/2:
IN-210622-0008 | Jagadeep Vudatha for Unlock the Account OPEN Server Support L2 P4 Priya Lewis 06/22/202110:13 06/2%
IN-210622-0005 | Jagadeep Vudatha for Unlock the Account OPEN Service Desk P4 Priya Lewis 06/22/2021 1013 06/2:
IN-210619-0020 | Desktop not working Link  CLOSED  Service Desk P1 Jagadeep Vudatha = 06/19/202111:02  06/22/2021 1255 06/1¢
IN-210619-0017 | Jagadeep Vudatha for Unlock the Account OPEN Service Desk P4 Priya Lewis 06/19/2021 10:36 06/1¢
IN-210619-0015 | Jagadeep Vudatha for Unlock the Account Link = CLOSED | Service Desk P4 Priya Lewis 06/19/202110:36 = 06/22/202117:04 06/1¢,,

< >

n 2 3 4 5 . 1-150f 195 items

ADD NOTES
To add any additional information to ticket, click on Add Notes.

1. Add Notes dialog box will open,
2. Enter the required comments/images/screenshots in the Notes section and click on Add
Notes.
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ADiTaas Enter ticket number and search... Q S O 3

Eemmuiiun coMELERItY

[ Edit Incident - IN-210607-0006 |

Status * Configuration Hem Alternate Contact Alternate Location

QPEN - Cl-210526-0007 [ In G87B787678 Mahape [
0n behalf of someone Priority = Asslgnment Group * Created By

Choose one - P4 - Service Desk [ I Self User [}
Created On Last Modified On

06/07/2021 1710

Short Description *

Desktop is not working
Symptoms *
Paragraph » B I 2 2= =Wk By o

Desklop is not working

Add Notes
Motes *

Paragraph « B I = =

Kindly resolve my issue earlist as possible

Added information will be visible in Activity Log.
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Edit Incident - IN-210607-0006

= Ticket Details | *D Activity Log |

Enter ticket number and search

» Detailed Activity Log

Kindly resolve my issue earlist as possible

o Notes added on 06/07/2021 17:26 by user = Self User

o Incident created on 06/07/2021 17:10 by user = Self User

Client:- Alli=d

Requestor Name:- Self User
Contact No.:- 87498712313
Status:- OPEN

Location:- Mahape

Priority:- P4

Severity:- LOW

Assignment Group:- Service Desk
Channel:- SELF SERVICE

CI Namw:- ADCP-CHOP1 (C1-210526-0007)
Ahernate Contact:- 9373737678
Alternate Location:- Mahape

faal

& Add Attachment

~

Activity Type: Al -

ADD ATTACHMNET

To add an attachment to a ticket, click on Add Attachment.

1. On clicking will open up a new window.
2. From the file chooser window, choose the file to be attached or directly drag and drop the

attachment to add.

3. Click open to upload the attachment.

ADiTaas

| Edit Incident - IN-210607-0006

Status *

OPEN -
on behalf of someone

Choose one -
Created On

06/07/2021 1710
Short Description =

Desktop is not working
Symptoms *

Faragraph v B I I= .= =

Desklop is not working

Enter ticket number and search

Configuration Hem

CI-210526-0007 o -
Priority =
P4 -

Last Modified On

= @ w By & o

Alternate Contact

9878787678

Asslgnment Group *

Service Desk

® Al

7 S
& Add Attachment

Alternate Location

Mahape o~
Created By
0 - Self User (i}
Q.
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Attached By

Delete Attachment

Mew Text Document.ixt 06/07/202117:26

Delete Attachment

" Attachment added successfully

All Uploaded attachments will be visible Under ‘View Attachments’ tab.
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AniTaas Enter ticket number and search... Q a O 3

Edit Incident - IN-210607-0006 B Add Notes & ndd attachment & view Allachment(s) =

B Ticket Details "D Activity Log o New Text Document.txt x

Status * Configuration lem Alternate Contact Alternate Location

QPEN - Cl-210526-0007 [ I QBTB7BIGTE Mahape L I
on behalf of someone Priority = Asslgnment Group = Created By

Choose ang - P4 - Service Desk [ Self User o
Created On Last Modified On

06/07/2021 1710

Short Description *

Desktop is not working

Symptoms *

Iil
s
[

Paragraph - B I =Z i | ke By &

Desklop is not working

DELETE /REMOVE ATTACHMNET

To remove an attachment, click on respective attached attachment from the “Add Attachment”
window and click on ‘Delete Attachment’.

06/07/2021 17:26

To quick delete an attachment , click on ‘View Attachments’ tab and go to respective attachment
click on X’ placed next to it.
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&
anaas Enter ticket number and search
. . ~
Edit Incident - IN-210607-0006 B AddNotes | @ Add Attachment o
<D Activity Log o Mew Text Document.txt E'
Status * Configuration ltem Alternate Contact Alternate Location
QPEN - Cl-210526-0007 0o - 9878787678 Mahape L I
On behalf of someone Pririty = Assignment Group * Created By
Choose ong - P4 - Service Desk [ I Self User o
Created On Last Modified On
06/07/2021 1710
Short Description =
Desktop is not working
Symptoms *
raph w B I = = = S| «w B~ -
Desktop is not working
-,
Aanaas Enter ticket number and search s A :'
. X ~
Status * Configuration Hem Alternate Contact Alternate Location
RESOLVED - CI-210526-0020 [ ne -
On behalf of someone Priority Asslgnment Group * Created By
Choose one - P1 - Service Desk [ Jegadeep Vudatha [}
Created On Last Modified On
06/19/2021 11:02 06/22/2021 12.54
Short Description *
Desktop not working
T @ e Ay &

Symptoms *

FResolution Comments *
T o= 1
I =,

B

Paragraph

@ w @~ & ¢

Desklop not working
=
Press Ctrl + Alt + Del ta open the Windows Task Manager. If the Task Manager can open, highlight the program that is not responding znd choeose End Task, which should unfreeze the computer

28



-

ADiTaas allied digtal

Digital Service Management 17 managed Responsibly

ACTIVITY LOG

Activity log captures all the actions performed on ticket from ticket creation to closure with
date/time stamp.

Aniraas Enter ticket number and search « A 3

5 Ticket Details
» Detailed Activity Log Activity Type: | Al

° Attachment added on 06/07/2021 17:26 by user = Self User

Attachment Name:- New Text Document txt, Added by user = Self User

~

o Notes added on 06/07/2021 17:26 by user = Self User

Kindly resalve my issue earlist as possible

e Incident created on 06/07/2021 17:10 by user = Self User

Client:- Allied

Requestor Name:- Salf User

Contact No.:- 87498712313

Status:- OPEN

Location:- Mahape

Priority:+ P4 Qo .

MY APPROVALS

This section contains all open approvals for the requests assigned to you. User can either ‘Approve’
or ‘Reject’ with comments

Export to Excel

ID Approval For Title Requested By Approval Group Status Creation Time

AP-210601-0001 | IN-210601-0002 | Kindly approve priya.lewis Network Support L2 =~ APPROVED = 06/01/2021 15:06 ~
AP-210323-0002 = IN-210208-0010 = Kindly provide your appr... = Arshad Network Support L2 =~ APPROVED | 03/23/2021 11:43

AP-210323-0001 | IN-201214-0008 Kindly Provide your appr.. = priya.lewis Network Support L2 =~ APPROVED = 03/23/2021 11:42

1-3of 3items
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Anll'aas Enter ticket number and search ® O
Edit Approval - AP-210601-0001
Approval For Status * Approval Group * Approver
IN-210601-0002 APPROVED - Choose one o~ [
Submitted Date Sequence Of * Authorized By Authorized On
06/01/2021 15:06 1 Self User 06/01/20271 15:09

Approver Comments *

Paragraf «~ B I : a = = | & @B~ &

Approved. Please proceed.

Comments *
Paragrap B I - Z = ©|@ & By ©
Kindly approve
o con
MY GROUP APPROVALS

Contains all open approvals for the requests assigned to the group “logged in user” belongs. User
can either ‘Approve’ or ‘Reject’ with comments.

SURVEY

To provide a feedback on the ticket, Click on Survey under My Tickets. Go to respective ticket and
click on Survey Link. Enter the survey details by clicking on radio buttons, click on Submit to
complete the survey.
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Abi y
) _DI‘!'aas Enter ticket number and search s« O <
1

My Tickets I Export to Excel

D Title Status | AssignmentGroup | Priority ©  Created By CreationTime |  LastModified Time 1 Tan
R-210607-0001 Request for laptop changer OPEM Service Desk P4 Self User 06/07,/2021 17:14 06/
IN-21 740006 Desktop is not working OPEM Service Desk P4 Self User 06/07/2021 1710 | DG/07/202117:26 06/
N-210604-0002  AD Account Unlack OPEM Service Desk P4 Self User 06,/04/2021 09:24 | 06/07/202115:39 06/
IN-210323-0002 Password Reset CLOSED Service Desk P4 Jagadeep Vudatha | 03/23/202111:40 | 03/23/202112:40
N-210323-0001  Account Lockout CLOSED Service Desk P4 Jagadeep vudatha | 03/23/202111:38 | 03/23/202112:39
IN-201110-0004  Printer paper Jam, Printer NamexCanon Pix... OPEN Service Desk P2 Jagadeep Vudatha | 11/10/202016:05 | 11/11/2020 11:49 1/
R-201021-0001 Request for Software Installations OPEN Service Desk P2 Jagadeep vudatha | 10/21/2020 09:09 | 06/01/2021 10:34
IN-201008-0003 Laptop not working RESOLVED | Service Desk P4 Self User 10/08,/2020 10:56 | 10/08/2020 10:58 10/
R-200910-0004 Laptop Request LENOVO- X1 YOGA OPEM Service Desk P2 Jagadeep vudatha | 09/10/202012:20 | 09/10/2020 12:20 -

< >

n 2 3 4 5 .. 1-150f 181 ilems

My Approvals B Export to Excel

] Approval For Title By \pproval Group Status Creation Time
AP-210601-0001 N-210601-0002 Kindl\r approve prlya.lewm Netwaork Support L2 APPROVED  0&/01/2021 1508 -
AP-210323-0002  IN-210208-0010 Kindly provide your appr.. = Arshad Network Support L2 APPROVED  03/23/2021 11:43 o

Incident Survey form

X
A . m
ONQUERING COMPLEXITY

Ticket 1D Created On Resolved On Resolved By [

IN-210679-0020 06/19/2021 11:02 06/22/2021 1254 Jagadeep Vudatha L]

1) overall quality of Remote support *

2) Knowledge and professionalism of the Remote support staff *
[ very satisfied [] satisfied [] Average [7] Dissatisfied [7] Very dissatisfied

3) communication and follow-up on problem resolution

Very satisfied () Satisfied () Average ) Dissatisfied 1 Very Dissatisfied

4) The ability of help desk to diagnose your problem =

5) Time taken to resolve your problem *
[T wery satisfied [ satisfied [T Average [[] pissatisfied [7] very dissatisfied

6) Please add any additional feedback on how we can provide better IT support:

User can also access and provide survey by clicking on the survey link received via email.
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Tue 08-06-2021 13:33
ADITaas Us Demo
[IN-210608-0003] Survey mail

To M Lewis, Priya
Hi Priva Lewris,
Incident [IN-210608-0003] has been resolved so please provide vour feedback by clicking on below link:

Survey Link

Thank vou.

32



