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How Admin can login into SVC SocietyPro using website? 
 
1) Click on Login (www.svcsocietypro.com) 
 
2) Enter Credentials Provided on Mail or on SMS 
 
Admin login is same as your individual login. Member with admin rights will be able to Admin & 
Accounting Tab. 
If you are not able to see Admin or Accounting Tab. Please call SVC SocietyPro Support or your Society 
Office. 

 
Admin 

Main Tab Sub Tab Use 

User 

User List 

- Change/ Edit Member Name 
- Change/ Edit Mobile No 
- Change/ Edit Mail ID 
- Change/ Edit Tab Permission (Access Control) 
- Change/ Edit Staff Data 
- Change/ Edit Flat Vehicle 
- Change/ Edit Flat Member 

User Details 

- Change/ Edit Name on Maintenance Bill 
- Change/ Edit Flat Area Sq Feet 
- Change/ Edit Intercom No 
- Change/ Edit Parking Slot 

Pending Request - Approve New Member Request 
- Add Tenant Data 

Emergency 
Contact -    Change/ Edit No of Emergency Services (Fire/Police) 

Logs - Check the Change made by Member and Another Admin 

 
 
 
 
 
 
 
 
 
 
 



 

 

 

How to Change the Name of Resident, Mobile No & Email ID? 
 

 
 

 
 



 

 

 
How to Add Staff (Driver/Maid) Details, Vehicle Data (Parking 
Manager)? 
 

 
How to Add or Edit Name & Flat Area on Maintenance Bill? 
 

 



 

 

 

 
How to Change/ Edit Tab Permission (Access Control)? (Giving or 
Removing Admin Rights) 
 

 
 

 
 



 

 

 
 

Admin 
Main Tab Sub Tab Use 

GatePass 

Tanker Report 
(If GatePass Active) 

- Check In-Out Report of Water Tanker 
- Check Tanker No 
- Check Water Capacity of Tanker 
- Check Image 

Visitor Report 
(If GatePass Active) 

- Check All Visitor Data 
- Check In & Out Time 
- Check Visitor Images 

Staff  
 (If GatePass Active) 

- Check all Society Staff In & Out (Maid & Driver) 
- Create & Print ID Card 

Maintenance Staff 
- Add Staff (Manager, Accountant & Auditor) 
- Given them Access to SVC SocietyPro (Access Control) 
- Create & Print ID Card 



 

 

 
How to Add or Edit Maintenance Staff? (Manger, Accountant, Auditor, 
Housekeeping & Security Supervisor) 

 
 

 
 

How to Give Access Rights Maintenance Staff? 

 



 

 

 
 

 
 
 

Admin 
Main Tab Sub Tab Use 

Complaints 

Search Complaint 
- Check New Complaint 
- Update the Status (On Hold, WIP & Closed) 
- Add Comments on Complaint 

Category 

- Add Category of Complaint 
- Add Assignment level 
- Add Committee or Responsible Office Bearer 
- Escalation Matrix 

Area - Add Area of Complaint 
- Such as Garden, Main Gate, Gym or Lobby 

 
 
 
 
 
 
 
 
 
 
 



 

 

 How to View & Update Complaint added by Resident? 
 

 
 
How to Add Comment or Change Status of Complaint? 
 

 
 

How to Assign Complaint to Specific Committee or Office Bearer? 
(Escalation Matrix) 
 



 

 

 

 
 
 

Admin 

Main Tab Sub Tab Use 

Document Upload Document 

- Upload Max. image or doc size of 3MB. 
- Only png, jpg, jpeg and pdf type 
- Upload Document for all member or only for Committee 
- Upload Society Forms Such as Nomination Form, Parking 

Forms, Passport NOC, Rent NOC or Loan NOC 
 



 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

Admin 
Main Tab Sub Tab Use 

Facility 

All Booking 
- Approve or Cancel Booking Added by Resident 
- Check list of Booking  
- Timing & Date of Booking 

All Facility 

- Add Facility for Rent (Banquet, Club House or Terrace) 
- Add Booking Timeline 
- Add Booking Charges 
- Add Rules and Regulation of Usage 
- Add Fine or Charges for any damage in Facility during use 
- Add Facility Booking Head under Accounting 

 

  How to Approve or Cancel Booking Added by Resident? 
 

 
 

How to Add Facility, Charges, Booking Time & Rules? 
 

 
 



 

 

Admin 
Main Tab Sub Tab Use 

Broadcast 

Announcement 

- Add Announcement 
- Add Description (Message you need to communicate) 
- Attach any file with Message 
- Sent via Email & SMS to All Members 

Event 

- Add Event in Society 
- Add Description (About Event) 
- Start and End Time and Date 
- Add Venue 
- Sent via Email & SMS to All Members 

Meeting 

- Add Meeting (MCM, SGM or AGM) 
- Send to All or Managing Committee Members 
- Add Agenda in Description 
- Attach Agenda 
- Add Time of Meeting 
- Sent via Email & SMS to All Members 

Send Email - Send Email to All or Specific Resident 
- Any Ad-hoc announcement  

Send SMS 
(Limited Pack) 

- Send SMS to All or Specific Resident 
- Any Ad-hoc announcement 

 

 How to send notification to resident? 
 

 



 

 

How to add Announcement? 
 

 
 

How to add Event? 
 

 
 



 

 

 
 

How to add Meeting? 
 

 
 

How to General Email & SMS? 

 



 

 

 
 

 

Admin 

Main Tab Sub Tab Use 

Reports 

Vehicle Report 

- Check All the Vehicle in Society 
- Check with Vehicle No, Model & Type (2W & 4W) 
- Check Vehicle Owner Flat  
- Check Parking Slot or Sticker 

Owner Report 
- Check all Owner & Owner Family Data 
- Check Owner’s Contact & Permanent Address  

Tenant Report 

- Check all Tenant & Tenant Family Data 
- Contract Started & Maturity Date 
- All Tenant Agreement on Click 
- Check Tenant’s Contact & Permanent Address  

Tenant Contract 
Status 

- Check Expired Tenant Contract 
- Check Contract which will expire in Next 30 Days 
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