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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.

Main Tab Sub Tab Use

- Change/ Edit Member Name
- Change/ Edit Mobile No
- Change/ Edit Mail ID
User List - Change/ Edit Tab Permission (Access Control)
- Change/ Edit Staff Data
- Change/ Edit Flat Vehicle
- Change/ Edit Flat Member
- Change/ Edit Name on Maintenance Bill
- Change/ Edit Flat Area Sq Feet
- Change/ Edit Intercom No
User - Change/ Edit Parking Slot

User Details

- Approve New Member Request

Pending Request 4 r 0 nt Data

Emergency

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

Logs - Check the Change made by Member and Another Admin




<

SVC
Society[:le)

societv manaaement application

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

Members

S8 + Add Member

=

# Mame Membership Type Lives Here Emai Contact Address
Mr Raul Mare Ownaer ¥ drminE eyTun 1 Dattaraj Residency, Wakad,
Pune
hash WINET b uhelmujavwars 951 1 58 Do bl
a3 disha kamble Owner Famil dishakamilel 99BE@grmail.cor a9 : Link Road B3 Ashapura S

Unit Detalls AW 2 v|E Search: () Click To Open
Rental Requests 5 Rented
i ™ Unit o, Primary Owner Owned/Rented Ared Intercam Vet
Emergency Contact o2 : R i g ™
gency A0 r Raul More Owned 810.00 0 View
Logs 2 A102 Owned 0 o
3 A103 Owned B10.0 0
D Statutory Register
A 104 Ir Kaila Owned 810,00 0
fTa)]
o 4 A0 Mr Vijay Aher Rented
Y Lommitiee 3
A2 ar Sane Bi 0
1
B Unit Members & Staff &= Vehicle &= Visitors A 101

Shivaji Nagar

Click On Edit
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Update Member

MNarme*

Contact

Emall

Membership Type*

Lives Here*

ldentity Proof

Permanent Address

MNeote For Moderator

C Mr Raul Mare

) W— Change/ Edit Member Mame

( +91 7620016529

) — Change/ Edit Mobile No

C admin@societyrun.com

) Af— Change/ Edit Mail 1D

Ohwiner

Choose file | No file chosen

Dattaraj Residency, Wakad, Pune

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

Manager)?

© Unit Members

Click to Add

= Visitors

Click to Add

Maid/Driver Info

Sr.No. Staff Name

1 Savita

2 Sanjiv
sandesh

Vehicle Info

Gender DOB

Female 1996-04-24
Male 1989-08-10
Male 1970-01-01

Contact
8526852689
2Q¢ 192

9562954123

9702439163

A 102
Add New Driver/Maid Info -~
. ;” :r‘
Photo Identity Proof Print 1D

() @l -

7y 8

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

User \d |

User List

Add Tenants
Pending Requests
Emergency Contoct
Logs

r .
Lommitee

Gatepass »

Details Of Unit

#——— Click Here

# ™ Unit Ne. Biller Na
Block A3 allavi

¥ Block A 302 Umesh
3 Block A 401 Milind

me Area Intercam

Click on Edit
Consumer No Parking Slot Raole Edit
AAA123 Owned I
890 Owned I
DESE21B dfdd33 Rented \& |/
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Update Unit Details

Biller Name*

UMESH DERE & MANGESH LJl:RI:l

Change or
Edit Name

)—

Area 501.50
Intercom 0102
Paking Slot AB120
Role* 0

Cancel

'q—CIick on Save to Update Details

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

Removing Admin Rights)

"
)
I.-L*-. User v
Members N+ Add Member
User List #—— (1) Click Here
Init Detal Show entrie: & —
et Dl Sez (2) Click To Open
Rental Reguests " ) . _
i Unit No. Primary Owner Owned/Rented Area Intercom \ie
& cu Contoct
Emergency Contoct At Mr Raul More Owned 210.0 [ view )
Logs 2 At Mr Mahesh Pandit Owned 810 View
At Mr Vijay Patil Owned B10.00
D Statutory Register
4 A104 Ar Kailas Gursa Owned B10
0D - 'YIRY! ™ TN
'&D Committee A Mr Vijay Aher Re B10.00
A2 Ar Kumar Sane Owned B10.00
O Unit Members & Staff & Vehicle = Visitors A 101
Sea + Add Member
4T Narme Membership Type Lives Here  Email Contact Address Last Log Edit
Mr Raul Mare Owner Y i ietyrun, | 20016529 Dattaraj Residency, Wakad,
Pune
hashi Owner Ve suhelmujawars@gmail.com a5 1 Dubai
3 disha kamble Owner Family Yes dishakamble1998@gmail com B955552555 Link Road B3 Ashapura Soc
Shivaji Nagar
it
Click On Edit
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Change Permission On Umesh Dera

Caneral Permissions Salect Tabs Which Will be Accossible to STaff

- Add Member - Gavepass - Classifieds
- Py Lini *  Wiew Directory - Book Facliiny
- Helpdesk - Documents

Admin Parmissions

- Adrmin Me #  Admin Gatepass - Admin Helpdesk
- User Management < Add Commitee - Add Poll
- Upload Boc = = Add Facility - #Add Broadcast
- View Reports - Wehicke Phone - Moember Phone
- Commitee Email - Commitee Fhone - Tenant Management
- Edit Seciety
Acesunting Permissions
- ACCEn g - Edit Vaucher - Delote Voucher
- GSenerate Bill - Generate invaice - Create Reccipes
- Create Voucher - Bulk Fayment upload - Bulk Fayment delete
= wedie mill - ol Wil deleto - e Paymen &

Cancel ‘ S . Chick On Save

Main Tab Sub Tab Use

- Check In-Out Report of Water Tanker
Tanker Report - Check Tanker No
(If GatePass Active) - Check Water Capacity of Tanker

- Check Image

Vst e - Check All Visitor Data
(If GatePass Active) = izl S W s

GatePass - Check Visitor Images

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

- Add Staff (Manager, Accountant & Auditor)
Maintenance Staff - Given them Access to SVC SocietyPro (Access Control)
- Create & Print ID Card
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How to Add or Edit Maintenance Staff? (Manger, Accountant, Auditor,
Housekeeping & Security Supervisor)

Display Maintenance Staff Click on Add —h + Add Maintenance Staff '
Search:
™  Role Name Contact Email Gender DOB  Vehicle No  Identy Proof Address Proof Phote Agency Name S
Support Umesh 8082697529  umeshdere@gmail.com Male 1970- NA E L J = Societyrun
Team @ Dere 01-01
Societyrun
2 Auditor SAURABH 7709437981  rajvanbekar111@gmail.com Male 1970- NA E L J [
01-01

Showing 1 to 2 of 2 entries |Previ3us“Next|

Sodo Maintenanmnce Staff FAuclcd @il Mandatory Fields To Generate Logmin

Role = . -
select Rale H

ol 0 e

Concaco™ =R 1
Ermail™

Gender * Peimic
Qualification

(B E]

kil P,

Address *

Idenmtity Proof* Choose Tile P Tile chiosan
SAddress Proof® Chooso Tila Pl il Chosan
Photo® Choose Tile | MNo Tile chosan

Aperncy Parmee

Salary

| Cance | S

How to Give Access Rights Maintenance Staff?

Display Maintenance Staff + Add Maintenance Staff

Click Here to Allocate Rights

T Row Name Cantact Ema Genoer DOB Wehicle Mo loenty Proof  Adoress Proof Photo  Agency Name  Salary  Pr ’k Permission Action
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Change Pearmission On Umash Dara

Geaneral Permissions

- Add Member
- My Uinit
- Helpdeshk

Admin Permissions

Admmin Menu
User Managerment
Uploasd Documents
Wi Reports

Commites Email

E R R E R E

Eeit Socinty

Accounting Permissians

A CCounting
Generate Bill

Create Voucher

i 8RR

Eedin @il

Swelact Tabs

Which Will be Accessible to Scaff

- Gavepass - Classifieds
#  Wiew Directory #*  Book Facllity
#  Documents
- Admin Galtepass - Admin Helpdeik
#  Add Commitees #  add Poll
= Add Facility #  Add Broadcast
b Wahiche Phomne e Mamiber Phone
- Commites Phone - Tenant Managerment
- Edit Woucher - Delete Voucher
#  Generate invoice #  Create Receipts
= Bulk Fayment upload #  Bulk Payment delete
#*  Bulk Bill delete #  Edit Paymen .
. Cliclkk OnNn Save

Main Tab Sub Tab

Search Complaint

Complaints <&V

Area

Use

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

Add Category of Complaint

Add Assignment level

Add Committee or Responsible Office Bearer
Escalation Matrix

Add Area of Complaint
Such as Garden, Main Gate, Gym or Lobby
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How to View & Update Complaint added by Resident?

?
Search Complaint
mmit
y Select Diate:* —
Block: =
Complaints I
Click Te
Status:
sarch Comp aint ) *—— Open All Select Status

Complaint
Category
o
Areo
J »

Broa

Srils Ticketid unitNp, Category

et
- 3 CLEA
CLEANI

Category:

L Cate
Area Assign To Opened On
Ga hashikant 05 L
AM
d shika
AT ghazhikant,
Pool

Complaint @ Complaint

Mature: uggrstio
Request
Display All Complaints
Click To
Open
Complaint
Updated On Status Vigw
00 Mew
03 De

L Be Cle 4 1
s i o e
et e o A
A aF
A ipgrn Tes:
Aol By

meamtom:

-----------------

el P leCo s e Fi e

[ - _
r T . - -

= ( Faves amlcmed R ) — -
Attmeh Tllm: C Cruconm File | T :) 1ma
. R —— T

o P o e o e s

How to Assign Complaint to Specific Committee or Office Bearer?

(Escalation Matrix)
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& Uger )
%5 Comiee Category SR + id ategory
L Goepnss }
Search
4 Complaints ¥
Seqrch Compiaint L) (ategory Level | Assign Level 2 Asgign Level 3 s
Coteqory ) = Click to here to Add
| ' | e Rl More, M Mahesh Pani, Mr Mahesh Pandit,
Az

Category Add Complaint Category and Person Responsible from Here ———! " + Add category '

T SNa Category Level 1 Assign Lavel 2 Assign Lievel 3 Agsign
LIFT Mr Raul More, Mr Mahesh Pandit, Mr Mahesh Pandit,
2 ACCOUNTING Mr Vijay Aher St Mr Mahesh Pandit,
3 SECURITY Mr Mahiesh Pandit, P Virany Ahar Siyash
4 DOMESTIC WATER Mr Makesh Pandit, Mr Vijay Afver Suyash
DRINKING WATER Mr Mahesh Pandit, B Wiy Aher Guyash
B CLEANING shashikant, shashikant Wr Baul More,

Main Tab Sub Tab Use
- Upload Max. image or doc size of 3MB.
- Only png, jpg, jpeg and pdf type
Upload Document - 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

Document
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Broadcost

ght © 2018 Convivial Soln

Copy

?

Upload Document
}

File upload*
?
Click hereto e
Open

) Document Categary*

Accessible to*

Description of the document

Motify via Email?

Choosefile Nofile chosen 44— Upload File

Housing Society Election Rules

From List

)
)
)
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Main Tab

Facility

Sub Tab Use

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

- 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

All Facility

How to Approve or Cancel Booking Added by Resident?

3
Goteness b
Compigl ]

All Booking
Approve or Cancel Booking
By Resident
g r r . € - )
f Name Flat Facifity Mame: Booking Date Start Time End Time Purpase Satus Total Charges
Umesh Dere A-103 Terace 01912-24 800 AM G0 PM Persons Pending
2 Umesh Dere A103 Terrace 201508-25 E00 AM 12:00 PM Persona Auto Canceled

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

>
ittEe
Galepass >
-+ Comploints >
Focility
All Booking
Al Facility
Broadcast

Facility Details Add all Required Information About Facility

Facility Nama*

Facility Available From*

00 A

Facility Available To*

8:00 PM
Minimum booking duration{in Hours. j*
Maximum booking duration{in Hours.J* 2

2
Chargesihr for Residential use{in Rs.) * 5000
Charges/hr for Commercial uselin Rs.)
Time gap between two Booking(in Hours)*
Facility Income Account® i

¥ Hal

Auto Cancel baoking If not pald injdays)*

Booking can be done only once per day
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Main Tab Sub Tab Use

- Add Announcement
- Add Description (Message you need to communicate)

A t
nhouncemen - Attach any file with Message
- Sent via Email & SMS to All Members
- Add Event in Society
- Add Description (About Event)
Event - Start and End Time and Date

- Add Venue

- Sent via Email & SMS to All Members

- Add Meeting (MCM, SGM or AGM)

- Send to All or Managing Committee Members

Broadcast - Add Agenda in Description

Meeting - Attach Agenda

- Add Time of Meeting

- Sent via Email & SMS to All Members

. - Send Email to All or Specific Resident

Send Email

- Any Ad-hoc announcement
Send SMS - Send SMS to All or Specific Resident
(Limited Pack) - Any Ad-hoc announcement

How to send notification to resident?

Click on Type of Notification which need to be

(H Announcement [z} Event @ Meeting @ Send Email @ Send SMS ) «— used for Communication

Send To*

a

All Owners of this complex
Subject®

Description Bsorce | 0 B @ B B &R @ QL E S| (meenoomen

E I U S§ X x*' L||li= = iz | o9 o
HOM@M=9 Q=8

Styles - || Format - || Font ~ || size -||A- 3-||58 ED[| ?

T [ . T 2 ] i
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2 t @ all G
Send To*
( All Owners. of this complex : Select the Group
Subject* ( Water Time Notice
Description

[ source

Motice Subject
DR @& @ B R G - Qi F9llor @8 OO0 w @ 0O
B I U S x x| L= £ W T BE- =~ L eom= o=
Stylas - Normal Georgla - 14 - ?
Dear
Please note water time for Sunday is Morming 6 am to 10 am g & pm to 10 pm.
Please make arrangement as required
Thanks,
Society Manager
boedy p span  span
Attachment, if any Attach File if Any
g r ed
Post As
On Behalf of Committee ¥ Select From Whom Notice is Issued
Send message by C and SMS D g & am to 10 ar
Select the Way to Send Announcement Type SMS Here
How to add Event?
Announce ment ent b Meeting b Send Email @& Send 5M5
Send To* "
ners of this complex g
Subject® Pooja At Society Clubhouse
Description — ————
Bowes O E & B m (& Q by E
B I U 5 »x x* I = £ o1 @ =2 E == (4]
[—
Styles - || reorma - =1 ~i| A~ B-(| 3 U
Dear Member,

Please do attended

bady B SpAn span
Attachment, if any

Choose filg

Post As

Send message by

Start Date

recember, 2018

End Date

»ecember, 2019
Srart Time

OB:30 AM

End Time

ar

Yearly pooja will event will be there in Society Club House.

Select the way to Communicate Event Notification

Add Event Start & End Time & Date
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How to add Meeting?

Send To*

Subject®

Description

Post As

Meeting Date

Time

2 Announcement

Attachment, if any

Send message by

= Lverc B Send Email & Send SMS

C All Owners of this complex

5) Select the Group

Speclal General Body on 30th Dec, 2019 at 11 ar

BSwe OB @ B|([XH @@ @ - QLN % B @000 ==D
B I U & x x|EH&K = 4 |77 X kKi® A H Y v B- (= N oM =
Styles - MNorma Georgia - 18 A- B- - | i

Dear Member,
Special General Body on 3oth Dec, 2019 at 11 am in Society Office.
Please attend. Also find attached Agenda.

Thanks,

body p span span

Gnoese file | Mo

On Behall of Committee *

(emanona sws $)

=

n) Attach Agenda

13 December, 2019

1:00 AM

i

Type Agenda here
or
Attach Below

Select Time & Date of Meeting

How to General Email & SMS?

Serd To®

Subject*

Description

Attachment, if any

Select Group ( Chamers of thi

K Announcement

Send To*

Sent 2019 Marienance Bil Notification

Bsws D B @ B )
BIUSXx L= £ ZENE 2 B
— H Vessage

Normal Coorga  + | 16

Dear Member,
Sept 2019 Bill has additional Rs. 200 for Water Charges added by BMC.

Please note. Flease find attached notice from BMC,

Note:
Thanks, - I Ln T "
it wind 1 o Trarsactional SMS ol
Socaety Office.
body p span span
Chonsge e Mo f Axtach if Any RCkPere for more nformaLon

[ance

ol

Bewent @ Meetng @

-
i

(5 Send SMS

Send Ema

Al Dwners of this complex

Dear Member, Please note if for A wing
b coged thdzy between 1 pin o 3 pm o
Malrtenance work, Thanks

e find any society sending prometianal SHE wil e fin

o
a R 4l

U A

A

ko 25
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Main Tab Sub Tab

Vehicle Report

Owner Report

Reports

Tenant Report

Tenant Contract
Status

Use

Check All the Vehicle in Society

Check with Vehicle No, Model & Type (2W & 4W)
Check Vehicle Owner Flat

Check Parking Slot or Sticker

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

Check all Tenant & Tenant Family Data
Contract Started & Maturity Date

All Tenant Agreement on Click

Check Tenant’s Contact & Permanent Address

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