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NOTIFICATION

This is for information to all concerned that in order to maintain transparency, all requests/complaints of any
stakeholders  of Tripura University regarding Establishment /Finance/Administration/Central
Library/Maintenance sections may be raised through SAMARTH ERP Portal using online IT Service
Desk Module only.

If the particular concern is not addressed within Seven (7) working days, the same may be accelerated using
the same portal.

Shri Sukanta Deb, Assistant has been nominated as the Nodal Officer for the said ERP Portal. For any
support/clarifications required regarding the use of this module, the Nodal Officer may be contacted on
Mobile No. 9864777053 and email id: sukantadeb@tripurauniv.ac.in.

A user manual of IT Service Desk Module is at Annexure-1.

This is issued with the approval of the Competent Authority of Tripura University.

(Surajit Sarkar ' ] }

Assistant Registrar (i/c)
Copy to:
1) P.S. to the Hon’ble Vice-Chancellor, Tripura University.
2) PA.to the Registrar, Tripura University
3) The Finance Officer, Tripura University
4) The Controller of Examinations(i/c), Tripura University
5) The Librarian, Tripura University
- 6) All Deans, Tripura University
7) All Heads/In-charge/Coordinator, Tripura University
8) The Director(i/c), DDE, Tripura University
9) All Faculty members/Officers/Non-teaching staff/Branches/Sections, T.U.
10) Nodal Officer, Samarth Project, Tripura University '
11) Samarth Cell, Tripura University
12) Tripura University Website



TRIPURA UNIVERSITY

ANNEXURE-1 —

SAMARTH ERP IT SERVICE DESKITSD) MODULE USER MANUAL

How to register Complaints or Create Service request

(For End USERS)

1. Please Login into your SAMARTH Account at : https://tripurauniv.samarth.ac.in/

2. Left Side- Go to Governance

Change Page Font Size: A- A
A+

B eGov | Govemance

+ Recruitment

Report

+ Campus Services

Click Here to View OR

+ Data Management . .
Create Service Ticket

+ Administration

+ Account Settings

Print Report

2025N00604-Sukanta Deb, Assistant (Registrar Branch

{Employee)

+ Employee Services Dashboard
+ Finance
Residence Allocation IT Service Desk File Management & Tracking
» Governance
- Housing Schemes All Service Tickets Dashboard
+ Academic Create a New Service Ticket Manage Files

Incoming Files

3. Goto - Create a New Service Ticket ->
4. Select the Service type and Sub-Service type/Category.

Change Page Font Size: A- A
As

B eGov | IT Service Desk | Ticket / Create Ticket

IT Service Desk

Create Ticket

Dashboard

2025N00604-Sukanta Deb, Assistant (Registrar Branch)

(Employee)

Service Queue * Establishment Section Assistance

Tickets
Sub-Service Queue Query regarding LTC/HTC /‘ -

Assigned Tickets

Responses To User Details *

Please provide the issue details here

Report

O noTE: If you have Model Name/Serial No. click on the checkbox.

" Upload Supported Document | Choose file | No file chosen

“accepted formats: jpg/jpeg/pdf/png

“minfmax siz Okl MB

“Please upload a detailed and signed/forwarded copy of the complaint here.

a cance

Please select the
type of Service for
which support is
required.
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5. Write your complaint or Service request in Detail highlighted box.

Create Ticket

Service Queue = Establishment Section Assistance N l

Sub-Service Queue [ Query regarding LTC/HTC % l

Details *
stails Dear SirfMadam,

I have been working as an Assistant in your august institution since 01/04/2025 and |
wish to apply HTC in current block year. In this regard, | request your august office to
kindly check my eligibility for availing HTC as | am in Probation period.

Thanking you and Kind Regards.

Sukanta Deb

Assistant, Registrar Branch, TU "

[ NOTE: If you have Model Name/Serial Mo. click on the checkbox.

If reqd. you may upload
supporting documents like
photo etc. over here.

" Upload Supported Document Choose file | No file ChOSEN

“accepted formats: ipg/ipealpdf/png

“min/max size: 10kb/SMB

“Please upload a detailed and signed/forwarded copy of the complaint here.

a canest

6. If you have any model no / serial No. then check the
box 6(A) Enter detail of H/W & its Serial No in
the box

7. You can optionally upload any photo in support of your complaint/ Service
request. 7(A) Click on choose file, if you want to upload photo or document
proof.

8. Click on Save.

Create Ticket

Service Queue * | Establishment Section Assistance > |
Sub-Service Queue | Query regarding LTC/HTC 3 |
Details = Dear Sir/Madam,

| have been working as an Assistant in your august institution since 01/04/2025 and | wish to apply HTC in

current block year. In this regard, | request your august office to kindly check my eligibility for availing HTC as

am in Probation period
Thanking you and Kind Regards
= nta Deb

I Assistant, Registrar Branch, TU

MNOTE: If you have Model Name/Serial No. click on the checkbox.

Model Name(OFf Hardware)

\\
N

Upload Supported Document Choose file | Mo file chosen

For device issue, please put
model no. & serial no. here.

Cancel

Once all the details are filled up, please click
on the SAVE button.

(2]




9. The ticket will be generated with description, Kindly check if before submission.

ITOO0000O7
Tlcket No ITO0000007
Liser Name Sukanta Deb
OU | Department Regisirar Branch
Phone Ma. +R18864 777053
Service Queus Establishment Section Assistance
Sub-Service Queus Query regarding LTC/HTC
User Emplayee
Ticket State Open
Serlal No.

Model Name|{Of Hardware)

Tlcket Status DRAFT

‘Submit N

Sender 20:25M00604-5ukanta Deb, Assistant [Registrar Branch) [Employee)
Sender Emall sukantadeb@tripurauniv.ac.n

Created At Jul 1, 2025, 4:07-35 PM

Upload Supported Documents Mo Upload

Ticket Feedback
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10. Please submit the ticket, by checking on submit button.

Once the details are verified, please click on

Please submit the ticket for further action.
the SUBMIT button.

Service Agent Manual
(For service agents who resolves the complaint or service request.)

How to see/open the service ticket, Accept and close it.

1. Go to Governance
2. Click on All service tickets (see above)

Change Page Font Size: A- A 2025N00604-Sukanta Deb, Assistant (Regstrar Branch)

B eGov | Governance

A+ (Employee)
+ Employee Services Dashboard
* Finance
Residence Allocation T Service Desk File Management & Tracking
Governan
Housing Schemes All Service Tickets Dashboard
. Academic Create a NeNService Ticket Manage Files
Incoming Files
+ Recruitment Print Repart
Report
+ Campus Services CLICK HERE

+ Data Management

+ Administration

+ Account Settings
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Click on assigned tickets

o e IT Service Desk

Dashboard

Tickets

Assigned Tickets '

Fesponses To User

Feport

Ticket

Select Columns

Showing 1-1 of 1 item.

Expenrit

# Ticket & Ticket State
all
1 Open

All tickets which have been assigned to you will be visible here, with the status open or

close.
Jashboard
Select Columns  Export
Showing 1-5 of 5 items.
ickets

fissigned Tickets

Responses To User

Report

Ticket #

Ticket State User Name

AlL e

0OU [ Department

Assign To Agent

Open ANAMD THAKUR
Cloze Vikas
Close Vikas
Open Ashutosh Trivedi

Computer Centre

Computer Centre

Computer Centre

Department of

SREPSOTH (ANAND
THARKUE)




5. To address/ resolve an service ticket
5(A) Click on the ticket no

F——_
i { Ticket # "’2 Ticket State User Name OU / Department Assign To Agent User Service Qusg
\ J
S—r
All v v All
=
e, -
| t"g
1 ; § Open ANAND THAKUR Computer Centre Employee Windows/O
A3
o ,/
2 Close Vikas Computer Centre SREPSO74 (ANAND Employee TEST SERVI
THAKUR) PLEASE DO
USE
3 Close Vikas Computer Centre Employee Windows/O
Softw
Instailation
e——

5(B) See the description of the ticket with ticket details/ message of complaint given at

bottom of screen.

Remarks

Remark Upload Choose File | Mo file chosen

Is visible for

user 2

m Cllh:e'

Responss is pending from administration side.

cor |

Click here to take actions of
the particular ticket
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5(C) Click on Action button.
5(C(1)) If ticket belongs to your service, select accepted from drop down.
5(C(2)) If ticket does not belong to you, you may select Rejected.
5(C(3)) If it’s appear to be a spam they you may select spam.

Hawve Agent
Accepted Select
This Ticket? .

SPAaM
Remarks *
REJECTED

ACCEPTED

5(C(4)) Enter appropriate remarks’.

Hawve Agent
Accepted | ACCEPTED

This Ticket?®

Remarks * Remafgs Cannot Be Blank.

6. Once you address the concerned of the employee raised through ticket, then you can
close the ticket with appropriate remarks and please select ‘Yes’ in “is visible for user”?
So, that user can see your response and provide the feedback.

7. Then Click Close.

N.B. For any support required regarding the use of this module, please contact
sukantadeb@tripurauniv.ac.in
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