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ow d y y with a serial ID
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. . : « Can | add attachments to my raised request
* How do | print the service report or checklist y d

report for my request

 How do | download all attachments in my request
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What is the difference between
iIndent, return & exchange request
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WHAT IS THE DIFFERENCE BETWEEN AN IN-HOUSE AND ON-SITE SERVICE REQUEST?

Indent Request Return Request

1. Product collection from Customer

Product delivery from Onsite
2. Request for Onsite/ Inhouse repair

to Customer

%2 ST Engineering

Exchange Request

Product delivery from Onsite to Customer
Product collection from Customer

Request for Onsite/ Inhouse repair
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What informationis -
required in a request
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WHAT INFORMATION IS REQUIRED IN A REQUEST

Servicing Information

41%STEngineering SDS*  Customer Portal

o New Indent Request

4
0/250

Description of your
servicing request
(Indent/ Return/ Exchange)
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WHAT INFORMATION IS REQUIRED IN A REQUEST

Location

4% STEngineering SDS* cCustomer Portal ‘ . Serene

New Indent Request

4
0/250

Place of servicing

Place *

location and
Address ID of where
the unit is located
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WHAT INFORMATION IS REQUIRED IN A REQUEST

Service Unit Information (For Indent Request)

42 STEngineering  SDS*  Customer Portal

@ Dashboard Storage Location

Clear

Contacts

© Add New Row (Maxi n rows all d : 5)

@ Add list of product
models from the By o

SB_SCCS_CHASSIS Chassis, SB_SCCS_MAIN BOARD MODULE  Main board module, SB_SCCS_MOTHERBOARD Motherboard, SB_UIT_PSU PSU 12345, SB_UIT_SSD ASSEMBLY SSD assembly, SB_VICS VICS,

SB_VICS_DCU DCU, SB_VICS_SCU SCU, SB_VICS_SPEAKER Speaker

Model : SB_SCCS_CHASSIS @ ‘l ‘ 1 Delete

@ No. of models to send

Model : SB_SCCS MAIN BOARD MODULE ‘l ‘ T Delete

in the request

I u Model : SB_UIT_SSD ASSEMBLY ‘l "u'ﬁ Delete
Model : SB_UIT_PSU ‘l "ﬂ-ﬂbele(e
Model : SB_SCCS MOTHERBOARD ‘l ‘ﬁDelete
Model : SB_VICS ‘l ‘n‘ﬂ Delete
Model : SB_VICS_DCU ‘l "ﬂ-ﬂbele(e
Model : SB_VICS SCU ‘l ‘ﬁDelete
Model : SB_VICS SPEAKER ‘l ‘ﬁDelete

e h
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WHAT INFORMATION IS REQUIRED IN A REQUEST

Service Unit Information (For Return/ Exchange Request)
| @ seereio

%= ST Engineering ‘ SDS* customer Portal
© Dashboard Service Unit Info
/' Service Requests Model
@ Add ||St Of pl’Od uct fl)) SB _SCCS_CHASSIS Chassis, SB_SCCS_MAIN BOARD MODULE Main board module, SB_SCCS_MOTHERBOARD  Motherboard
models from the _
. “ Model : SB_SCCS_CHASSIS (QTY :1) © Add Product [ Delete
dropdown list (25)
. . _ Product Problem Description
@ Add Product with serial
| D u nder the mOdeI ] 7D8 [} battery bloated X  Battery cannot hold charge X @ Add
(labelled on the product) ©
Vv Model : SB_SCCS_MAIN BOARD MODULE (QTY :0) © Add Product i Delete
_| Product Problem Description
© Add Product I Delete

There is no products in the product list. Select a product to add to the list.

© Add list of problem
description for the

product

“ Model : SB_SCCS_MOTHERBOARD (QTY:0)
Problem Description

| Product
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can include in my request
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WHAT ADDITIONAL INFORMATION | CAN INCLUDE IN MY REQUEST

Location - WC, CC, SL and Contacts (Optional)

41%STEngineering SDS*  Customer Portal

o New Indent Request
@ Work Center pemsmm
Locatl on < T
© Cost Center
Location
Supply Bcise West n
N
© Storage Location L o |
‘B [ |
O List of Contacts
. 3
that engineer - -
can contact
4 © Add New Row (Maximum rows allowed : 5)
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WHAT ADDITIONAL INFORMATION | CAN INCLUDE IN MY REQUEST

Additional Information (Optional)

%. ST Engineering ‘ SDS*  customer Portal ‘ . Serene Loh

e PO NO @® Dashboard

f’ Service Requests

Additional Info

Purchase Order No.

O VO No.

Maintenance Order No.

@ Attachment (e.g.
approval of emails
on POs)

Attachments (Single file size limit : 5SMB) ***Allowed file types : pdf, word, excel, images or text files.

Upload Attachments or drag and drop files here

Notes

© Additional notes for
user reference

© Add note

-




How do | view summary and
confirm my new request

$.% ST Engineering



Sm@_ = -
2.« ST Engineering
HOW DO | VIEW SUMMARY AND CONFIRM MY NEW REQUEST

Summary

%. ST Engineering ‘ SDS*  customer Portal ‘ . Serene Loh

@® Dashboard

Additional Info
f’ Service Requests

Purchase Order No.

Once the form is

Maintenance Order No.

completed, go to the end

Attachments (Single file size limit : 5SMB) ***Allowed file types : pdf, word, excel, images or text files.

Upload Attachments or drag and drop files here

of the page and select
[Summary] or [Cancel]

to undo request creation

Notes

© Add note

-




HOW DO | VIEW SUMMARY AND CONFIRM MY NEW REQUEST

Confirm Request

Check through the
information on the
summary page before
selecting [Confirm
Request] or [Cancel]

to go back to request

page to make changes.

SWZ = -
2.« ST Engineering
Location
Place  Supply Base West Work Center NA
Name  Sungei Gedong Camp Cost Center NA
Address 430 Sungei Gedong Rd Storage Location  NA

City (Zip Code) Singapore (718916)

Contacts

No data available.

Additional Info

Maintenace Order NA Purchase Order NA

CONFIRM REQUEST




How do | find my request
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Filter by Place or Enter request no. in Search field

<. ST Engineering ‘ SDS* customer Portal

O Go to Service Request
section to view a list of © Dashboard Requests
requests A /‘ Service Requests

© Create New Request ~

On Site
Indent Return Exchange Q@ All

e Search

Type Status MO

In House Both

@ You can search by place
from the dropdown list
and change to view only
Indent, Return, Exchange
or All requests.

View Request Description Serial No. Qty

202411700IND-2 202411700 Chassis - - 1 INDENT CE=t

O E nte r yo u r re q u est n O 0 r 202411700IND-1 202411700 Chassis - - 1 INDENT Open
description in the search Jmas revent
S Repair Complete
202410706FRI-2 202410706FRI VRAS LAPTOP 2CE0051VF3 1
box at the top of the table LAPTOP_NSN Maintenance
VRAS Preventive )
202410706FRI-1 202410706FRI VRAS LAPTOP 2CE0051VF1 1 Repair Complete
LAPTOP_NSN Maintenance

Preventive



HOW DO | FIND MY REQUEST

View Request

Click on the link to
view your request

information

Sm

<. ST Engineering

<. ST Engineering ‘ SDS* customer Portal

@ Dashboard

Requests

© Create New Request ~

/‘ Service Requests

On Site

Both

In House

Indent Return Exchange Q@ All

Search

Serial No.

View Request Description Qty Type Status MO

INDENT

202411700 Chassis

202411700IND-2

202411700IND-1 202411700 Chassis - - 1 INDENT Open -
VRAS Preventive .
202410706FRI-2 202410706FRI VRAS LAPTOP 2CEQ051VF3 1 Repair Complete
LAPTOP_NSN Maintenance
VRAS Preventive )
202410706FRI-1 202410706FRI VRAS LAPTOP 2CE0051VF1 1 Repair Complete
LAPTOP_NSN Maintenance
Mo
v hd

Preventive



How do | print the service report or
checklist report for my request
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HOW DO | PRINT THE SERVICE REPORT OR CHECKLIST REPORT FOR MY REQUEST

Step 1: Select PDF icon

0 Dashboard Req ueStS

}’ Service Requests

Place :

Select the icon to
download the request

report

2= ST Engineering ‘ SDS® customer Portal

All

%2 ST Engineering

‘ . Serene Loh
@ Create New Request ~

Downloads

v Type : On Site In House Both
Indent Return Exchange © All
Search
View Request LOB Description NSN No. Serial No. Qty Type Status MO PO  Created
06/11/2024
202411700IND-2 202411700 Chassis - - 1 INDENT Open - -
14:25:08
06/11/2024
2024112001N0,1 202411700 Chassis - - 1 INDERT. Open ~ ~
14:25:08
VRAS Preventive , 23/10/2024
202410706FRI-2 202410706FRI VRAS LAPTOP 2CEQ051VF3 1 RepanComplets - -
LAPTOP_NSN Maintenance 18:27:39
VRAS Preventive . 23/10/2024
202410706FRI-1 202410706FRI VRAS LAPTOP 2CE0051VF1 1 Repair Complste - -
LAPTOP_NSN Maintenance 18:27:38
Preventive 23/10/2024
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 Complete - -
Maintenance 18:26:16
Preventive 23/10/2024
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 T - -
Maintenance 18:26:16
VRAS Corrective 23/10/2024
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HOW DO | PRINT THE SERVICE REPORT OR CHECKLIST REPORT FOR MY REQUEST

Step 2: Select Download Type (Service/ Checklist Report)

O sclect the download type:
» Service Report Downloads

» Checklist Report Downioad Type

Service Report

O Rename your file

Request ID

202411700IND-2

© Select [Download] or

Cancel download




HOW DO | PRINT THE SERVICE REPORT OR CHECKLIST REPORT FOR MY REQUEST

Step 3: Download service report / checklist report

@O Click on the download
icon and select any
download options.

© The report will be
downloaded to your local
drive.

| Downloads B a - P

202301710-1_ServiceReport.pdf

Open file

See maore

&l H - .
B ST Engmeermg 202411700IND-2_ServiceR... .pdf

% = ST Engineering

Service Report

)
%

Service Request No. :
LOB Service Request No.
Service Order No.
Maintenance Order No.
Service Done At :

Work Center:

Storage Location :

Nature of Servicing :

202411700IND-2 Work Requested : INDENT
202411700 Requester : Serene Loh
N/A

N/A Purchase Order No. N/A

Sungei Gedong Camp, 430 Sungei Gedong Rd, 718916 Singapore
N/A Cost Center: N/A
N/A

Send parts for service maintenance

Equipments
Model Name
SB_SCCS_CHASSIS Chassis

Serial No. NSN Number Quantity

N/A N/A  §

LN

ST Engineering
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HOW DO | DOWNLOAD ALLATTACHMENTS IN MY REQUEST

Step 1: Select PDF icon

&M

%= ST Engineering ‘ SDS® customer Portal

}’ Service Requests

On Site In House Both

Indent Return Exchange © All

Search

| h i View Request Description . Serial No. Qty Type Status Created Downloads
06/11/2024
202411700IND-2 202411700 Chassis INDENT
t d I d th 14:25:08
06/11/2024
202411700IND-1 202411700 Chassis INDENT
request report
VRAS Preventive , 23/10/2024
202410706FRI-2 202410706FRI VRAS LAPTOP 2CE0051VF3 RepanComplets
LAPTOP_NSN Maintenance 18:27:39
VRAS Preventive . 23/10/2024 N
202410706FRI-1 202410706FRI VRAS LAPTOP 2CE0051VF1 1 Repair Complste - -
LAPTOP_NSN Maintenance 18:27:38
Preventive 23/10/2024
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 Complete - -
Maintenance 18:26:16
Preventive 23/10/2024 N
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 T - -
Maintenance 18:26:16

VRAS Corrective o 23/10/2024 m

]
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HOW DO | DOWNLOAD ALLATTACHMENTS IN MY REQUEST

Step 2: Select Download Type (Attachments)

O sclect the download type:

hd AttaChmentS Downloads

O Rename your file Downioad Type
Service Report
© select [Download] to or Servi Repor
Cancel download chectlsteper

Attachments

DOWNLOAD
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HOW DO | DOWNLOAD ALLATTACHMENTS IN MY REQUEST

Step 3: Attachments downloaded to local drive

{_3 File Download in Progress

10-06-2024__Attachments.zip 568.0 B

O The file(s) will be zipped and
downloaded to your local drive.

(_ The security analysis will be completed soon. Please wait.._

The file analysis may take some time. Do not close or refresh this window.
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HOW DO | CHECK ON AN ONGOING SERVICE REQUEST STATUS

See request status column

&M

%= ST Engineering ‘ SDS® customer Portal

0 Dashboard Req ueStS

@ Create New Request ~

}’ Service Requests

On Site
Indent Return Exchange © All

Both

In House

Statuses of requests would

Search

be reflected under Status

View Request Description Serial No. Type Status MO PO  Created Downloads

as Open, Complete,

06/11/2024
14:25:08

202411700IND-2 202411700 Chassis - - 1 INDENT Open

Repair Complete,

06/11/2024

202411700IND-1 202411700 Chassis - - 1 INDENT CEEn

14:25:08

Pending Cancellation,

VRAS Preventive , 23/10/2024
202410706FRI-2 202410706ERI VRAS LAPTOP 2CEQ051VE3 1 TPl EEI e

LAPTOP_NSN Maintenance 18:27:39

Cancelled

VRAS Preventive . 23/10/2024 N
202410706FRI-1 202410706FRI VRAS LAPTOP 2CE0051VF1 1 Repair Complste - -
LAPTOP_NSN Maintenance 18:27:38
Preventive 23/10/2024
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 Complete - -
Maintenance 18:26:16
Preventive 23/10/2024 N
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 T - -
Maintenance 18:26:16
; S 4 -
VRAS Corrective 23/10/2024 o,




How do | cancel my request
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HOW DO | CANCEL MY REQUEST

Step 1: Locate your request

Locate the request that

you want to cancel.

ST Engineering ‘ SDS*

}’ Service Requests

Requests

View Request

Customer Portal

Description

Serial No.

Qty

Type

Sm

On Site In House

Indent Return

Status

@ Create New Request ~

Both
Exchange © All

Search

Created

<. ST Engineering

Downloads

202411700IND-2

202411700

Chassis

INDENT

06/11/2024
14:25:08

202411700IND-1

202410706FRI-2

202410706FRI-1

202410705FRI-2

202410705FRI-2

202411700

202410706FRI

202410706FRI

202410705FRI

202410705FRI

Chassis

VRAS LAPTOP

VRAS LAPTOP

GRC408 RADIO

GRC408 RADIO

VRAS
2CEO0051VF3
LAPTOP_NSN
VRAS
2CEOQ051VF1
LAPTOP_NSN
= 15D60708
o 15D60708
VRAS

INDENT

Preventive

Maintenance

Preventive

Maintenance

Preventive

Maintenance

Preventive

Maintenance

Corrective

Repair Complete

Repair Complete

Complete

Complete

]

06/11/2024
14:25:08

23/10/2024
18:27:39

23/10/2024
18:27:38

23/10/2024
18:26:16

23/10/2024
18:26:16

23/10/2024

v



HOW DO | CANCEL MY REQUEST
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<. ST Engineering

Step 2: Click on the service request code link

Select the request

2= ST Engineering ‘ SDS® customer Portal

0 Dashboard Req ueStS

@ Create New Request ~

}’ Service Requests

On Site
Indent Return Exchange © All

Both

In House

Search

View Request Description Serial No. Type Status MO PO  Created Downloads

Qty

06/11/2024

INDENT Open - -

[

link to view it

202411700IND-2 202411700 Chassis = =

14:25:08

06/11/2024
14:25:08

202411700IND-1 202411700 Chassis - - 1 INDENT CEEn - -

VRAS Preventive , 23/10/2024 X
202410706FRI-2 202410706FRI VRAS LAPTOP 2CE0051VF3 1 Repair Complete - -
LAPTOP_NSN Maintenance 18:27:39

VRAS Preventive . 23/10/2024 N
202410706FRI-1 202410706FRI VRAS LAPTOP 2CE0051VF1 1 Repair Complste - -
LAPTOP_NSN Maintenance 18:27:38
Preventive 23/10/2024
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 Complete - -
Maintenance 18:26:16
Preventive 23/10/2024 N
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 T - -
Maintenance 18:26:16

chv | v

VRAS Corrective - 23/10/2024 o,

]
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Step 3: Select ‘Request to Cancel’

L - . Fs
$.% ST Engineering ‘ SDS* customer Portal | . Serene Loh

® Dashboard
Request Status :

& Senvice Requests Open

¢ Nature of Servicing :

Send parts for service maintenance

Place Name Supply Base West
Scroll to the bottom ame SungeiSedong camp
i City (Zip Code) Singapo?e 718916 ’
of the service request
page to select Attachments

[Request to Cancel]

Upload Attachments or drag and drop files here

SAVE REQUEST TO CANCEL
A



2'% ST Engi '
s ngineerin
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Step 4: Upload cancellation memo

A popup box would

Cancel Request

appear to upload a

. Request ID : 202411700IND-2
cancellation memo.

UJ I declare that the required approval has been given for this

cancellation request.

Attachments (Single file size limit : 5SMB)

Allowed file types : pdf, word, excel, images or text files.

Click [Upload Memo

for Cancellation] and

tick the check box.
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HOW DO | CANCEL MY REQUEST us g 0

Step 5: Upload cancellation memo

QOpen
« v P » This PC » Documents v U |  Search Documents

Organize ~ New folder

~

Name Date modified
7+ Quick access

quotations.png 202022 2.20 P
= This PC 8] memo.png 4/10/2022 4:26 pm
J 3D Objects CCUMMENt approvarnaoot TS0 S0 P

[ Desktop (=] customerApproval.png 13/1/2023 11:15 am
Documents Sound recordings 19/4/2023 2:50 pm
. ¥ Downloads SAP 14/3/2022 1:43 pm
Locate your file on your

: ustom Oftice Templates 1 243 pm
B Music G Office Templ 5/3/2022 4:43
=/ Pictures

local drive to upload B viceos

£ . Local Disk (C)

and click [Open] Freorc v <

File name: |memo.png ~ LAl files (%)

Upload from mdbile Cancel

__d
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Step 6: Type a brief cancellation description

Cancel Request

Request ID : 202411700IND-2

PI’OVIde a brlef Attachment Description
description of the

) Allov Cancellation memo for 202411700IND-2
cancellation memo )

and click [OKk]




HOW DO | CANCEL MY REQUEST

Step 7: Check uploaded attachment, click submit

Do ensure to check
the tick box before

submitting

All uploaded attachments

would appear here.

|
Click [Submit] after

verifying all details.

Cancel Request

Request ID : 202411700IND-2

| declare that the required approval has been given for this

cancellation request.

Attachments (Single file size limit : 5SMB)

Allowed file types : pdf, word, excel, images or text files.

Upload Memo for Cancelation

X

Cancellation memo ...

%2 ST Engineering
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Step 8: Cancellation request successful

Upon successful

submission, a popup

Success

window would appear.

Request ID : 202411700IND-2

We have successfully processed your service request.

Click [Return to

Request] to view the

request in the listings.
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HOW DO | CANCEL MY REQUEST wus g 0

Step 9: Redirected back to listings page

4= ST Engineering ‘ SDS*” customer Portal

H Service Requests

On Site In House Both

The Service request that Indent Return Exchange © All

Search

was requested to be

View Request Description Serial No. Qty Status MO PO  Created Downloads

cancelled would now be —_——_

202411700IND-2 202411700 Chassis

Cancelation

14:25:08

labelled as

202411700IND-1 202411700 Chassis INDENT

14:25:08

[Pending Cancellation].

VRAS Preventive . 23/10/2024
202410706FRI-2 202410706FRI VRAS LAPTOP 2CE0051VF3 ARl
LAPTOP_NSN Maintenance 18:27:39

VRAS Preventive , 23/10/2024
202410706FRI-1 202410706FRI VRAS LAPTOP 2CE0051VF1 1 SEREC TG - -
LAPTOP_NSN Maintenance 18:27:38
Preventive 23/10/2024 N
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 Complete - -
Maintenance 18:26:16
Preventive 23/10/2024
202410705FRI-2 202410705FRI GRC408 RADIO - 15D60708 1 Complete - -
Maintenance 18:26:16
VRAS Corrective 23/10/2024 R v
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HOW DO | ADD ANEW MODEL TO THE LIST
Contact CX Hub
Contact the admin at CX Hub o e ———
ervice Portals ou g ur Leaders Qs Contact Us

(Customer eXperience Hub):

cxhub.services@stengg.com CO ntaCt US

6672 7597

Further instructions would be

Customer Experience Hub

cxhub.services@stengg.com

6672 7597

advised by the CX Hub agent.



mailto:cxhub.services@stengg.com
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HOW DO | ADD A NEW PRODUCT SERIAL ID TO THE LIST

Step 1: Locate product serial ID field

Select Product

Model : SB_SCCS_CHASSIS

O After a model is created.
click [Add Product] to

open Product window.
. . Search Product
@ Enter the serial ID in the
SearCh fleld SB SCCS Chassis Prod811
| No results matched € Register New Product e

© I no records found, it will
prompt ‘No results
matched’. Click [Register
New Product] to open a
product creation window

"y

&

m
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HOW DO | ADD A NEW PRODUCT SERIAL ID TO THE LIST

Step 2: Create New Product Serial ID

ST Engineering

&

Add New Serial

Service Unit Info
@ Check product information
. Place
and serial Id before you pr—
click on [Confirm]. "

Model

SB_SCCS_CHASSIS

Product Serial Id *

SB SCCS_Chassis_Prod811
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HOW DO | ADD A NEW PRODUCT SERIAL ID TO THE LIST

Step 3: Add New Product Serial ID

Select Product

Model : SB_SCCS_CHASSIS

Search Product
® 1t will be displayed in the
. . SB_SCCS_Chassis_Prods11
list as shown. Then click -
on [Add] to add product

to the list.
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HOW DO | ADD ANEW PRODUCT SERIAL ID TO THE LIST

Step 4: New product serial ID added

5= ST Engineering ‘ SDS* customer Portal ‘ . Serene Loh

= =
e

@ Dashboard
Contacts

& Serice Requests a
© Add New Row (Maximum rows allowed : 5)

The newly created
Service Unit Info

product serial ID

Model

SB_SCCS_CHASSIS Chassis, SB_SCCS_MAIN BOARD MODULE Main board module, SB_SCCS_MOTHERBOARD Motherboard

would appear here

v Model : SB_SCCS_CHASSIS (QTY : 2) © Add Product T Delete

_| Product Problem Description

Continue furnishing

battery bloated X Battery cannot hold charge X @ Add

_] zp8

the rest of the fields in

the request form.

© Add

_] SB_SCCS_Chassis_Prod811

“ Model : SB_SCCS_MAIN BOARD MODULE (QTY :0) © Add Product i Delete

_| Product Problem Description



What should | do'if th;prcduct
does not come with a serial ID
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WHAT SHOULD | DO IF THE PRODUCT DOES NOT COME WITHA SERIAL ID

Check with your System

If the physical product
does not come with a
serial 1D, you should
check with your system
manager about raising
a request on a product

without a serial ID.

Manager

Select Product

Model : SB_SCCS_CHASSIS

Search Product

SB SCCS Chassis Prod811

No results matched €@ Register New Product

e

m
il
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ST Engineering
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problem description
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HOW DO | ADD A NEW PROBLEM DESCRIPTION

Step 1: Add problem description in table

O After product is created,
click [Add] icon under
problem description
column to open product

description window.

$:= ST Engineering

‘:Z:‘ST Engineering ‘ SDS* customer Portal ‘

@® Dashboard

& Service Requests

Service Unit Info

Model

SB_SCCS_CHASSIS Chassis, SB_SCCS_MAIN BOARD MODULE Main board module, SB_SCCS_MOTHERBOARD Motherhoard
“ Model : SB_SCCS_CHASSIS (QTY :1) © Add Product

_] Product Problem Description

| 7D8 [ battery bloated X  Battery cannot hold charge X @ Add
Vv Model : SB_SCCS_MAIN BOARD MODULE (QTY:0) © Add Product
_| Product Problem Description

There is no products in the product list. Select a product to add to the list.

“ Model : SB_SCCS_MOTHERBOARD ( QTY : 0) © Add Product

| Product Problem Description

IT]i Delete

ﬁi Delete

IT]i Delete
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Step 2: Locate problem description field

Add to Product : SB_SCCS_Chassis_ Prod811

Search Problem Description

@ Enter problem description
in the search field.

Exposed wiring

No results matched €@ _Add New

© If no records found, it will
prompt ‘No results
matched’. Click [Add
New] to open a problem
description creation
window




HOW DO | ADD ANEW PROBLEM DESCRIPTION
Step 3: Create new problem description

Add New Problem Description

Problem Description *

Exposed wiring

O Check the problem
description content and

click [Confirm]
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HOW DO | ADD A NEW PROBLEM DESCRIPTION

Step 4: Add new problem description

Add to Product : SB_SCCS_Chassis_Prod811

Search Problem Description

Exposed wiring

O 1t will be displayed in the
list as shown. Then click
on [Add] to add problem

description to the list.
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HOW DO | ADD ANEW PROBLEM DESCRIPTION

Step 5: New problem description added to list

%1 ST Engineering ‘ SDS* customer Portal ‘ . Serene Loh

@ Dashboard Storage Location

H Senice Requests “

Clear

Contacts

The newly created

© Add New Row (Maximum rows allowed : 5)

problem description
Service Unit Info

would appear here ———

Model

SB_SCCS_CHASSIS Chassis, SB_SCCS_MAIN BOARD MODULE  Main board module

Continue furnishing

v Model : SB_SCCS_CHASSIS (QTY : 1) © Add Product i Delete

the rest of the fields in

_| Product Problem Description

the request form.

Exposed wiring X @ Add

_| SB_SCCS_Chassis_Prod811

> Model : SB_SCCS_MAIN BOARD MODULE (QTY : 0) © Add Product i Delete
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CAN I ADD ATTACHMENTS TO MY RAISED REQUEST

Adding attachment to a raised request

4% ST Engineering ‘ SDS* customer Portal | . Serene Loh

Yes you can add © oo

Request Status :

& Senvice Requests Open

attachments to a raised

< Nature of Servicing :

Send parts for service maintenance

request that you have

already created.

Location
Place Name Supply Base West
Name Sungei Gedong Camp
Address 430 Sungei Gedong Rd
City (Zip Code) Singapore 718916
A Do note that other
Attachments

Single file size limit : 5SMB ***Allowed file types : pdf, word, excel, images or text files.

Upload Attachments or drag and drop files here

fields (including added
attachments) cannot be

edited or removed.

m SAVE REQUEST TO CANCEL
v
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CAN I ADD ATTACHMENTS TO MY RAISED REQUEST

Step 1: Scroll down to ‘Attachments’

4% ST Engineering ‘ SDS* customer Portal | . Serene Loh

o Dashboard
Request Status :

& Senvice Requests Open

Scroll down to the

< Nature of Servicing :

Send parts for service maintenance

attachments section

and select [Upload

Location
Place Name Supply Base West
Attac h m entS] Or Name Sungei Gedong Camp
Address 430 Sungei Gedong Rd
City (Zip Code) Singapore 718916
drag and drop your
files into the box. R
ttachments
Single file size limit : 5SMB ***Allowed file types : pdf, word, excel, images or text files.

Upload Attachments or drag and drop files here

m SAVE REQUEST TO CANCEL
v
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Step 2: Choose and upload your documents

42 ST Engineering ‘ SDS* customer Portal | . Serene Loh

0 Dashboard

Re & Open X
& Service Requests of 1~ = » This PC * Documents v U  Search Documents g )
% Organize ~ New folder R N 7 )
~ Name Date modified
s+ Quick access
7 |&] quotations.png 4/10/2022 4:26 pm
8 This PC [& memo.png 4/10/2022 4:26 pm ’
Se | eCt d OCU I I le ntS to - 3D Objects 0 document approval.docx 14/3/2024 3:30 pm
Lo [ Desktop |&] customerApproval.png 13/1/2023 11:15 am
| d f d kt |5 Documents Sound recordings 19/4/2023 2:50 pm
Up 0a rom your es Op A 3 Downloads SAP 14/3/2022 1:43 pm
N X .
. A J’ Music Custom Office Templates 15/3/2022 4:43 pm
and click [Open] d = ricures
E Videos
% . Local Disk (C)
At ¥ Network v < >
File name: |document approval docx v | All files (*.%) v
Sin
Yisteaet Cancel

Upload Attachments or drag and drop files here

SAVE REQUEST TO CANCEL
v v
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Step 3: Documents uploaded, save your progress

Provide a brief description

Attachment Description

of the attachment and

click [Ok] Ref 12-34-19888
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Step 4: Edited request saved successfully

After uploading your

3l STEngineering | SDS*  Customer Portal

document, click [Save].

0 Dashboard

You may revisit any 5 sovcerences [
. . Place Name Supply Base West
service requests in the : ame s casng arp
Address 430 Sungei Gedong Rd
City (Zip Code) Singapore 718916
same manner to add
more attachments. A

Single file size limit : SMB ***Allowed file types : pdf, word, excel, images or text files.

Upload Attachments or drag and drop files here

A Once Saved, the

uploaded file cannot be

Ref 12-34-19888 X

W)

deleted. However, you can

attach more files to your

request.

m SAVE REQUEST TO CANCEL
h 4
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CAN | ADD ATTACHMENTS TO MY RAISED REQUEST

Step 5: Edited request saved successfully

A popup would indicate
that the attachment has
been successfully
saved to the service

Success

requeSt form ' Request ID : 202411700IND-1

We have successfully processed your service request.

You would be prompted
to head back to the

request listings page.
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