[image: ]How to Login to Concerto PROPERTY HELPDESK 

Step 1 - Open up molly 
Drop down list “At Work”
Then click Property Help Desk 




[image: ]


Step 2 - Click 
“Login with your Network Credentials”
This has been set up automatically for you. If you are presented with an error screen please contact Samantha.smillie@molevalley.gov.uk 



[image: ]Step 3 - You will then be presented with your home page; this will differ depending on whether you are a Pippbrook profile or Corporate Landlord profile
This is where you can log and monitor any request you have made (this may be to request an item or report something is faulty)
Any jobs you have raised will appear under the long purple banner. You can see the progress of this and when it has been completed. 

Raising a Job 
Step 4 - On the top, right you will see + Raise Job 
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Step 5 - After clicking, “Raise a Job” search Pippbrook and press, “SEARCH NOW “
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Step 6 - You can then see any jobs that have already been raised by others, if you can see that your request has been raised, for example “Pot hole near entrance”, then we are already aware and thankyou.  If you have a different request please continue to next.
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Step 7 - Below you will see three different help desks
[bookmark: _GoBack][image: ]
FOR PIPPBROOK USERS PLEASE only use Pippbrook Help Desk - Pippbrook Request something or Fix something. 
You will then be taken through a flow, please complete as best you can I have tried to keep this simple using free flowing text. 










[image: ]Example Request    (planning support would like a foot rest)
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You have the choice to upload a photo, or continue to next. 	




Please indicate if this is a health and safety issue 
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Below you will then see your summary then press complete 
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Go to Help Desk home page and you will see your logged request 
[image: ]


I hope this is clear for you – if you have any problems with using the Help Desk please contact: 
Samantha.smillie@molevalley.gov.uk or Property@molevalley.gov.uk 
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Raise a Helpdesk Job

The following tickets have been previously raised against this site

00000178 - HELLOOO TEST pot hole near entrance ACCESS TIMES: Open al hours.
Status - With Helpdesk

Access Road

Reauested by Smillc, Samantha on 27/5epi2021 16:34

00000165 - test
Status - Work Complete:

A Suppiier LTD

Pippirook
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00000157 - En? Two portloos eft behind by possioly Test and Trace'and need fo b removed ACCESS TIMES: Open all hours
Status - Work Complete:

Main Car Park

Reaquested by Darbo-Egan, Elin on 09/5ep2021 1:48
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DORKING

HALLS

Films At Dorking Halls

There is a huge range of films
on at the Halls this weekend,
and tickets... Read More »

hitps://molevalley.concerto.co.uk/login aspx.

MyHR v Your Mole Valley v AtWork v  Staff Directory
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More...

Angie and Leanne in Housing  Mandy and the Housing
have received a lovely message  Allocations team have received
of thanks from one of... Read a lovely thank you from a
More » couple... Read More »

PARK FOR FREE AFTER
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TRANSFORM
LEATHERHEAD

Pippbrook Booking

Submit your article
molly@molevalley.gov.uk

Today at Pippbrook

Duty Manager: Paul Anderson
First aiders:

AM - Sophie Clark, Spencer Mitchel
and Sam Smillie

PM - Sophie Clark and Spencer
Mitchel

For First Aid Call 4444

Book your place to work at Pippbrook

Updates in an Emergency

You can access Molly from any device
at httpsy//molly.molevalley.gov.uk
Log in with your usual details.

Alternatively, call the staff update line
on 01306 879111
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