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1 System Administration   

 

1.1 Login 

 Enter the system administration e-mail address and password in the appropriate fields then 
click Log In. 

 To get a new password click on Forgot Password and follow the on-screen instructions. 

 

1.2 Add Organization 

 Click on Add Organization. 

 Fill in the following information in the appropriate fields then click Continue: 

− The name of the organization. 

− The name, surname, contact number and e-mail address of the organization’s contact 
person. 

− The physical and postal address of the organization.  

 Enter the organization administrator e-mail address and contact number in the appropriate 
fields then click Submit. 

 The organization administrator will then receive an e-mail confirming the registration that 
contains the username and password. 

 

1.3 Edit Organization 

 Click on Edit Organization next to the relevant organization name. 

 The organization details can then be edited. 

 After clicking Continue the organization administrator details can be edited. 

 Click Submit for the changes to take effect. 

 

1.4 Logout 

 Click  at the top left hand side of the screen to log out from the system 
administrator platform. 
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2 Organization Administration 

 

2.1 Login 

 Enter the system administration e-mail address and password in the appropriate fields then 
click . 

 To get a new password click on Forgot Password and follow the on-screen instructions. 

 

2.2 Navigation 

2.2.1 Menu bar 

Use the menu bar at the top of the screen to navigate: 

  
• Displays Inbox containing links to the Pending, Rejected, Allocated 

and Accepted service calls. 

 
 

  

−  

o  
• Displays a list of all the organization’s resources. 

• Resources can be added, edited or deleted. 
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o  
• Displays a list of all the organization’s primary call types. 

• Primary call types can be added, edited or deleted. 

 
 

o  
• Secondary Call Type – REMOVE THIS OPTION 

 
 

−  
• Displays a list of system users registered to the organization 

(administrators, operators, supervisors). 

• System users can be added, edited or deleted. 
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−  

o  
• The theme color for the organization’s administration site can be 

changed to complement the color scheme and logo of the organization. 

 
 

o  
• The organization’s logo can be uploaded and displayed at the top of the 

organization’s administration site. 

 

−  
• The password can be changed and an e-mail will be sent containing the 

new password.  Fill in the Old Password, New Password and the 

Confirm Password fields then click . 

 

  

−  
• To log a new service request, fill in the relevant customer detail fields, 

Customer Name, Contact Number, Street Name, Suburb, City and 

Province, then click . 

• The service request address should be verified and selected from the 

verified address dropdown box before clicking . 

 



GeoDispatch Solution    AfriGIS (Pty) Ltd 

 

Version 0.1 7 2009-02-20 

 

 

−  
• Service requests can be searched for by specifying a date range.  Click 

 to select a From date and a To date from the calendar box before 

clicking . 

 
• To search for service requests a criteria, fill in the Name, Phone 

Number, Reference Number and Description fields then click . 

 
 

−  
• Displays a detailed list of all rejected service requests. 

 
 

−  
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• Displays a detailed list of all pending service requests. 

 
 

−  
• Displays a detailed list of all allocated service requests. 

 
 

−  
• Displays a detailed list of all accepted service requests. 

 

  

−  
• A service request report can be drawn by adding any of the following 

search filters: filter by date, filter by resources, filter by primary request 
types, filter by request status, filter by customer details. 
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• A service request report is then displayed with the specified filters taken 
into consideration. 

−  

o  
• A resource overview report can be drawn by filtering by resources. 

• An overview report is then displayed for the selected resources. 

o  
• A service request overview report can be drawn that displays the totals 

for all the request statuses. 

o  
• A primary request type overview report can be drawn by filtering by 

primary request type. 

• An overview report is then displayed for the selected primary call types. 

  
• A list of frequently asked questions regarding the GeoDispatch service is 

displayed. 

  
• This allows the user to log out of the organization’s administration site. 

 

2.2.2 Info box 

The info box can be used to get quick access to pending service requests and rejected service 
requests. 

 
 

 

-end- 


