
 

 

 

 
 

Using Concentrix Self Service  
 

 

Concentrix Limited  

20 Granite Way 

Mountsorrel 
Loughborough 

LE12 7TZ 
T: 01509 410500    

F: 01509 410501  
 

www.concentrix.co.uk  

 



 

 



Using Concentrix Self Service 

 

 

 

Contents  3 
 

Contents  
 

Using Concentrix Self Service ................................ ................................ .............................  1 

Contents................................ ................................ ................................ ...........................  3 
Introduction ................................ ................................ ................................ ......................  4 

Logging In ................................ ................................ ................................ ........................  5 
Searching for an issue ................................ ................................ ................................ .......  5 

Viewing issue information ................................ ................................ ................................ .. 7 
Adding a Note ................................ ................................ ................................ ...................  8 

Uploading a file ................................ ................................ ................................ .................  9 

Advanced Searches ................................ ................................ ................................ .........  10 
Report a Problem ................................ ................................ ................................ ............  11 

Logging Out................................ ................................ ................................ ....................  13 
Search the Knowledge Base ................................ ................................ .............................  14 

Incorrect Username or Password ................................ ................................ .....................  16 



Using Concentrix Self Service 

 

 

4  Introduction  
 

Introduction  
Concentrix Self Service is the óhelp yourselfô service provided by the Concentrix Support Desk.  

You no longer have to spend time waiting on the telephone to report a problem or update an 
existing one.  With Concentrix Self Service you can gain access to all of the issues you have 

ever raised 24 hours a day, 7 days a week! 
 

Concentrix Self Service is only available to customers who have a support agreement with 

Concentrix.  Users who wish to benefit from this added functionality should contact the 
Support Desk requesting a username and password. 

 
This user guide should help you to use Concentrix Self Service, but if you have any questions, 

of course you can contact the Support Desk. 
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Logging in  5 

 

Logging in 
To use Concentrix Self Service, you will need to open a web browser and enter the following 

URL: 

 
http:// www.concentrix.co.uk/selfservice 

 
You will be taken to the log in screen.  Enter your username and password and click Go as 

shown below: 
 

 
 

Once logged in successfully, you will see the following screen:  
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6  Searching for an issue 

 

 

Searching for an issue  
There are many ways in which you can search for your issue within Concentrix Self Service.  

Simply enter the information you have into one of the fields on the screen and click Search: 

 

 
 

Matching results will display underneath the search box: 

 

 
 

You can also search using keywords contained within the description of an issue, or by 

selecting only Open or Closed issues. 
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Viewing issue information  
You can view all the details about a particular issue by clicking on the issue reference 

number.  All instances of conversations or emails are detailed in a list:  
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8  Adding a note 

 

 

Adding a note  
To add further information to an issue, go into the issue record and type into the memo field 

at the bottom o f the page and click Add a Note :  

 

 

 
 
The note will appear in the list:  

 

 
 
Once added, the Concentrix Support Desk will be notified of your new information and act 

upon it.  
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Uploading a file  9 
 

 

Uploading a file  
The Support Desk may ask you to send us a file or a screen shot for inspection.  You can 

upload a file through Self Service and it will be logged against the issue record.  

 
Once in an issue, click on the Documents  tab.  Click Browse  and locate the file that you 

wish to upload:  
 

 
 
Click Upload .  The file should now b e visible to you:  

 

 
 

If you want to look at one of your documents, you can click on the paperclip symbol .
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10  Advanced searches 
 

 

 

Advanced searches  
If you cannot see your issue by searching on the reference number, you can search for it by 

clicking on Advanced Search . 

 
Enter information into one of the fields on the screen and click  Search :  

 

 

 
Your particular issue will be displayed: 

 

 
 


