Housekeeping Management
Quick Reference Guide

Published Date: November 15

Introduction

The Housekeeping module of Maestro enables the user to enter and track information that is required to
manage the property’s housekeeping. It allows the housekeeping department to:

Assign staff to clean rooms

Maintain a current Housekeeping Status for each room

Manually update the Housekeeping Status of individual or multiple rooms

Automatically update rooms’ Housekeeping Status using the guest telephone

View the Housekeeping History for a room

Confirm the Front Desk inventory of available and occupied rooms

Create reports listing Housekeeping information for selected rooms or all of them, housekeeping
assignments, status discrepancies, and Offmarket rooms

Housekeeping functionality has been expanded to give the Housekeeping Department more control of
Housekeeping Room Assignment.

Users can combine different Housekeeping Services (called Service Levels or Categories) into separate
Service Schedules giving the property flexibility in providing different types of Housekeeping Services.
These schedules can be assigned to all rooms or to select Room Types.

Maestro creates a schedule of Housekeeping Services for each room that a user can view from the
Assignment Chart.

Housekeeping Configuration Options - Front Desk Maintenance

A property customizes the following Maestro options, to set up its housekeeping functions:

1.

2.
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Housekeeping Problem Categories — This is a legacy option that is no longer used in Maestro

Housekeeping Staff — List of all housekeepers and assign any specific attributes to specific
housekeepers

Housekeeping Status Codes — Codes the property uses to indicate a rooms’ housekeeping and
occupancy statuses

Housekeeping Default Status — Housekeeping status codes that Maestro automatically assigns
when a room’s occupancy status changes.

Housekeeping Interface Setup — Codes used to set up the PBX interface that allows
housekeeping staff to report housekeeping statuses through room telephones

Define Housekeeping Service Levels or Categories — These levels include the types or
Categories of Housekeeping Services that the property provides. These services are then
included in individual Housekeeping Plans. This definition includes:

o When this service is performed (the time of day, occupancy status)
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e Credits (amount of time or number of units) needed to complete the service.
e Details about posting chargeable services

7. Define Housekeeping Service Schedules or Plans. The property:
o Creates a Housekeeping Service Schedule or Plan
e Lists the Housekeeping Service Categories/Levels that are included in each
Housekeeping Service Plan

8. Assign Service Schedules to Rate Types
e Links each Rate Type to its Service Schedule and allocates any Housekeeping charges

9. Create Room Attendant Stations
e List the rooms that are included in each Housekeeping Station. This also allows the
property to specify a certain housekeeper to be assigned to a station.

10. Set Options Settings
e Lists the Housekeeping service that is typically performed on rooms whose status is:
Vacant Dirty, Occupied, and Vacant. The options also indicate whether there can be any
Housekeeping charges, who pays them, and whether they are posted with room charges.

11. Offmarket Option Settings
e Setup for a second offmarket status. This status can be set to interact with inventory
controls differently, such as removing from inventory and/or removing from availability.

12. Room Inventory and Supplies

e Lists the amount of supplies that are needed for a housekeeper to complete a shift. The
list of supplies will be printed on the assignment sheets.
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Setup and Configuration

Global Maintenance

Room Number Maintenance

Within Room Number Maintenance, a property can define the number of Credits or cleaning value for
each room number. The Housekeeping Supervisor uses this information to create individual
Housekeeping Stations. Maestro uses these details to efficiently group nearby rooms and stations
together to generate Housekeeping Assignments.

The property can also specify the Attributes of each room that are used in setting up Guest Reservations
and in Housekeeping Assignment. A Housekeeper could be assigned to clean rooms with a particular

attribute.

oo Mamber Macstesrcs et |- Mo it 2 . ==l 1. Open a Global Maintenance
@ 1Ak 100 J00 Jom session
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the building
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go to Window | Room Number
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The Room Number Maintenance screen will appear.

Room The room number of the room
Type The room type of the room number
Assgn Users can manually assign a value to room

numbers. This value determines the display order
when assigning rooms to reservations.

Assgn Value Like the Assgn field, the field will be entered with
values determined by Maestro based on the setting
in Front Desk Maintenance.

Floor The floor number that the room is on

Wing The wing. Housekeeping Assignment will not
assign rooms that are in different wings.

Area The size of the room, used in conjunction with
Maestro’s Owner Management Module

Unit Type Used in conjunction with Maestro’s Owner

Management Module. Determines if the room is a
Hotel, Condo, or Timeshare unit.
Beds/Units/Bedding These are legacy fields that are no longer utilized in
Maestro
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Front Desk Maintenance

(@) Houekreong Comdguatcn fmmnd | - Northwnd Hotel & Co

Set up for Housekeeping Codes, Schedules, and the Housekeeping Interface can also be found by
going to Front Desk Maintenance | Setup | Housekeeping Configuration

Housekeeping Staff

Rooms can be assigned to housekeepers using Housekeeping Assignment. Attributes can be assigned to
specific housekeepers, affecting the types of rooms that are assigned. Users can enter the names of the
housekeepers or choose to create more generic names.

During the creation of Housekeeping Assignment, users will be required to select the housekeepers who
are on duty. The housekeeper code will be printed on the assignment sheets.

If housekeepers

r@ Housekeeping Staff [nwind ] - Northwind Hotel & Conf Cente =
File Record Window Help
O IR 106 2O +0/€] 5/O/m
| | |
Housekpr Name Att Ttem Attltem?2
01 01
02 02
03 03
04 04
05 |ANGELA
06 MARY
(| 107 JENNIFER
1| 108 DEREK
|| IANNE ANNE
ICAROLINE ICAROLINE
CHRISTIE CHRISTIE
@ KELLY KELLY y

Housekpr The code for the housekeeper. Can be up to 8
characters, alphanumeric.
Name The name of the housekeeper

Att Item/ Att Item?2

An F8 Lookup can be performed to select a room
attribute to assign to the housekeeper.
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Housekeeping Status Codes

Housekeeping statuses are used to assign, report, and manage room cleaning. The property can create
up to 10 Status Codes. The Status codes indicate the current state of the guest room.

Set up the Housekeeping Status Codes in Front Desk Maintenance.

1. Select Housekeeping Status Codes on the Housekeeping Configuration screen
2. Enter the statuses needed

@ Housekeeping Status Codes [nwind ] - Northwind Hotel & Con E@g
File Record Window Help
O R k| 40| 6 2] <|0/©| 3/C/m
Status Description Display Occupied Clean Color Code H
At FD
0oC OCCUPIED CLEAN E E ATTR101 I
oD OCCUPIED DIRTY op v I [ATTR103
000 OUT OF ORDER oo N N ATTR104 I
FU PICK UP - TIDY PU I I [ATTR105
SH SHOWROOM SH. N ' [ATTR106 |
WC WACANT CLEAN Ve N 8 IATTR107
VD VACANT DIRTY VD I I ATTR109 I

Status (8 alphanumeric)

Code for the room status

Description (30 alphanumeric)

Description of the status code, which is
displayed at the front desk

Display at FD (2 alphanumeric)

Code for Housekeeping room status that is
displayed at the Front Desk and is used during
room assignment

Occupied

Y = Room is occupied
N = Room is vacant

Clean

Y = Room is clean

N = Room has not been cleaned
Maestro selects a room to be cleaned only if its
current housekeeping status has an N in this
field

Colour Code

# Housekeeping [mwind, ] - Northwind Hotel & Conf Center

Ele Record Window Text Defaults

el

@ Iar 48 e
— /1

An F8 Lookup can be performed to select a
z colour to associate the housekeeping status
| 2@ 0@l 5/o/m with. The colours will display on the

o Housekeeping screen in Front Desk.
O Hide Offmarket N

Hide Vacant/Clean n .
AT b To change the colour choices, please refer to
Show Expected Arrivals N For Next [ 2 Dpayps ASSI g n | ng COI ours | n M aestro Q RG

Bdg  Romom Type Status Updated Date/Time Clerk Tt

Enw D101 frESTA ACANT C 1072572012 615 LESLIE N

Erw 102 ESTA FFMARKT 0o [L1/02/2012 11:41am IWAIND

Enw  pio3 [rEsTa BCANT C fio/ne/2012 12:44pm LEsLE T

Enw  piod [rEsTA ACANT C lL0/30/2012 1:35pm LESLE N

Ew  piBarn o ACANT C lL0/31/2012 5:24pm IWIND N

Enwv |5 FERWES BCANT C lL0/z2/2012 12:38pm HWIND N

Enw 01 o CCUPIED. D 11/02/2012 13:28pm HWIND N

Enw [0z bD CCUPIED D 11/02/2012 328 NWIND N

Erw 1103 Q FFMARKT 0o [L1/02/2012 11:41am IWAIND

Eww  [1i04 e BCANT C fio/ne/2012 12:44pm LEsLE T

Ew oS frr ACANT C lL0/32/2012 12:38pm WIND. N

Ew  [oe T ACANT C lL0/31/2012 5:24pm IWIND N

Enw fiios KNG BCANT C lL0/31/2012 I5:24pm HWIND N

Enw o o BCANT C 10/31/2012 5:24pm MWIND N

Enw i b0 BCANT D 11/02/2012 =:280m NWIND T
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Housekeeping Default Status Codes

{3} Housekeeping Defaults [nwind ] - Northwind Hotel & Conf Ce [E=SREEE
File Window Help

gmgm%ewﬂo@ggaog

| While Offmarket fooo |
I On Return From Offmarket [V[)i I
I After Overnight Occupancy oo I
; After Check-In oo I
I After Checkout D I

I

| After Sameday Checkin/Out VD

The property sets the default Status Codes that Maestro automatically assigns to a room when its
occupancy status changes. Examples are after Check-In and Checkout or when a room is taken
Offmarket.

Although Maestro assigns these default codes, staff can manually reset them. If no defaults are assigned,
the property must change the room statuses manually.

To set up these defaults select Housekeeping Default Status on the Housekeeping Configuration
screen.

Housekeeping Interface Setup

The Housekeeping Interface cross-references Housekeeping status codes used by the PBX with the
corresponding Maestro codes. This interface allows staff to use the room’s telephone to communicate
updated housekeeping statuses to Maestro.

The property defines a numeric sequence that is entered through the room telephone. This causes the
phone system to generate the function and status codes listed in this setup, changing the room status in
Maestro.

Each PBX vendor can use a different set of function and status codes to communicate this information.
This information is found in the manuals from the PBX vendor.

Set up this interface on the Housekeeping Interface Setup Codes Maintenance screen.

@ Housekeeping Interface Setup Codes Maintenance [nwind ] - E@g

File Record Window Help

P\ﬂfé\ E| ‘-lu-le\ o 20| < O] 5/Om

|| PBX_Fun PBX_Status Hskp
5% 1 e
ilsx 2 )
5% 3 oc
53 " o0
|
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Housekeeping Service Levels

The use

r creates Categories or Levels of Housekeeping services. The details of these Levels are

defined in the Define Service Levels screen.

1.

2.

In Front Desk Maintenance, select Setup | Housekeeping Configuration | Define Service

Levels.
Key the Service name or code and its full Description. This displays only for informational

purposes and is not visible to the guest.

Morning or Evening Service
Perform when Vacant or Occupied
Credits to Room Attendant
Standard Charge for Service

TR

-
{39 Hskp Service Levels [nwind ] - Northwind Hotel & Conf Cent [E=REEn=
Eile Record Window Supplies Help
Q et 419 /2|0 00l jome
| \ |
Service co
Description [check out Clean
- M T. W.T. . 5. 5.
[aM_ [MORNING Valid Days e o fofr

W IACANT
1

Postad to

Motes

HKSP ‘HOUSEKEEPD‘JG CHARGE

3.

5.
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Indicate whether this service is performed in the AM or PM and when the room is Vacant or
Occupied. In this example, the CO (Check Out Clean) service is only performed in the morning
when the room is vacant.

The property specifies how long it should take to perform this service by assigning it a number of
credits.
e |n this example, the CO service is assigned 30 credits, which in this case, represent

minutes.

Credits are used for Housekeeping Assignment. Credits are units of work. For example,
a property can use credits to denote the time needed to clean a room. In the above
example, the property has decided to correlate credits with time. The service will take 30
minutes to complete. Properties may choose to use credits as a unit of work. For
example, 1 credit equals to 1 room.

Credits can be assigned to specific room types. This can be done by going to Window |
Charge/Credits by Type. If there are charges associated to the service, it can be
entered in the Amount field.

Valid Days can be used in cases where a service is only performed on specific days of
the week. A Y’ indicates the service will be performed on the day. A ‘N’ indicates the
service will not be performed on the day.

[E=EER)

-
@ Credits/Cost By Room Type [nwind ] - Northwind Hotel & Con

Eile Record Window Help

@ IRk 410 o 20 |00 /OO
| | |

Service co

Building Room Typ Credits Amount

ENW CVDD 30

ENW CVKING 30

ENW CVQQ 40

ENW KING 20

Enw [ols} 20

For chargeable cleaning services, the property specifies the amount of the charge and the

posting code to which it will be posted

PMS ke no other,



Define Service Schedules (Plan)

The property creates Service Schedules or Plans and then defines the Plan Details. The Plan Details

include the specific Housekeeping Service Level.

.
£8) Hskp Service Schedules [nwind ] - Northwind Resort & Spa. Ml (5s s et

-

File Record Window Help

Q)
|

Plan

élm\l!- :lr\e\ 0 2|0 £|0/0] 5|/Slm

Description

STD

Standard

IWEEKLY

Weekly Cleaning

(&8 Hskp Service Schedules frwind 1 Nortiwind Resort &Spa =)
File Record Window Help
RIESLANCIPE RS0
[ — —
Service Plan STD
: Day only on AM/PM  Service Charge To :
. ® . m mm | » mm
1} P I TURNDO W ]
[ e [
l — — C —|
[ I I
I (i [ C—|
— — L
[ I O
[ [ [
'@ Hskp Service Schedules [nwind ] - Northwind Hotel & Conf C - — E‘ﬁg‘
File Record Window Help m—
O IR 40 02O 00 0w
S I —
Service Plan [aLTDAY
Day only on AM/PM  Service Charge To
1 [AM  [5TAY [
1 [PM TURN [
[3 [am sTAY I
[3 [PM  TURN I
[ DEPART M [co [ i
— r Co—
[ [ [
[ — [
| !_ [
r@ Service Restrictions [mwind ] - Northwind Hotel & Conf Cen E@g

File Record

Help

gﬂgﬂ a‘m 0 Rl® + 90| : 9me

IARRIVAL

DAY OF ARRIVAL ONLY

DEFART

DAY OF DEPARTURE ONLY

PRE_OCP

PRIOR TO ARRIVAL

WHENVALID

IALL DAYS ON WHICH SERVICE IS VALID
NO RESTRICTIONS
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In this example, the
property created the
Schedule or ‘plan’, STD
(Standard).

To define the details, select Window |

Plan Details.

Maestro only permits the user to attach

one morning and one evening Service

Level to a Service Schedule. Itis

important to take this into account when

creating Service Schedules.

The STD Service Plan consists of a Tidy
Clean in the AM and Turndown
service in the PM

Day refers to the Relative Day of a
guest’s stay

Day = 1 means that the Stayover

Service Level is performed on the first

morning of the user’s stay and will be

repeated every day thereafter.

Day = 1 and Day = 3 (keyed as separate

line for days 1 and 3) means that the

Stayover Service Level is performed on

the first morning of the guest’s stay and

every other morning thereafter.

The evening Turndown Service is
performed nightly.

The Only On field can specify that a
service is only performed on the guest’s
Arrival or Departure date. When the field
is blank, the service is provided on any
day.

WHENVALID is used in conjunction with
Valid Days on the Service Level screen

Vlaestro
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r@ Hskp Service Schedules [nwind ] - Northwind Hotel & Conf C i E=S )

File Record Window Help

qué’é\ﬂ-\ +|®\ o ?© OO &Sl

Service P\an WEEKL‘(
Day Only On AM/PM Service Charge To
[ [ARRIVAL [fm [TuRN r
[7 |am  [sTAY O
[ DEPART aM  [co [
[ [ N
- [ [ L
- [ B
[ [ L[
[ [ .
_J [ [

Assign Service Schedules to Rate Types

@ Hskp Semces By Rate Type [nwind ] - Northwind Hotel &t Ccl — E@Q

File Record Window Help

6. In this Weekly Housekeeping Plan,
Stayover clean is scheduled on the 7%
relative day of the guest’s stay and every
7" day thereafter.

Turndown Service is provided only on the
guest’s arrival day.

Stayover clean is scheduled on the 7t
relative day of the guest’s stay and
every 7" day thereafter (weekly).

If there is a charge attached to the
service, the amount and posting code
used to post will be populated in the
Charge and To fields respectively.

1. For the Room Rate Category, key or Lookup
(F8) a Housekeeping Plan as the default

0‘ ! ﬁ‘ | AE ‘9‘ ol 2|®| <O O 3/Qme Plan that will apply to the ZGLOBAL room
type, this property’s default for all room
Category Rate Type Plan Paid By types_
ROOM WATER OWNER OWNER
ROOM WINTER VACAY OCCUPANT
I | 2. Fora specific Rate Type, the property may
[ I key or select a different Housekeeping Plan.
I This would override the property’s default
| | setting plan settings
I I
3. For a chargeable service, the property can
use the Paid By field to allocate payment to
the:
e Occupant
e Owner
e House Account
Category An F8 Lookup can be performed, selecting the
Rate Category, which should be Room
Rate Type An F8 can be performed, selecting the Rate type
you wish to assign to a service schedule.
Plan An F8 Lookup can be performed, selecting the
appropriate service schedule or plan.
Paid By If there is a charge associated with the service,

users can specify whether the Guest, Hotel or
Owner of the unit is paying for it.

Create Room Attendant Stations

This function allocates the property’s rooms to Room Attendant Stations. The Housekeeping Supervisor
creates Stations that represent one morning’s or evening’s workload based on room location, how long it
takes to clean each room, and any other related factors that affect daily workload.
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e e L — =Sl 1. Todo this, select Housekeeping
@I&\ @we\ o Jolel ome Configuration | Room Attendant Stations

Station

z
3

Rooms sldg wing Assigned Descriptan

5 P o 3 2. The property creates each station individually
o B . e s i by assigning all rooms to Housekeeping

Tms 1411 - 1420

s 501351 ‘ Stations. This property does that for the

o ENW bs fms 1511 - 1520 X o
e —E e rooms in Building NWR
10 [Enw hz Fms 1701 - 1710 |

10w ] rms 1601- 1810
E T ms 19 - 21

e — | 3. Key the Station Number, shift (AM / PM), and
the Building number, if the property has
multiple buildings

mEEEEEEEEEEEH
|

4. Select Window | Rooms in Station
Maestro tallies the number of rooms on the
Rooms Attendant Stations screen. This is not
a data entry field.

[@ station Rooms [nwind 1- Northwind Hotel a;nfCenter == esd] 5. Key all the rooms in that Station or F8 -
File Record Window Help J Lookup to select the rooms from a list of rooms

e\\jgvg\g.\ \g\ o 2/®)| 9\0\6\ @\Q\ for that building.

Statlon 2 The Station Rooms screen shows the 16
Building ENW rooms in Station 1 in Building NWR.
Wing |
- Rooms Bl Rooms i Maestro tallies the number of Rooms on the
ENW 1111 e 112 , Rooms Attendant Stations screen and displays
ENW 1113 ENW 1114 the total in the Rooms field. This is not a data
ENW - S ENW - lle entry field
ENW 1117 EMNWY 1118
ENW 1119 Enw 1120 i ] )
[ e This completes the Station setup for
I Housekeeping Assignment. The details of how
—  — — to use this process are described in Section
— = 3.6 Housekeeping Cleaning Assignment

Offmarket Option Settings

A second offmarket status can be setup to act differently than the defaulted. Depending on the property,
the default offmarket can either be included or not included in the hotel inventory. This option will affect
Maestro reporting figures based on occupancy. Reports will be calculated based on the settings below. If
users decide to have offmarket rooms be included in hotel inventory, the reports will be based on the total
number of rooms. If users decide to have offmarket rooms NOT be included, the hotel inventory will be
reflected (total rooms — offmarket rooms = Total rooms available for sale).

Go to Setup | Housekeeping Configuration | Offmarket Option Settings

. Vlaestro
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F A
') Offmarket Setup Options [nwind ] - Nerthwind Hotel & Conf [E=EE

File  Window Help

@ I
-

Last Release

I Activate Second Status
Second Status Desc

I Remove From Hotel
Remove From Avail
Can Be Sold

I Display Char

Include Offmarket

?e@g@¢gﬂéﬁﬂe

I
09/20/2012

=]

ast sell

===

=]

Activate Second Status

To use the second offmarket status, the flag must
be set to 'Y’

Second Status Desc

The description of the second offmarket status.

Remove from Hotel

Do you wish for the status to remove the room from
the total hotel inventory?

Remove from Availability

Do you wish for the status to remove the room from
hotel availability?

Can be sold Can the room be sold? Maestro will allow clerks to
assign the room to a guest.
Display Char The display character on the room number space

charts

Include Offmarket

This is the default setting for the main offmarket
setting. ‘Y’ indicates that the room is included in the
hotel inventory.
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Housekeeping Options Settings

Housekeeping options can be set in the Option Settings of Housekeeping Configuration.

Post Charges with Room

Post On Early Check Out

Skip Assignment If Zero Credits

Assign Service Prior To Arrival

Allow Multiple Services Per Shift
(| Stations May Cross Buildings

Ignore Building When Assigning

2121?1_“’121212121“

@ Housekeeping Options [nwind ] - Northwind Hotel & Conf Cen [ = |5 g
File Record Window Help
Q1+ rQ 00 ome
L|.lse Services | | [Y_
Service for Vacant / Dirty Room F Hskp Service Rules [Y_
Default Service Plan for Occupied Rooms
Default Service Plan for Vacant Rooms
1s There a Charge for Housekeeping ? Update Time On Status Lookup F

I Permanent Account for House Charges

Use Services

To use housekeeping services, this flag must be
set to Y’. If it is set to ‘N’, housekeeping
assignment will list the rooms that are dirty, not the
service level needed

Service for Vacant/Dirty Room

The default service for dirty rooms, whether being
rolled over from the previous day or coming back
on market from being offmarket

Default Service Plan for Occupied Rooms

Default service plan for occupied rooms

Default Service Plan for Vacant Rooms

Default service plan for vacant rooms

Is There a Charge for Housekeeping?

If there are charges associated to housekeeping
service, this flag must be set to ‘Y’

Post Charges with Room

Determines whether the Housekeeping charges are
posted during night audit

Post On Early Check Out
@ Housekeeping Early Checkout Lookup [nwi... E‘M

gﬁﬁﬂ ‘Tm o 2 Ol

[A" [POST ALL REMAINING CHARGES
[c [POST CHECKOUT DAY CHARGES
[Mlco HOT POST CHARGES

Determines how much of the housekeeping
charges are to post during an early checkout.
A — Post all remaining charges

C — Post checkout day charges only

N — Do not post charges

Skip Assignment If Zero Credits

Rooms that don’t have a service for the day or has
a service with zero credits will not list as a part of
Housekeeping Assignment

Assign Service Prior to Arrival

Reservations that have been assigned a room
number can have a housekeeping service assigned
prior to their arrival

Allow Multiple Services Per Shift

Page 12 of 27

Maestro has the ability to assign two services in the
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same day. One AM and one PM service

Permanent Account for House Charges If the hotel is paying for the housekeeping charges,
they can be posted in a permanent account
Update Time on Status Lookup This will update the time records whenever the

Housekeeping Status Code Lookup (F8) is
accessed, even if a new status has not been
selected

Housekeeping Service Rules

In the event that a specific service is required for certain housekeeping statuses, the Housekeeping
Service Rules will work in conjunction with Housekeeping Assignment.

As an operational example, the housekeeping service of SH - Showroom does not require any services.
In the Housekeeping Status setup, the SH — Showroom status is set up as Occupied — N, Clean — N.
Because the room is not clean, Housekeeping Assignment will assign it a service of Checkout clean. To
prevent this, a service rule is set up that when the room is vacant, and the housekeeping status is set to
SH, then the service required is NOSERVICE

- -
& Hiskp. Service Rules [nwind ] - Northwind Hotel & Conf Cent = B

File Record Window Help

Q) )|a| k| 4] 16 2@ <O O] :[Ome
| \ |
If Room Is And Housekeeping Status Is Then Service Required Is
MACANT DROP |— NOSERVIC
WMACANT 000 |— NOSERVIC
MACANT SH |— NOSERVIC
Ll
W
L
If Room Is This field will default to VACANT
And Housekeeping Status Is An F8 Lookup can be performed to select the
appropriate housekeeping status
Then Service Required Is An F8 Lookup can be performed to select the
appropriate housekeeping service level

Global Options — Front Desk Maintenance

During Front Desk setup, the property determines whether a guest can be checked into a room that
hasn’t yet been cleaned.

To do this:
Go to Front Desk Maintenance | Setup | Front Desk Global

ot Vlaestro
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'@ Front Desk Global [nwind ] - Northwind Hotel & Conf Center o [ |
File Window QOptions Help
0 P +@ o/ 2|0 v 00 cOme
[ | — [— _
Arrival Time 02:00pm | Use Gender? N
Departure Time 12:00pm Use Tour Operator? \&
Rate Category OTHER Use Sharer?
Rate Type BAR o
Group Rate #Days 3 Use Suites? \&
Guest Type LEISURE Display A/R Owing? N
Posting Code RFEE Total of Incidental Only? 8
Folio Template STANDARD Select Number Of Rooms? N
Source Business. o
Def. Reg. Form REG_CARD Sett Cd Bef Ckin N
Def. Conf Form (CONFIRM Ckin w/o All Rts N
# Days Offset Chkin Part Stay N
Cash Posting Cd CASH Disp Vacant rooms \a
Reservation# | 10000 Repeat Last &
Availability Option (1/2) 1 No. of Guest N
Stats Number Dys a0 Man Other Chg Y
Assign Days Past 365 L
Assign Days Future 365 Check in to Dirty Room c  ** I
Redirect Template STANDARD Befaoteistory-Bispley a3
Dynamic Package Code ZDPK Log Notes About Text Changes
Default Settlement For New Folios CASH
Default Credit For New Resvs. ei3 Default Turnaway SrcBus PHONE
NA Purge End Time 12:00pm Default Turnaway Sub SrcBus HOTEL
Hold Client Code 2119

** = Property Spedific Options Exist

Set the flag for Check In to Dirty Room to one of the following options:

(& Confirm [nwind .. .= =[S | | Y — Yes, allow dirty rooms to be checked in
N — No, do not allow dirty rooms to be checked in

_ C — When reservations are holding multiple pieces of inventory, check
!- ‘ + @ | in only clean rooms

| A — Confirms to the clerk at check in the room is dirty, asking if they
want to proceed with the check in process.

File Record Help

e )&
| |

b YES

M o

C/I CLEAN ONLY I

ls  [ask IF DIRTY

Operational Details
Display Housekeeping Status

Maestro allows the user to view the Housekeeping Status of an individual room, all rooms on the
property, or all rooms with a specific housekeeping status. After viewing the list, staff can manually
update the Room Status, as described in Section 3.2.

To view and manage the rooms’ housekeeping status, use the Housekeeping screen.

¢ In a Front Desk session, go to Housekeeping | Housekeeping
e The Housekeeping screen contains the fields listed below. A user can update the Status to
Display and individual Status fields for each room.

PMS ke no other,
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Status To Display

Eww D02 TESTA NACANT
Ew 0103 [TESTA NACANT
ENW 0104 7[§TA NACANT
ENW  D1BARN Do OCCUPED
oW 05 MSKWES  MACANT
L T Do VACAT
B 1 oo NACANT
Bw 1103 @ 0CCUPED
BW 11 ) occiPED
LENw 1105 Y NACANT
EtwW 1106 vy NACANT
B Jite KNG CUPED
BW 2109 Do DCCUPED
‘EN_‘-'I' 1110 0o NACANT

O J# k| 4O o Fo ool Jom

® Mousekeepng . 1e - Northwind Hotel & Cont Center oo o i |
N
N
N
N
N FoeNea 2 Deys
Status Ha
_ _ _ A
vC 3 PAT !T
NC | B Y PAT n
NC 12:00p SAM N
oC : PAT N
vC 13 PAY N
w A PAT N
o :16pm  PAT N
00 WO N
o0 WD N
NC 10/25/2011 03:25pm PAT M
NC 10/16/2018 D3 :48pm PN n
o0 = 2Ry D245pm  PAT N
o0 32/13/2011 09:25am WP N
vC 12/13/2018 D4:16pm PAT " i

Status To Display

Filter that allows a user to select and view a list of rooms with
this housekeeping status, in order by building and by room
numbers within the building. If this field is blank, all rooms are
displayed.

An F8 Lookup can be performed to select the status to
display.

Bldg Read only Building code
Room Read only Room number
Type Read only Room type

Read only

The current Maestro occupancy status of the room, derived
from the Reservation Status.

Status

The Housekeeping Status, derived from the Status Code
transmitted to the PBX Interface, manually keyed by the user,
or set by the property’s defaults.

Updated Date / Time Read

Most recent date and time that the room status was updated:

only by the Night Audit or as reported by housekeeping
Clerk Read only User who last changed the room status
Txt:  YorN Indicates whether a message was entered with the room’s

Read only

additional information. Only messages entered that day,
before the Night Audit is run, can be viewed.

Display Filters

Hide Offmarket

Hide Vacant/Clean
Hide All Clean

Hide Stayovers

Shows Expected Arrivals

===

For Next 2 Days

Display filters can be set to hide rooms with a certain status.
This can be done by typing a ‘Y’ or ‘N’ in the fields.

To set the defaults for the display filters, go to Defaults | Set
Display Filters

Updating Room Status — Manual Method

Maestro allows a user to update the housekeeping status for:

e An individual room
e Alist of rooms

e Alist of rooms with consecutive numbers (called a range of rooms)

Page I5 of 27
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Manually Update the Status of an Individual Room

e View it on the Housekeeping screen and highlight it
o Key or select (F8 Lookup) the changed status for an individual room

Update the Status of a List of Rooms

.
4 Updste a List of Rooms [nwind ] - Northwind Resort & Spa [E= A

File Record Window Help

9\\7@6\!-\ +\®\ o 2|©| <00 5|Om
HCtIOI"I

Building Room Mo
|| vwR 101
[rowr 102
MR 103
[rowr 104
[nwr 105
[rowr 106

| Mwr 107

| e
11

Update a Multiple Rooms

r @ Housekeeping Update [nwind ] - Nortthr:i Resort & Spa E@g
File Record Window Help
e\wm +\e\ ol 2|©] +0lQ] JSlm
| Actlon VC
Housekeeper
|| Attribute Trem QUEEN
Building NWR
E‘ Update Exit |

Update a Range of Rooms

g =
@ Update a Range of Rooms [nwind ] - Northwind Resort & Spa E@g

File Record Window Help

Q\Qéll'é\ 2 TI-‘@ o 210 /OO ¢/O/m
|| From wr fror
To Wwr a0

|| o o

Updating Room Status - Interface Method

The user can manually update the status of a list
of rooms on the Update a List of Rooms screen.

Housekeeping | Housekeeping | Window |
Update a List of Rooms

Select the new housekeeping status in the Action
field. Key or Lookup (F8) and select the building
and number of each room whose status is to be
changed.

Select Housekeeping | Housekeeping | Window |
Update Multiple Rooms. This takes you to the
Housekeeping Update screen that allows the user
to: Select an Action (updated housekeeping status)
and update Room Status for a Housekeeper,
Attribute Item, and/or the Building.

Key or select F8 (Lookup) the Action desired and
the Housekeeper, Attribute Item, and/or the
Building.

This feature allows you to update the
Housekeeping Status of a list of consecutive room
numbers. Key only the first and last numbers of the
list. Select Housekeeping | Housekeeping |
Window | Update a Range of Rooms.

Key the Action (the new Housekeeping Status) and
first and last building and room number of the
rooms whose status is to be changed.

NOTE: This update can be performed across
buildings.

The property can set up Maestro’s Housekeeping Interface to accept Housekeeping Status updates
entered through the PBX. Housekeepers use guests’ telephone to report status updates by keying the
codes defined by the property. Maestro automatically updates its housekeeping status.

Page 16 of 27
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Housekeeping History Log

The Housekeeping Room History Log reports changes to a room’s occupancy and housekeeping status
and the date and time of each change. Maestro purges this log during the Night Audit at the interval
specified by the property. The recommended interval is 30 days.

@ e o e e e == ==E4 view the Housekeeping History for an individual
@ 1@k 106 r0s0l0 oM room on the Housekeeping Room History screen.
oo | e InaFront Desk session: select
e unee o Housekeeping | Housekeeping
e T T e Select the room whose history you want to
12/21/2011 05:11pm oD PAT IRoom Occupied Overnight PAT VIeW

12/23/2011 11:00am c PAT c  pat PAT

e Window | Housekeeping History

T 1T IEIEEEA

Staff can view all fields reporting the change, when it took place and who changed it. The staff can read
or enter a Text Message by Drilling down on the ‘T’ field\

Housekeeping Services for a Particular Room

-
3 Housekeeping Service Schedule [nwind ] - Northwind Hotel 8 L-:" El g
File Record Window Verify Help
0 IRk 48]0/ 2|0 «|0l0] /Oim
Service Plan EEF Reservation# 21506
1 Paid By Sub Reservation 1
I Date Srﬁ Per Service Charge PostTo
01/05/2012 M [ ETay
|01/06/2012 Jam. [ BTar
pifo7/2012 M [ EHEETCHG H5kP
n1/08/2012 lam [ co HskP
E— | | I I
—— - - — —
—— - - — —
. | = | | I || I . _
I [ r r r I

To view the Housekeeping services provided for a specific room, display the Assignment Chart for that
Guest Reservation.

1. Select Window | Housekeeping Services
2. Maestro displays the Housekeeping Service Schedule Chart for that reservation
This guest is staying at the property from January 4 to January 8
He received Stayover service on for the first two days, Sheet change for the third day and checkout
clean on the January 8.

Housekeeping Cleaning Assignment

Maestro creates room cleaning assignment lists for available housekeepers based on the number of
housekeeping staff available for that shift, the number of Credits assigned to each room, and the total
number of Credits a Housekeeper is to complete on that shift. Credits can be the:

e Total time a housekeeper can be scheduled to work OR

e Total number of rooms a housekeeper is expected to clean

_— Vlaestro
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If using number of rooms, the credits required to clean each room could be set in units: 1 for a standard
room, as described in Housekeeping Service Levels

The Housekeeping Supervisor lists the Housekeeping Staff available. Maestro determines the rooms that
need to be cleaned and assigns them to the available housekeepers.

Maestro goes through the list of rooms to be cleaned and assigns them, one at a time, to the first
available housekeeper up to the maximum workload, then to the next housekeeper on the list. Any rooms
that cannot be assigned will be allocated to the “Un-Assigned” list. These must then be manually
assigned to staff.

Assigning staff to rooms is done from the Housekeeping Assignment screen.

List of Housekeeping Attendants Available

Within the Front Desk module, select Housekeeping | Housekeeping Assignment.

1. Identify the Housekeepers who are on duty for that shift
2. Select Window | Attendants on Duty and key or Lookup (F8) the Housekeepers available
e Users can also (F8) Lookup to view, add or delete Attendants available.
e |f a property wants to create a list of rooms for unnamed Housekeepers, key only the
number of Housekeeping Attendants on Duty on the Housekeeping Assignment screen.

r@ Room Attendants on Duty [nwind ] - Northwind Hotel & Conf S=Are g
File Record Window Help
0| )X 40 o 2|0 <0l0] slome
[ O i —
Date 10/17/2013
shift [am~
Room Attendants
01 03 04
05 06 07
08 09 10
1 2 13
I
|
L
I

Complete Housekeeping Assignment Screen

 Housckeeping Assignment [nwind ] - Northwind Condos i =)
File Record Window Priority Print Help
0 &k 4186 7|0 <l0l0] Jome
— =
AM or PM shift [am
Include All Properties |ﬁ
Assign Service Rooms Credits
I [ I [CHECKOUT 16 1008
i STAYOVER 84 1680
s
r
r
r
r
Room Attendants On Duty 12 r
r
Credits per Attendant r
Total 100 2688
Combine Stations r
Print Guest Name? N /)
Assiﬁn Rooms ]

Vlaestro
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Complete the Housekeeping Assignment screen:
1. Select or key the shift (AM/PM)
2. Maestro fills in the fields on the right based on the property’s Housekeeping Configuration
e Assign =Y. Maestro can assign rooms based on the service
e Service provided (based on each room’s occupancy and the property’s default settings)
e Total number of rooms to be cleaned
e Total number of Credits, based on the Housekeeping Service Level

3. Key the total number of Credits per Station
4.  Tell Maestro whether or not to Combine Stations
5.  Tell Maestro whether or not to Print Guest Name
6. Select Assign Rooms
@ Assignment Summary by Attendant [nwind ] - Northwind Condo @M‘ 1 WlndOW |
File Record Window Help Maestro displays the Summary of
Q)R+ 620 OO JOme Assignments for all Housekeepers
| | | including the:
B2 10/17/2013 Number of Credits each attendant has
AM or PM [am .
Number of Rooms assigned to a
ttendant Credits - Rooms Bld ' Wing Station Housekeeper
L] e Building, Wing and Station where the
GE) 252 ER T rooms are located
04 263 11 BK1
05 263 1 ki . .
06 249 6 Bkl 1 || To print the Assignment Sheet for a
g; 208 = % | Housekeeper, in this example for 21-1:
09 260 13 Bk i 1. Select the Housekeeper
10 220 11 BK2 2 | (Attendant)
2. Window | Print Assignment Sheet
To view the results:
K2 Room Assignments [mwind 1= Nortimwind Condoil L } == ) 1. Window | Summary by Attendant
FEile Record Window Help
0 )3t +@ o/ 20 (o0 slome Maestro displays the summary of Credits,
Date oz Rooms, Building, and the Station where the
or
Attorem 1 " rooms are located
E bi27 cHECOUT | 6 e | 2. To view the rooms assigned to
BK1 B128 STAYOVER 20 04
I|Bkr B129 STAYOVER 20 [oa HOUSGKEEDGI’S land 2
pa_ e LT S 3. Selecta Housekeeper
Ba bz STAYOVER 0 4. Select Window | Unassigned Rooms for
[T B133 STAYOVER 20 o4 i
b1 B134 STAYOVER 20 o4 each
lBK1 B135 STAYOVER [ 20 s

Assigning Unassigned Rooms

Rooms listed in ZZ LEFT are unassigned rooms. Unassigned rooms are rooms left after the
Housekeeping Assignment reaches the maximum credits allowed for each housekeeper.

To assign the unassigned rooms, key the Housekeeper’s number on the far right field on the Room
Assignments screen.

. Vlaestro
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@ Room Assignments [nwind ] - Northwind Condos

File Record Window Help

@
|

Wmmmi
== &%
[SYpaapaypay -

ElIEEEE
= &I EIE &
[ajpagpadpaipay

A+ o 2O 00 slOme
| |

10/17/2013

lam-
I ]
Bi02 1 STAYOVER 20
B103 1 CHECKOUT 63
B104 1 STAYOVER 20
B105 1 CHECKOUT 63
B10& STAYOVER 20
B107 CHECKOUT 63
B10o8 STAYOVER 20
B10g STAYOVER 20
B110 CHECKOUT 63

When viewing room assignments for housekeepers, unassigned rooms will also display. The unassigned
rooms are the rooms with no housekeeper assigned in the far right column.

Reassigning Attendants Manually

Maestro has the ability to can reassign rooms, if desired, after the assignments are created.

From the Housekeeping Assignment Screen, go to Window | Attendant by Summary

In this example, reassigning room 211 to Housekeeper 2.

To do this, key the replacement Housekeeper’'s number on the far right field on the Room Assignments
screen.

"
/& Room Assignments [pat ] - Northwind Rescrt & Spa

N
ESRE=l ™ & Room Assignments [pat ] - Northwind Resort & Spa .

EE)

Eile Record Window Help

File Record Window Help

Date
AM or PM

=
H
A

=
=
=l

=
=
@

=
H
A

@
CIE

AL +0 620 OO0 5Om o
[ [

12/16/2011

ED

o 2@ <|0O] 5/S/m

Date

1 AM or FM

[TURNDOWN

[TURNDOWN 213

Eo AR
[

N B T

112/16/2011
P B

I

[TURNDOWM

[TURNDOWN 215

[TURNDOWN

TURNDOWN

217

[TURNDOWN

221

[TURNDOWN

227

[SRISAISRESIES)

[TURNDOWN

RRARN RRRR
ks

L

Print Assignments

The user can print Reports listing the Assignments for each Housekeeper from the Print Assignments
screen:

1
2.
3.

Start at the Assignment Summary by Attendant screen
Select a Housekeeper. Window | Print Assignment Sheet
Maestro creates the Assignment Sheet for that Housekeeper

The example on the next page shows the adjusted assignments for Housekeeper 2

Page 20 of 27
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12/19/2011 01:39pm FD3413 Northwind Resort & Spa page 1

Cleaning Assignments for 2 AM  shift

Bld/room Type Floor stat service occupancy GUesST Name ad. ch. sen. other  arrival peparture  Initials
NWR 211 PsQ OD  CHECKOUT VACANT

NWR 213 GCD VC  CHECKOUT  VACANT

NWR 217 PSK VC  CHECKOUT VACANT

NWR 221 P50 0D  CHECKOUT VACANT

NWR 227 GCQ VC  CHECKOUT VACANT

ROOMS 2 5 Total credits: 5 Total persons

Text Messages

Viewing text messages about housekeeping activity on a room works the same way as viewing other text
messages in Maestro.

Enter or read text message on the Housekeeping Text screen.

1. Highlight a room on the Housekeeping screen
2, Text | Drilldown (F5) to create or view a text message
@ Housekeeping [nwind ] - Morthwind Resort & Spa E@g
File Record Window Text Defaults Help
A A )
0 A L] 410 o] /0 <10|0] ¢/O/m
Status To Display
| |— Hide Offmarket |ﬁ

Hide Vacant/Clean |ﬁ

Hide All Clean |ﬁ

Hide Stayovers |ﬁ

Show Expected Arrivals W For Next 2 Days
Bldg Room Type Status Updated Date/Time Clerk Txt
NWVWR 101 FSD WVACANT VC 12/16/2011 03:07pm FAT M
NWR 102 GCD WACANT VC 12/16/2011 03:07pm PAT N
NWR 103 P5Q IOCCUPIED 0D 12/16/2011 03:19pm PAT N
NWR 104 GCQ VACANT VC 12/16/2011 03:07pm PAT N
NWR 105 PSK WACANT VC 12/16/2011 03:07pm PAT N
VR 106 GCK WACANT WC 12/16/2011 03:07pm PAT N
NWR 107 PSD VC 12/16/2011 03:07pm PAT N
NWR 108 N 03:07pm Y|
NWR 109 PSQ 0D 12/16/2011 03:19pm PAT N
NWR 110 GCQ WACANT VC 12/16/2011 03:07pm PAT N
NWR 111 PSK VACANT VC 12/16/2011 03:07pm PAT N
NWR 112 GCK WACANT VC 12/16/2011 03:07pm PAT N
NVWR 113 PSD WACANT WC 12/16/2011 03:07pm PAT N
NWR 114 GCD WACANT VC 12/16/2011 03:07pm PAT N
NVVR 115 =10} WACANT VC 12/16/2011 03:07pm PAT I

Offmarket Rooms

Placing Rooms Offmarket

A room is placed Offmarket or returns from Offmarket status on the Out of Market screen.

Housekeeping | Out of Market

PMS ke no other,
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@ Out of market [nwind ] - Northwind Resort & Spa

0 In/k| 1106/ 20 00 3o
!& Building l_

Bld  Room Start End StatusDesc Text Keyed Date/Time
[12/21/2011 [12/31/2011 r’

ile Record Window Help

From Date Room Status Desc

Clerk
offmarkat (Carpet Cleanins nwind 12/21/2011 110:10am
12/24/2011 05/01/2012 offmarket C Maintenance nwind 12/21/2011 10:11am

Select search criteria or leave blank to display all Offmarket rooms. The table below describes the fields

on this screen.

From Date Displays a room or a list of rooms that are or will be Offmarket on that
date. Defaults to current date

Building Lists all Offmarket rooms filtered by selected buildings. Leave the field
blank to view all buildings

Room Displays the room number

StatusDesc Status Description. An F8 Lookup can be performed to filter the rooms
to display by status code.

Bld Displays the building code

Room Displays the room number

Start Date room was or will be placed Offmarket. Defaults to the current date
and the user overtypes a new date.

EndDate Date room was or will be returned to regular availability after the Night
Audit. Defaults to the start date; the user may overtype a hew date.
Maestro then opens a text screen for user to describe the situation

StatusDesc Status Description. An F8 Lookup can be performed to select the

desired offmarket status for the room.

Keyed Date/Time

Date the user entered the update into Maestro

Clerk

User who made the change

Text

Information about the problem or reason for room status change. The
first 16 characters are displayed on the Offmarket screen and printed in
the Offmarket Report.

Returning Rooms from Offmarket

Rooms are automatically returned from Offmarket status by the Night Audit of the EndDate entered on the
Offmarket screen. If, for example, maintenance is completed earlier than planned or the time Offmarket
will be extended, return the room from Offmarket status by overtyping a new EndDate. Change the
EndDate field on the Offmarket screen.

If a room is to be returned to general inventory immediately or before night audit, highlight the record and
press F7 to delete. The room is now back in general inventory.

Note: After you change the EndDate, Maestro displays the text screen where the user can change the
description of this maintenance.
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& Out of market [nwind | - Northwind Resort & Spa

File Record Window Help
Q It 1002 OO IO
From Date 01/09/2012 Building Room Status Desc
Bld Room Start End StatusDesc Text Clerk Keyed Date/Time
NWR 221 112/24/2011 05/01/2012 offmarket |IAC Maintenance nwind 12/21/2011 10:11am
NWR 103 01/08/2012 01/15/2012 offmarket Carpet Cleaning nwind 01/08/2012 04:06pm

[

1. Housekeeping | Offmarket
2. This takes you to the Offmarket screen.
3. Change the End Date by overtyping a new date

Note: You can also change the Start (date) in the same way, as long the new date is not in the past.

Housekeeping Reports

Housekeeping Report

The report provides the date last cleaned, occupancy and housekeeping statuses, and, for reserved and
occupied rooms, information about guests such as reservation number, arrival date, departure date and
time, and number of guests. This report can also list rooms selected by room type, building, availability,

status, and type and within a

range of rooms.

1. Housekeeping | Housekeeping Report
2. Set the options listed below. Click “OK” to run the report or “Cancel” to stop before running the

report

fhe  fecord
§

J

| Prot Weh Yot

& Ronelrepeg depont fnamd | Northand Fesort B foe
PWedow  Detmits

b

| Salect Raom Avedabdey pal
| Safect Room Status AL
Made Offrrariet

! Hode Vecaet) Cean
| Bubding (Black for oF) Mcde AX Clean
| Room Type{lank for o) Made Slayovers
{ Show AR Expected Amvals
| Starseg From Roce Mamber
| Mamier Of Rooms Yo Prnt v
| Inciode Gonst Hacse N ()

NN

= - -

N
N
»
N For vest

s

i Daps

Room Availability

Programmed during setup

Room Status

Housekeeping status

Only If Needing

Only lists rooms that need to be cleaned that day. This field has been

Service added for use at properties where multiple Status Codes have been
defined to describe various “Clean” rooms.
Building Room location by building
Room Type Room type
Starting From Room | gsiart printing the report at this room number. Defaults to first number in
Number the building
Page 23 of 27 wae St ro
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Number Of Rooms Total number of rooms to print
To Print

Include Guest Name | y = Report includes name of guest in the room
N = Guest names are not printed

Print With Text Y = Report includes text messages
N = Text messages are not printed

Suggested application of the Housekeeping Report: Evaluation of Housekeeping Status of each
guestroom and manual assignment of guestrooms to each housekeeper

worthwind Hotel & conf Center Page 1
Housekeeping Report
room Availability selected: ALL
Room Status selected T ALL
starting room Selected

wwwww = conflicting Ooccupancy Status
Building: ENw

room  Type  Front Desk Housekeeping Clean res# Arrival Departure  Ad. ch. sen. Other
0101 TESTA  WACANT WiZ 10/25/2012 WVACANT

0103 TESTA  WACANT Wi 10,/00,/2012 VACANT

0104  TESTA  VACANT wC 10/30/2002 WVACANT

O1BARM DD WACANT Wi 10312012 WACANT

05 HSKWES VACANT vC 10422 /2012 WVACANT

1101 oo OCCUPIED oD 11,/01/2012 26236 DEPARTING 11/01/2012 11,/02/2012 1
1102 oo OCCUPIED oD 10/31,/2012 26232 STAY OVER 10,/31,/2012 11/03,/2012 1
1104 Qa WVACANT WiZ 10/08/2012 WVACANT

1105 TT WACANT Wi 1lo/22/2012 WACANT

1106 7T VACANT vC 10/31,/2012 WVACANT

1108 KING WACANT Wi 10/31/2012 WACANT

1100 oo VACANT VT 10,/31,/2012 VACANT

1111 oo WVACANT wHEER O 10/30/2012 WVACANT

1112 oo VACANT HHHEW QD 10/30,/2012 VACANT

1113 aq WVACANT PU 1042572002 WVACANT

1114 QQ WACANT PU 10/25/2012 WACANT

1115 Qa VACANT PU 10/25,/2012 VACANT

1116 g WACANT PU 10,/25/2012 WACANT

1117 KING VACANT Wi 10/25,/2012 VACANT

Discrepancy Report

The Discrepancy Report lists all rooms where the occupancy status reported by housekeeping contradicts
from the occupancy status in Maestro.

Print the Discrepancy Report on the Discrepancy Report screen

3 Discrepancy Report [nwind ] - Northwind Resort & 5 [E=EEE)

File Record Window Hel,

P\Qér%\ﬁ-\ ‘-|l-\®\ o 2@ <|O/©| 3|/O/m

Rooms Discrepancy Report

Show All Properties |—

1. Housekeeping | Discrepancy Report
2. Click “OK” to run the report or “Cancel” to stop before running the report

PMS ke no other,
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Morthwind Hotel & Conf Center Page 1

Discrepancies

Bldg FRoom Type Front Desk Housekeeping  Status
Erw 1111 O WAZANT QCCURPIED [
Erw 1112 O WAZANT QCCURPIED [
EmMw 1502 oD VACANT OCCUPLED oD
Erw 1508 O WAZANT QCCURPIED [
Emw 1514 oD VACANT OCCUPIED oD
Erw 1608 O WAZANT QCCURPIED [

Total Discrepancies For Repaort:

Offmarket Rooms Report

This report identifies the rooms that were/are Offmarket during a specified time period. The report
provides the out-of-order dates for each room number, the text message describing the problem, and the

name of the user who requested the off market status.

Setup this report on the Offmarket Rooms Report screen.

2§ Offmarket Rooms Report [nwind ] - Northwind Resort & Spa (= | Bl [

File Record Window Hel

19

2/ E| J0le 2l ol o

Building
From Date 12/16/2011
To Date 12/16/2011
Sort By: B (B=Bld/Room/Date,
D=Date/Bld/Room)
[ oK | [ cancel |

= E —

1. Housekeeping | Offmarket Rooms Report
2. Select the options listed below
Click “OK” to run the report or “Cancel” to stop before running the report

Building Building
From Date Report lists all rooms that have been Offmarket since this date
To Date Report lists all rooms that have been Offmarket between the

From Date and this date

Sort by B = Rooms listed by building and room number. If the room has

statuses are listed by date

been Offmarket more than once in this period, these

D = Rooms listed by date room taken Offmarket. They are listed
by building and room number for each building.

Page 25 of 27

Offmarket Rooms Total number of rooms that have been Offmarket in this period
Total Offmarket Total number of nights that rooms have been Offmarket in this
nights period
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selected Building. :
Sselected From Date: 110272012
selected To Date..:

ET1d Room
Enw 0102
Enw 1103
Enw 1210

end of report

Twpe
TESTA
Qg
F.IRG

MULTI-PROPERTY***

Morthwind Hotel & Conf Center Page 1

offmarket Rooms Report

ALL
11,/02/2012

From To Clerk

Text

11/02,/20012 11,704 /2012 MwWIND water Damage
11,/02,/20012 12,/001/20012 MWIND Mew furniture needed

10262012 11/703/2012 LESLI

offmarket
offmarket

E carpet cleaning

ROOMS : 3
Mights: 3

When printing the Offmarket Report in a multi-property environment, the Offmarket Report will print
offmarket rooms for the property the user is logged into. Users have the option to print the report for all
properties they have access to.

In order for the offmarket report to be limited to only accessible properties, Global System Option #271
must be set to N. To access the Global System Options, go to Global Maintenance | Setup | Global
System Options Maintenance. To print the offmarket report for all properties the user has access to, go
to Window | Property. Select the global property of ZZZZ and print the report.

r = ~
@ Accessible Properties/Hotels [nwind ] - ind Hotel & - — -8 s [ [ 5 [

File Record Help

B IRL 40 6 ¢ QOO JOmS
— 1

NORTHWIND HOTEL & CONF CENTER MARKHAM
NWC NORTHWIND CONDOS TORONTO
MAS MAESTRO MOUNTAIN LODGE SKANEATELES
NWR NORTHWIND RESORT & SPA VANCOUVER
LiiZ NORTHWIND HOTEL

If Global System Option #271 is set to Y, users can set the Show All Properties option to Y to print the
report for all properties, even for the properties the users does not have access to.

Page 26 of 27
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3 Offmarket Rooms Report [nwind ] - Nerthwind Hotel - 5.2 Dz

P

File Record Window Hel

Q)
[ E— [ E—

Show All Properties B I

Building |
From Date 11/18/2014

To Date 111/18/2014

Sort By: B (B=Bld/Room/Date,
D=Date/Bld/Room)

| OK. | Cancel |

B .00 oo doma
3]
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Forecast Rooms

Users can forecast the number of credits for future dates. This will allow users to maintain a more
efficient staffing level.

Housekeeping | Forecast Rooms

(I3 Forecest Rooms G 1o Nerimma Homt & carnt Cen D — . - > - ! [P =)
File Record Window Printing Help
Q Jak| 19 o 20 1|00 JOme
— 1 —1 —
Start Date [fo/17/2013 Number of Days [T1a CURRENT PROPERTY ONLY [
Restrict to Building ’7 Restrict to Station
Exclude Owners r Exclude House Use r Exclude Unpicked Group r
Count Credits Only For [ [
Date Arriving Staying Over Departing Sold Tonight ocp Unsold = Credits
Rooms Guests Rooms Guests Rooms Guests Rooms Guests % AM PM
39 109 3 7 42 116 7.0 356 6708 299
10/18/2013 2 2 26 70 2 4 28 72 4.0 570 495 233
10/19/2013 27 69 1 3 27 69 4.0 571 432 228
10/20/2013 8 18 23 67 2 2 33 83 5.0 364 432 233
10/21/2013 26 70 7 15 26 70 4.0 572 492 223
10/22/2013 10 30 10 24 16 46 20 54 3.0 578 849 80
10/23/2013 18 52 2 2 18 52 3.0 580 242 75
10/24/2013 18 52 18 52 3.0 580 162 75
10/25/2013 1 3 a 22 10 30 9 25 1.0 589 342 30
10/26/2013 8 22 1 3 8 22 1.0 582 132 25
10/27/2013 8 22 8 22 1.0 590 52 25
10/28/2013 a 22 8 22 1.0 590 52 25
10/29/2013 1 3 8 22 9 25 1.0 589 102 42
10/30/2013 28 82 9 25 37 107 6.0 561 72 182
Start Date The start date of the forecast
Number of Days The number of days to forecast
Current Property Option available
Restrict to Building An F8 can be performed to select a building
Restrict to Station An F8 can be performed to select a housekeeping
station
Exclude Owners Excludes reservations that have an Owner guest
type
Exclude House Use Excludes reservations that have an House guest
type
Exclude Unpicked Group Excluded rooms that have been blocked by a group
that had yet to make a reservation
Count Credits Only For An F8 can be performed to select up to 3
Housekeeping Service Levels
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