How to Set up Contingency Reports

Quick Reference Guide
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Overview

This Quick Reference Guide will assist the users through the setup of creating a contingency report. To
create a contingency report is an authorized function and users must have the authorization. The
contingency reports set are made up of Maestro base reports that are required to frequently be printed or
emailed during the shift, night audit or in an emergency.

The reader should be familiar with the following Maestro functions:

e Maestro Interface
e Maestro Reporting
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| Configuration

Ll Creating Contingency Report Sets

Global Maintenance | Select Reports | Select Contingency Report Sets Maintenance

Global Menu [nwind ] - Northwind Canada Inc

Home End Page Up Prev Row Next Row

Search (F3) SavelExit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (FT)
[ File ][ Mail ][

N| Posting Code Rebort
Rooms Report

Rate Report
Version Client Report

Maestro Client If] Currency Exchange Log
Budgets Entered Log

Other Reports nwind
Might Audit Report Print Schedule
Report Printing Sequence Maintenance aeSt ro
|Contingenq|r Report Set Maintenance |
Contingency Report Print Schedule
CSV Export Setup Maintenance

Other Reports File Maintenance

L Other Reports File Maint{NoCat)

[ Codes ][ credit | system |[ secuity |[ Help |

Contingency Report Set Maintenance [nwind | - Northwind Ca
Home End Page Up Prev Row Next Row Page Down Report List
Search (F3) SavelExit (F4) Esc (Shift=F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8) Select
[ File H Record H Help l
Hours
Between
Report Set Description Start AutoRun
AM SHIFT /AM Shift
EMERG Emergency Reports 09:00am 4
FOM Front Office Manager's Reports
Create (F6) to complete the following fields for each Contingency Report set required.
Field Action / Purpose of Field
Report Set Enter the name of the Report Set that will be configured to print specified reports. A
Maximum of 10 Characters
Description A Maximum of 30 Characters to describe the report set
Start Enter a start time if this Report Set should be printed automatically*. This field is not
required if this Report Set will be run manually
Hours Between The number of hours between each printing if automatic printing has been selected
AutoRun by entering a start time. * This field is not required if this Report Set will be run
manually

* A Maestro session must remain active when Automatic Printing has been configured
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.2 Creating Contingency Report Print Schedules

Once Report Sets have been created, specific reports can be linked to each Report Set. When the
Report Set is selected for Printing, all reports linked to this Report Set will be printed

Global Maintenance | Select Reports | Select Contingency Report Print Schedules

Global Menu [nwind ] - Morthwind Canada Inc

Home End Page Up Prev Row Next Row
Search (F3) Save/Exit (F4/ Esc (Shift+F4) Drill Down (F5) Create (FG) Delete (F7)
[ File H Mail l Report h Verify H Codes H Credit H System ” Security ” Help ]

-

Nll Posting Code Report
Rooms Report

Rate Report
Version Client Report

Maestro Client If] Currency Exchange Log
Budgets Entered Log

Other Reports nwind
Might Audit Report Print Schedule

Report Printing Sequence Maintenance aest ro
Contingency Report Set Maintenance

| Contingency Report Print Schedule | -
CSV Export Setup Maintenance

Other Reports File Maintenance
X Other Reports Fle Maint(NoCat)

Contingency Report Print Schedule [nwind ] - Maestro Hotel

Home End Page Up Prev Row Next Row Page Down Repol
Search (F3) SavelExit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8)
[ File ” Record H Window ” Help l
Report Set AM SHIFT | M shift
Report Id 9'
Current Project FD
Module FD
Current Program FD5820 | Arriving and Reserved Guests R
Clerk Code
Printer Name PDF
Report Copies 1
Times Printed 1
Last Print Date 06/11/2020 11:13am

Create (F6) to complete the following fields for each Contingency Report Print Schedule set required.

Field Action / Purpose of Field

Report Set Use the Lookup (F8) to select the Report Set that this report will be linked to

Report ID Enter the report ID for this report. This often represents the order the reports were
entered such as 1, 2, 3, etc.

Current Project Use the Lookup (F8) to select the report to be printed based on this list of available
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reports

Current Module

This field will be filled in automatically when the Current Project is selected

Current Program

This field will be filled in automatically when the Current Project is selected

Clerk Code

Use LookUp (F8) to select a valid Clerk ID or Clerk Group if this report should be
printed with a banner page displaying the selected Clerk Name. Leave this field
blank if no banner page is required

Printer Name

Use the LookUp (F8) to select how the report should be printed. Select the File
Printer option to save the reports to afile or email.

Note: If Report is to be Emailed, further setup is required under the window drop
down and add email address to email reports option

Report Copies

Enter the number of report copies that should be printed

Times Printed

This field will be filled in automatically by Maestro

Last Print Date

This field will be filled in automatically by Maestro

Repeat this process for each Report within each Report Set that is required.

2 Printing Contingency Reports

Front Desk Menu | Select Reports | Select Contingency Report

Front Desk Menu [nwind ] - Maestro Hotel and Resort

Home End Page Up Prev Row Next

Search (F3) SavelExit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6)
[ File ” Reserve lmteﬁace H Profile ” Housekping H Help l

Version

Maestro Client ID Batch Forms...

Nortt' Guest Reports...
Group Reports...
Room Reports...
Management Reports...

Other Reports...

More Management Reports... nwind
Marketing Analysis Reports...

Tour Operator Reports... maeSt ro

Meal Reports...

Credit Reports...
|Cc>nting|enq|r Reports |
. Reservation Manager's Reports...
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Home End
Search (F3) SavelExit (F4) Esc (Shift+F4) Drill Down {F5) Create (F6)
[ File H Record ][ Window H Help l

Report Set to print | ‘ !

Report Date 06/11/2020 |

Currently Printing:

oK “ AutoRun “ Cancel

Contingency Reports [nwind ] - Maestro Hotel and Resort |

Page Up Prev Row Next

In the Report Set to Print use the Lookup (F8) to Select the Report Set. Select the OK Button to immediately
print all reports that have been associated to the selected Report Set.

Select the AutoRun button if the selected Report Set has been configured to run automatically.
Once selected, Maestro will display the next time the Report Set will be printed.

Contingency Reports [nwind | - Maestro Hotel and Resort

Home End

Page Up Prev Row Next Row Page Down Report|
Search (F3) SavelExit {F4) Esc (Shift+F4) Drill Dowm (F5) Create (F6) Delete (F7) Lookup (F8)
[ File ][ Record H Window ][ Help ]
AUTOMATIC INTERVAL ACTIVE . . . .
Report Set to print |EMERG ‘ |Emergency Reports
Report Date 06/11/2020

Currently Printing: Next report set will be printed at 01:00pm

OK AutoRun Cancel

To ensure that the reports will run automatically, this session of Maestro should remain active and should
not be logged out.

To stop the AutoRun process, press Save/Exit (F4) and an Alert will pop up to “Confirm Abort” and
select OK press Save/Exit (F4) to go back to the Front Desk Menu

Confirm Abort

Ok | Cancel
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