Room Move

Quick Reference Guide
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Overview

This Quick Reference Guide will explain the procedures on how to move an inhouse guest from one room to
another.

The Purpose of this guide is to

e  Show how to Move a guest from one room type to another room type
e  Show how to Move a guest from one room number to another
e  Show how to Move a guest from on room to another on the fly

The reader should be familiar with the following Maestro functions:

¢  Creating Guest Reservations
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|  Where to see which reservations have a Room move

When a room move is planned and part of the reservation, Maestro has several ways to indicate planned
room moves are to be completed.

[l Current Status Screen

On the Current Status screen, the number of room moves will be shown in the Expected Room Moves

field.
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2  Front Desk Dashboard

On the Front Desk Dashboard, an M with a yellow background will appear next to the room number,
indicating a room move for the reservation.
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.3 Room Moves Report

The Room Moves Report lists the statuses of all planned room moves. The report will also list unplanned
room moves after the move has happened. The Room Moves Report can be accessed in two ways.

1.3l Room Moves Report from the Front Desk Main Screen
Select the Reports drop down menu | select Room Reports
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1.3.2

Room Moves Report from the Current Status Screen

The Room Moves report can also be accessed from the Current Status screen. Place the cursor on
Expected Room Moves | then Drill Down (F5).
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2 Moving from one Room Type to a Different Room Type

When moving a guest from one room type to another during a planned Room Move, a separate room
booking (line of inventory) must already be in place on the assignment chart.

To access the Assignment Chart:

1) From the Guest Reservation screen: Select My Menu | Select Assignment Chart
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Another way to access the Assignment chart is from the Front Desk Dashboard.

2) From the Front Desk Dashboard, | Drill Down (F5) on the yellow M next to the room number
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On the Assignment Chart: A green background on the room number indicates that the room is currently
checked in. A cream background indicates that the room is not checked in. Y/N next to the room
number/room type also indicates whether the room is checked in or not.
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21  Selecting New Room Type and Number

To select a new room type, on the Assignment Chart, place the cursor on the room type that the guest is
moving to (2™ line of inventory) | Drill Down (F5) to display the Room Number Chart and Attributes Screen.

Room# Chart/Attributes [nwind1 ] - Maestro Hotel and Resort Training 5.5 DB 2677m5
Home End Page Up Prev Row Next Row Page Down Report List
Search (F3) Save/Exit (F4) Esc (Shift+F4)  Drill Down (F5) Create (F6) Delete (F7) Lookup (F8) Select
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1) Selected Type is a Toggle Button: This screen defaults to Selected Type. Select this toggle button to
view All Room Types. Select the All Room Types button to revert back to the Selected Type view

2) Vacant Rooms is a Toggle Button: This screen defaults to Vacant Rooms. Select this toggle button to
view All Rooms regardless of the housekeeping status. Select the All Rooms button to revert back to
the Vacant Rooms view

3) Attribute Criteria: Users can filter rooms, to narrow the available selections, by inputting room
attributes, Ex. King Bed, High floor, near elevator. To do this, place the cursor on the field and Look Up
(F8) to display the list of attributes to select from. Users can input a maximum of 2 attributes to search.

4) Housekeeping Status: Users can specify what the housekeeping status of the rooms to list below.
Place the cursor in the first HSKP Stat field and Look Up (F8) the status codes to select one, Ex. Vacant
Inspected.

5) To select a room, place the cursor on the room number and press enter, or double click on the room
number. Ensure the Room # is Vacant and Clean (or Inspected)
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3 Checkin the New Room / Release the Old Room

There are 2 ways to Checkin the new room and release the old room.

31 Checkin the New Room

Now the new room is selected, the user must Checkin the room. Place the cursor in Invtry for the new room
number | Select Changes | Select Checkin Room

Home End

Search (F3) Savel/Exit (F4)

Page Up

Prev Row Next Row Page Down R{

Esc (Shift+F4) Drill Down (F5) Create (F6)

Delete (F7) Lookup (F8)

D [ ol bmond,oan

Rms By Attribute

R# Chart & Attr

e |
[

156,00,

175.00

o rrrrs-

Book Guest Rooms

Book Other Charge

:
E

{ File H Record M Window M Rates/Chart M Change§ M Vermatures M Help }

7

3.2 Release the Old Room

Release Room
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Both rooms are checked in. To release the first room, place the cursor on the first room in the Invtry field (or
the one the guest is moving OUT of) | Select Changes | Select Release room.
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3.3 Checkin and Release in One Step

Another way to checkin the room and release the old room is to, Select Changes | Select Move All Rooms.

This option will automatically Checkin the new room and release the old room.
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A dialogue box will pop up to confirm the room move. Select OK
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Once you've selected ok another dialogue box will pop up that the room move has been completed. Select

OK

ISearch]FS) Save/Exit (F4) Esc (Shift+F4) Drill Down (F5) Create (F6) Delete (F7) Lookup (F8)

File ][ Record M Window ][ Rates/Chart H Changes H Verify ][ Features ][ Help J
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[ All moves for today have been completed.

move complete OK

4 Moving from One Room to Another of the Same Room Type

4] Planned Room Move

To move a guest from one room to another of the same room type, on the Assignment Chart, place the
cursor on the Invtry field on the second line of Inventory and users can do either:

o  QOver key the room number or
e Press Drill Down (F5) to access the Room # Chart Attributes screen to select a room from there

42 Room Move on the Fly

If a room move is done the day of arrival, the new room number will replace the old room number.

If this room move is done after the first night and charges have been posted, Maestro will automatically book
(create) a separate line inventory with the same rate amount on the Assignment Chart. See examples below:

Screen shot 1: See original Assignment Chart

Assignment Chart [nwind ] - Maestro Hotel and Resort
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Screen Shot 2: Type over room number with new room number

Assignment Chart [nwind ] - Maestro Hotel and Resort

Esc Search Save/Exit  Dril Down  Create Delete. LeokUp Select Home PageUp  FPrevRow  MNextRow  Page Down £nd sleaming  Repor: List
I File v Record » Window v Rates/Chart v Changes v Verify v Features v Help v
Reservation# 138471 Test, Mr Maestro Arrival 09/01/2020
Num Nights 30
Departure 10/01/2020
Rms By Attribute R# Chart & Attr Assemble Package
SEPTEMBER 2020 TUESDAY WEDNESDAY THURSDAY FRIDAY
1 2 3 4
Bid Invtry G?  Rate Type T #G TotalStay F
aL 4 RACK Y 156.00 156.00 156.00 156.00 1 4,680.00
] ™ T

Screen Shot 3: Press Enter and Maestro will auto-create a new line of Inventory for the New Room #

Assignment Chart [nwind ] - Mae

stro Hotel and Resort

Esc Search Save/Exit  Diil Down  Creste Delete Leok Up. Select Home PageUp  PrevRow  NextRow PageDown End sleaming  Report List
I File v Record v Window v Rates/Chart » Changes v Verify v Features v Help v
Reservation# 138451 Test, Foliol Arrival 08/25/2020
Num Nights 35
Departure 09/29/2020
Rms By Attribute R# Chart & Attr Assemble Package
AUGUST 2020 TUESDAY WEDNESDAY THURSDAY FRIDAY
25 26 27 28
Bid Inviry ?  Rate Type T #G TotalStay F
QL 261 N MONTH 6,000.00 1 6,000.00
aL Y BAR 1 4,860.00
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Check in the new room and Release the old room following instructions from Section 3 above

5 Moving a Room with Sharers

When moving a room with sharers, Maestro will display a prompt notifying the user that the sharer is already
checked into the first room and if the user should continue. Select OK to continue the Room Move

6 Troubleshooting Room Moves

What happens when both rooms are checked in (the first room is not released)?

1)

Maestro will check out the first room during night audit. After night audit, the first room will have a vacant
status in Front Desk and an occupied status in housekeeping, therefore, a discrepant room that needs to be
resolved. Update the status in the Housekeeping module. The second room will have an occupied status in
Front Desk and an occupied status in Housekeeping.

Maestro will post the room charge for the second room as normal. During the time in which both rooms are
checked in, the first room will be unavailable to sell in the system.
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2) What happens when neither room is checked in?

Before night audit, the reservation will show that the Reservation is checked in.

After night audit, the first room will be Vacant in front desk and Occupied in housekeeping, therefore, a
discrepant room that needs to be resolved. Update the status in the Housekeeping module. Second room
will be a vacant status in Front Desk and an occupied status in housekeeping so also a discrepant room that
needs to be resolved. Update the status in the Housekeeping module.

After night audit, if the second room is still not checked in, Maestro will still charge for the second night at the
rate for the second night. On the Front Desk Dashboard, it will be marked as an Unresolved Check-in after
night audit and will need to be resolved.

3) What happens on the day when the room move is to occur and is not completed?

After night audit, the first room will have a vacant status in Front Desk and Occupied in housekeeping,
therefore, a discrepant room that needs to be resolved. Update the status in the Housekeeping module. The
second room will have a vacant status in Front Desk and a vacant status in Housekeeping.

Maestro will post for the second night. On the Front Desk Dashboard, it will be marked as an Unresolved
Check-in after night audit and will need to be resolved.
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