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System requirements and administrator information

As an Operations Suite system administrator, you have full access to the configuration and
management of the software. This document is not intended as a setup guide for new systems, but as
a guide to help you with the most common setup tasks after the software has been configured by a
consultant.

If you are not sure about a certain task, contact your IT department, Support (via

support@knowcross.com ), or your account manager.

To begin configuration, you must have Microsoft Silverlight installed. The URL can only be reached
using Safari, Internet Explorer 11, or Edge with Internet Explorer mode enabled. Contact IT if you do
not have this installed. Not all functionality or modules discussed in this document may be accessible
to you, as some may be license- or PMS-dependent. See your IT department for more information.

The URLs you may need are:

e www.tritonsuite.com

e www.tritononline.com
e hk.knowcross.com

e ins.knowcross.com

General configuration

Creating a new staff member
1. Fromthe home screen (ﬂ ), select System Configuration.

The home screen of the User Management console appears.

KNOWEROSS —— 0"
H Y | sea v || & Lastupdae  ~ | B.® 0O O w2
Ee B wame s D e e e e iy e e i e

® Shaun Heffernan st No English  21/06/2022
(o ®KCSales 1 KCs1 Admil {m v I glish 21/06/2022
*KCSales2 Kcs2 Admir oo t glish  21/06/2022
_ W — oo g f—
s KCs Admir o 1« glsh 21062022
ENL User - All Modules (= B 1 U glish
EN User - KHK Only [ | ! English
*Jo (<l oo U Englist
® Christopher Mchutt <] Front Office Hotel Manager oo No nglish
_ " Enginesring Tachnician User wsvemarr 2 [ i |

2. Select the create new user icon in the upper-right corner of the screen.

= g - = Lastupdate - = [m] 2
B know h 4 5 P Y D,H_‘ A+ @& O o Ll
B name User Name Department Designation Role Active Devices Password ExpiryDate  Shared  Language Lastupdate  Created By
® New Joinees 3 M3 FM&E Assistant Front Office Ma... All Role [ i [ i | Yes English 02.06.2022  Staff Consolel
® Nitin Grover NG Front Office Assistant Villa Manager All Role 0 O No English 01.06.2022 1appy singh
® role testl ROLEL F&B Admin Executive Role Manager Testing 1 (1] 27102022 No English 01062022  Ankur Jain

3. Complete the information for your new user.
o FirstName

o LastName
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o Language

o Username

o Password

o Service staff—Select this option if the staff will receive jobs.
o Designation

o Department

o Devices

o Role

4. When you are finished, select Submit.

Gliteh Ema

Editing/updating staff

1. From the home screen (ﬂ ), select System Configuration.
The home screen of the User Management console appears.

2. Select the row of the staff that you want to update.

A pane opens.

e User Conscle Testuser june at2 "
. x|
Search - = Lastupdae v
A v Change password | | Update Device \ t =
Name User Name Department Designation Role Devices
nglish
® Testuser | 2 JUNEUAT2 Purchasing Director of Convention All Role (e 1|
31/0
eTestuserjuneuat  JUNEUATL Executive Office  F&B- The Line AM AllRole QoL
090621
®Pratima SLSH PRATIMASLSH1 Housekeeping HK - Room Attendant Testroleuar 3 [
® UAT Ankur UAT Jain  ANKUR_UAT Engineering BQT - AV Engineer AllRole
© ankur Jain UAT ANKUR_L All Role oL
®Hitin Tyag TINTIN_1 AllRol
Device Notifications  Type Details
® Test Test NEW_USER_VERY_NEW_UNIQUE AllRole
=] c
©3bc26503 def26503  TESTOLL AllRole
0 Mabilerpp
SHIVANISLSHL Housekeeping Roor 2l Role oL
sh rty ol Detail
Purchasing Security oL i
or  sisH Il R View Details

On this pane, you can do the following:

o Change the password.

o Update therole.

o Update device notification.

o Edit names/language/designation/department.
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Complete the following steps, as necessary:
e Select Change password.

In the Change password dialog box, you can update the password of your staff. You create a
new one and confirm the password to be able to submit the change.

Change password

e Select Update Role.

In the Update Role dialog box, you can update the role of the staff. From the drop-down list,
select a new role. Select Submit.

Update Role

e Select Update Device Notification.

In the Update Device Information dialog box, you can add or remove the devices that must be
changed for the staff. When you are finished with your updates, select Submit.

Update Device Information
B DeviceNotifications  Type Details

m Fe

e m

3. From the upper-right corner of the screen, select the Edit icon.

A menu appears. Options include:
e Language
o Edit

e Deactivate
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e Delete
KNDWCROSS Staff Console ° Testuser june uat2 i3
x|
T = = Lastupdate - J el m
Name User Name Department Designation Rale Devices st e o
® Testuser june uat2 JUNEUAT2 Purchasing Director of Convention All Role =l
® Testuserjune uat JUNEUATL Executive Office  F&B - The Line AM All Role [ EUAT English >
® Pratima SLSH PRATIMASLSHL Housek ng HK - Room Attendant Test role UAT :l E - oy
31/07/2022 B X 3 022 | BB S
® UAT Ankur UAT Jain ANKUR_UAT Engineering BQT - AV Engineer All Role
® Ankur Jain UAT ANKUR_1 Butlers Assistant D All Role [ it it ol Caaent
® Nitin Tyagi TINTIN_L Engineering BQT - AV Engineer All Role
[ Service Staff [ § ssword Auto Expire
® Test Test NEW_USER_VERY_NEW_UNIQUE Engineering BQT - AV Engineer All Role
® abc26503 def26503 TESTO11 Front Office FO - GSC Service Leader All Role . Changs Password . paminser
® Shivani SLSH SHIVANISLSHL Housekeeping HK - Room Attendant AllRale 3 Blias
® Doanali <ich Purchasing Security - Araa Directar { e (Y | ERER
4. If necessary, select Language to update language for the staff.
5. Ifnecessary, select Edit to update the following information:
e Firstname
e Lastname
e Designation
e Department
e Service staff status (if the staff receives jobs)
e Change password (provides the option for the staff to change their password)
e Auto Password
e Admin User (authorizes the staff to access all features of the software)
6. If necessary, select Deactivate to deactivate staff. Deactivated staff cannot access the software.
KNOWCROSS Staff Console Ut DG |zj
T | | e e Changepassword | Update Device Notification =
Name UserName Department Designation Role Devices Language ¥
JUNEUAT2 English
®Testuserjuneuat?  JUNEUATZ Purchasing Director of Convention AllRole o7 ey oo e edit
* Test user june uat JUNEUATL Executive Office  F&B - The Line AM AllRole {1 E L

* Pratima SLSH

PRATIMASLSH1

Housekeeping

1K - Room Attendant Test role UAT

==

7.

Dele
® UAT Ankur UAT Jain ANKUR_UAT Engineering BQT - AV Engineer All Role
® Ankur lain LIAT ANKUR 1 RButlers Assistant Diractor of Rie All Bole 0 o
If necessary, select Delete to delete staff from your database.
EBLERN TV Stak Coniola 'Teﬁtusell;uvefuﬂ ‘3]

*®Pratima SLSH

® UAT Ankur UAT Jain

@ inkc lain LIAT

PRATIMASLSH1

ANKUR_UAT

ANKIIR

- = Lastupdate v

Name User Name Department
® Testuserjuneuat?  JUNEUAT2 Purchasing
® Test userjune uat JUNEUATL Executive Office

Housekeeping

Engineering

Eou!

¥

Designation Role
Director of Convention All Role
F&B - The Line AM All Role

1K - Room Attendant Testrole UAT

All Role

BQT - AV Engineer

scsicrant Directnr of Ris allegle

Change password | | Update Device Notification

Devices 5 5
JUNEUAT2

2 I

31/07/2022

(A
[T

Language b

English

: | Edit
31/07/20]
ogjos/ag  Deactivate

Delete
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Creating new roles

Access to the various functions within Service, Glitch, Maintenance, or Mobile are controlled from User
Roles. All staff members should have a role assigned to allow access to the platform. If you change a
role, this will apply to all staff members on the next login.

1. From the home screen (E] ), select System Configuration.
The home screen of the User Management console appears.
2. Select middleicon in the left-hand menu.

The screen displays all the roles that are currently available in your system.

KNOWCROSS KCsales 1
Role Console £ .
Product: Search . = Lastupdate ~ b |i o + l¢]
2 Name Products Role Description Updated By Last update Created By Created On
Ke Sales 4 21/06/2022 Ke Sales 4 21/06/2022

Copy of - New@123

Copy of - New@12345  Sal Kc Sales
Admin Admin Role Kesales 4 kesales
User - KSV+KM: KMT KNOW Maintenance, KNOW Se Qaz 04/03/2022 Rachit Chib 07/12/2021
User - All Modules KNOW Maintenance, KNOW Se Quz 04/03/2022 kesalesadmin 30/11/2020
USER - KSV+KHK Guests, KNO. Rachit Chib 2/02/2022 Rachit Chib
User - KSV+KM+KG , KNOW Glitch, Rachit Chib 09/02/2022 Rachit Chib 01/08/2021
User - KHK Only Guests, KNOW Mobile, Know Rachit Chib 07/09/2021

3. Tocreate a new role, select the plus (+) button.
A new screen appears.

4. Create the name of this new role and select which rights this new role will have.

B3 know -

Role Name Role Description
KNOW Service
Job Console W
New Job v

5. Choose which products, modules, and rights the role will have.
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KNOW Service KNOW Glitch KNOW Maintenance KNO obile Guests
Job Console v
New Job v
A
Departments Delete Edit Print Recurrence View
Butler
Fuse

Below the section, you can see which software products the role can access.

KNOWCROSS Ankur Jain
New Role (2]
Baxnow  ~
Role Name: Role Description
KNOW Service Knowcross Care KNOW Glitc O anc KNO ob Guest
Job Consele -
New Job v
Recurrence v
Shift Setup -

6. Afteryou have selected the product, search for the module.

7. Onceyou have selected the modules, select the rights for the role.

Bxvow  ~
Role Name Role Description

Departments. I Delete I Edit Print Recurrence View
D Butler

F&B

FME&E

Front Office

GC Call Centre

fousekeeping

When you have finished creating your role, select Save.
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Managing roles in the Role Console
You can manage existing roles in the Role Console. Tasks include:

e Deletingarole
e Copyingarole
Deleting a role

Deleting a role permanently removes it from the system. To delete a role, select the trash icon in the
upper-right corner of the screen.

KNOWCROSS “Ankur Jain
Role Console a

E B kmow - Products - Search - = Lastupdate - rn 4
[E'.g' = Narme Products DESCRIPTION Updated By Last update Created By Created On
All Role - Ankur KNOW Maintenance, KNOW Se Zoya khatri 08/06/2022 3bc26611 def26611 23/01/2019
SuperDry Knoweross Core, KNOW Serv. Ankur New 18/05/2022 Ankur New 18/05/2022
1st2dep Knoweross Core, KNOW Serv. Zoya Khatri 06/04/2022 Ankur New 16/03/2022
Copyof- 1st2 dep Knoweross Core, KNOW Serv. Deapali Bhardwaj 05/04/2022 Deepali Bhardwaj 05/04/2022

Copying a role

Copying arole creates a duplicate of the role. You might copy an existing role if you must create a new
role that differs only slightly from the original. This process saves you some time when creating new
roles. To copy a role, select the Copy icon in the upper-right corner of the screen.

KNOWCROSS Ankur Jan
Role Consale a :
E B xnow v || products = Lastupdate ' r‘ g +
E’?" -] Name Products DESCRIPTION updated By Last update Created By Created On
All Role - Ankur KNOW Maintenance, KNOW Se.. Zoya Khatri 09/06/2022 abc26611 def26611 23/01/2018
SuperDry Knioweross Core, KNOW Serv.. Ankur Mew 18/05/2022 Ankur New 18/05/2022
Ist2dep Knowcross Core, KNOW Serv... Zoya Khatri 06/04/2022 Ankur New 16/03/2022

Copy of - 1st 2dep Kneweross Core, KHOW Serv.. Deepali Bhardwaj 05/04/2022 Deepali Bhardwaj 05/04/2022
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Authorizing, creating, and editing a mobile device

Administrators can manage and authorize smartphones and mobile devices across the mobile
application.

Activating a new device
1. Fromthe home screen (ﬂ ), select System Configuration.
The home screen of the User Management console appears.

2. Select the third icon from the menu on the left. The screen displays all devices in your system.

KNOWCROSS i Harpreet Singh
Device Console = =
2 B of
N ) 3 RWSCT v i ) e . "
E Ouz 29 N Y Search =w LA 2 o) a C
Device Status Device Name Device ID Device Type Last Seen

(] IPHONE_ABC27403_DEF27403 1CDCTABE-ASCF-4555-ACBE-0S9D37F185BE  iPhone Base License
[ ] IPHONE _Test_userl FCGEB4TT-CFAG-4DGE-9361-91FAGTEIEFID PHONE

(] IPHONE_hitesh_manakll 208DECES-B24D-4880-BDFA-3EDSCT08BS54  iPhone Base License
[ ] ANDROID_hitesh_manakl FS3EFD3392A55719 ANDROID

(] DROID_hitesh_manakl ABF2533C8SAGDTED DROID

[ ] IPHONE_Nib1_11 C3F9L1CC2-3FA4-457E-8ASD-8127241F180F IPHONE

(] IPHONE_hitesh_manakl 3 ATFEFSEC-BADA.-43F8-A687-365CBTF51479 iPhone Base License

[ ] IPHONE _hitesh_manakl 216E1241-802F-4110-956B-43CD65409029 PHONE

(] IPHONE_Hib1_11 22161B71-BE94-4DSB.8856.0E3CSDTREDS1 PHONE

(] IPHONE _Test_KMT4 43368839-FE02-4B55-BAFI-681EE4F11716 PHONE

[ ] IPHONE _hitesh_manakl 952B8139-DEBT-4976-8699-BCSIAITETFED PHOME
¥ > 2l

Note: Observe the number and device IDs of inactive devices before logging in to the software
with the new device.

3. The device ID appears on the mobile client setup page once the mobile device has successfully
connected to the software. (The mobile device user receives a message that their device must be
authorized.)

4, Activate the correct device on the devices console.

Your device appears at the top of the list in red text color.

Note: You must verify the Device ID before the device can be activated.

To activate the device, select the Activate Device button in the row of the device.

KNOWCROSS Harpreet Singh
Device Console [2) :
a O w3 (Vs [{ ) s« | B rwscr v h 4 Sl v || T Lastseen - ¥ g a
Device Status Device Name Device 1D Device Type Last seen

e

° NDROID: hitash. manakl C NDROID : @ [
FI] [ IPHONE_Nib1_11 C3F91€C2-3FA4-45TE-BASD-8127241F180F IPHONE Activate Device

® IPHONE _hitesh_manak1 3 ATFEFSEC-BADE-43F8-ABET-365CBTF51478 iPhone Base License

The text color of the row turns green to indicate that the status of this device is activated.
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Creating a new device
1. Onthe device console, select the New Device button.

KNOWCROSS Harpreet Singh
Device Cansole a i

e ™ RWSCT v ; = LastSeen - -]
R O= D=« Bae Y[ =i v & c
Device Status Device Name Device ID Device Type Last Seen
e
[ ] IPHONE_ABC27403_DEF27403 1CDCTAB6-ASCF-4555-ACBE-059D37F 185BE iPhone Base License
[ ] IPHONE _Test_userl FCHEBA4TT-CFAG-4D6E-9961-91FAGTELEFID PHONE
(@
[ ] |PHONE _hitesh_manak11 208DECES-B24D-4880-BDFA-3EDSCT08B554 Phone Base License

A screen appears.
2. Complete the following information:
o Device name
o Device ID (ID provided with the software)
o Devicetype
o Device status (active or not active)

3. Afteryou have entered the information, select Save.

=+ Add Device

By mwscr -

ANDROID

Device Status -

The device appears on the device console and is ready to be used.
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Editing a device

1. Select the row of the device that you want to edit.
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KNOWEROSS

) \) 8

Device Status

L] IPHONE _hitesh_manakL1

208DECES-B24D-4850-BDFA- 3EDSCT08B554

Device Consele

MR 4

Device Type

Phor

ne Base License

PHONE

iPhone Base License

e Harpreet Singh
A i

L 6 C

Edit Device

B rwsc

IPHONE_Test_KMT4

[ Device Status

-

2. You can now perform the following tasks:

o Change the name of the device.

o Change the status of the device.

o Activate the device. A green dot ( ® ) indicates that the status is activated. Ared dot ( ® )
indicates that the status is deactivated.

KNOWEROSS

< Reowiniom)

d a6 c

I

Acthvatn Davice

o Deactivate the device.

KNOWCROSS

Device Name

IPHONE Hib1 1L

ANDROID_hitesh_manaki

IPHONE_hiteslt_inanskl 3

Device Corsole

T lestSeen

Device 1D

ABF253ICABAGDTED

C3FIICC2-IFAL-ASTE-BASD-8127241F180F

ATFEFBEC BADS-43F8 AGRT-362CBT75L4TS.

Deviee Trpe
ANDROID

PHOME

Pliome Base License

o Harpreet Sirgh

Device Uame

ANDROID:_hitesl_ranck

IPHONE Nib1 1L

IPHONE_hitzsn_manakl 3

Dewice 1D

ABF2531CAGAGDTED

CaFa1CC2. 374

ATFLFGLC B4D3-43

Device Type.
ANDROID
PHOHE

Phone Dase License

o Harpreet Sirgh

{f & C

Lastseen

Nih1 11

21/04/2022 15:28
Nib11L

13/01/2002 13.97
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Other features in Device Console
From the Device Console, you can activate, deactivate, and delete multiple devices.

Select multiple devices and complete the following tasks as necessary.

e Activate the device

S.
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KNOWCROSS

Device Console

e Harpreet Singh

] O 11| CY 2 s [y RwscT v Y Clear filter - = LastSeen e \/ b a .L“’ O
Device Status Device Name Device ID Device Type Last Seen Activate Device:
E2 .
Y IPHONE 68 42A8-ATDF-FBSFOF2BTAEA IPhone Base License
(0]
[ ] IPHONE ne Base License
[ ] Android Base License
[ ]
®
[ ]
[} IPHONE _Test.
e Deactivate the devices.
KNOWCROSS Harprect Singh
Device Console .
O wrl (Y3 05 B mwscr v A 4 Clearfilter s - Last Seen - qff a .
Device Status Device Name Device ID Device Type Last Seen
Happy Sharma
(] sasadz 3130EF66543C24D8 ANDROID
13/06/202220:23
Arpan Shah
° ANDROID_Arpan_Shah 554AA116EE161058 ANDROID
13/06/2022 19:38
. IPHONE_ABC27403_DEF27403 1CDCTABG. ASCF-4555-ACBE-059D37F185BE  iPhona Base License
e IPHONE Test_userl FCGEB4TT-CFAG-4DGE-9961-81FAGTELEFSD  IPHONE
® IPHONE_hitesh_manak11 208DECES -B24D-4880-BDFA 3EDSCT088554  iPhone Base License
16/05/2022 11:28
hitesh manakl
. ANDROID_hitesh_manaki FS3EFDIG2AS5TLS ANDROID
05/05/2022 18:16
o Delete the devices.
KNOWCROSS Harpreet Singh
Device Console .
o m (Y m By ruscr v Y h > || & LastSeen A v X f & C
Device Status Device Name Device ID Device Type Last Seen Delete Device
Arpan Shah
° ANDROID_hitesh_manakL ABF2533C86AGDTED ANDROID
25/04/2022 10:25
Nib 11
[ IPHONE_HibL_11 C3FS1CC2-3FA4-4STE-BASD-8127241F180F IPHONE
21/04/2022 15:28
Nib111
° IPHONE_hitesh_manak1 3 ATFEFSEC BADS43F8.AGST-365CBTF51479  iPhone Base License
® 216E1241-802F-4110-9 PHONE
[ 22161871 {OME
Nib 11
° IPHONE _Tast_KMT4 43368839-FE02-4B55-BAF9-661EEAFLLTI6 IPHONE
31/03/2022 12:56
STETFED  IPHOME

<]
.
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Creating component rooms

Component rooms allow several rooms to be booked together by a guest and displayed as one entity
for the hotel.

How it works:

Room Status Posting

Dirty To claan

Room 102

E'--}

logm 1 Eoormn 102 Room 104 Room 101 BEoom 102
K X K X Dirty Dirty Claan

-I‘
| l

ko

Resarvation Stathes update
Succasstul Ne Changes Succassiu

In this example, master room 101 is a component room. It is not a physical room but acts as a link
between all the rooms that have physically been booked together in the PMS. If master room 101 is
booked, rooms 100, 101, and 102 appear as occupied and have the same guest name as the one
associated with the master room.

Room statuses follow a similar pattern unless one of the physical rooms involved is cleaned
individually.

When onsite at a property, the activation team follows three steps to configure the component room
feature:

1. Addthe component rooms as a guest room in the locations.

= - a = = -~ - -~ -
f:m%@@m»n&uﬁa@-aﬂﬁ “ 8% e
[
Search Zone | | All
Zones | Description |Type_ |

All A 101 Guest Room

Bauen 102 Guest Room

Fronalpstock 103 Guest Room

Fzp 103104 Guest Room

FZr o 104 Guest Room

Fzr1 105 Guest Room

For the component room feature to work, the component rooms must be configured in the Zone
Manager as a Guest Room. Licenses must be extended for this, but they are usually not charged to
the client, as these rooms are only virtual.
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In this example, 103 and 104 are individual physical rooms that can be booked together. The
component room is 103104 and becomes the master room if 103 and 104 were booked together.
This is also where the reservation appears.

2. Configure the component roomsin the PMS interface Location tab.

As with any other regular room, component rooms must be configured in the PMS Interface
settings so that they are linked to the PMS.

Interface Settings

Registered Interfaces Mobile Client Fields Mapping Country Mapping Station Number Activity Settings Export Motes Rules Notes Laents
PMS Interface Guest Extended Guest Fixed Reservation Extended Reservation Fixed VIP Level Folio Reviews @

Knowaross Location |PMS Location
101 | 101

103 |103
103104 | 103104
‘ 104 | 104

105 |105

Important: The component room’s PMS Location must appear exactly as it does in the PMS. The
client can provide this information if necessary.

3. Inthe PMS Interface Station Number tab, link the component room to its related physical rooms.

Interface Settings

l Registered Interfaces J Guest Extended Guest Fixed Reservation Extended Reservation Fixed
PMS Interface Mobile Client Fields Mapping Country Mapping Station Number I Activity 9
l SelectFile | U

Knowecross Location ‘Station Mumbers
101 |
102

103 103
103104 103104,103,104
104 104

In Station Number, the physical rooms must be entered exactly as they appear in the PMS. The
component rooms must have the following information: component room number, room1,
room2, and so on. They must be separated by commas.

Note: The system license controls how many guest rooms can be registered in the software.
Component room functionality depends on your PMS and Interface. Contact your IT department
for details.
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Service and Glitch configuration

Adding a new call description
1. Loginto the Corporate Admin portal.

4 General Call Manager

Designations

English ~ | search 2 | search
: x J sonr | \ 2]

4 Rapid Response Category ‘Sk{ Description ‘Cateﬁmy ‘Time Ta Respond Staff ‘TimeTo Respond Guest ‘Priurity ‘Cnmulain Type |
Re-Assign Reason All ~ | |candles are missing F&B Overall 5 5 Normal  Service Request
Re-Open Reasen Air conditioning DU | |Cleartables at Beer Taven  FG8 Overall 5 5 Urgent  Service Request
Reset Reason Audio Video DU Crew cocktail has to be served  Fas Overall 5 5 Urgent  Service Request
Parking Reason -

Bell Desk Be Dim the light F&B Qverall 5 5 Urgent  Service Request
Closing Reason -
il Carpentry Du Guest waiting at the entrance  F&B Overall 5 5 Urgent Service Request
Skil
Carpet Crew PA | | Guest wants to reserve a table F&B Overall 5 5 Urgent  Service Request
Call Manager.

4 Glitch Concierge Co Hostess is not at the entrance  F&B Overall 5 5 Urgent Service Request
Closing Reason Conference & Banqueting Ba | |Need service at BeerTavern  F8B Oversll 5 5 Urgent  Service Request
Re-Open Reason Craftsman cr Perfume candles missing F&8 Overall 5 s Urgent  Service Request
Glitch Manager Electrical DU | |Replenish candles Fa8 Overall 5 E Normal  Service Request

Data Upload Elevators Du Service at the bar F&B Overall 5 5 Urgent Service Request

4 User Management Eng Laundry Du Turn on music at Beer Tavern  F&B Overall 5 El Urgent Service Request
Corporate Users £ng Telephones ol
Regional Users FaB verall Fa
Property Admin

perty Fire Detection/Alarm/Sprinkler D+
.‘ ] v

Add New Category Add Export

2. Inthe left pane, select the Call Manager link.

3. Select the relevant Call Category for which the Call Description is required.

4. Either select the Add button at the bottom of the screen or right-click the main screen and select
Add.

Adialog box appears.

Add call Description X

Description

Call Type -
Priority -
Maximum Resolve Time For Guest 1| In Minutes
Maximum Resolve Time For Staff 1| In Minutes

Save Cancel

5. Update all the fields as necessary and select Save.
The new call description appears in the list.
6. Login to the Service portal using the administrator credentials and select Configuration.

7. Select Call Manager ( 3 ).

&R 2 e O a W «/Q & 8 ¢ e e

[ 3
&

Call Manager

searcnCategoy| ] Al s ]
Categories Description Category Department | Call Type ‘Priuriry |MR'I'(Stafﬂ MRT(Guest) | Crisis Tree. |

All “ | [AC Cleaning Air conditioning Engineering Maintenance Normal 00:20:00 00:20:00 B

Air conditioning AC Drain Leaking Air conditioning Enginesring  Maintsnance  Urgent  00:15:00 00:15:00 ]

Audio Video AC Duct to Clean Air conditioning Engineering  Maintenance  Normal  00:20:00  00:20:00
Bell Desk AC Grill to Clean Air conditioning Engineering  Maintenance  Normal ~ 00:20:00  00:20:00
Carpentry AC Grill to Fix Carpentry Engineering  Maintenance  Nermal  00:30:00  00:30:00

‘Carpet Crew | | AC Grill to Repair Masonry Engineering Maintenance Normal 00:30:00 00:30:00
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8. Select Call Description Master.

T mr»Ou wEbEisaq sereae |

e ————— ———— ]

SearchCategory | All Search ]

| Categories Description |Categury ‘Department ‘Cnll Type |Priority ‘MRT(Stafﬂ |MR'I'(Guesi) ‘Cr'sis Tree ‘ ‘

All | [AC Cleaning Air conditioning Engineering  Maintenance  Normal  00:20:00  00:20:00 .

Air conditioning AC Drain Leaking Airconditioning Engineering  Maintenance  Urgent  00:15:00  00:15:00 ]

Audio Video AC Duct to Clean Airconditioning Engineering  Maintenance  Normal  00:20:00  00:20:00

Bell Desk AC Grill to Clean Airconditioning Engineering  Maintenance  Normal  00:20:00  00:20:00

Carpentry AC Grill to Fix Carpentry Engineering  Maintsnance  Normal  00:30:00 00:30:00

Carpet Crew || AC Grill to Repair Masonry Engineering  Maintenance  Normal  00:30:00  00:30:00

Cncieen) AC Multipin Adaptor Concierge Front Office  Service Request Urgent  00:05:00 00:05:00

Conference & Banqueting AC Noisy Air conditioning Engineering  Complaint Normal  00:15:00  00:15:00

Echizrm AC Not Cold Air conditioning Engineering  Complaint Urgent  00:10:00 00:10:00

Electrical AC Not Effective Air conditioning Engineering  Complaint Normal  00:10:00  00:10:00

Elevators AC Mot Working Air conditioning Engineering  Complaint Urgent  00:10:00  00:10:00

En Laundry AC RA Filter dirty Air conditioning Engineering  Maintenance  Normal  00:30:00  00:30:00

Eng Telephones

25 overall AC SAand RAGrill to Clean Air conditioning Engineering  Maintenance  Normal  00:30:00  00:30:00

P r——— AC Servicing Air conditioning Engineering  Maintenance  Normal  00:30:00  00:30:00

¥ | lac iteh OFE Ais i 1y L 00.10.00 00.10.00 4

‘ Call Description Master

The Call Description Master window appears. It displays all the call descriptions available in the
Corporate Admin portal.

|call Description Master P
Call Description ‘Categnry |Depaﬂ.ment Maximum Resalve Time For Guest(Days: Hours:Minutes) | Maximum Resolve Time For Staff(Days:Hours:Minutes) ‘
Light Noisy Electrical Engineering 0 o ko Lol o 3 "‘
Light Cover Loose  Electrical Engineering o o e of o 3 |
Light Cover Missing  Electrical Engineering o o 30 off of 3
Light Fused Electrical Engineering 0 [] 30 of  of 30
Switch Broken Electrical Engineering 0 ] 30 of  of 30
[[] 7-UP Required Minibar Housekeeping
[] AC Multipin Adaptor  Front Desk Front Office
AC Cleaning Air conditioning  Engineering [ 0 20 0 \_0"_2“/
AC Drain Leaking  Air conditioning  Engineering ° ° 15 o el
ACDucttoClean i conditioning Enginesring [] o oL o
ACGrilltoClean  Air conditioning Engineering 0 [] 20 of  of 20
8] st [osme || coen |

9. Selectthe checkbox next to the relevant Call Description and select Save.

The new Call Description has been added now.

Addition information on adding a new call description:

e Inamulti-property setup:

o

If you create new jobs, they are available to all linked properties but must be activated by
each property.

If you edit (rename) existing jobs/categories, all linked properties are immediately
affected.

You can adjust the maximum resolution time (MRT) of calls from the Call Description Master
window for each individual property.

e Query calls, which are a Call Type, automatically close upon registration and can be used for
reporting purposes.
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Adding a new Glitch description
1. Loginto the Corporate Admin portal.

4 General Call Manager

Designations

English ~ | search 2 Search
; t J sesen | | =]

4 Rapid Response Category |S|4 Description |Cahegmy ‘Time To Respond Staff ‘Time To Respand Guest ‘Frinrily |Cnmpmin Type ‘
Re-Assign Reason Al “| |candles are missing F&E Overall 5 5 Normal  Service Request
Re-Open Reason air conditioning bu Clear tsbles at Beer Tavern  Fas Overall 5 5 Urgent  Service Request
Reset R

et Reason Audio Video Du | | Crew cocktail has to be served F8B Overall 5 5 Urgent  Service Request
Parking Reason .
Bell Desk Be | | Dim the light FaB Overal 5§ 5 Urgent  Service Request
Closing Reason
i Carpentry DU | | Guest waiting at the entrance  Fa5 Overall 5 5 Urgent  Service Request
skl
Carpet Crew PA | |Guest wants to reserve a table FaB Overall 5 5 Urgent  Service Request
Call Manager

4 Ciiteh Concierge Co | |Hostess is not at the entrance  F8B Overall 5 5 Urgent  Service Request
Closing Reason Conference & Banqueting Ba | |MNeed service at Beer Tavern  F&5 Overall 5 5 Urgent  Service Request
Re-Open Reason Craftsman or | | Perfume candles missing FaB Overal 5 5 Urgent  Service Request
Glitch Manager Electrical Du Replenish candles F&B Overall 5 5 Normal Service Request

Data Upload Elevators Du | |Service at the bar &g Cverall 5 5 Urgent  Service Request

4 User Management Eng Laundry Du Turn on music at Beer Tavern  F&E Overall 5 5 Urgent  Service Request
Corporate Users Eng Telephanes ol
Regional Users F&B Overall &

Property Admin e ————
pery Fire Detection/Alarm/Sprinkler Du =
Ll ] 5

Add New Category Add Export

2. Inthe left pane, select the Glitch Manager link.
3. Select the relevant Glitch Category for which the Glitch Description is required.

4. Either select the Add button at the bottom of the screen or right-click the main screen and select
Add.

The Add Glitch Description dialog box appears.

Add Glitch Description b

Description ||
Save Cancel

5. Update all the fields as necessary and select Save.
The new glitch description appears in the list.
6. Login to the Service portal using the administrator credentials and select Configuration (4 ).

7. Select Glitch Manager.

(HavemrideBElisaeaq «4620Q

Glitch Manager | Clasing Reasor | Gucst Temperament. | Configuration. | Recovery Options.| Acapen Remsons | Glitch Gucstion Master | Glitch Andlill Mopping

Search Category| Al Search
=5 et I«

0 [Newnws Maenancs .
ecounting AIC Cantroller Brcken Maintenance

Nrconditioning A/C Extraction Batheoom oisy Maintenance

7OAD Recreation ssuss. AIC Extracton Bathvoom rat working Maintenance

Natia Video ENG AIC Keeps tuning oft Maitenance

ol Do A ek Haitensnce
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8. Select Glitch Description Master.

=

L% PR Oe WEBlisaqserae |

Search Category| | Al Search ]
| Categories ||Deseription |Calegoly ‘ Department |CalLType ‘ Priority |MR'I'(Staff) ‘MRT(Guest) ‘Cr'sis Tree | |
All || AC Cleaning Air conditioning Engineering  Maintenance  Normal  00:20:00  00:20:00 B
Air conditioning AC Drain Leaking Air conditioning Engineering  Maintenance  Urgent  00:15:00  00:15:00 ]
Audio Video AC Duct to Clean Air conditioning Engineering  Maintenance  Mormal  00:20:00  00:20:00
Bell Desk AC Grill to Clean Air conditioning Engineering  Maintenance  Normal  00:20:00  (00:20:00
Carpentry AC Grill to Fix Carpentry Engineering  Maintenance  Normal  00:30:00 00:30:00
Carpet Crew —| | AC Grill to Repair Masonry Engineering  Maintenance  Normal  00:30:00 00:30:00
GErene AC Multipin Adaptor Concierge Front Office  Service Request Urgent  D0:05:00 00:05:00
Conference & Banqueting AC Noisy Air conditioning Engineering  Complaint Nermal ~ 00:15:00  00:15:00
ety AC Not Cold Air conditioning Engineering  Complaint Urgent  00:10:00 00:10:00
Electrical AC Not Effective Air conditioning Engineering  Complaint Normal  00:10:00  00:10:00
Elevators AC ot Werking Air conditioning Engincering  Complaint Urgent  00:10:00  00:10:00
Eng Laundry AC RA Filter dirty Air conditioning Engineering  Maintenance  Normal  00:30:00  00:30:00
Eng Telephones
cap overall ACSAand RAGrill to Clean Air conditioning Engineering  Maintenance  Nermal  00:30:00  00:30:00
e —— AC Servicing Air conditioning Engineering  Maintenance  Normal  00:30:00  00:30:00
¥ | Lac iteh OCE iy itinnis i i . il 00.10.00 00.10.00 r
ﬂ Call Description Master

A window appears. It displays all the Glitch descriptions available in the Corporate Admin portal.

Guten Descriprien waster B
searen | ]

Glitch Description | Department |

V) C oo cold snintenance

3] AJC Controler Braken waintenance

ainsenance

g wantenance

uatenance

alntenance

uaintenance

alntenance

9] 4/< Otrers

] A/C panel cover falling off
7] e too ot

] A tsaves

3] Arv omers - e

W sewctan sare Gancet

9. Selectthe box next to the relevant glitch description and select Save.
The new Glitch description has been added now.

Additional information on adding a new Glitch description:

Within a multi-property setup:

e Although new glitches are available to all linked properties, they must be activated by each
property.

e Edited (renamed) existing glitches /categories immediately affect all linked properties.
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Adding action reasons
1. Loginto the Corporate Admin portal.

2. From the left pane, select the Call Manager link.

3. Under Rapid Response or Glitch, select the action for which to add or edit an existing reason.

4 General Call Re-Assign Reason
Designations
| English M| 2 | search
D
4 Rapid Response Call Reassign |
Re-Assign Reason End of Shift
Re-Open Reason Managers Instructions
Reset Re
et Reason Other Reassign Reason
Parking Reason
Specialist needed
Closing Reason
Staff busy
Skill
call Manager
4 Glitch
Clasing Reason
Re-Open Reasan
Glitch Manager
Data Upload
4 User Management
Corporate Users
Regianal Users
Property Admin
Add ) | Bxport |

4. Either right-click an existing reason to edit or select Add to add a new reason.

Add Call Reassign Reason

Call Reassign ||
Save Cancel

5. Enterthe new reason and select Save to confirm. The new reason is now created and will be
active.

Additional information on adding action reasons:
o Within a multi-property setup, newly created reasons are available to all linked properties.

e You cannot delete created reasons.

Adding recovery options

You can add, edit, or delete recovery options as needed.

1. From the Configuration menu, go to the Glitch Manager and select Recovery Options.

s eEmrde Wz aaeat 8t @e

Glitch Manager | Closing Reasons | Guest Temperament | Confieuration | Recovery Options | Reapen Reasans | Glitch Question Master | Glitch And Call Mappine

[rer— ar
Category

[peswmem | L

sccountig

Atrconetioning
MO0 Recreation lssues.
Musdio Video ENG

2. Right-click to add a new Recov

tumrg oft Haints

ery Option or edit to update an existing one.

3. Enter the Recovery Option and Maximum Cost. If the maximum cost is unknown, leave as 0.

Recavary Options. =)

Recavery Optian [

Piacimum Cost wa | 0.00 |

Save & Edt| |Save & Add| | Cancel

4, Save and exit.
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Additional information on adding recovery options:

e Awarning message appears if you exceed the maximum cost in the Glitch Console while
registering a recovery.

e When configuring recoveries, use cost or sales prices consistently across all recoveries to
improve reporting.

Creating a section in Service

From the Section Manager, you can edit existing sections, or create new ones as required. Sections
allow you to separate locations from each other if different staff members within a team are
responsible for different areas. Each department can have its own setup.

1. Access Configuration from the home screen.

2. Select Section Manager.

2% =@ M0 e E L« e e e

(5
il

Department | Housskseping

Sections ==
Floor 1
Floar 10
Fioar 2

| Floar 3

Floar 4

3. Select the relevant department.

4. Right-clickin the left-hand pane to add a new section

section Detail &

Tt ] ]

Save & Fxit Save & Add Cancel.

5. Enter the required name.

6. Use the split-screen view to access the hotel’s locations.

G,
L1}

- PEH»O0a R o & 8 2Ge

Section Manager
Department | Houeheeping "‘“’“
Locai

7. Dragthe required locations to the required sections.
e Xt 0]

Department | Housekeeping

Sectionz (15
Fioor 1 06

Fioor 10
Fioor 2
Floor 3
Floor 4
Floor 5
Fioar &

Fioer 7
Floor &

Floor &

Penthouses
Public Arca 217

e | |add Multiple Zones| Add Location | |Add Multiple Loeations [

Additional information on creating sections:
o Although each department can have its own setup, sections must be named uniquely.
e Alocation may be mapped to only one section in a department.

e To ensure that no jobs go unassigned, all locations should be mapped.
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Creating a Service auto call

Auto Calls can be initiated based on events that happen either within Service, Glitch, or your PMS.

Note: These jobs are sequenced so that an activity/event on a preceding job initiates the subsequent
job.

s

Crowne Plaza London Embankment i

Monday, 01 October 2018 11:20 (UTC +01:00)

(L]

s PO mra BB LS @6 Ve e

[ New Call Linked Auto Call [} New Glitch Linked Auto Call ¢ Edit  ffi Delete

‘ |Autn Call Name 4
4 Call Linked Auto Call (1)
|- Rooms to check after maintenance (3-8)
4 Glitch Linked Auto Call (1)
Courtesy Call Glitch Reg (8-8)

To create a new Call Linked Auto Call:

1. Select the relevant button at the top of the Auto Call Screen.
The Auto Call Definition window appears..

2. Enter an Auto Call Name.

3. Select the Active checkbox to activate the Auto Call.

Auto Call Definition

Ao Call Name | < Name the auto [] oreTime  [i7] Active |
[ Expiry Date ca " JExit| [save & Add| [Cancel

Trigger Call Definition | Aute Call Definition
Event | Guest | Call | Guest Location
Event zJm
Call Assignment - ReAssign(Auta)
Call Assignment - ReAssign(Manual)
Call Closed

Call Escalate
‘ Call Registration

Call Reopen (Closed)
Define the Call Resgen (rares)
Call Reset
Trigger _ Call Unassigned
ga Parked call

In the first part of the Auto Call configuration, you must define the preceding job and the
associated set of conditions.

Steps to create the Trigger Definition

1. Select an event that will be used as a trigger to initiate the Auto Call (Call Registration, call Close,
and so on). For example, if you select the event Call Closed, the auto call is triggered only when the
selected job is closed.

2. Select the Job from the Call tab that will trigger the auto call. You can select one or multiple jobs
from the call description field. To select multiple jobs, select the M button.

3. Complete the filters according to the requirements.

Important: The filters denote And, not Or. For example, when you select a call and then select
any one of the VIP filters, the resulting job is triggered only when both the conditions (the call
and the VIP status) are met.
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Aute Call Definition £

Auto Call Hame | [] ore Time Active

7] Expiry Date |save & Ext| [save & Add| |cancel

Trigger Call Definition | Auto Call Definition

Event | Guest | Call | Guest Location

Source () Guest O staff (&) Both

Category | Al = )W caupescription [aw =l
A -

Priority AR T M| CaltType AC Air Flow To Adjust

AC Bad Smell

AC Leakage

AC Haisy

AC Hot Working

AC Other

AC Thermostat Not Working

AC Too Cold

AC Too Warm

AC Vibration

Select the call
or calls

Access Point Or Router In Room Required
Activity Table To Fix
Adaptor Required

Auto Call Definition

Choose the job that will be created when the trigger parameters are met.

1. Select the job that will be triggered from the call description field. If necessary, you can select the
call category from the drop-down list.

2. The Same location option is selected by default. If you want the auto job to be triggered for

another location, select the Other option and then the location where you want the job to be
triggered.

3. Save and exit.

Auto Call Definition

Aute Call Name | [] Gne Time Active

[7]  Expiry Date Save & Exit| [Save & Add| [Cancel

Trigger Call Definition | Auto Call Definition

[] Assigned staff - Same as Trigger Call 24 Hrs From Time [EEIe To Time ‘ 121 = ‘

[call Category |[Location | [Priority

m o | [ Park ik rimnes || (2) Seme s Guest Location (+) Same as Trigger Call
Call Descriptions © Other () Other

[[7] AC Air Flow To Agjust E| oot Crisis

7] AC Bad smel J 0102 Normal

[7] AC Lestage 0103 Urgent

Define the auto [ Ac Natsy oiod Xtra Urgent
[ AC Nat working 0105
call

[ AC Other o

D AC Thermostat Not Working o

[ Ac Teo Cotd oios

[] AC Teo Warm o

[] Ac vibration !

[ Access Point Or Router In Room Required = ottt

Additional information on auto calls:

e The Park option makes the Park Timings option available. The Auto Call can then be set to
trigger with a delay or gap after the PMS Trigger Event.

e The Auto Call can be set to trigger either 24 hours a day or within a particular duration.

e The Location can be the same as the guest’s location (guest’s room) or a public area/back of
house area.

Example of an Auto call

Scenario: The User wants a Room to clean job to be sent to housekeeping whenever engineering
closes a plumbing job in a vacant guest room.

Solutions:

e The Trigger Definition: Call Close.
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e Trigger Job: All Plumbing jobs. You can either use the M button to select all call descriptions or
select the Plumbing category.

e Check the unoccupied button in room status under the guest location tab.

o Auto call definition—Select the Housekeeping category and then the Job Room to clean. You
can choose to trigger the auto job immediately after the plumbing job gets closed or hold the
job for a specified time period.

Creating a PMS alert

PMS Alerts are triggered based on Property Management System (PMS) events like check-ins, check-
outs, and room moves.

To create a new PMS Alert:

1. Select the New PMS Alert tab at the top of the Alerts screen.

iao@ ety ee

CICIR

o B2 W » 0w @ cE

[} New Rapid Response Alert [ New Glitch Alert | [¥) New PMS Alert (7 Edit (i Delete

A configuration window appears.

2. Select the parameters for the alert.

PMS Alert Editor 3
N\

Alert Name | Name the [] one Time Active
alert.
l:‘ Expiry Date [Save & Bdt] [Save & AJ:Id] [Cancel]

Event | Guest | Guest Location

Guest Hame lAll - ]w Guest Company IAll - ”EJ
VIP Level [AJ.I - ”EJ Guest Country lAJ.l - ”EJ
Advanced Filter
Schedule Name |Enab|.ed |
Add
Edit




A
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3. Addthe Schedule.

Schedule Editor

Schedule Name |

s
Name the schedule }
Enabled

How To Guide 3.6 | 23

Timings

Daily
Tes

Define the

|14/. |Day |FromTime |TOT1'me
4

parameters within
these categories.

Daily  00:00 23:59 timings
Select the
L staff name J
Choose the \ / )| New Timing

V

Select the

staff

designation

Designation

I Front Office Manager

|| Select Add to
Select when - z:]dc;al
the staff has chedie

to be alerted

Department

- ] I Front Office

On Duty Section

l Duty Manager

v ] lFrunt Office

-, O O
- M O

*

O |

O 0O

Additional information on creating a PMS alert:

For ease of use, link the alert to the staff member(s) designation, not by name. If an employee
leaves, you do not need to change the schedule if it is based on the designation.

e You can create multiple schedules for the same alert.
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Creating a PMS Auto Call

Auto-Calls are Service jobs sequenced in such a way that an activity or event initiates a job.

S o ®» 0w @CcE

Auto Calls
[ Mew PMS Linked Auto Call

1. Select the New PMS Linked Auto Call tab at the top of the Auto Calls screen.

?e e

D New Call Linked Auto Call D MNew Glitch Linked Auto Call _&? Edit Delete

A configuration window appears.

2. Define the PMS Trigger events (Check-In/Check-Out/Room Move and, based on the type of PMS
Interface, Pre-Arrival).

Auto Call Definition E3
( Name the auto call ) R
Auto Call Name | e Time Active
D Expiry Date [Sa\.'e & Ex‘il.] [Sa\.'e & AJ:Id] [Cancel]

| PM3 Trigger Definition | Auto Call Definition

Event | Guest | Guest Location

a N\
i Choose from additional
Event / T .
{ parameters in the next two tabs.

Check-In
Check-Out
Guest Pre-Arrival

mhove

Select the
PMS Trigger
event.

3. Define the Service job that will be triggered by the selected PMS Event(s).
4. Select the Auto Call Definition tab.

5. Select the Call Descriptions and other conditions to complete the configuration.

Auto Call Definition &3
Auto Call Name D One Time Active
D Expiry Date [Sa\.'e & F_xil.] [Sa\.'e & ﬁu:lcl] [Canc.elj

PMS Trigger Definition | Autc Call Definition
24 Hrs From Time 20:20 « To Time 20:20 -

(call Category |[Location | [Priority

IM - I |:| Park |Park Timings () Same as Guest Location (#) Default

Call Descriptions ) Other () Other
D 12 Months appraisal E 1011 Crisis
[[] 51 Hamper Baskst Amenity ] 1012 Mormal
D 6 Months appraisal 1013 Urgent

‘ D A C Multipin Adaptor 1014 Xtra Urgent
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Additional information on creating PMS Auto Calls:

e The Park option makes the Park Timings option available. The Auto Call can then be set to
trigger with a delay or gap after the PMS Trigger Event.

e The Auto Call can be set to trigger either 24 hours a day or within a particular duration.

e The Location can be the same as the guest’s location (guest’s room) or a public area/back of
house area.

Discovering why jobs are going unassigned
Although there can be many reasons why jobs go unassigned, the following are the most common:

Missing skills: Each job is part of a category, and the category is linked to a skill. Every staff member
possesses a set of skills. Therefore, if there is no one with the required skills to do the job, the job will
go unassigned. To rectify, assign the appropriate skills to appropriate staff members.

Unavailability of staff: If the staff has the skills but has not logged in to the shift setup, the jobs will
be unassigned. To make them available, go to shift setup, select the person’s name and log in.

Section allocation: If a skilled staff is available (logged in) but has not been assigned a section to work
in, the system will not automatically assign any jobs.

User mapped to this Skill+Section combination and logged in to the shift.

- User mapped to this Skill+Section combination but not logged in to the shift.
a2, User mapped to this and other sections.

)
0]
(]
&
B
3]
sl
o

There are various ways that you can update the shift setup. The easiest two are:
o Staff member is present in the visible shift setup:

Select the name (in blue).

To change the skill, select the skills (in blue).
Add/remove skills, as required.

To change the section, select the section (in blue).
Add/remove sections, as required.

To confirm changes, select OK.

To confirm the new shift, select Save/Activate.

Nou ks wnNR

o Staff memberis not present in the visible shift setup:

1. Select Setup (button in green).
2. Select the name (in blue).
3. To change the skill, select the skills (in blue).
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Add/remove skills, as required.

To change the section, select the section (in blue).
Add/remove sections, as required.

To confirm changes, select OK.

To confirm the new shift, select Save/Activate.

O N v e

If the setup is correct, you might have forgotten to activate the shift.
To activate a shift:

o If you have made any changes to a shift, always select Save/Activate.

Confirm action x

Select required action

Save & activate Cancel

A confirmation dialog box appears.

Additional information on discovering why jobs are unassigned:

o Ifthere are noissues with the shift setup, check whether the location is mapped to the correct
section for the relevant department.

e [fthe sections or skills are shown in gray instead of blue, you do not have the rights to make
changes.
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Creating an escalation tree in Service

Before the MRT expires, you can escalate jobs that are not closed in Service. An escalation alert can
help with maintaining brand standards and reducing missed jobs.

In the Escalation Manager you define in which order staff members are alerted.

Ea%e@m»OE R daae - et ee

Escalation Trees | Escalation Timings Front Office | &

o test Level |Name/Designation | Applicable To ‘Sﬂ:rtlﬂn ‘On Duty ‘14)(7 ‘
I Conference & Banquting 1 Assigned Staff All Calls False False. Y

A Engineering 2 Thomas Vineent All Calls False False
4 res 3 Assigned Staff All Calls False False
4 Front Office 4 Guest Relation Manager Al Calls True True

b Guest service ca Receptionist Guest Calls False False
b Housekeeping ca Receptionist Staff Calls False False

<|=<|=<|=<|=

1. Access Configuration from the home screen.

2. Select Escalation Manager.

3. Select the relevant department to see the configured tree.
4

Right-click in the main pane to add or change configuration.

Escalation Details Associate the alert to the 2
Select the source
Escalation Level [ Level 1 - [eduicedeel Ap
Guest / Staff / Both
. j
Escalate To
(=) Assigned Staff 2467
= ¢ Define who should be
() Designati receiving the notification From T | 00:00:00 ~ |
rom Time SR
() Staff Name
T | 23:59:00 + |
Monday Friday
Checks Tuesday Saturday
D M,apped to Section Link the alert to be send
- based upon the shift status Wednesday SLE
On Duty -
and location of the call
o | Thursday
/LSEWE & Exit J l Exit J
( Define a specific Day and

Time, or activate for 24/7

Additional information on creating an escalation tree in Service:
e Escalations are best configured to the respective designation, not to a named staff member.
e You can have multiple designations on each level.

e Adesignation can be configured in multiple trees.
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Creating an escalation rule in Service

In the Escalation Rules, you define which jobs are escalated and under which conditions. Escalation
rules can only be used together with the rules in the Escalation Tree.

o
LI
B

: TEm»0a W Ldeaa@ @8 ¢ee |

Escalation Rules

[ NewRule ¢ Edit Rule [§) Copy Rule i Delete < Change Priority 2

|Rank- ‘RmeName

Conference & Banqueting

Enginesring
Fe8

Front Office
Guest Service

1
1
1
1
1
1

Housekeeping

1. Access Configuration from the home screen.
2. Select Escalation Rules.
3. Select New Rule to configure a new rule or select and right-click to edit an existing one.
The Escalation Rule Definition dialog box appears.
4. Inthe Guesttab:
e Name the rule and select Active to use.

o Define whether this rule should be specific to certain guests only.

Escalation Rule Definition £

Rule Name || | D Active
Rule Cenditions
Guest | Date & Time | Call | Guest Location | Staff

Guest Name | All - |@J Guest Company | All - Hﬂ]

VIP Level All - w Guest Country All - lEJ
Escalation Tree | - ] expiry pate

Save Cancel
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5. Inthe Date and Time tab, specify whether this rule should be specific to certain times only.

Escalation Rule Definition

Rule Name ‘

| [ Active

Rule Cenditions

Guest | Date & Time | Call | Guest Location | Staff |

Time Between  From ’9 To ’9
(3) Al Dates
() Date Between From |06/08/2018 el T |0e/08/2018 ral
() Months "
() Days M
Escalation Tree - [] Expiry Date m

Save Cancel

6. Inthe Calltab, define which calls should be considered. Use the M button to select multiple

categories.

Select Categories

Air Conditioning

Av Tech

Bell Desk.

Butler

Carpentry

Concierge

Conference & Banqueting
Duty Manager

Electrical

Fire Detection/alarm/sprinkler
Flowers

FMEE

Clear

[Select & Continue| | Cancel |
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7. Inthe Guest Location tab, specify the location(s) that should be applied.

Escalation Rule Definition 3
Rule Name | D Active
Rule Conditions
Guest | Date & Time | Call = GuestLocation | Staff
Zone | Al v ||M| Location | Al - MJ
Escalation Tree - [ Expiry Date
Save Cancel

8. Inthe Staff tab:

o Specify the staff members to whom this rule should apply.

How To Guide 3.6 | 30

e From the Escalation Tree drop-down list, select the applicable tree for this rule.

Escalation Rule Definition

Rule Hame

5

Rule Conditions

Guest | Date & Time | Call | Guest Location | Staff

Department l All

Reported By [ AlL

)

- ]M Assigned To | AlL - MJ

Escalation Tree

[]  Expiry Date

Save Cancel

9. Select Save.

Additional information on creating an escalation rule in Service:

¢ If you want to escalate all jobs from a specific department, select all jobs in the relevant
department in the Staff tab.

e An escalated job follows only one escalation tree.
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Creating messaging groups
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In Service and Glitch, you use groups to send messages to multiple staff members at the same time.

1. Access Configuration from the home screen.

2. Select Group Managers.

3. Use the split screen function to view the Staff Manager.

cRm»0e wEEL L& waeree

F— Tril Grow

ALL ASSOCATES |5ttt Hame | Designatian Desarment
Engineering | Amgad Poggia Financial Controller  Finance:
rep Alsin Dl Laundress Housekeepine
Fron Ofice atmed Pl Fecepronit Front Office

4. Drag staff members from the Staff Manager to existing groups.

5. Use Add to create new groups. Use Delete to remove users from groups.

"

|-ﬁ -

PR M0 weEa e («eree

— View by Departments Front Offic Search
ALL ASSOCIATES | esignation = [pepartment | [ [rar o [useria [Gesignation | Commication Deviees|Pessword Expiry Date |
Fm— Grgade Leader Front Office ~|| [ Adminisasve scorn e Visptes! Cancierge 3
ran Concierze Froet Office Conferenze & Banausting hmed Pascal Sonfa Receptionist 3
Froet Office Front Office Ergineering Messoffer Front Office Hanager = Do
Hovsonseping Front Office Faz samiem ight Auditar 3
ot 3 Fromt Office Finance Amahiofi Valet
worning meeting Concieres Fromt Office FeE Kehs Recestionisl 3
gt anager Conciry Frort Office Front Office Byatbeou Concierge 3
Security Conciers Frant office Guest Service Centre Cecle Farabet Clarabet Brigade Leader 3
T Groun Conciere Front Office Houeheeping Charlotte Girado_ Calraudo Vet Parkdng 3
Frant Office Maneger  Frent Office T Christions Bergerhassen Chergerbauscn Receptionit 3
Front Offce Mansger _ Front Office Letsures David Davidion Receptionist 3
Guest Refation Mlarager Front Office vansgement Dumony Guasont Dewsiont  Porter [
Heud Concierge Froet Offics ey e oot Epoctt Concierge 3
ight Aucitor Froet Office Fesemvation Frvie Grauss Frmugs orer 3
Vight Aucitor Froet Dffice e Service Fréderic Vil Fuakdl Front. Office Hanager 3
Hight Audiar Front Office Secnity Ghesry Porter 3
Farter Front Offce Test123 Gt Guest Relation Hanager B
Porter Frone offce el Purter 3
Porter Front Office e |Gy 3
Farter front Offce . Porter &3
Porter Front Office Koastond  Conclers 3
FPorter Front Office Henslbranaue | Parter PC
Parter Front Office Voo Forter 3
Forter Front Offce Wensrpit Receptionist 3
Receationist Front Office Hforhi Conciery 3
Recepionist Froet Office [P p— o
Frort Dffce Wmerle Porter 3
Froet Offce
Froet Office

Front Dffice.

| Refresh g Rights. |

voport statt | M AR
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Configuring quick calls

With quick calls, every department can configure their six most reported jobs to appear as the first
jobs in the call description field. This configuration expedites the registration process.

Quick ~
= Deliver - Rollaway o
Pick Up - Empty Trash
@) .
= Deliver - Bath Towel M
- Deliver - Blanket
L Deliver - Toilet Paper
a BBQ - Assistance Needed
All
=l
A/C Baseboard Heaters
AJC Controller Broken v
Clear Recurrence

1. Access Configuration from the home screen.

2. Select Quick Calls.

&

& TEmP»Oa BEELae e Fae

3. Select the department that will be registering the jobs.

4. Select the six jobs and update the name field.

Best practice: The name should match the job description.

5. Select Save.

Department l Housekeeping - ]

Quick Calls Description

1. lDeliver - Rollaway - J |Roll.away |

2. l Pick Up - Empty Trash - J |tras|1 | LJ
3. | Deliver - Bath Towel | |tc+\rel | LJ
4. | Deliver - Blanket - blanket | LJ
5. | Deliver - Toilet Paper ) |TP | LJ

6. l BEQ - Assistance Needed - J |BBQ |

Additional information on quick calls:
e Every department can have their own quick calls.

e Quick calls can be changed regularly.
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Housekeeping and Inspection access

Administrators can grant access to Housekeeping and Inspection from the Customer Admin Portal
(www.tritononline.com). Users are created in the main configuration.

Assigning rights to Housekeeping and Inspection

If no rights are applied, the user will receive an access denied message upon logging in to
Housekeeping /Inspection. To prevent this, you must assign a role to every staff member that requires

access.

1.

Login and go to the Role Management menu.
. Select Housekeeping/Inspection > Assign Role.
Select the staff member or members.

. From the Role drop-down list, select the appropriate right and apply.

4 Menu
Designations
Departments
Staff Manager
Room Types
Zones
Location Manager
Section Manager

4 Role Management

4 Housekeeping
Setup Roles
Assign Role

4 Checklist
Setup Roles
Assign Role

4 Customer Admin F
Setup Roles
Assign Role

4 Group Management
Groups

4 Mapping

«| J

Role Assignment

Search [l show Selected | 2

Designation | ALL

- | Department |ALL v | Role AL

=)

Clear |

Name

Marileu Romero
Evelyn Salon

Mary Glenn Reyes

Rale

Designation

Department

O0DOCOO0OO0ODODOOoIC

Edith Caban
Marie Cadiz
Jeany Degal
Annie Trorita

Loida Juan

Viloria

Export

Total Count |0

Role | ~ | [asely Role| [Remove Role|

Note: Staff members must be created in the main configuration. For more information, see Creating
a new staff member.

Changing rights for Housekeeping/Inspection users

All rights to Housekeeping/Inspection are controlled by a user role. Use the Role Management feature
to update rights.

1.

Login and go to the Role Management menu.

Select Housekeeping/Inspection > Assign Role.

. Right-click on the role you want to change or select add.
Select the relevant rights and save.

. Users must log out and back in for the new rights to become active.

4 Menu
Designations
Departments
Staff Manager
Room Types
Zones
Location Manager
Section Manager

4 Role Management

4 Housekeeping
Setup Roles
Assign Role

4 Checklist
Setup Roles
Assign Role

4 Customer Admin F
Setup Roles
Assign Role

4 Group Management
Groups

4 Mapping

Rl »

ADMIN

Inspector

Set Up Role

2 | search

Rights

View DB Setup, View Checklist, View Application Setting, View Time Allocation, View Priority Rule, View Priority Sequence Rule, View Task Type, View Paused Job Reasons, Manage
Checkist, Manage Application Setting, Manage Timeallocation, Manage Priority Rule, Manage Priority Sequence Rule, Manage Task Type, Manage Paused Job Reasons, View
Dashboard, View Task Details, View Task Sheet, Add/Edit Task Sheet, View CheckiistCategory, Manage ChecklistCategory, View Checklist Items, Manage Checklist Items, Manage
Checklist Items Image, View Assign Checkiist, Manage Assign Checklist, View DND Job Reasons, Manage DND Job Reasons, View Attendant Message, Manage Attendant Message,
View Discrepancy Items, Manage Discrepancy Items, View Alerts, Manage Alerts, View Task Sheet, Pull tasksheets from PMS, Activate/Deactivate Task Sheet, Assign Supervisor, Mark
as Complete, View Discrepancy, View Console & Cleaning Progress, Send message, Change Attendant, View Guestinfo, Add Comments, Mark Next/Remove Task, view Inbox, Change
Attendant, Mark as Next, Set DND, Release DND, Report Discrepancy, Register Triton calls, View Triton Open Jobs, view Guest Info, Can Inspect, View Inbox, Manage Triton calls,
View Triton Calls, Manage Mark/Released DND , Enable Tasksheat View, Assign Attendant, View Guest Name, View Guest Profila(Guest And Reservation details), View Guest
Information (Pax VIF,CI,CO), Create blank task sheet, View Facility Management Menu, Manage Facility Management Rules, View refresh master, View Room Selections, View Task
Sheet Sets, View Task Sheet Editor; Task Sheet Setup - Menu, Manage Task Sheet Setup, View All Messages, View Green Reservation, View Reports, Supervisor: Show all sections,
View Credit Logs, Manage Credit Logs, Minibar Consumption View, Manage Staff Constraints, Manage Room Constraints, Allow drag and drop on tasksheet editor screen, Manage
Inspection Settings, View Departed Guests Screen, Enable Checkout, View Today's Arrival Screen, Manage Linen Items, Manage Linen Allocation screen, Linen Management View,
Manage Send To Laundry, Manage Received From Laundry, Change Task Type, Change Cleaning Sequence, Send Guest Message, Duplicate Tasksheet From Tasksheet Editor, View
Guest Message Template, Remove No Service, Mark No Service, Mark Delay Service, Change Task Type

View Dashboard, View Task Details, View Task Sheet, Add/Edit Task Sheet, View Task Sheet, Pull tasksheets from PMS, Activate/Deactivate Task Sheet, Assign Supervisor, Mark as
Complete, View Discrepancy, View Console & Cleaning Progress, Send message, Change Attendant, View Guestinfo, Add Comments, Mark Next/Remove Task, view Inbox, Change
Attendant, Mark as Next, Set DND, Release DND, Report Discrepancy, Register Triton calls, View Triton Open Jobs, view Guest Info, Can Inspect, View Inbox, Manage Mark/Released
DND , Enable Tasksheet View, Assign Attendant, View Guest Name, View Guest Profile(Guest And Reservation details), View Guest Information (Fax,VIF,CI,CO), Create blank task
sheet, View Room Selections, View Task Sheet Sets, View Task Sheet Editor; Task Sheet Setup - Menu, Manage Task Sheet Setup, View All Messages, View Green Reservation, View
Reports, Supervisor: Show all sections, View Credit Logs, Manage Credit Logs, Minibar Consumption View, Allow drag and drop on tasksheet editor screen, View Departed Guests
Sereen, Enable Checkout, View Today's Arrival Screen, Change Task Type, Change Cleaning Sequence, Send Guest Message, Duplicate Tasksheet From Tasksheet Editor, Remove No

Service, Mark No Service, Mark Delay Service, Change Task Tvpe.

Add

Export
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Changing between Room Attendant and Supervisor app

Housekeeping has two different levels of access within the HK app that are not associated with
assigned roles: Room Attendant access and Supervisor Access. Which version you have access to when
you login is based on your designation. If your designation requires access to the other version, you
can change this from the Designation Menu, accessed on the Customer Admin Portal.

1. Loginand go to the Designations menu.

2. Right-click the designation you want to change.

3. Save and exit.

Note: Because this is linked to the designation, it affects all users with that designation.




A
(k\/ UNIFOCUS

How To Guide3.6 | 35

Housekeeping configuration

Changing Housekeeping room types

As rooms change, the relevant room type must be adjusted to ensure the correct Time and Credits or
Checklist are applied.

All configured room types are listed in the Room Types menu on the Customer Admin Portal. While
they generally match your PMS, they do not have to be identical.

1. ToAdd new Room Types, select Add and complete the fields.

Add Room Type

PMS Room Type

RS

Room Type Short Desc (Eng)
Room Type Long Desc (Eng)
Save Cancel

Select Save.

o M e

Go to the Location Manager.

Select the zone where the room is located.

Select the room number, right-click, and select Change Room Type.

4 Menu
Designations
Departments
Staff Manager
Room Types
Zones
Location Manager
Section Manager

4 Rale Management

4 Housekeeping
Setup Roles
Assign Role

4 Checklist
Setup Roles
Assign Rale

4 Customer Admin P
Setup Roles
Assign Rale

4 Group Management
Groups

4 Mapping

. |

Search

02nd Floor
03rd Floor
04th Floor
05th Floor
06th Floor
07th Floor
08th Floor
03th Floor
10th Floor
11th Floor
12th Floor
14th Floor
15th Floor
16th Floor
17th Floor

18th Floor

Zones «

0702
0703
0701
0704

Location Manager

(2 ) semch[gues |

Location Type Room Type  Sequence Mol | Sequence No2
Guest Rooms  2BOF
Guest Rooms | 2BOF
Guest Rooms | 2BOFD

Guest Rooms | 2BOV

Add Add Multiple Locations Export

6. From the drop-down list, select the new room type and save.

Update Room Type

Al

Room Type |2BOFD -

1BOV
1BOVD
2BOF
2BOFD
260V
2BOVD
2BPH
2BPHD
2BPO
2BPOF
2BPR
2BPRD

Additional information on changing Housekeeping room types:

e If you are creating a new room type, the following items must be completed in the

Housekeeping DB setup:

o Assign Linen*

o Assign Checklist

o FM Rule Allocation

o Inspection Rules*
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o Time Allocation (Time and Credits)
¢ Inthe location manager, search for “Guest Room” to eliminate all non-guest room locations.

e Room types can be different from PMS to allow for greater nuances in checklists or cleaning
times.

e Ensure that changes are made without active task sheets.

* This module may not be active and does not need to be configured.

Changing Housekeeping sections

All rooms are grouped in sections that impact various settings within the Housekeeping system. You
can move rooms or create new sections as required.

1. Select the Section Manager.

2. Select the Housekeeping department.

3. Inthe Location Manager, select the relevant location and drag to the relevant section on the right.
4. Todelete, right-click the room/section and select Delete.
5

To add a section, right-click in the sections pane and select Add.

|
4 Menu Section Manager
Designations. ) .
Location Manager == Section Manager _—
Departments b2 | b= |
Staff Manager Housekeeping k3
Room Types Search @ | search |guest
Sections Locations

Zones -

Zones ~ Location Type Room Type  Sequence Nol 2 -1 [os03
Location Manager

02nd Floor  ~ | 0801 Guest Rooms  2BOF 28 0804

Section Manager i Cuct o Jsor

o3rd Fl uest Rooms

4 Role Management re Floor 3A | os01
0803 Guest Rooms 2BOF

4 Housekeeping 04th Floor 3B %02

0804 Guest Rooms  2BOVD
Setup Roles 05th Floor aA 0903

Assign Role o6th Floor 4B 0904

4 Checldist 07th Floor I sa

Setup Roles 08th Floor =8

Assign Role 0sth Floor 6A
4 Customer Admin Pt 10th Floor 6B
Setup Roles 11th Floor 7A
Assign Role 12th Floor 78

4 Group Management 14th Floor 8A

Groups 15th Floor 8B

4 Mapping - 16th El AL I Ld oA

4 |

Additional information on changing Housekeeping sections:
e Aroom can be part of only one section. No duplications are allowed.
e Ensure that changes are made without active task sheets.
e Sections in the Sections Manager are independent of Service.
o Inthe location manager, use the search box to search for “Guest Rooms” only.
e Only locations with a Room Type should be mapped to a section.

e If you create a new section, remember that on the mobile app, supervisors must select the
same.
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Changing the room sequence or order

Rooms are distributed normally in ascending numerical order. This means that the task sheet editor
starts with the lowest room number first and follows the room number sequence.

By applying a sequence number, you can instruct the software to follow a different order that is
configured independently from the room number. This method enhances the task sheet logic by
placing rooms in the same task sheet that are closer to each other, regardless of the room number.

This sequence is manually defined.

1. Goto Location Manager.

2. Selectthe zone.

3. Right-click the relevant room and select Edit.
4,

Complete the Sequence 1 and, if applicable, Sequence 2 numbers.

4 Menu b Location Manager
Designations -
Departments serh| ] [ 2 | search |guest room
Staff Manager Zones Location Type Room Type  Sequence Nol  Sequence No2
Room Types al 301 Guest Rooms CZY 175 k-
zones 03rd Floer 302 Guest Rooms  CZY 174
Cocsionlianave 04th Floor 303 Guest Rooms  CZY 173
Section Manager 05th Floor 304 Guest Rooms  CZY 172
4 Rt Managw_‘ant 06th Floor 305 Guest Rooms  CZY 171
* Ho:i:::e::':s 7th Floor 306 Guest Rooms  CZY 170
Aasign Role 08th Floor , 307 Guest Rooms  CZY 169
4 Checklist ath Floor 308 Guest Rooms  CZY 168
Setup Roles Ground Level 308 Guest Rooms  CZY 167
Assign Role Cellar Level 310 Guest Rooms  CZY 166
4 customer Admin Pt 02nd Floor u Guest Rooms | €2 165
Setup Roles Roof 312 Guest Rooms  CZY 164
Assign Role Upper Roof 313 Guest Rooms  C2Y 163
4 Group Management 314 Guest Rooms | CZY 162
Groups 315 Guest Rooms  CZY 161 |
“ Mepping E L Add Add Multiple Locations Export
Fl |

Additional information on changing the room sequence or order:

e Inthe DB Setup > Application Settings, Order rooms by must be set to Sequence Number
for this to work. The default is Room Number.

e Cleaning Sequence, Fixed sections, room set, or other constrains may override the order in
which rooms appear or are assigned.

e Sequence numbers accept decimal figures, so in case of missing a room, you can use a .5 value
to “insert” the room number correctly, rather than redoing the list.
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Creating or changing task sheet sets

Generating task sheets is done in Task Sheet Sets. These sets are built from one or more room
selections. These room selections have filters to apply and control which rooms appear in the
subsequent task sheets and which task types are applied.

To update or create new task sheet sets, go to the Room Selections menu.

Previously saved room selections appear on the screen. Right-click to Add or Edit an existing rule.

Knowcross Hotel

Monday, July 24, 2017 10:08 Al

Room Selections | & : Administrator

© Add o
Room Selection

All Rooms

Morning - ©OS To Clean (Due Out/Departed)
Morning - All Dirty Rooms To Clean

Morning - All Other Rooms (00S)

Morning - All Other Rooms (Clean,Ins,000)
Tumndown - Clean/inspected To Turndown
Tumdown - Dirty Rooms To Clean

Tumdown All Cther Rooms (000,008, PU,UNK)
Tumndown All Other Rooms (CL,INS)

Turndown All Other Rooms (D)

11

12

You can select various parameters from the Room Selections screen to define a task sheet set.

@ Room slection

Selection name.

1 $how selected.

® GuestRaoms O Public Aress ) Barh

‘‘‘‘‘‘‘‘

Filters listed below apply to both Guest Rooms and Public Areas

Room Status
Front Office Status
Reservation Status
Room Type

VIP level

Group Selection
Section Chooser

Floor Selection
Previous Task Type
HK Opt Out +/-

Specials
Length of Stay

Clean, Dirty, Pickup, Inspected and Out of Order.
Choose from either Occupied or Vacant.

Options pulled verbatim from PMS.

Choose from existing room types in PMS.
Choose from existing VIP levels in PMS.

Choose from existing block codes in PMS.
Choose from existing and configured sections.

Choose to provide floor service.
Choose from TT and a duration since.

Include or exclude guest with a HK Opt Out active. This excludes HK Opt
Out Active and includes those with HK Opt Out Active.

Choose from guest with specials in PMS.
Choose from guest with a length of stay <, >, or between x and y days.
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Time Occupied

Time Vacant

Single selection

Dual combination
Multiple combination
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Choose rooms that have been occupied <, >, or between x and y
DD:HH:MM

Choose rooms that have been vacant <, >, or between x and y
DD:HH:MM

To illustrate on how you could define your own selections, refer to the
example below:

Only Dirty rooms.

Dirty and Occupied.
All Dirty rooms for VIP1 and VIP2, Occupied and Standard room only.

Once you have opted for the relevant filters, choose which task type should be applied to all locations.
If you are using the automatic Task Type assignment, select Follow Facility Management Rule. Next,
name your selection and select Save.

A common setup with three different room selections could be:
e Dirty rooms.
e Clean + Inspected + Pickup rooms.

e 000+ 00S + Unknown rooms.

Note: If you need to create multiple task sheet sets that are very similar in applied filters, use Save as
New for ease of use.

Next, go to the Task Sheet Set menu.

Here you can create task sheets sets using the room selections defined in the previous screen. Task
sheet sets can be created for different shifts.

Previously saved sets appear on the right-hand side on the screen. Right-click and select Edit to edit
an existing set or Add to create a new one.
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In the Task Sheet Set menu, you can choose which room selections should be combined to create one
set. Use the horizontal arrows to select rules and name the task sheet set. This name appears in the
drop-down menu of the Task Sheet Editor screen.

© Tiskaneesset

Task shaarsst

Tusk type Foltow Feciity Mipntrule
ez

Inclsde Undofined Group
N

Save when done.

Additional information on creating or changing task sheet sets:

o When you select a rule in the left-hand column, you can view the applied filter/rules in the
screen below.

e If you have selected multiple rules, you can organize the order in which they appear by using
the up and down arrows.
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Creating a Housekeeping checklist

Checklists form an integral part of the Housekeeping software and allow room attendants to view their
tasks. Supervisors can use checklists to ensure that rooms are cleaned to standards. Missed items can
be tracked and reported in the software.

Housekeeping checklists are created and managed from the Housekeeping DB Setup.

KNOWGCROSS
Monda: ober 01, 2013 3:38 AM

Manage Task Sheets

‘Coordinator's Desk

Linen Management

Task sheet setup

DB Setup

Attendant Messages

Block Code

Category

Checklist ltems

1. Goto Category.

2. Allquestions are nested under a category. Edit the existing ones or select Add to create a new one.

© hdd = Search

Category
Guest Bathroom Area

Desk Area

© 1

Guest Bedroom Area

Kitchen Area

Lanai Area

Living Roem/Dining Room Area
Master Bathroom Area

Master Bedroom Area

Room Corridor Area

@ Create Checklist ltems

Category hd
Checklist

Inspection Points

sop

3. Go to Checklist Items.
4. All configured points are listed here. To add a new question, select Add.

a. From the Category drop-down list, select the relevant category.

b. Inthe Checklist field, enter the question or item that you want to add to the list.

¢. Inthe Inspection Points field, enter the value of the question for the scoring system.
d. (Optional) Inthe SOP field, add more information about the question.

5. When finished, select Save.
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6. Toadd a picture to the question, right-click the question and select Manage Images.
7. Browse to find the picture and upload.
8. Go to Checklist.
Checklists are configured in this menu.
9. Select Add to create a new checklist.
10. Complete the Checklist Name.
11. In the Description field, you can provide more information about the contents.
12. From the Category drop-down list, select the category to associate with questions.
13. Use the left and right arrows to move questions to the list on the right.
14. Use the up and down arrows to change the order in which the questions or categories appear.

15. Save when done.

® Create Checklist

Checklist Name

Description

Category Type

Kitchen Area L ltems

Search Search

(Kitchen Area)Small applicances are clean, B4 (Kitchen Area)Applicances clean, in working
properly set up order
(Kitchen Area)Alcove window clean (Kitchen Area)Lights in good working order,
(Kitchen Area)Disposal is clean, no food > clean
“

particles

(Kitchen Area)Floor is clean, no dust, not
sticky

(Kitchen Area)Hot water pot, French press .

Save Cancel

Additional information on creating checklists:
e Every Room + Task Type combination must have a checklist.
e Every Room + Task Type can have its own unique checklist for more precise inspections.

o All checklist questions for the supervisor can be preselected on the App. In application
settings, select Checklist Item Enabled by Default.
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Changing time and credits

All rooms have assigned time and credit values that impact the task sheet creation process, progress
tracker, build in escalation tracker, and awarded credit screens.

The software requires a time or credit to be configured for each room and task type combination. If
you need to edit the configuration, go to Time Allocation in the DB Setup.

Taskiype ALL B RExport | & | Search

Task Type Cleaning time Credits.
Depart 0 4 -
Depart 60
Depart 0
Depart 60
Depan 0
Depart 80
Depan 0
Depart 80
Depart 60
Depart 80
Depart 60
Depart 0
Depart 60
Depart 0
Occupied 5
Occupied

Oocupied

Occupied

Oocupied

Occupied

Oczupisd

@® Time allocation

Room type None selected

Task Type None selected

Right-click to adjust the time (in minutes) and or credits as required.

Additional information on changing time and credits:
e Every Room + Task Type combination must have an assigned time and credit.
¢ You can use decimal figures for the credits.

e You can simultaneously apply the same time and credit values to multiple/all rooms and tasks.
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Adjusting the cleaning sequence

Rooms are automatically prioritized for each task sheet based on a cleaning sequence that is
determined by the front office and reservation status in the PMS. Changes in the PMS might affect the
order in which rooms appear for a room attendant during the day.

The Cleaning Sequence is built from priority rules that are grouped together in a cleaning sequence.

Go to Priority Rules to see the configured rules.

& KNOWEoROSS X KC Hotel . B i1
' eriory res = @ Zfw

Right-click to view and edit an existing rule or create a new one.

® Ruie name

Oparator Valuos rulo

jon Siatus n Departed ! Amival Anival L]

o Son1 Sort2 Sort3
Inhouse Guest: VIP Level

Ascending

Typically, rules are based on the room reservation status to allow for separation between rooms that
are Occupied vs. Vacant and Arrival vs. Due Out. However, you can combine multiple filters.

You can also create a rule only for Rooms that are Vacant+Arrival with an ETA prior to 14:00 and VIP
level.

Within a created rule, you can also organize the Rooms by ETA.

Rule name

Rule description

Add

Parameter rule
Room Reservation Status
Guest Arrival Time (HH:MW)

Amival Guest: VIP Level

Sort 1
Guest Armival Time (HH:MM)

Ascending

Arrival by ETA, VIP

All Arrival rooms, for VIP guest. Sorted by Arrival Time, prior to 14:00

Operator
in
Between

in

[] Sort2

Values rule
Departed / Arrival, Amival
00:01,14:00

Special attention, FAM Trips, Complaint guests, HON Circle Member, GHA Black...

Sort 3
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You can create different rules and permutations that allow you to test which rules work best for your
operation. Differences between morning and turndown operations are the most common.

When you have created the rules, they are grouped together in a sequence.

Go to the Cleaning Sequence.

KNOwCROSS X KC Hotel
Cleaning sequence =@

2 kest

Sequence description Start time End time
Moming 06:00 16:30
Night 00:00 06:00

Evening 1630 2359

DND reason

Delay reasons

Discrepancy

FM rule allocation

In this menu, you can see the configured sequences. Every sequence has a configured start and end
time. Task sheets created within these time frames automatically have the relevant sequences
applied.

Right-clicking allows you to view and edit the configured sequences.

(® Add new sequence

Sequence name Morning
Sequence description Morning
Start time 06:00 [c] End time 16:30 o®

lesalinons Selected rules
Arrival by ETA, VIP Stayover

Departed
Due out

Rules available

Save [eEILE]

In the left-hand column, you can see all configured priority rules. The selected rules show you the
applicable rules and the order in which they are applied.

Use the arrow buttons to make any required changes and save when done.
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Additional information on adjusting the cleaning sequence:
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The available cleaning sequences must cover 24 hours, which means that if you are operating
with only one schedule, the start time is 00:00 and end time is 23:59.

A sequence requires a minimum of one rule.

You can create a sequence with a different order of rules that can be manually applied to assist
with groups or weekday vs. weekend operations. Set the start time to very early or late.

If you are using the ETA of guest, without an ETA, that guest will have the fixed time of 00:00 as
their ETA. Therefore, in your filters, set a time of > 00:00 to ensure the midnight arrivals are
ignored.

Rooms that are not associated with a rule will be the last in the task list and will be shown in
room number or room sequence order.

The Cleaning Sequence is only a suggestion to the room attendant. An RA can still start a room
that is not prioritized as per the configured sequence. If you want to restrict this, allowing an
RA only to clean as per the configured rules set within the Application Settings, set the rule
Allow HKA to break cleaning sequence to NO. (The default is YES to allow for greater flexibility.)

Changing which task types are automatically assigned

When generating task sheets, the task types are automatically generated and assigned to the selected
rooms. In most cases, the task types are assigned via the Facility Management (FM) rules. In some
cases, task sheets have a default task type assigned.

In the Task Sheet Setup > Room selections menu, you can see whether FM rules are used or whether
a default task type is applied:

[ e ——

P

¥ Gofams () Pulc kit ()

Tk e [ L E——

To make changes to the FM rules, go to the Facility Management Rules menu.
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# «nowcross X KC Hotel
‘:Z‘L Facility management rules P @ 2 kest

DEpot &

Right-click to edit or add a new rule.

® Facility management
Rule Standard
© Add
Reservation status Preference code Frequency Task type Priority
ARRIVAL DUEOUT_AND_ARRIVAL, 1 Arrival 1
STAYOVER, ARRIVED,DUEQUT_AN... 1 Occupied 2
DUEQUT, UNKNOWN, DEPARTED 1 Depart 3

Task types are assigned based on the selected fields.

Res Status Select the reservation statuses.

Room Status Select the required (Housekeeping) statuses.

Length of Stay (Days) Select the length of stay, <,>, or =.

Specials Select the required PMS Specials.

Task Type Set the applied task type.

Frequency Set the required frequency, that is, daily or every third day.
Priority Set the required priority (see below).

If you have two different task types for the same reservation status, you can use the frequency and
priority to alternate between the task types.

Example: Stayovers get daily a daily clean for the Daily task type. Stayovers get cleaned every third
day for the Occupied task type.

Reservation status Preference code Frequency Task type Priority
STAYOVER,ARRIVED,DUEQUT_AN... 1 Daily 2
STAYOVER,ARRIVED,DUEOQUT_AN... 3 Occupied 1

In the FM Rule Allocation menu, you define which rooms should follow which FM rule. You can create
different FM rules and differentiate the services offered between, for example, a Suite and a Standard
room, where the suite gets a full service daily. Right-click the Room Type to change.
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s KNOWCROSS X KC Hotel
Yt ! ; FM rule alocation M @ 2 kst

Discrepancy

FM rule allocation

Facility management rules.

Additional information on changing which task types are automatically assigned:

e In Application Settings, Dynamic Task Allocation can automatically update the task type of a
room if a reservation change occurs. (Due Out changes to Stayover or vice versa.)

e In Application Settings, Check for back to back reservations can help identify back-to-back
reservations and automatically update the task type to Stayover.

o In Application Settings, Ignore Preference code in Facility Management Rules should be set to
Yes, and the Preference code field should be left blank unless instructed.

¢ If you choose no Room Status in the filter, the system will include all by default.
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Using the Green program

If the hotel offers guests the option to skip daily service for environmental purposes, the Green
program can be used to change the assigned task type. If this feature is enabled, stayover rooms
display a globe in the Housekeeping app. A gray globe indicates that the Green program is not
activated and that the standard task type is applied. A room attendant can select the globe to activate
the Green program for the room. When activated, the globe turns blue and green. The task type also
changes. For as long as the Green program is active, an alternative cleaning schedule will be active.

To activate or change this feature, go to the Application settings, and select Green program from the
drop-down menu.

FULL / 50 Minutes / 1.1 Credits GREEM / 50 Minutes [ 1.1 Cradits

oo otes I room votes IR ™

eeeee

aaaaaaaaaaaaaaaaaaaaa

uuuuuuuu

Enable Green Enables or disables the program.

Green Task Type When the Green program is activated, select the new task type.

Green Task Type Turndown  When the Green clean program is active, select the task type be for
turndown service.

Green cycle duration (Days)  Specify how many days the Green task type should be applied before
reverting to the default task type.

When should Green cycle start Specify start time and activate date of Green service.

Turndown Task Type Specify the task type that is configured for Turndown service and
therefore replaced by the Green task type (Turndown).

Additional information on using the Green program:

e The task type for the Green program must be configured, including time, credits, and
checklists.

e In Application settings, set Allow to change task type while room is in progress to Yes, allowing
you to activate and change the task type.
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Changing reasons in Housekeeping

In the Housekeeping software, there are various places where preconfigured options are displayed.
You can change all options from the DB setup when needed. The following fields can be changed in
their respective menus:

Attendant Messages Preconfigured Messages from RA to Supervisor.

DND Reasons Reasons to confirm a DND.

Delay Reasons Reasons to confirm a delayed service.

Discrepancy Available options to report as a discrepancy.

Job Pausing Reasons Reasons to confirm a pause service.

Lost and Found categories Categories in which lost and found items must be reported.
000/00S Reasons Reasons to report an 000/00S room.

Jobs Available Service jobs that can be registered from the software.

Note: 000/00S reasons must match the codes that are available in your PMS.

Using room constraints

When you create task sheets in the Auto Attendant feature, rooms are equally divided based on credit
values. Room are assigned either in room number or numerical order. You can use room constraints to
control which or what kind of rooms a room attendant receives.

To use room constraints, room sets must first be built. These room sets can include one or multiple
room constraints. By default, room sets are associated with certain or all room attendants as a staff
constraint. They can be created ad hoc.

Go to the Room Constraints menu.

KNOWCROSS KC Hotel = B
/ Room Constraints == [ Administrator

Manage task sheets
Coordinator's desk
Linen management

Task sheet setup

DB setup
Outsourced Staff

Priority rules

Room Constraints

Room Sets

Room status color

In this menu, you can see the configured constraints. Right-click to edit an existing constraint or select
Add to create a new one.

The Room Selection window appears. It displays the available filters:

Room Status Select applicable Housekeeping statuses.
FO Status Select occupied or vacant rooms.
Reservations Status Select applicable reservation statuses.
Task Type Select applicable task types.

Room Type Select applicable room types.

VIP Level Select applicable VIP levels.

Include Undefined VIP Select if not yet configured VIP Codes should be included.
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Group

Include Undefined Group
Section

Floor
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Select applicable group codes / names.

Select if not yet configured group codes should be included.
Select applicable sections.

Select applicable floors.

® Room seiscson
Show selected # Cox

1 oo stsus 1 Nane O Fosmus A1 nons D Res sams A1 Nons D Tasknoe & Nane

Incide Unsstinea VIe Inchide Unceines Groep

Selection name Speciale

You can use one filter or create a combination of multiple filters.

Example: A new room attendant is allowed to clean deluxe rooms only when the room is stayover. In
the Room Type field, select the appropriate room types. In the Res Status field, select the relevant
reservation statuses. Name the room selection and save it.

Common room selections could also be based on sections or floors if your property works with fixed
sections or floors.

Next, go to the Room Sets menu.

@ Room selection

In this menu, you can create a room set that consists of one or multiple constraints.

Right-click to edit or add a new constraint.
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Use the left and right arrows to move available constraints to the Selected rules and the up and down

arrows to set the priority.

For example, you can create a room set for each individual section, allowing the assignment of a room
attendant to their own sections (high occupancy) and creating a set of all sections on one floor for low

occupancy.

Next, go to Staff Constraint.

KNOWCROSS X
Wednesda

November 21, 2018 333 AM

Manage task sheets

Coordinator's desk Max Credits

Linen management

Task sheet setup 0

DB sctup

Room status color

Room status update rules

‘Staff constraint

Task type

Time allocation

KC Hotel

‘Staff constraint

Max zones

L T

Room set
Section 4

Section 6

Section 8
Section 4
Section 6

Section 5

- N
54 ® £ Administrator

@Epot & | Search

In this screen, you find all configured room attendants. You can set the limit of credits that a room
attendant can receive when using Auto Attendant, the maximum number of floors, and which room

setis applicable.

Right-click to Edit the room attendant.

@ Edit Staff Constraint

Attendant
Max Credits
Max zones

Room set

Aurelie Boulanger
10
2

-

LR
Section 1

Section 10

Section 2

Section 3

Section 4

Section 5 o

Qartinn &
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Set the Max Credits and Max Zones (floors). From the drop-down list, select the default constraint.
If you want to remove a configured constraint, select the first entry (highlighted in red).

Save when done. This is the default constraint for the room attendant. When you are creating the task
sheets, the selected rooms will now be assigned based on the configured applied constraints.

Additional information on using room constraints:

e If you are using room constraints, you increase the chance that the software will not be able to
assign all rooms. Rooms that cannot be assigned (due to the applied constraints) will be
placed in an extra task sheet in the task sheet editor. This is an automatic process. These
rooms can be moved manually. The more constraints in use, the higher the chance this
happens.

o When selecting Room Attendants as part of the task sheet creation process in the Task Sheet
Editor, you can make daily changes to the constraints if needed.

e Within the application settings, ensure that if you are using Max Credits and Max Zones, the
respective rules are set to YES: Honor max credits and Honor max zones.

Configuring Skip Inspection

Skip Inspection is a feature that allows you to automatically skip the inspection process that is
normally completed manually by a housekeeping supervisor on the Housekeeping mobile application.
When cleaning has been completed, it changes a room to the Inspected status without a supervisor
having to manually complete this task.

Skip Inspection is optimal when certain room tasks do not require inspecting or when you want to
reduce the volume of tasks to inspect for room attendants based upon historic inspection scores.

Tasks that are part of the Skip Inspection configuration will not appear in the pending inspection
status and move directly to inspection completed on the mobile app.

In the App Settings, select the Skip Inspection settings in the filter:

Application | Skip Inspection v a2
Deseription alua
Enable Skip Inspection function YES

Number of inspectons to consider (minimum value) o082
Number of days to consider for inspection scores o

x % of total score of falled rooms to considar 100
Change skip inspection kogic on Fails e]
Start penalising : Past number of days to be considered

Start penalising : Past number of fais to be considered 2
Stop penalising : Past number of days to ba considersd

Stop penalising : Fast number of fails to be considered o

The below settings include all the tasks that must be skipped.

Enable Skip Inspection Function Set to YES.

Number of Inspections to consider Number of completed inspections that should be
checked before penalties apply.

Number of days to consider inspection scores Number of days of inspections that should be
checked before penalties apply.

X % of total score of failed rooms to consider % of failed inspections that should be considered.

Change skip inspection logic on Fails Set to YES if failures should change the logic.

Start penalizing: Past number of days to be considered Enter a max date range in number of days.

Start penalizing: Past number of fails to be considered Enter a max number of fails.

Stop penalizing: Past number of days to be considered Enter a max date range in number of days.

Stop penalizing: Past number of fails to be considered Enter a max number of fails.
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Change the menu in the DB Settings to Inspection Rules.

In the inspection rules, for each task and room type, you configure which rooms should be used in the
Skip Inspection program.

The Inspection rules dictate which room and task should be manually inspected; therefore, select
Always Exclude for the combination for which to skip inspection.

Task Type Room Type

Strip ALL Ahways exclude
CIo ALL Ahways include
Chack ALL Ahways include
p=tla] ALL Ahwvays include
SO (L) ALL Ahways includs
T&T ALL Ahways include

Ensure that you cover all task types and room type combinations.
Change the menu in the DB settings to Inspection Settings.

In the Percentage Inspections To Pickup column, you configure how many rooms should have the
inspection skipped based on the room and task combination. In the image below, all completed tasks
have their inspection skipped.

© Add =

To Score(%) Percentage Inspections To Pickus

You can create more rules. For example, if you want to reward high performers, you could configure as
follows:

Percentage inspections to

From Score (%) To Score (%) pick up
95 100 75%

80 95 50%

0 80 0%

Based on the inspection scores, these configuration would ensure that if a room attendant is rated for
the configured task and room type combination below 80%, all rooms must be inspected. If the scores
are between 80% and 95%, half of the rooms must be inspected. If the scores are 95% and above, only
25% should be inspected. These configurations reduce the need to inspect high-performing
attendants or easy tasks.
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Configuring Do Not Inspect

While Skip Inspection can be used to reduce the number of tasks to inspect, Do Not Inspect is designed
to completely remove some tasks from the inspection process. These tasks are placed in the
Supervisor app in the Completed status.

In the DB Menu, go to Task Type.

This screen displays configured task types. To set a task type as Do Not Inspect, right-click the desired
task type to edit. Select the checkbox to activate Do Not Inspect. Task types with the Do Not Inspect
rule applied are displayed with a red checkmark in the table, as shown below.

KNOWHOUSEKEEPING Task type o Administrator
e "

:::::

Automating Service job creation in Housekeeping

This feature allows you to automatically create jobs in Service based on actions completed in
Housekeeping. For example, when a room is cleaned and ready for inspection, the job can
automatically be sent to a supervisor.

In the DB Menu, go to Auto Job.

© Add s

Events ¥ Trigger Window Auto Job Name Last Modified Created Job State v

Total Records: 0 2 Y

Select Add to start the configuration of the auto job.

The Auto Job wizard, as shown below, has many options for defining requirements.
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@ Create Auto Job
Auto Job Name

Trigger By

Trigger Window

# Al day

Trigger Filters

Room Status {0}

Room Type (0)

Task Type (0]

Inspect Vacant Arrival Rooms

Task Completed -

Day of week

Sn Mon Tue Wed Thu Fri  Sat

Start Time End Time
12:00 AM 11:59 PM
FO Status {1)
\aoant
Group (0]
Location {0}

1.

Res. status (3}

Departed [ Arrival, Arrival, Due Cut

Agrival

Section (0)

Enabled @)
Selected Jobs Add Description
Room Meeds Inspection [}

VIF Level (0)

Zones (D)

Define the name of the auto job with which to start. (A)

In the Trigger By drop-down list, you’ll find various events within the Housekeeping software such as
Task Cleaned and Lost and Found Reported. (B)

Next, select the Job that must be created in Service by selecting Add Description. (C) By using
Shortlist, you can add multiple jobs.

Auto Job Hame A
Trigger By B

Sedect Event -

Selected Jobs C Ada Desoription

In the Trigger Window, you can set restrictions on when this auto job should be created. Select the
days to which restrictions should apply. Selected days turn blue. The time of day can be left as All Day,

or you can apply

restrictions.

Trigger Window

+ All day

Day of week
Start Time End Time
12:00 AM 11:59 PM

In the Trigger Filters, you can apply additional filters for when the auto jobs should apply. Available
filters include FO Status, Reservation Status, and Task Type. You can use a combination of multiple

filters.



)
(K\/ UNIFOCUS

How To Guide 3.6 | 57

Trigger Filters

Room Status (0} FO Status (0) Res. status (0]
Room Type (0} Group (0) Section (0}
Task Type (0) Location {0}

WVIP Lewel (0]

Zones {0}

Select Submit to activate the auto job.
Addition information on automating Service job creation:
o Alicensed Service module is needed for this feature.

e Service does not allow the creation of duplicate jobs.

Creating a health assessment

This feature prompts a Housekeeping mobile app user to answer a set of questions before being able

to access other application functionality.

While this feature is part of the Housekeeping application, the setup is managed in the Staff Health

menu (available at login.knowcross.com).

*
o »

Select New Questionnaire to configure a new set of questions.

New questionnaire

Template Name

Questions Response

.
T New Question

Mandatory

Name the questionnaire template and go to the question box to update the first question.
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Questions can have a variation of required responses:

Text A free-type text box

Numerical Set the Measurement Unit and a Min and Max value. Any answer given outside
the Min and Max range count as failed.

Binary AYes / No button. The Yes / No text can be configured as per requirement.
The Pass rating can be selected as per requirement.

Radio Multiple statements / questions. A user can select only one option.
The Pass statement can be selected as per requirement.

Checkbox Multiple statements / questions. A user can select multiple checkboxes.
The Pass Checkbox(es) can be selected as per requirement.

Rating Rating of five different options / values.

The Pass rating can be selected as per requirement.

You can set some or all questions as mandatory by selecting the relevant checkbox. After
configuration, select the Activate button to enable the health assessment.

Existing Questionnaires cannot be changed or deleted. You can clone an existing questionnaire and
create a new version of the same should changes be needed.

Additional information on creating a health assessment:

e User rights must be granted to access the configuration. This can be done in the standard user
module roles. Enable Staff Health.

¢ Inthe Housekeeping application settings, the setting Enable Staff Health for HK must be set
to YES for this to appear. If set to NO, you can still configure the assessment, but it will not
appear.
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Inspection configuration

Creating a new checklist (manual)
To set up a new checklist:

1. Select the checklist option () from the left pane.

The Configure Checklists screen appears.

@ Add ots Dala Unluad = Search

Checklist Items Categories Reclplents For Enaolec Commrents Images CallReg
4 Information Technelogy Department (1)
(= | Daily Information Technalogy Checklist 23 8 5 Department | frue true tue true

4 Traming Dedanment (1)

@@ LQA CHECKLIST 933 7 1 Genesal frue true tue true

The software displays checklists under various groups.

2. Tocreate a new checklist, select Data Upload to upload an Excel sheet. (From the Data Upload
screen, you can also download a sample file.)

® Data Upload

“Please uplaad file in excel format

Choosee | No e chosen English v & sampie e

3. Select Add and complete the fields shown in the image below.

Checklist Name* HSK arrival

Daily Housekeeping checklist for all vacant rooms

Description

Group Housekeeping v Add Group

Checklist For Location I Select Location
Checklist Type Pass Fail v
Pass Text* Pass

Fail Text* Fail

|#| Capture Comments | Capture Images [ Allow Triton Calls

[l Must rate all items

) Mandatory ) Mandatory

Attachment Choose file | No file chosen
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Checklist Name:
Description:
Group:

Checklist For:

Checklist Type:

Checkboxes:

Capture Comments

L

Mandatory

Enter a name for the checklist.
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Enter the description or purpose of the checklist.
Similar checklists can be grouped together, regardless of the department.
Users can be granted access to one or multiple groups.

Training Department

Information Technology Department

Checklists can be either generic or based on locations, departments, or staff.
When a checklist is based on location, you can select which locations apply.

Department

Equipment
Text Input
General
Location

Staff

Make your checklist either a Pass Fail or Assign a range of values.

Pass Fail

Range of Values

Select checkboxes to enable actions or to make actions mandatory.

Capture Images

L

Mandatory

Select Next to go to the next step.

Allow Service Calls

Must rate all items

Categories are the contents of the checklist based on which inspections will be conducted.

Category:

A common area or a header, under which check points can be established.

Examples: Vanity Counter, Bed Side Area, Suite Inspection, Staff Grooming etc.

Item(s):

These are checkpoints that are defined within a category. Example: 02 Hand towels in

place, Bed Side mat Placed, Clean carpets, Fire Exits accessible and not blocked.

4. Inthe Category tab, select the Category field.

5. Type the category name and select Add.
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6. Add multiple categories and move them up or down as required using the arrow buttons on the

right.

Checklist =~ Category

Category

# Edit Delete

| Testq

Category

TEST

© Add

Next Cancel

7. Select Next.

The Items tab appears.

® New Checklist

Checklist | Category

© Add

Add

&

ltems

Items

8. Select the Add button for the software to display a new screen for adding more details of an item.

9. Selectrelevant category of item from the drop-down menu.

10. Type the item description in Items field.

11. Select the checkboxes as necessary to make the relevant action mandatory.

12. You can also configure additional Sub Check points for the same item.
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13. Select Save and Continue to add more items.
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® Add ltem
Category TEST

Items

Capture Comments Mandatory

Field Name Mandatory

Add Sub-ltem(s)

Capture Images Mandatory

Ul type

Must rate this item

Input

0 Save & Confinue Cancel

14. Select Next to go to the next step.

15. After completing an inspection from a smart device, a report can be sent to recipients. Their email
addresses are defined here. Select the Recipients tab.

Checklist Category ltems Recipienis

Recipients Email © Add

Email

Checklist Enabled No

Save Cancel

16. Enter the email address(es) of the staff members and add. You can add multiple IDs as required.

Note: Use email groups whenever possible.

17. Switch Checklist Enabled to Yes to enable the checklist.

18. Select Save.

Automatic email reports will be sent to these IDs after the checklist is submitted.

Create a new checklist (upload)

To upload a new checklist:

1. Select the checklist option ( ) from the left pane.
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The Configure Checklists screen appears.

© Al ofe Dala Upluad = Search

Checklist Items Categories Reciplents For Enaolec Comments Images Call Reg
4 Information Technology Department (1)
& ] ﬂ Daily Information Technology Checklist 23 [ 5 Department frue true true true

4 Traming Depanment (1)

o LQA CHECKLIST 933 7 1 Genaal frue true tue true

The software displays checklists under various groups.
2. Select Data upload to upload an excel sheet.

3. Download the sample file to obtain the Excel format for the upload.

© Data Upload

“Plasse upload file in excel format

e g : P

This Excel workbook includes three worksheets.

Checklist—This sheet contains the header information, such as checklist name, group, and type.

A c 3 5 H i K m o [ o [ s T u v
1 |Checklist_Name ENG  Description ENG  Group_ENG Checklist_For Text_Input_Label Eng Checklist Type Pass_Text_Eng Fail Text Eng Enabled Capture_Comments Capture_Comments_Mandatory Capture_Images Capture_Images_Mandatory Allow_Triton_Calls Must Rate_All_ltems
B

Items—This sheet contains all questions in the checklist, including their respective categories.

F G H | J
1 |Checklist_ltem_Lang Capture_Comments_Mandatory Capture_lmages_Mandatory Must_Rate_This_ltem

Range of Values—This sheet contains the display text, which appears when using a score-based
checklist instead of a pass/fail list.

A B C D E F
1 |Checklist_ Name_ENG Checklist_Name_Language Display Text Eng Display Text Lang Value
2

2

All fields are listed below:

Field Name Description
Checklist | Checklist_Name_ENG Name of the checklist (preferably a code).

2 Checklist | Checklist_Name_Language Name of the checklist in the second
language.

3 Checklist | Description_ENG Detailed description of the point 1/
checklist.

4 Checklist | Description_Lang Detailed description in a different
language.
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S Sheet Field Name Description

NO. Name

5 Checklist | Group_ENG Name of the group that will access the
checklist. (You can define the users in the
group later.)

Checklist | Group_Lang Name of the group in a different language.

7 Checklist | Checklist_For Type. For example, is it for locations,
departments, and so on. You can choose
only one of the below entries to populate
in this field:
DEPARTMENT
EQUIPMENT
FREE_TEXT
GENERAL
LOCATION
Copy one of the entries and paste it in the
cell.

8 Checklist | Select Location You can select locations only once the
data has been imported.

9 Checklist | Text_Input_Label_Eng Optional text displayed when General is
applied.

10 Checklist | Text_Input_Label_Lang Optional text displayed when General is
applied in a different language.

11 Checklist | Checklist_Type Define the scoring method. You can select
one of the of two options:
PASS_FAIL
RANGE_OF_VALUES

12 Checklist | Pass_Text_Eng This must be the Pass_Eng.

13 Checklist | Pass_Text_Lang Type "Pass" in a different language.

14 Checklist | Fail_Text_Eng This must be the Pass_Eng.

15 Checklist | Fail_Text_Lang Type "Fail" in a different language.

16 Checklist | Enabled This must be enabled for the checklist to
function.

17 Checklist | Capture_Comments Choose either Y or N.

18 Checklist | Capture_Comments_Mandatory | Choose eitherY or N.

19 Checklist | Capture_Images Choose either Y or N.

20 Checklist | Capture_Images_Mandatory Choose either Y or N.

21 Checklist | Allow_Triton_Calls Choose eitherY or N.

22 Checklist | Must_Rate_All_ltems Choose either Y or N.N

23 ltems Checklist_Name_ENG Must be exactly same as point 1.

24 Items Checklist_Name_Language Same as point 2.

25 ltems Checklist_Category_ENG Category as provided by the client.

26 Items Checklist_Category_Lang Category in a different language.

27 Items Checklist_Item_ENG Enter the checklist item.
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S Sheet Field Name Description

NO. Name

28 Items Checklist_Item_Lang Enter the checklist in a different name.

29 ltems Capture_Comments_Mandatory | EitherY or N.

30 ltems Capture_Images_Mandatory EitherY or N.

31 Items Must_Rate_This_ltem EitherY or N.

32 Range of | Checklist_Name_ENG Same as point 1 (if the range of value is
Values selected in the checklist type).

33 Range of | Checklist_Name_Language Same as point 2.
Values

34 Range of | Display_Text_Eng Name of the scoring field.
Values

35 Range of | Display_Text_Lang Name of the scoring field in the second
Values language.

36 Range of | Value Value that you want the field to have.
Values

Additional information on uploaded checklists:
e You can load multiple checklists in one document.
o New groups will be created if the upload document does not match existing groups.

o After the upload, you can add email IDs for the automatic email alerts.

Editing existing checklists

Checklists can be edited to remove or add more items, categories, or to simply add an email address
of arecipient.

In the menu pane on the left, select Configure Checklists. All preconfigured checklists are displayed.

© Add L Data Upload =

Checklist Items Categories Recipients For Enabled Comments Images Call Reg
4 Information Technology Department (1)
@ Daily Information Technology Checklist 23 [ 5 Department true true true true
4 Training Department (2)
QY } LQA CHECKLIST General true true true true

I S S N

Select the Edit/Delete button ( ) for the checklist that you want to edit/delete.

Note: Checklist that are in use or have a history cannot be edited. Either delete all existing histories
or create a copy of the checklist and create a new one.

Configuring groups
1. Inthe menu pane on the left, select Configure Groups.

All previously created groups appear on the screen.
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KNOwWECROSS

KC Hotel
Configure Groups

© Add I+
Checklist Group User Count
& FiB 201
[r81] Housekeaping Fall
@8 MoD 7
@\ LOA Audit =
s DUTY REPORT 301
Z& DUTY MANAGER REPORT 301
[P 41} FB 29
@a THOMTEST 29
@& COSTA 300
(r4}-) Managers 3
2. Addanew group or right-click to edit an existing one.
© Add z
Checklist Group User Count
[E8h ] Training Department 7
@ o Information Technology Department 5
Group | Test
Assign Users
Designation Department
All v Al v Clear Show Selected
Staff Designation Department
Other Training
Cther Engineering
Qther Administration
Other Human Resource
Other Administration

Al Diwan - Bartender

Al Diwan - Captain

Al Diwan - Manager

Al Diwan - Supervisor

Al Diwan - Supervisor

Assistant Executive Housekeeper

Asst Front Office Manager

F&B
F&B
F&B
F&B
F&B
Housekeeping

Front Office -

IS

In the Group field, type the name of the group.

From the drop-down list, select Designation/Department to filter staff names based on filters
Select the checkboxes for the staff names to make them part of the group.

To delete groups, select the Delete icon for the group that you want to delete.

Note: Remember to assign rights to Inspection users.
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