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OVERVIEW 

HOUSEKEEPING ZONES, LOCATIONS, SECTIONS, AND USER GROUPS 
ARE NOW CONFIGURABLE IN THE SOFTWARE. 

This document explains the Housekeeping configuration features and changes in the system 
configuration component of the software. A new user interface makes it easier and more 
convenient for users to access and configure the software. 

 
With this release, the Customer Admin Portal is no longer required to configure the 
Housekeeping data points: zones, locations, sections, and user groups. You can now use the 
configuration component of the software to configure them.    
 
The following functionality can be managed for Housekeeping configuration: 
 

• Zones and Locations 
o Zones 

 Edit zone 
o Locations 

 Edit location(s) 
 Map to section 

o Multi property access 
o Filters 

 Location type 
 Room type 

o Search 
 Zone name 
 Location name 

o Sorting 
 Zone name 
 Location name 
 Sequence 1 

o Refresh 
 

• Sections 
o Add a section 
o View sections 

 Edit section 
 Delete section 
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 Map/Unmap zone(s)/location(s) 
o Multi property access 

 Select property 
o Department 

 Select department 
o Filters 

 Zone 
 Location type 

o Search 
 Location name 
 Section name 

o Sorting 
 Location name 
 Section name 

o Refresh 
 

• User groups 
o Add user group 
o View user group 
o Edit user group 
o Delete user group 
o Assign user group 
o Multi property access 
o Search user group 
o Refresh 

 
• Lost and Found - Print functionality 
• Lost & Found Action - Previous years date selection 
• Unified branding: Icons, color themes, and logos 
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ZONES AND LOCATIONS 

• Zones: Housekeeping requires that zones be updated with a sequence number. By using the 
system configuration, you can edit the zone. To perform this task, select the zone that you 
want to edit and click the edit button. The software then displays a dialog box to edit the 
zone. Enter the sequence number and click the save button to complete the editing process. 
The software updates the zone and displays a dialog box confirming that the zone has been 
updated successfully. 
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• Locations: Housekeeping requires that locations be assigned a room type and sequence 
number. To perform this task, select the location that you want to edit and click the edit 
button. The software displays a dialog box to edit the location. Select the room type, enter 
sequence number “1”, and then click the save button to complete the editing process. The 
software updates the location and displays a dialog box confirming that the location has 
been updated successfully. Additionally, the software allows you to edit multiple locations 
simultaneously. Multiple locations can be updated by selecting all locations at once or by 
selecting specific locations and clicking the edit button located near the refresh button. The 
rest of the process is the same as the process for updating a single location. 

 

• Map to section: To map a location to the section, select the location and click the Map To 
Section icon. The software displays a dialog box to map the location. Select the department 
and section and then click the save button to complete the mapping process. It will map the 
location and display a dialog box confirming that the location has been mapped 
successfully.  
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• Multi property access: With a convenient drop-down menu, the Multi Property feature 
allows you to easily switch between properties with just a few clicks. With this feature, you 
can edit zones and locations in a more flexible and efficient manner, enabling you to work 
on multiple properties simultaneously. 

 

 
 

• Filters: To quickly access locations, you can also use filters. Click the filters icon and a 
dialog box appears. Select the location and room type and click the Submit button. The 
software displays the locations based on your filtering selections. 
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• Search zones and locations: The software provides a search option to quickly locate 
specific zones and locations. Enter search keywords based on the zone and location name. 

 

 

• Sorting: You can choose whether you want to sort by location, zone, or sequence number. 
Once you have made this selection, click the ascending and descending arrow icons to view 
the sorted data. 
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• Refresh: Using the refresh button, you can refresh the data on the screen to ensure that you 
are viewing the most recent information. The refresh button is located in the upper-right 
corner of the main screen and can be accessed by clicking the circular arrow icon. 

 

 
  



 

9 
 

SECTIONS 

• Add a section: You can create a section by clicking on the section icon. In the resulting 
dialog box, enter the section's details. Then enter the section name and assign at least one 
location to the section. Use the search feature to quickly find the location. The dialog box 
includes options for viewing the mapped and unmapped locations. You can select one of 
these options to view the locations and assign them to the section. Finally, click either the 
Save & Add button or the Save & Exit button to add the section. Clicking Save & Add opens 
the dialog box again after adding a section so that you can add another section. Clicking 
Save & Exit takes you to the section screen where you can view your newly added section. 

 
 

• View sections: On the sections screen, you can view and manage all the sections that have 
been added. Sections can be edited, deleted, and mapped/unmapped to 
zone(s)/location(s). 
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• Edit section: To edit a section, select the section and click the edit button. The software 
displays a dialog box to edit the section. Update the section name, assign/unassign the 
location(s), and then click the Save & Exit button to complete the editing process. 

 

 
 

• Delete section: You can delete any sections that you do not require. You can delete one, 
multiple, or all sections. A confirmation dialog appears before deleting the section. If you 
click the OK button, the section will be deleted and a success dialog appears. 
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• Map zones/locations: Upon selecting a section, the software displays the number of zones 
and locations within that section. Zones and locations can be unmapped from sections as 
required. Select the section, select the locations to unmap, and then click the Unmap icon. 
Click the OK button on the confirmation dialog box, and the software unmaps the location. 
In addition, you can also unmap the entire zone. By doing so, all locations within that zone 
will be immediately unmapped. To accomplish this, click the Unmap option in the zone and 
click the OK button in the confirmation dialog box. The software unmaps the zone and 
displays a success dialog box. You can also unmap all the zones and locations associated 
with a section if there is more than one zone assigned to it. Select one, multiple, or all 
sections, click the Unmap Zones and Locations button located near the Delete button, and 
then click OK in the confirmation dialog. Once the software unmaps the selected zones and 
locations, a success dialog box appears. 

 

• Multi property access: With a convenient drop-down menu, the Multi Property feature 
allows you to easily switch between properties with just a few clicks. With this feature, you 
can manage sections in a more flexible and efficient manner, enabling you to work on 
multiple properties simultaneously. 
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• Department: There are departments within the Housekeeping software and sections within 
the departments. You can view and manage all the sections within a particular department 
by selecting the department from a drop-down menu. 

 

 

• Filters: To quickly access sections, you can also use filters. Click the filters icon, and a dialog 
box appears. Select the zone and location type and click the Submit button. The software 
displays the sections based on your filtering selections. 
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• Search: The software provides a search option to quickly locate specific sections. Enter 
search keywords based on the location and section name. 

 

Sorting: You can choose whether you want to sort by location or section. Once you have made 
this selection, click the ascending and descending arrow icons to view the sorted data. 
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• Refresh: Using the refresh button, you can refresh the data on the screen to ensure that you 
are viewing the most recent information. The refresh button is located in the upper-right 
corner of the main screen and can be accessed by clicking the circular arrow icon. 

 

 

  



 

15 
 

USER GROUPS 

• Add a user group: You can create a user group by clicking the add user group icon. In the 
resulting dialog box, you enter the group's details. When adding a group, you can optionally 
assign users to that group on the same screen. To assign users to a group, you must select 
them from the users list. You may do this by selecting the checkbox provided with the user's 
name. If you want to assign all users to the group, then you can select the staff checkbox. To 
find users quickly, you can use search and filters. Enter the user, designation, or department 
name in the search field, and the software searches and displays users based upon your 
input. To apply filters, select the designation and department, and the software displays the 
users according to the filters you have applied. Click the Clear Filter button to clear the 
filters. To display only users selected by you, select the Show Selection checkbox. Finally, 
click the Save button to assign the selected users to the group. The software saves the 
details, and users will be assigned to the corresponding group, with the User Count column 
displaying the number of users assigned to the group. 
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• View user groups: In this section, you can view and manage the user groups you have 
added. In addition to editing and deleting user groups, you can assign more users to them. 
You can also search for a group by its name. To search for a group, enter the name in the 
search field, and the software displays the appropriate group(s).  
 

 
 

• Edit user group: To edit a group, select the section and click the edit button. The software 
then displays a dialog box to edit the group. Update the group name, assign/unassign the 
user(s), and click the Save button to complete the editing process. 
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• Delete group: You can delete any user groups that you do not require. You can delete one, 
multiple, or all groups. A confirmation dialog box appears before deleting the group(s). If 
you click the OK button, the group(s) will be deleted and a success dialog box appears. 

 

 
 

• Assign Users: Select the groups to which you want to assign users. Once the groups have 
been selected, the Assign Users button, in conjunction with Add Group, will be enabled. 
Click the Assign Users button to open the Assign Users dialog box. Using the same process 
you used when adding the group, you can assign users to the group here. 
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• Multi property access: With a convenient drop-down menu, the Multi Property feature 
allows you to easily switch between properties with just a few clicks. With this feature, you 
can manage user groups in a more flexible and efficient manner, enabling you to work on 
multiple properties simultaneously. 

 

 
 

• Search: The software provides a search option to quickly locate specific groups. Enter 
search keywords based on the group name. 
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• Refresh: Using the refresh button, you can refresh the data on the screen to ensure that you 
are viewing the most recent information. The refresh button is located in the upper-right 
corner of the main screen and can be accessed by clicking the circular arrow icon. 
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LOST & FOUND – PRINT FUNCTIONALITY 

• Print: Use the Lost & Found module to print the actions taken on reported items. To print 
lost and found actions, visit the lost and found actions screen and click the Print button at 
the top right. On the resulting print preview page, you can see how the printed version will 
appear and take two actions. If you want to print it, select your printer from the drop-down 
list and click the Print button. If you want to save it, select Save To PDF from the drop-down 
list and click the Save button. In the resulting dialog box, you can specify the location where 
the file should be saved. Click the Save button, and the document will be saved as a PDF file. 
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LOST & FOUND ACTION - PREVIOUS YEARS DATE SELECTION 

• Previous years date selection: Previously in the Lost & Found module, you could view data 
for up to the past year by selecting the start and end date. However, you were unable to see 
data older than one year, as older dates were not available in the date range selection. Now, 
you can select previous years’ dates and view the data associated with those years.  
Note: At any given point in time, the date range should never exceed 365 days. 
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UNIFIED BRANDING: ICONS, COLOR THEMES, AND LOGOS 

We are excited to announce the release of the first phase of our unified branding initiative. This 
release includes unified icons across our Operations suite, along with updated colors and logos 
in Service, Glitch, and Guests modules. 
 

New Icons 

 
New Job Console Screen 
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Few examples of unified screens 

HELP US IMPROVE 
 
We value your input and want to hear from you! As we continue to enhance Unifocus products, 
we invite you to share your questions, suggestions, and feedback with us. If you have any 
thoughts or ideas on how we can improve our products, please don't hesitate to reach out to us 
at product@unifocus.com.  

mailto:product@unifocus.com
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