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SynergyMMS: An Introduction

Chapter 1 SynergyMMS: An Introduction

Synergy: syn-er-gy / sinarjé/
Noun: The interaction or cooperation of two or more organizations, substances, or other agents to produce a
joint effect greater than the sum of their separate effects.

SynergyMMS is a property-wide solution that improves workflow through automation and efficiency. By supplying
unique interfaces that address both technical and language barriers, SynergyMMS creates synergy between the various
departments involved in the maintenance process. The result is not only cost savings, but also improved quality of the
assets and improved guest experience.

SynergyMMS is a dynamic and robust product with a rich interface. The key features that many of our users have come
to know and trust are still at the core of SynergyMMS. Those users who are new to Maintenance Management with
SynergyMMS should know that you and your team have all the necessary tools to run your property effortlessly and
entirely.

Maintenance is not solely limited to the Engineering Department. In fact, Engineering plays only a single part in the
maintenance process and cannot hope to do all that needs to be done without the participation of the other
departments. The following is a look at the primary challenges of integrating the other departments, as well as the
SynergyMMS products that support their efforts, into the maintenance process:

Housekeeping needs a way to conveniently report issues from the guestrooms (SynergyMMS Enterprise Voice,
PerfectRoom®, or SynergyMobile). GRAs often see maintenance issues but may have difficulty reporting issues accurately
and/or in a prompt manner. Many Housekeeping departments also want a way to track and assign rooms for cleaning

(PerfectRoom® (add-on module)).

Front Desk/PBX needs a way to quickly enter issues (FasTrax or QuikTicket) and get them into the hands of the right
people (Pooling or Outputs dispatching). They do not have time to spend finding people or writing lengthy descriptions of

work (Task Codes).

Management needs to know what issues need attention, when those issues happened, and how often issues are
happening (Reports / Scheduled Emailed reports). Often, management cannot get the information needed to make critical
decisions about staffing or budgets.

Engineering is the mobile problem solver (2-way Dispatching, SynergyMobile, and SynergyMMS Enterprise Voice). They
need a way to support communication with the other departments while on-the-go so they can be aware of evolving
issues. They need tools that make them fast and efficient but also reliable and accurate when it comes to maintenance
tasks. They also need to compile information for reporting purposes.

Many properties have used a manual means of reporting issues over the years, and while this works, SynergyMMS takes
it to the next level by allowing everyone to see what they need when they need it by automatically refreshing as new
data is added. SynergyMMS has an easy-to-learn interface that takes seconds to enter data and mere minutes to run
reports.

Now is the time to Empower Your People and get started with SynergyMMS.
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SynergyMMS: An Introduction

The Basics
Here is a look at the how easy it is to install and log into SynergyMMS.

Installation:

Installing SynergyMMS on a workstation has never been easier. Simply go to https://Launch.SynergyMMS.com after

opening Internet Explorer (IE) and enter your property id. Please contact SynergyMMS Support or your vendor for your
property’s ID.

SynergyMMS is cloud based.

When SynergyMMS is launched, a connection to the server is made using Internet Explorer (IE). An IE window will open
followed by the Launching Application window once the connection is made:

i Launching Application X

J &

{ Verifying application requirements. This may take a few moments.

SynergyMMS Launching Application window

If this is the first time SynergyMMS has been launched on this workstation, you will be prompted to run the
SynergyMMS installer:

Do you want to install this application?

L |
@z
Name:
SynergyMMS

From (Hover over the string below to see the full domain):
launch.synergymms.com

Publisher:
Systems Associates, Inc.

Install Don't Install

1 While applications from the Internet can be useful, they can potentially harm your computer.
C If you do not trust the source, do not install this software. More Information...

SynergyMMS Application Run window
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SynergyMMS: An Introduction

Once you click Run to begin the installation of SynergyMMS on your workstation, you will see the application
downloading to your computer:

q (38%) Installing SynergyMMS - X

Installing SynergyMMSs =

This may take several minutes. You can use your computer to do other tasks
during the installation.

"'-:'a,,_\_ Name: SynergyMMS

~
<

a o9
]

From: launch.synergymms.com

Downloading: 5.72 MB of 14.8 MB

Cancel

ail|

SynergyMMS Download window

Now that you have finished downloading SynergyMMS to your computer, you will be able to log into the application.

After you have installed SynergyMMS on your computer, and you login and log out of SynergyMMS, you will have a new
shortcut on your desktop:

oy,

s

SynergyMMS

Desktop Icon

This shortcut will launch SynergyMMS when it is double-clicked.

Logging In

Using the Login Panel, you will enter your assigned Username in the Login field and your password in the Password field.
Next, click the Login button to enter SynergyMMS. If you are not sure what your Username is, please contact the
SynergyMMS administrator at your property.

@ Note: If your administrator has included your Employee ID in your Employee Profile, then you may type your
Employee ID number into the Login field instead of your Username, however, your password will still be needed.

@® Note: SynergyMMS may bypass the Login Panel if your Username for SynergyMMS matches your computer login
name.
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SynergyMMS: An Introduction

Type

Username

or

ErT\I’l()\l(E(E ...‘...~.~"‘--------- ..‘

ID number \*

Logitt ||

Type /w
Password m
here Note: Pa d is case ive
Click here to complete - Feractloainor Fassword?

Login

Solving the problems of mainten
management in today's fast paced ep

Login Panel

Password Recovery

SynergyMMS offers password reset by email. Passwords

are Case Sensitive, but Logins are not.

o You can find your login and reset your password by clicking the link, ‘Forgot Login or Password,” at the
bottom of the Login Screen. Then SynergyMMS will ask you for your email. A temporary password will
then be sent to your email. You will use the temporary password to login to SynergyMMS, then you will

be prompted to create a new password.

N
Login F

kol

Camz

Password

Forgot Login or Password?

V syne

Login

rgy

Maintenance Management System

Solving the problems of maintenance.

management in today's fast paced envifonm

%;‘»:Syne rgyMMS’

Email Authentication

Please enter your SynergyMMS email address to
reset your password.

Email: | ‘

If you do not have an email then contact your
administrator for assistance.

© Copyright Systems Associates, Inc

Eﬁ»sSyn ergyMMS

b Email Authentication

A temporary password has been sent to your
email address. The temporary password is only

valid for the next 24 hours.
You may now close this window.
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SynergyMMS: An Introduction

o If you do not have a password or forget your password, you can have a SynergyMMS Administrator
provide you with a temporary password from the Employee Profile page of SynergyMMS.
@ Note: If the user does not have an email, this is the solution to use.

cheat

Synergy Setup

Employees | Tas s Lacations Equipment Outputs

¥ 1 Current Employee(s) (filtered)

Inspections

_—

Pocing [——

=unfiltered>

Last Name
cheatwood

<unfiltered:> <unfiltered=
First Name Department
kim Eng

Output
Mone

® Temporary Password

. i temporary password has been sent ta the smplayees smsil addrass.
|0| The temporary password is only valid for the next 24 hours,

Employee - cheatwood, kim

General | Personal | Employesinfo Secuiy | Files |

Login: ‘k.m

If an email exists for the employee.

Access LEM Access|

Security Right
2 work Request Rights Mo
Wiewwork Requests Depatmsrt
Edit Work Riequests Department £ s
Drehiste otk Plaqussts Mans " Defi
‘ Complete Wark Requests Department -

ey Ll

Temporary Password

axy password Fox the srrployee : 223456

The tempor.
0 The employes did not have 3 vabd SynergyMMS sms o
passward to. The emal address does nat exist in Synerg:

If no email get a temporary password for III

the employes.

oeiver the temporary
yMMS,

o If you mistype your login three times you will be locked out for 5 minutes. You can reset it using the
Password Reset link.

)

e, fouhave excesded the number of allowed login attempts. You can try logging in
[9} again after 5 minutes or Follow the "Forgot Login or Password?™ link on the Login

Login Locked

& \indow to change your password,

o Do you want a more secure login process for your Brand? SynergyMMS offers more secure options at
the brand or property level for password security. SynergyMMS can accommodate a set password reset
time and/or several password strength requirements. Contact SynergyMMS Sales or Support for details.

Once you have logged into SynergyMMS, you are ready to explore all the program’s features from its easy-to-use

navigation tool: The MAP.

© Copyright Systems Associates, Inc
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The MAP (Main Application Portal)

The MAP, with its pop-out Toolbox, is your navigation tool for accessing all areas of SynergyMMS.

Application name &

version number, Property
and Username

MAP Title Bar &
Navigation menu

SynergyMMS: An Introduction

Control size and display of
the MAP with these blue

Preventive

buttons
= SynergyMMS Desktop [v3.5.1] | SynergyMMS Version 3 | sai \. ~
N W
SynergyMMS Version 3 time: 13:46
%}«SynergyMMS Property Name and Time —
3 Operational Efficienc y System
The Main Contact for your property is I.ink tO SynergyM MS User Manual /
Navigation
Link to email SAI Support
— Pop-out Toolbox
SOH e holds links to all areas
of SynergyMMS )
e Click the Close button to
exit and Logout of
—
PerfectRoom SynergyMMS
©
B

Maintenance

| Toolbox J

¥——____Click the Toolbox label to

open and close this panel

\ Options displayed in

LR Toolbox are based on
logged in User’s rights

Inventory

Click here to access SAl's SynergyMMS
web site: Support, FAQs, and free

Message Center

Message Center —»

=, SynergyMMS
£

Systems Assaociates, Inc
500 Lehman Ave.

Bowling Green, OH 43402
1-800-433-9855

training videos

Main Application Portal (MAP)

The MAP will fill the monitor window when it first displays, but it can be resized using buttons at the right end of the
MAP Title Bar. The Title Bar also displays the current version number of the SynergyMMS.

@® Note: The MAP Title Bar and its resizing buttons may appear in a color other than displayed above due to the
Appearance Settings of your PC. The buttons will minimize and resize in the same fashion no matter what their color or

appearance.

© Copyright Systems Associates, Inc
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KPI Dashboard

SynergyMMS: An Introduction

The KPI (Key Performance Indicator) Dashboard, is a powerful tool used to evaluate the success of a property or
activity. This snapshot of the data that was submitted into SynergyMMS allows administrators to easily gauge the

property’s performance.

»

Top 5 Guest Calls - Past 7 Days

0500 0101 002 0407 0100

Guest Response Times - Last 7 Days
(Average Open to Complete, less outlers)

FSynergyMMs’

The Main Contact for your property is John Clark
Navigation ~
Hotel California (237 Rooms)

Top Reporting Departments - Past 30 Days

© Houserne

Engmeering Issues Reported by Guests mare
than 2X in the same location - past 60 days

PM Completion Ratios - Rolling 365

Work Requests - Open vs Closed
(per Room)

—— Open  — Closed

Menins

oms: 237

Choose from multiple different statistics displayed on easy-to-read charts and graphs. The main contact for the property
can edit the 6 charts/graphs that will be displayed on the KPI Dashboard via the drop-down Navigation Menu.

@O Tum @ Deberma

Top 5 Guest Calls - Past 7 Days

Ay Gt Ranprrse Tiemes - Pt 6 Weeks Opan vs Clasad Wark
Room PM Aging - Raling 12 Months (v et e it L rrhiorwsbvrom

-
B Opene
| I .
[eTer——

‘Top Raparting Departmants - Pust 3% Days.

Room PM Compietion - Year To Dete
» v 13267 Total Guesironm s}
® Ergi WO EETe T EETar

® e
® Frnonee -

@ Dossiop.
] - o 8 0 e e e Drag and Drop images at
‘ e Ao left to select which to view in
. g . I the KPI Dashboard.
: — Only the & KPI's in the red
e O e s 4 F - Do will display in the
Dashboard.
o st e o, Pt § Mo Gutst Respansa Tmes - Last 7 Days Save changes
e st Guest Calis per Room - Past 30 Days Cheerae Cloen t Gompire, e i)
u @ KQ\ -
- { Froperilh stry Avers .‘
. R J 'K )
an O gl

Return To Dashboard

© Copyright Systems Associates, Inc

7|Page



SynergyMMS: An Introduction

e Work Requests — Open vs Closed: Open and closed work requests monthly

e Top 5 Guest Calls — Past 7 Days: Most common guest call topics over the past 7 days

e Top 5 Guest Calls — Past 30 Days: Most common guest call topics over the past 30 days

e Room PM Aging — Rolling 12 Months: Number of PMs completed on-time and number of
deferred PMs

e Top Reporting Departments — Past 30 Days: Shows which departments have been
submitting the most work

e Room PM Completion — Year to Date: Shows how many times PMs have been completed
throughout the year

e Work Request Origins — Past 30 Days: Shows how/through which channel issues were
reported

e Guest Calls Per Room- Past 30 Days: Average number of guest calls per room

e Open vs Closed Work Requests: Open and closed work requests at a property compared to
the industry average

e Issues Reported by Guests more than two times in the same location — past 30 days:
Frequency of reported issues

e Guest Response Times — Last 7 Days: Average time it takes from the Work Request being
entered to beginning the work on a request over the last 7 days

e Avg. Guest Response Times — Past 6 Weeks: Average time it takes from the Work Request
being entered to beginning the work on a request over the last 6 weeks.

e Response Times for Guest Calls— Past 6 Months: Average time it takes from the Work
Request being entered to beginning the work on a request over the last 6 months.

© Copyright Systems Associates, Inc 8|Page



The Message Center

SynergyMMS: An Introduction

The Message Center, with its pop-out tiles, holds property statistics as well as Updates and Support information from

SAl regarding SynergyMMS for your property.

w

- S o
*— yn e r‘gyM M S Messages and Alerts ~
Operational Efficiency System
The Main Contact for your property is John Clark.
Navigation Property Score - 30 Days
Ranking among Peers: #4
Hotel California (237 Rooms)
Work Requests - Open vs Clo| m:
e Top 5 Guest Calls - Past 7 Days (per Room) f—
—_
P — Top Reporting Departments - Past 30 Days 7 3 e ,
< re==Open;; = Cood Peer Grdup Av
ROF Setup @ Front Desk/ - P
PBX
@ Housekee ’
—— ® Engneenng 2
* @ Banquets » < >
/< Work Requests /\/
s ?Syner‘gyMMS"
fosssd |l BEEEEEEE ey ey
e
HJ PerfectRoom 0 . J J) LOGQ
0500 0101 0502 0407 0100 E
— c SynergyMMS University is our eLeaming tool that
> — 3 provides targeted content for quick and easy
” '? 3 learning. Whether you are seeking to master
—\\/ Preventive o < = & SynergyMMS, o just need to know some of the
B Maintenance 3 Guest Response Times - Last 7 Days PM Completion Ratios - Roll © basics, SynergyU is the most convenient way to
B (Average Open to Complete, less outiiers) Engineering Issues Reported by Guests more Y Reprove your sk
S 2 e s looulion - pESL 90 chys = Click on the button above for direct access to
—— 4 SynergyMMS University
EJ Inventory 0
3 0.336
—_—
m 2 Total Equippsent: 357 Total Guestroc
o Reports 23 Support Contact Info:
’ NEW! Click to Chat with an
10 Expert!
S—
Friday Sunday  Tuesday  Thursday ) "
Satuday  Monday  Wednesday ;mzéa;:-:mm% or 419-354-
- it
G Normal Hours: 830 - 5:00pm
Eastern US
\ J

The Message Center Panels

Top Panel — This panel is where SAl will communicate information like alerting users to system updates or maintenance
outages. Also, you will be given your Property Score. The Property Score is a grade card on how well you are using
SynergyMMS.

Middle Panel — This panel is home to SynergyMMS University. If your property has access to this add-on module, this
button acts as a direct login and grants access to the comprehensive video courses. The video courses in SynergyMMS
University have step-by-step instructions for the various aspects of SynergyMMS and are separated by role to make
training a new employee on the system easier. If your property does not have access to this module, the button will lead
to more information about what it is, please contact SynergyMMS Sales or Support to turn it on for your property.

Bottom Panel — This panel will hold information on how to contact SynergyMMS Support.

© Copyright Systems Associates, Inc 9|Page



The Toolbox

SynergyMMS: An Introduction

The Toolbox is an easy navigation tool that leads to all areas of SynergyMMS that you have rights to use.

e -
= Area lcons

Work Requests

Preventive
Maintenance

Area Titles

to display a list of
Menu Options.

The Toolbox will be
reflective of the
rights the user has.

Click here to Log Out of
SynergyMMS or to log in as a

Log in Mew User

Inventory
Reports
different user
Log Out I]]
Log Out 5

Change your password...

Work Reguests

Full Yiew

FasTrax View

QuikTicket View

Planning & Scheduling

Click an Icon or Title

Preventive
Maintenance

Toolbox Menu

Toolbox Menu w/Work Request Menu displayed

© Copyright Systems Associates, Inc
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SynergyMMS: An Introduction

Clicking the Logout Icon or Title will display the following list of Menu Options: Logout, Log in New User, & Change
Password. Use Log in New User to log the current user out of SynergyMMS and display the SynergyMMS Login Panel
for the next user on that workstation. The Change Password option will redirect you to a website where you can change
your password. (See the Password Recovery section)

@ Note: The areas displayed in the Toolbox are dependent upon your User Rights and SynergyMMS modules your
property has purchased. You will only see areas to which you have been given access. The Logout option is available to
all users.

Common SynergyMMS Display Concepts

The List Tool

Throughout SynergyMMS you will see lists of information. These lists, although in different areas of the program, have
similar functionality. These functions are detailed below in the two sample pictures one from the Work Request area
and one from the Setup / Task Codes area.

Sort - Clicking any column header sorts the
active list by that data, click once for
ascending (A-Z), click a second time for
descending (Z-A)

Filter — Click the filter to turn on a row above all the
displayed columns. This can be used for filtering displayed
information.

Print - Click the printer icon to print a list of the data shown.

k| ¢y 985 Open Work Requests
<unfiltere <unfiltered = <unfilt <unfiltered = <unfiltered > <unfilterel<unfiltered = <unfiltered = <unfiltered%

WR # | Location | Gst | Guest Name | Description Status | Assigned To | Duration | DateOpened il
695970 1-3474 207 SINK IS CRACKED... + Hayes, KEVIN  449d 22:13 10/4/2010 1...
6895972 1-3382 207 SIMK IS CRACKED... Hayes, KEVIMN  449d 21:12 10/4/2010 1...
585973 1-3970 207 SIMK IS CRACKED... Hayes, KEVIN  449d 21:12 10/4/2010 1...
085975 14273 207 SIME IS CRACKED.,.. y Hayes, KEVIM  449d 21:00 10/4/2010 1...
6895977 1-4333 207 SIMK IS CRACKED... + Hayes, KEVIMN  449d 20:59 10/4/2010 1...
6895978 1-4470 207 SIMK IS CRACKED... o Hayes, KEVIMN  449d 20:58 10/4/2010 1...
595930 1-4435 207 SIMK IS CRACKED... " Hayes, KEVIN  449d 20:57 10/4/2010 1...
08645 3-1717 HSKP 164 BATHROOM CELLI.. + Perrry, PAIM... 417d 22:49 10/6/2010 1...
697375 3-1862 HSKP 164 BATHR.OOM CELLI... + errry, PAIM... 441d 19:02 10/9/2010 1...
698633 2-190 USHER. BARE 213 WALLPAPER. MEE. .. ,z'i‘l-, Perrry, PAIM... 435d 20:43 10/16/2010... -
4| | »

Type — By typing in the word you are
searching for, the list will be filtered

© Copyright Systems Associates, Inc

The Work Request List

Adjustable column widths - By
positioning the mouse on top of the
column divider, you will be able to
drag a column wider or smaller
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SynergyMMS: An Introduction

Employees Task Codes Locations Equiprnent: Codes Oukpuks Inspections Pocling
W 70 Current Task Code(s) (filtered)
24 LY <unfiltered=  <unfiltereds <unfiltered: <unfilbered:=
ask Code Category Description Issue Depk. Repair Dept. -
opz4 HWAC &/ electric heat replace contackor  Mone Eng -
oskz4 Sink. sink. Faucet install Mone Eng
624 Lights light out pool Mone Eng
0324 Telephone telephone house phone remove Mone Eng
0924 Qutlets/Switches  electrical dimmer switch replace Mone Eng
1024 Bathroom reskroom skall coat hook, Mone Eng
1124 Doors/'Windows — door bathroom door latch Mone Eng
1424 DoorsiWindows — window sill Mone Eng hd
The Task Code List

Filter — Click the filter to
turn on a row above all the
displayed columns.

Type- By typing in the word you are
searching for; the list will be filtered.

The Connections, Multi-Select tool

Within the Setup areas for Pooling, Escalation, Inspections along with Reports and Preventive Maintenance areas, we
use a screen to allow users to select multiple options easily. We have detailed this below.

These arrows control the order items are
In this tool we can move items between the “Not displayed by moving the selected item
Connected” and “Connected lists” up or down the list

Waork Deﬁniﬁnn] Questions fTasks] Schedule Connection |Gr0up ] Parts ]
PM Schedule - Ice Machine Annual

Y Not Connected

Name Type - ” MName Type

Boiler #5 Boiler . ICE MACHINE 9 ICE

CHILLER #1 Chiller Em ICE MACHINE 8 ICE

CHILLER. #2 Chiller ICE MACHIME 7 ICE g
Dryer #1 LALND w ICE MACHINE & ICE

Dryer £2 LAUND . ICE MACHINE 5 ICE a
Dryer #3 LALND ICE MACHINE 4 ICE

Elevator #1 ELEV m ICE MACHINE 3 ICE

Elevator £2 ELEV k ICE MACHINE 10 ICE

Move — Moves selected items between lists All - Moves all the items between lists

© Copyright Systems Associates, Inc 12|Page
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Chapter 2 SynergyMMS: Setup

Setup Basics
The Setup area of SynergyMMS holds the elements that make up the foundation of the application. Each of these
elements is grouped into a tab of information on the Setup form. Below is the layout of the Setup Form:

Currently selected tab Click the ‘Blue Funnel ‘to turn on filtering
Other tabs of Setup lists

Number of records in list

[ -2 pyn erg/Setup /
 /

Empioyees “Task Codes Locations Equipment Outputs Inspections Pooling Preferences
>N
¥ 137 Current Employee(s)
Last Name First Name Department Output
Able PATTIL FIM bbryant
admin admin eng Mone
alicia bonnet creek alicia HSKP kimemail 1
Allen Tom HSKP Mone 1
apple ANTOIMETTE HSKP Mane
apple ALRCRA HSKP Maone
apple Juan BELL ® Mone -

oyee Info ] Securi’ry] Files ]

General ] Personal ] Empl
Employee - appl:, Juan

[¥ Can Be Assigned Work

Mame (last, fiirst): |app|e . |Juan

Email: |Juan..~5.pple@.‘hotel.c0m Department: |2 ﬂ

Language: |Japanese ﬂ Trade: |BELL ﬂ

Employee|ID: |1234 Qutput: |None \ j

L3
k. | \ \\
Additional Emol Setup Editor Layout Darker blue shading
Iional eEmployee T
ploy indicates currently selected

information grouped into tabs

Blue color shows currently record

sorted column

Function buttons apply to
current record

@ Note: The tabs displayed at the top of the Setup are based on user rights; they may or may not display based on the
rights of the user.

© Copyright Systems Associates, Inc 13|Page



SynergyMMS: Setup

Function Buttons
The Function buttons at the bottom of the Setup Editor give you access to frequently used features:

Add - Press this button to add a new record. Pressing “Add” automatically saves the record you are on before
starting a new one. This is helpful when entering large numbers of records as it allows you to move from one to
the next with only one click.

Save — Saves the current record on which you are working.

Cancel — This will undo any changes you have made to the current record since it was last saved. When adding a
new record this button clears all the fields.

@® Note: SynergyMMS is configurable based on corporate requirements in some cases the “Add” button is not
displayed, or fields are not editable. For more information contact SAl or your vendor.

Right-Click Menu

The right-click menu allows users to access several other features if their user rights allow:

¥ 79 Current Employee(s)

Last Name First Nam

Ebert Paula

e o

Falcone S _ £ [ alberto
Duplicate

Fallon John

Farmer Jeffery

Fouts Sandra

Frank Bill

Right-Click Menu

Delete — This feature allows you to remove the currently selected record(s).

Duplicate — Here you can quickly copy the basic information of the selected record and use it to make a new
record. This feature is disabled if you have more than one record selected. Also, the name of the item must be
unique even if the underlying items are the same.

Apply Changes — This option is only available in the following areas of Setup:

=  Employees

= Task Codes

= Locations

=  Equipment

= |nspections

With this you can update common information in a group of selected records. This feature is only enabled if you
have more than one record selected.

@® Note: To multi-select; drag and hold down the left mouse button or use the Ctrl + Shift Keys.

@® Note: SynergyMMS is configurable based on corporate requirements in some cases the Right-Click Menu may not
allow all functions. For more information contact SAl or your vendor.
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Codes

Two pieces of information are needed for each Code: “Name” and “Description.” Codes are used throughout
SynergyMMS and form the building blocks from which many records in the application are created. Each of the several
types of codes are available by selecting the proper Type from the drop list in the Codes Title Bar. The code selected in
the will correspond to a drop-down menu somewhere in the program. The items listed in the grid view will be what is in
that drop-down item. Each of these codes are discussed below.

Number of records in the

current list

Currently selected record Select the type of Code list here

* Synergy Setup

A —
Employees Task Codes Locations Equipment Codes Outputs Inspections Cooling Preferences

e e — |
¥’ 38 Current Code(s) artments

Description
BILLING Billing Department
BUILDING Building Department
BUSN Business Department
COMM Communications Department
CONFS Conference Center Sales S
ENG Engineering Dept.
EXEC Executive
FD&BEY Food & Beverage new change
FIRE DEPT Fire Department
FRONT Front Office
GUEST Hotel's Registered Guest
HOSP Hospitality Dept
Hotl HotLine %

Name: IENG

Description: |Engineering Dept.

// \ Em (T e

/ Codes Tab layout

Details form allows editing of
Name and Description

Name of currently selected record in form title bar

e Name — This short name is displayed in drop lists throughout SynergyMMS and can have up to 25 characters.
This is the field that will display in the program and in the reports.

e Description — The Code’s description can have up to 100 characters.
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Aging

Aging codes differ from other codes in the way the Description is written. Each Aging code is a series of five periods of
time separated by a ‘forward slash’ (/). This allows SynergyMMS Aging Reports to display the number of Work Requests
that fall into each period. For example, an Aging code can be written to count Work Requests in following periods of
time: 15 minutes, 30 minutes, 45 minutes, 1 hour, and 3 hours. The Aging Report will total the number of Work Requests
within these periods of time based on the length of the time it took for each Work Request to be completed. The
grouping based on this example Aging code would be the number of Work Requests completed:

.in less than 15 minutes

. longer than 15 and less than 30 minutes

. longer than 30 minutes and less than 45 minutes
. longer than 45 minutes and less than one hour

. longer than 1 hour and less than 3 hours

. longer than 3 hours

AU WN -

DEMO FE W3 SynergyMMSs ¥ DEMO

Closed Work Requests By Assigned To
4792012 - 6/7/2012

»

4
35
il
_ 25
=
S
a [ Ava. Minui=
. 1 Tl Cale
. £ = ' ¥ '
= Ll
a =
H 5 L
[}
Aesigred T
Ta 15 Min 3 M 45 Min 640 M 2 Hi = 2 Hi Total ) Avg Mins - 16-30 =30 o Giest Calls
ek wend, Kirm a a 1 a L] a 1 1% r 0P (1LY 1001 LPe
Larwa, 1 2 3 3 a 4 a 12 ESP% k| 167% 250 kY 57V
Mok Assioned 1 a a a a a 1 71% _ 100, [l [l LT
Total 3 3 4 1] 4 1] 14 100000 rad
Feport Filter: Warked on from 48973012 ko 6772012 And Ts Guest=Arry Aod WRPM=WR And Seatus =Cesed
BJ712012 1:59 PM By Azzigned To Pagalofl

@ Note: While the Description can record five timeframes within each Aging code, the Aging report displays six periods
of time in total. The sixth period includes all Work Requests that took longer to complete than the fifth (last) period of
time.
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As noted earlier, the Description of the Aging code is written in a specific manner: each period is made up of a number
and a unit of time; for example, 15 minutes. A letter, such as ‘M’ for minutes, is used to represent each unit of time. The
allowable units of time are as follows:

e M = Minutes
e H=Hours

e D=Days

e W =Weeks

@ Note: There is no unit for Months and Years. To simulate these time periods, use the “Weeks” unit; Ex., 4 weeks for
one month and 52 weeks for one year.

Code - 15min -3 hr

Name: |15 min - 3 hr

Description: |15 min J 30min/4Sminf 1 hr /3 hr

Example Aging Code

The forward slash (/) separates each period of time. While only the first letter of the time unit is needed in the
Description, the full word or an abbreviation can be used to make the code easier to read. Each of the following
examples is a valid Aging code:

e 15 minutes / 30 minutes / 45 minutes / 1 hour / 3 hours
e 15mins/30mins/45mins/1hr/3hrs
e 15M/30M/45M/1H/3H

Accounts

The “Accounts” tab is used for the various accounts that may receive invoices and is used in the
Inventory/Costing module.

Completion Code

The Completion Code is used to record the several reasons for completing a Work Request.
Contact your SynergyMMS Vendor or Support to configure this to prompt the user during completion, closing or both.

Example: Your hotel may call the guest back after a Work Request is completed, but before the Work Request is closed.
You can mark the WR using the completion code “Called Guest” for tracking that the guest has been contacted and is
satisfied with the work completed.

Departments

The Department Code is used to group employees, tasks, equipment, etc. together based on how they should be
grouped for easy review. This Code helps divide areas of responsibility and is important to sharing information with your
team in SynergyMMS. This is also used for Pooling and Escalation grouping.
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Trades

The Trades Code is used to group work by profession. This is useful when using pooling to auto-dispatch work requests.
Trades are also used in reporting features to group/filter the Work Requests.

Example: Electrical, HVAC, Plumbing.

Inventory Types
This Code is used to group several types of inventory items for reporting purposes.

Equipment Types
This Code is used to group several types of equipment for reporting purposes. Equipment Types can also be useful when
creating your Preventative maintenance schedules.

User Defined fields

These three fields can be used to create customized Codes. These fields default as User Defined 1, User Defined 2, and
User Defined 3. These Codes can be used to represent different renovation projects or record guest compensation. They
can allow for many ways of grouping of work requests for reporting purposes.

Room Type

This Code is used in the Locations list for added reporting and filtering capabilities. It represents major types of locations,
such as guestrooms, corridors, public areas, and back-of-the-house locations.

Units

This Code is used for units of measure (pounds, inches, meters, liters) in the Inventory/Costing.

Loyalties

This Code is used with PerfectRoom (add-on module) to code the preferred guest code based on the PMS.

Time to Check-In

This Code is used with PerfectRoom (add-on module) to code times before check-in.

Room Layout

This Code is used with PerfectRoom (add-on module) to define the room layouts.

Zones
This Code is used with PerfectRoom (add-on module). Rooms and Employees are assigned Zones.
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Employees

The Employee List is used to store information pertinent to each individual employee. Here you can add, delete, or edit
employees, or simply review the list. The information in this list will be used in the Work Request, Preventive
Maintenance, and Task Code areas of the program.

@® Note: SynergyMMS is configurable based on corporate requirements in some cases the Add button is not displayed,
or fields are not editable. For more information contact SAl or your vendor.

Sorted by Last Name
|
-~ Syn%rgy Setup El |

P

Emplwees  Task Codes Locations Equipment Qutputs Inspections Pooling Preferences

} 137 Current Employee(s)

First Name Department Output
Allen Tom HSKP Mone —
apple ANTOIMETTE HSKP AG Tablet Me
apple ALRORA HSKP Mone N
apple Juan BELL 02 mech gat :
apple LAI PING HSKP Mone |
apple MARCIANO FAC Mane
apple MELVIN HSKP Mone -

General ] Personal ] Employee Info ] Security] Files ]

Employee - apple, Juan
|v Can Be Assigned Work |¢ Can Be MOD
MName (last, first): |a|:-|:-|e s |Juan
Email: |Juan..~5.pple@hote|.com Department: |BELL j
Language: |Japanese ﬂ Trade: |BELL j
Employee ID: |9516 Output: | 02 mech gat j

(Pl I T i, § 10 alicical |

Employees with General Tab Displayed
Employee name appears

on each tab
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General Tab
The General Tab holds the basic information about the employee. It has the required fields, Last and First Name, as well
as the recommended field of Department.

Name — The employee’s last and first name. The last name field can hold 30 characters while the first name field
holds 20. The last name is a required field. (May be disabled due to corporate requirements.)

Email — The employee’s email address. This address is used for Email Report Schedules. (May be disabled due to
corporate requirements.)

Language — The employee’s native language, used with the desktop and SynergyMMS Enterprise Voice.
Currently supported languages for EnterpriseVoice are Arabic, Bosnian, Chinese, Creole, English, German, Greek,
Japanese, French, Polish, Portuguese, Slovakian, Spanish, Russian and Tagalog.

= Currently supported languages for the desktop are Chinese, Chinese Traditional, English, Spanish,
French.

=  Currently supported languages for SynergyMobile are English, Spanish, French.
= Currently supported languages for PerfectRoom are English, Spanish, French.

Employee ID —This number is used when accessing SynergyMMS Enterprise Voice interface. It must be numbers
—no letters or other characters allowed. No two employees can have the same Employee ID. This number
cannot start with a zero.

o The Employee ID can also be used as the login for the desktop and mobile interfaces.

Department — The employee’s department can determine which records an employee can see and update. This
field is required if a user is assigned department rights for any areas.

Trade — The employee’s trade.

Output — This is the main device used by an employee to receive Work Request dispatches.
o If an output is listed in only one employee record when that device Accepts (see Dispatching) a work
request, that employee’s name will automatically be listed in the Assigned To field of that work request.
The employee must have ‘can be assigned work’ checked for the assignment to work.
i Note: See “Claim Function” in the mobile app.

Can Be Assigned Work — If checked, the employee’s name will appear in the drop list for Assigned To field of
Work Requests; required if employee is responsible for performing tasks in Work Requests.

Can Be MOD - If checked, the employee’s name will appear in the Escalation tab of Pooling. An employee set as
MOD must also have an Output or must claim an output to get messages. This allows the individual to receive
escalated work request dispatches from SynergyMMS.
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Personal Tab

The Personal Tab holds the employee’s personal contact information. All fields on this tab are optional and provided for
convenience.

General Personal ]Employeelnfol Securily] Files ]

Employee - Farmer, Jeffery

Address: ISDU Lehman Ave Phone: {(419) 354-3900
IBowling Green, OH 43402 SS Number: (
| Birth Date: |10/ 7/1972 |

Comments: | second shift

Employees Personal Tab

e Address — Three fields provided for the employee’s home address.

e Phone — This field can be used for either the employee’s home or work phone number.

eSS Number — The employee’s Social Security number.

e Birth Date — The employee’s birth date; clicking the drop list will display a calendar date selector.

e Comments — An area to record comments regarding the employee.

Employee Info Tab

The Employee Info Tab contains information that relates to certain aspects of Work Requests. The information stored on
this tab is considered optional depending on what other aspects of SynergyMMS are in use.

Geneml] Personal Employes Info lSecurity] Files l

Employee - Armstrong, George
Hire Date: | 3/16/2017 j Regular Pay Rate: £15,00
Review Date: | 3/15/2017 ~| Over Time Pay Rate: $20.00
Zone: |None =] Special Pay Rate: §25.00
Max Hours Per Week: 40,00

Employee Info Tab

o Hire Date — Date employee was hired; clicking the drop list will display a calendar date selector.

o Review Date — Date of employee’s next performance review; clicking the drop list will display a calendar
date selector.
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e Zone - If PerfectRoom (add-on module) is enabled this field will show. It provides the means to assign a
Zone of locations to a GRA in the PerfectRoom module.

e Regular Pay Rate — Employee’s regular hourly rate of pay.
e Overtime Pay Rate — Employee’s overtime hourly rate of pay.
e Special Pay Rate — Employee’s special hourly rate of pay.

e Max Credits (or Max Hours in Planning and Scheduling) - If PerfectRoom (add-on module) is enabled this
field will show. It sets the Maximum credits of work an employee can do.

@ Note: The rates assigned are used in conjunction with the Costing Module of SynergyMMS to calculate work request
cost.

Security Tab

The Security Tab is used to define the level of access the employee has to the various areas of SynergyMMS. The Login,
Password and Can Connect fields must be completed if the employee is expected to login and use the SynergyMMS
application. Security can be limited or allowed at the various function levels for each area of SynergyMMS.

Select Security Right on left and apply Access

Required to Login to
Level with radio buttons on right

application

Geneml] Perso all Employee Info  Secunity | Files

Employee - bbryant,

Security Right Access Level /:‘ Access Levels

[=] ‘work Request Rights  None
View Work Reguests Department
Edit \wlork Requests Department (" User
Delete Work Reguests Department (+ Department
Complete ‘Work Reguests Department
| = =L = | ﬁ " Admin

L] 3

|

l
Collapse or expand the Security
areas like Grouping Headers

Employee Security Tab

e Login — Employee’s login name; this is required to log into SynergyMMS (not case sensitive) and must be
unique. (May be disabled due to corporate requirements.)

e Password — Employee’s password; required for logging in (is case sensitive).
e Can Connect — Turns an Employee’s access to SynergyMMS off.

=  When this box is unchecked, an Employee is not able to login. However, they do still get reports.
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e Security Right — List of all security rights within SynergyMMS. Security rights are grouped into areas like
those listed in the Toolbox. Security right groupings include Work Request, Employee Setup, PM Rights,
System Setup, Inventory and PerfectRoom (add-on module).

@® Note: Security rights must be set for GRAs prior to updating the employee info Zone and Max
credits. When a GRA/Supervisor user that has, Room Rush right set to User, the Room Rush button
will now appear in PR mobile.

e Access Level — Determines which records an employee can affect with the listed feature.

O

O

None - With this access level, the employee can NOT affect records using that feature.

User - With this access level, the employee can affect records for that area that have been ‘Assigned
To’ or ‘Issued By’ that employee.

Department - With an access level of “Department,” the user can affect records for that area that
have been ‘Assigned To’ or ‘Issued By’ the Department of the person logged in.

Admin - With an access level of “Admin,” the user can affect records for that area that have been
‘Assigned To’ or Issued By anyone regardless of Department.

Security Rights can be set by one of the two following methods:

To assign the same Access Level to all Security Rights in one area of SynergyMMS:

1. Click the Security Right Grouping Header

Goneesl | Persoral | Emplopon Infa  Secuily | Fies |

Login: [brne Fmd:l ----- ¥ Can Conmect
- Access Lewel Access Levets
C:EI itk Flsquest Rights £ Mone
T T Dipatroct ot
Eclt Wik, Rosquests Dreptrrent —t
Dieede Work Reguests Drepartment & Department
Complete Wk, Fequetts Drepatmment -v| -
1] |

2. Click the radio button of the desired Access Level

To assign an Access Level to one Security Right:

1. Click the Security Right

General] Personal] Emplayee Info Security l Files ]

Employee - Jones, Bob
Login: |bj0nes Password: [+ [¥ Can Connect

Access Levels

Security Right Access Level
wiork Request Rights # None
Wiew 'Work Fequests Department
| BT EqUEsts Department " User
< Drelete ‘Work Fequests Mone > {" Department
W_ Department

= " Admin
4| | LIJ

2. Click the radio button of the desired Access Level
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@® Note: Employee Login name and Employee ID must be unique among all employees listed in SynergyMMS.

@ Note: If Login name matches user’s network or desktop login name then SynergyMMS will bypass the login screen
and launch the MAP directly.

@ Note: Most users will need to at least have user rights to Work Request.
@ Note: Employees with Complete and Close rights for Work Request must also have View and Edit rights.

@® Note: Employee View Details right, allows user to see the other tabs (Personal, Employee info, Security, Files and
PerfectRoom) for the selected employee.

@ Note: If an Employee’s rights for work request reports is removed or can connect is unchecked and that employee
had reports setup to email, they will no longer be sent.

@ Note: If an Employee has override pooling and is using Enterprise Voice to create a WR where the Task code has a
predefined output, the WR will go to the output not the Pool.

@ Note: All areas where a login is required follow the employee’s rights. Example: SynergyMMS Enterprise Voice, and
mobile apps.

@ Note: In PerfectRoom, an employee should not be a GRA and Supervisor. They should only have rights set for one of
these.

Files Tab

The Files tab allows you to connect specific files such as manuals or pictures to an employee in SynergyMMS.

@ Note: Attached files are limited by default to 16M per file. Any type of file can be attached. There is no limit to the
number of files you can connect to a given item.

You can connect already uploaded files
and move them to the Connected list.

General ] Personal ] Employee Info ] Securty Files
Employee - apple, ALEX

Not Connected ! 7 I

Hame Name

tm Phones_nextelTitanium. PG

Lo
Al 1|

@ Note: Deleted Employees are removed from all reports automatically when you delete them
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Equipment

The Equipment List stores pertinent information about Equipment in your facility. These items are stored in the program
for use in Work Request and Preventive Maintenance Schedules. This area also provides easy access to considerable
information that can be collected on each piece of Equipment.

ity
Ly

Employees Task Codes Locations Equipment Codes Qutputs Inspections Pooling Preferences

Y 71 Piece(s) of Equipment

Name Department Location Type -
10102 equipl Mone 10102 Mone
10102 equip2 MNone 10102 Mone
ARIENS WAW34 #1 MAIN OC Cart Barn Mone
BLUEEIRD AERATOR %1 MAIN OC Cart Barn Mone
BOILER BWH-1(LAUNDRY) MAIN OC Laundry Work Area Mone
CHAR BROILER. MAIN CH Bistro Kitchen Mone
CIRCULATING PUMP #Af9 MAIN Maone Mone
CIECHI ATTMNG PLIMP£11 MATMN MNone MNone hal

General l Serves ] Data Sheets ] Files ]

Equipment - 10102 equipl

Name: |ID 102 equipl Department: |N0ne ﬂ
Manufacturer: | Location: |1D 102 ﬂ
Model: | Type: |N0ne ﬂ
sSerial: | CIQ Alias:
Date Installed: | 2/15/2017 - Useful Life: | 0 E|:
Warranty Date: | 2/15/2017 - Voice Num: DEl: Barcode:

Equipment with General Tab

General Tab
The General Tab holds the basic information regarding a piece of Equipment. The only required field for this tab is
Equipment Name. All other fields are optional and provided for convenience.

e Name - Equipment name; must be unique within SynergyMMS, required field.

e Manufacturer — Equipment’s manufacturer.

e Model — Equipment’s model.

e Serial - Equipment’s serial number.

e Date Installed — Date equipment was installed, click drop list to display date selector.

e Warranty Date — Date equipment warranty expires, click drop list to display date selector.
e Department — Department responsible for maintaining selected equipment.

e Voice Number — Equipment ID for Enterprise Voice initiated work requests relative to a piece of equipment.
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e Location — Location of selected equipment.
e Type — Equipment type, used in reporting.
e ClQ Alias — SAI's Energy Management System CIQ point alias. See Index — ‘Interfacing with ControllQ’

e Bar Code — Used in conjunction with the add-on Mobile Module of SynergyMMS. Bar Codes should be
numeric for ease of use, but alpha (letters) is case sensitive. Barcodes can also be used with Scan to Start

e Useful Life — Number of years that the equipment is expected to last.

Inspections

The Inspections list provides users with groups of Inspection questions that can be answered using the add-on modules
SynergyMobile (Legacy) or the apps for iOS or Android.

@ Note: The basic functionality of Inspections can be utilized within PM Schedules, Work Request and PerfectRoom
(add-on module). Full functionality of Inspections requires the SynergyMobile, iOS or Android app add-on module.

Use the drop-down to switch between Inspections and Inspection Items

.= Synergy Setup = = 2

Locations Equipment Codes gty i Poaling Preferences

Employees Task Codes

¥ 12 Current Inspection(s)

Name Drescription Department Type il
AHU Qly AHU Quarterly Inspection Chedklist ENG FM

Banguets Banguets ENG Stoplight

Equip Equip Walk thru ENG FM

Hskp Hskp Room Insp H5KP- EM

Kims Room kKims Room PM Mone PM T
MODNTMGR.2 MOD MNight Manager walk thru HSKP EM

nogmarknsp inspection with no question marks in the items Mone EM

Banne Ranne ENG Banne hd

Inspections | Connections |

Inspection - Bangquets

Name: |Banquets Category: None -
Description: | Banguets -
Department: |ENG j Trade: |None j
Type: |513:||:|Iight j Bar Code: |

tmlmlﬂ

Inspections List with Inspections Tab

This field’s information depends on the Inspection Type
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Inspections Tab

The Inspections Tab holds the basic information for the Inspections. Required fields are Name and Type.
e Name — Name of inspection, required field.

e Category — Used for filtering purposes.

e Description — Description of inspection.

o Department — Department responsible for performing inspection.

e Type — Inspection type:

o PM: Preventative maintenance inspection checklist for rooms and/or equipment, also generate work
requests for failed items

o Punch List/Snag: Only inspection type that is repetitive; captures defects for renovations or new
construction projects

= Questions marked Red where a WR is crated require a Defect Type.

= Question marked Red without a WR being created will show X but since no WR is created no defect
type is set.

o Score: Each question/item is worth points
o Range: Reading recordings; a work request will generate if value is out of set range
= ATask can be included at the question level and then the created WR will use that task.
= If no Task is included, then the WR will create with notes.
o Stoplight: “Good,” “Fair,” and “Fail” options. “Fail” will create a new work request for that item
o GRA (PerfectRoom): performance review inspection for GRAs awarded in percentages
o Trade — Trade within department responsible for performing inspection.

Barcode — Barcode number associated with selected Inspection.
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Connections Tab
The Inspections Connection Tab displays the Inspection Items associated with this inspection. Inspection items are the
individual questions or points that make up an Inspection. They are connected to the selected Inspection through this

interface.
Moves selected item from Moves selected item from Not
Connected list into the Not Connected list into the
Connected list Connected list
Inspections Connections
} Not Connected Connected
Question Question
Adjust fine tuning if necessary AIC unit {(Check operation) @
Phones Thermostat (secure and functioning) =
Check dialing instructions | labels Filters and grills clean a
Check all service keys condensate Water drain {clean)
Hallway { Bedroom Door '\N%any defects
—~
Moves all items from Inspections Connections Tab Moves all items from Not
Connected list into the Not Connected list into the
Connected list Connected list

@ Note: Only Inspection Items of the proper type will be displayed in the Connected and Not Connected lists.
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Inspection Items

The Inspection Items list allows users to input specific questions or items to be reviewed. This allows for an easy
interface on the devices. As the Inspection is completed on the device, a work request may be automatically generated
based on the type of inspection, each question, and the related Task Code based on Keywords. These items are collected
into an Inspection using the Connection Tab discussed in the previous section.

Use drop list to switch between Inspections and Inspection Items

-

-z Synergy Setup =ANEy X

Task Codes

Employees Locations Equipment Codes Outpuiz

} 32 Current Inspection Item(s)

Item Department Type -l
hangers MNone PM

hinges MNaong PM —
IS ALL AMENMITY PRESENT AMD IN GOOD CONDITION? HSKP PM

IS ALL BEDROOM AMENITY PRESENT AND IN GOOD COMDITIOIN? MNone PM

IS ALL CLOSET AMENITY PRESENT AND IN GOOD COMDITION? eng PM

IS ARMOIRE CLEAN AND FREE FROM DUST? HSKP PM

IS BATHROOM CEILING SPOT AND HAIR. FREE? HSKP PM

15 BATHROOCM DOGRE AND DOOR FRAMES C| FAM? HSKP P h
ftem l

Inspection Item - hangers

Item: | hangers -
Department: |None ﬂ Trade: |None j
Type: |PM ﬂ Ke\rword:|

FAdd M Sae O

Inspection Items
This field’s information

depends on the Inspection Type

= [/tem— Description of inspection item.

=  Department— Department responsible for performing inspection.

=  Type— Inspection item type, required field.

=  Trade— Trade within department responsible for performing inspection.

=  Range/Task Code—In Range inspection items, this is where the acceptable range for a reading
should be recorded. Then the task code associated with the item when the reading falls outside the
range.
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=  Keyword - If the key matches a task code, then the proper task code will automatically populate into
the work request created by the inspection. It can also be used to limit the list of suitable Task Codes
for this Inspection ltem.

= For example: the word ‘sink” will list all Task Codes which include that word in their description.
Keyword will appear for Preventive Maintenance (PM), Snagging, and Stoplight type Inspection
ltems.

Locations

The Locations List is used to store unique identifiers for each room or location in a facility. This list allows for easy data
entry within Work Requests, Preventive Maintenance, and Equipment. Any room to be used within the Work Request,
Preventive Maintenance or Equipment areas must be entered in the Locations List first.

@® Note: SynergyMMS is configurable based on corporate requirements in some cases the Add button is not displayed,
or fields are not editable. For more information, contact SAl or your vendor.

+* Synergy Setup = =

Equipment

Locations

¥ 413 Current Location{s)

Location Room Type Building Floor =
1001 GLUESTROOM C house 1
1002 GUESTROGM C house 1
1003 GLUESTROOM C house 1
1004 GUESTROCM C house 1
1005 GUESTROOM C house 1
1006 GLESTROOM C house 1
1007 GUESTROGM C house 1
1005 GUESTROOM C house 1
1009 GUESTROCM C house 1
1010 GUESTROGM C house 1
1011 GLUESTROOM C house 1
1012 GUESTROGM C house 1
1013 GLUESTROOM C house 1
1014 GLESTROOM C house 1
1015 GUESTROGM C house 1 -

Location: [1003 Room Type: [GUESTROCM S
Floor: |1 Building: [C house Room Layout: [Executive Room -
Riser: Max. Grade: [100 Owner / Dept: [Hiane -

Architectural Space: \ Yoice Num: 1006 E|:
Sort Order: 0=
Barcode:

Notes:

-

ey

Locations

e Location — Location name must be unique, and the field is required, 50 Characters allowed.
o If you will be interfaced to a PMS the room names and numbers must match.
o Adding a preceding 0 will affect the Matrix report, so that it does not show correctly.
e Room Type — Location type. Defined in Setup / Codes / Room Types.
e Floor — Floor of the building the location is found on. Can be letters or numbers.

e Building — Building the location is found within.
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e Room Layout — Style of room (PerfectRoom).
e Riser — Enter the plumbing/HVAC riser for the riser matrix report.

e Max. Grade — Maximum grade location can achieve, used in Room Rating report. Not a field that flows to 3™
party software.

e Architectural Space — Location’s name per building drawings.
e Owner / Dept — Allows grouping of rooms in reports by ownership.
e Notes - This can be used for notes regarding this space.

e Voice Num — ID number used when referring to selected Location using SynergyMMS Enterprise Voice interface.
Must be numeric, no letters or other characters.

o SAl suggests using the phone extension for non-numeric rooms.
e Sort Order — Numeric order for sorting location in all drop list displays.

e Bar Code — Reference for use with barcode scanner used in SynergyMobile.

More Tab
= Zone - If PerfectRoom (add-on module) is enabled this field will show. It provides the means to
assign a Zone for locations so that the auto assignment calculation can run. See PerfectRoom
General Filez ]
Zone: [C1 -
section for more details.
Files Tab

The Files tab allows you to connect specific files such as pictures of the location, to a location in SynergyMMS.

General ] More  §

Location - 1001

@® Note: Attached files are limited by default to 16M per file. Any type of file can be attached. There is no limit to the
number of files you can connect to a given item.

© Copyright Systems Associates, Inc 31|Page



Outputs

SynergyMMS: Setup

This List contains the Output Devices available within SynergyMMS. An Output Device is any device to which
SynergyMMS can send a work request. These devices include Printers, E-mail addresses, and Push (In app notification
see i0S, Android). All Output Devices entered here are available throughout SynergyMMS.

~
-7 Synergy Setup = | E |
Employees Task Codes Laocations Equipment Codes Qutputs Inspections Pooling Preferences
Y 70 Current Output(s)
Name Details Type | =
02 mech gat 416725@txt.bell.ca Email
3ENG. #(362) Mone
4ENG. (MAL) 40859218 @messaging nextel.com Email —
5 RODRIGO MNone
SENG. (MAL) 4087 @messaging.nextel. com Email
AG Tablet Me 40877 @messaging.nextel.com Email
Alcatel 340@3q..at Email
bbryant bbryant@saicorporate. com Email
Bea SDu@saicorporate. com Email
Bob None
Brian Mone
COBS 101 101@gmail.com Email
COBS 102 102@gmail.com Email
COBS 103 103@gmail.com Email -
Output - Bob
Name: |Bob Type: |Mone hd

Output Devices

Name — Output name, must be unique; required field.

e Type — Output type, required field. Additional fields may display dependent on the ‘type’ of output selected.

Email — Displays email addresses from the employees list in the Email field, or you can add an email
address as needed.

Printer — If selected, printers currently installed on your workstation will display in the Printer field.

Push — Automatically created when a person logs in from an iOS or an Android device through the app.

@ Note: SynergyMMS can send a message to any device that can receive an email, or email as a text message. The
reply process is different based on the provider. Some devices allow for a simple reply of 1 (accept), 2(reject) or
3(complete). SynergyMMS can also send a link in the message that can be used on smart phones to reply.

@ Note: SynergyMMS sends email and push type messages, not SMS. There are several devices and providers in the
marketplace that allow for a 3™ party interface or software to translate SynergyMMS email into an understandable form
for a device. Example of this would be certain digital radios. Contact SAIl or your vendor for more details if you have a
device that does not allow for email or push.
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1420296 (Mora)

1 ¢ YT AVOET- TR W] P1@2314 (WR3119) -GST
I 'I w1205 l:.‘f-\ R142 ‘J.._J'-‘!'] TV Mo Mygr, 1134 - Phone no dial
Working - TV no funciona

tone

1. Accept
Accept L) Reject 2. Reject
L TN Lkay 1 T NI VL L35 ] 3. Complete

Ry —q 4. Start
>

sxe o 5. Stop

Message:: P1@11205(WR1429296): TV

Attached Files: Not Working - TV no funciona MSG/ALERT OPTIONS
e :
OK
Add

EXAMPLE DISPATCH
DISPLAYED ON A TEXT
(SMS) DEVICE

EXAMPLE DISPATCH DISPLAYED ON A PUSH-TYPE DEVICE

B WR# 1722 - Message [Plain Text)

i Fle Edt Wiew Insert Formab  Tools  Actions  Help

teply | GRephtonl ot |4 |3 ¥ (S X |- -8 G o

Click here to turn on links. To help prot ity, links are turned off in this
From: synergymms@saicorporate, com Sent:  Wed 8/16/2006 10:45 AM
Ta: KCHEATWOOD@saicorparate. com

Ce
Subjeck:  WR# 1722

LINE http:/7f198.30.19.42/MM3Enterprise/Corporatell/er.aspx?w=552&p=2
@ NEWHMAN: None in closet

EXAMPLE DISPATCH SENT VIA EMAIL
User initiated printing

Here is an example of the basic steps SynergyMMS goes through when a user tries to Dispatch a Work Request to a
printer.

1. User clicks Dispatch button and is prompted for a predefined output. (Setup / Outputs)
2. User selects predefined Output “Eng Printer” which is of a type of printer and has the long name “Engineering”

a. SynergyMMS looks at available printers on the workstation and if it finds a printer named “Engineering”
in the Printers and Faxes setup the work request is printed.

b. If an exact match is not found on the workstation, then SynergyMMS looks for the closest match.

Example: A printer name “Engineering HP860"” exists in the Printers and Faxes setup. SynergyMMS will
print the work request to this printer because it contains the “Engineering” name.

c. If no default printer exists at the server, the printing process fails, and no Work request are printed.

@ Note: Auto Printing is currently not available in SynergyMMS.
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Pooling

Pooling allows a property to completely automate the dispatch and escalation process of SynergyMMS. The difference
between dispatching work requests to a specific output and letting the Pools control the dispatch is that Pools are set up
with specific rules that can send to one or multiple outputs.

The goal of Pooling is to automate all sizes of properties and how they need to disperse and escalate work without
having to think through the process or know who is on call currently.

Pools are a collection of business rules that determine where a work request should be sent once it is dispatched. Pools
can be defined for a specific trade or departments, guest or non-guest work, specific time of day, and day of week, as
well as defined locations or areas of the property.

See Preferences for turning Pooling and Escalation on.
Pooling is a powerful part of SynergyMMS.
Pooling encompasses:
» Days, times to be active.
» Type of WR to be included Guest, Non-Guest, PM.
®Note: PM’s generated using PM on Demand do follow the pooling rules.
» Evaluation of the Trade Pool and the Department Pools.
» Users can override a pool to force the WR to go to a specific device.
» “Claim” / “Un-claim” allows users to activate or deactivate the device that is defined in the pool.
e logging into the app “Claims,” Logging out “Un-claims”
e Email process (See How to Claim via Email)

> Escalation is also defined in a Pool and can be tiered based on the needs and wants of a property.
- .= Synergy Setup =Nnc ﬂh‘

Show Pools by Pool

Employees Task Codes Locations Equipment Codes Qutputs Inspections Pooling Preferences
: name, Output and
Y 3 Dispatch Pool(s)
Pool Hame Group Type i i MOD fOl‘ escalatlon-
Engineering daily calls Dept.
Trade ofd .
Plumbing Trade PLUM 08:00 16:00 02 Allows users to eaS||y
see where an output
| \ ’ is or the pools in
Details ]Oulpuls} LUDEUUFISI Escalaiiunl . og s _ =
| which it is included.
Pool Name: |P|umt:ir|g
‘Work Type Dispatch Group
[ Sunday + Trade ’—Ll
¥ Monday ¥ Guest [ Internal [ PM @ Trade ( Dept. |PLUM
¥ Tuesday
00:00 24:00 48:00

v Wednesday
¥ Thursday ‘ i ‘
¥ Friday i

[ saturday

On Time: [08:00 Off Time: |16:00 Dispatch Interval: |0 1 min
ey (apy ey

Pool Details Tab
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In the image above, the ‘Plumbing’ Pool is defined to dispatch to the appropriate outputs any work requests created in
SynergyMMS from Monday through Friday, between 7:00am and 4:00pm, regardless of its status as a guest call or
which has been assigned to the trade of PLUM. Pools can be defined for a specific set of circumstances.

Movement between the devices in a Pool is controlled by the time set in the Dispatch Interval field on the Detail form.

Details Outputs I Locations |

Y Not Connected Connected

Name Type - Name Type Active Order

5 Push ‘m Darryl 2-Way v + Cascade
501 Push Steve 2-Way v " Balance
ArjunEmail Email m’ george Push I ey
astark Push _ _ Matt Push v

ATLBUCK 2-Way m g
att 2-Way

ATT1 Email “j a
m—— =~ = v

Pools Outputs Tab

There are a few ways for the Pooling to manage the distribution of work:

Cascade Mode — In this mode SynergyMMS always sends the work to the connected devices in the order they appear in
the connections list. Devices in the list can be reordered by selecting one device and then moving it up or down in the
list with the arrow keys on the right. Device number one gets all of the work first, and if it is rejected or SynergyMMS
does not receive a reply before the Dispatch Interval, the Pooling application will send to the next device in line. This
type of scenario is good for a smaller property with fewer calls or where a Lead Technician is involved.

Balance Mode — In balance mode, SynergyMMS can actually help evenly distribute the work between outputs of the
pool automatically. When a work request comes into SynergyMMS, it looks up the current workload assigned to each
device by calculating the ECT (Estimated Completion Time) for each work request currently accepted by that device.
Once totaled, SynergyMMS then sends the work to the output of the pool with the least amount of work currently
assigned. This serves to ensure the work is distributed as evenly as possible and works well in busy hotels. Dispatch
Interval should be set to avoid sending to both at the same time.

Circular Mode —In this mode, SynergyMMS keeps track of who the last work request was sent to and sends the next
work request to the next output on the “connected” list. This evenly distributes work based on the number of calls
among employees regardless of work request acceptance. This “round-robin” style will sequence through the outputs
where each person takes an equal share of work in turn.

@ Note: When using Circular Mode, escalation requires an MOD to be in the pool. Otherwise, messages will not be
automatically dispatched.

The following option for dispatching is not recommended.

Broadcast Alerts - Pooling also allows for broadcasting work to a series of devices all at once. This is useful when dealing
with particularly important or urgent issues. However broadcast alerts are not recommended for routine guest calls as
this can lead to confusion making it unclear who is to do the work. Broadcasting alerts is easily accomplished by
establishing the pool, assigning the criteria such as trade and schedule and then simply setting the Dispatch Interval to
‘0.
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Setting the dispatch interval to ‘0’ means there is no delay between dispatching to the devices in the pool thus they will
all be sent the message at the same time.

@ Note: Since SynergyMMS could send the message to many outputs, if an output tries to accept the work after it has
already been accepted, they will get a message from SynergyMMS on their device.

@ Note: A dispatch can be cancelled. This stops delivery of the WR to any other outputs. This also stops the escalation.
This can be done by right clicking the WR and then choosing Dispatch / Cancel Dispatch.

Claiming or Un-Claiming a Device

The process of Claiming or Un-Claiming a device provides a straightforward way to allow a user to activate or deactivate
a device in a pool and make it theirs for the shift.

This will allow SynergyMMS to know who has a device for assignment of jobs as well as which devices are claimed and
active in the pool. Notice the checkmark in the Claimed device. This also applies to MOD’s and Escalation.

Marme Type Ackive Not Active
G | Push & t,/
746701 Push ECD Push o
ale Push ; Jeff Push r ACtive
dimi Push james Push r ‘//
o |- 1
doug Push Luis Fush v
cardoso Push —Am galvao Push 3
Irobur Push
Chud . il i

SynergyMMS allows for a couple separate ways to connect a device to a person and make it active. The preferred way is
by using the app (more is detailed in the Mobile App section).

eeeec Verizon LTE  10:58 AM 73 . i eseec Verizon LTE  10:58 AM 21 U
Once logged into the app, you are able to
Claimed Status: ( JE3 “Un-claim” yourself. This will make the Claimed Status:
—— 51 device not active in the pool. astagex G5T

0 message. No message.

You can still force a WR to this output while
it is in the not active state.

The following details the Email process for this.

The Claim / Un-claim process works from any email type device that is in SynergyMMS as an output and can send or
accept email.

A special Contact email address is set up for the property by SAl. This address should then be saved on the device as a
contact for easy access.

@ Note: If the property is in ‘Pooling’ mode and a device is in the unclaimed state, the work request will not be
delivered to that device.
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i Note: Regardless of the mode SynergyMMS is in if an output is set in more than one employee’s profile the work
request will be delivered to the output, but when the output device accepts or completes SynergyMMS will not trigger
the update of the assigned to field because the output device is not claimed by one employee only.

At the start of a team member’s shift, they should Claim their device

Email process: PropertylD@synergymms.net - provided by SAI

To: SynergyMMS

Message: 6 12345

SEND CANCEL

Claiming an Output Device

How to Claim via Email

6 (space) employee number to claim a device.

For instance, employee number 12345 would send an e-mail to PropertylD@synergymms.net, it would simply say 6
12345.

When the team member is done with the shift or when they go on break or for lunch, they will send another e-mail to
the same address, preceded by the number 7 (example 7 12345). This will un-claim the device. This makes it so work will
not be delivered to the device.

Claim = 6 (space) employee number
Un-claim = 7 (space) employee number
Start / Stop

Start / Stop (See Work Request area) process works in combination with the Claim / Un-claim function as a device must
be claimed before it can Start or Stop recording a time on a WR.

Locations
Along with the ability to set up Pools that
are for specific trades, departments,
schedules, and guest/internal requests, you
can also take each Pool a step further by
assigning locations to a pool. This way you
can have a pool that only receives work for a
“Tower 1”, guest rooms, or certain floors
allowing staff members to focus in an area

© Copyright Systems Associates, Inc rather than waste time traveling across a >age
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Hunner &, Itade UMK, S0 1540 | i -
| »
Datals | Dutputs ~ Locations ]
Pool - HSKP Runner AM M-F FL 1-4 all Locations Connected
Y Not Connected
Location Room Type Floo ~ Location Room Type Floo ~
1013 Guest Room 1 [ 7ove JFTE Guest Room 1
15t floor store room  Store Rooms 1 1002 Guest Room 1
2nd FLOOR Hone 2 [Viove 1) 1003 Guest Room 1
3rd FLOOR Hone 3 (& a WEe Guest Room 1
4th FLOOR Hone 4 1005 Guest Room 1
5000 Guest Room s sl (roos Guest Room 1
il - [ » O - il

Pool Locations Tab

building or campus. Adding locations to a pool is ideal for larger properties or when certain workers are responsible for
certain types of locations.

As with many of the other flexible features of SynergyMMS, Pooling is optional and must be turned on in the
Preferences. This allows properties to continue to use SynergyMMS in the same manner as always with a single
dedicated output, or to use the Pooling feature.

To turn on the Pooling, you need to go into the Preferences area and select the Dispatching tab (proper security rights
are required to access Pooling) and set the Dispatch To:

Escalations

Employees Task Codes Locations Equipment Qutputs Inspections Pooling Preferences

¥ 3 pispatch Pool(s)

Pool Name Group Type Group Time On Time Off Escalation
Engineering daily calls Dept. eng 00:00 24:00 11
Hskp Trade All 07:00 14:00 oo
Plumbing Trade PLUM 08:00 16:00 02

N
| | »

Details ] Qutputs ] Locations

Pool - Engineering daily ca
T ot comet
Mame |~ Mame Active | Time Past ECT
apple, Juan cheatwood 3, Kim Iv 0
apple, MELVIN
apple, MARCIANO 3
baker, MARK
Bryant, Blaine [ -I
fred, test
Al ;
Hal, 5000
. -

Escalation of a WR is done if enabled in the Preferences and then configured in the Pooling setup.
Escalation follows all rules of a pool for dispatched prioirty 1 WR. Only Priority 1 WR are evaluted for Escalation.
@® Note: Escalation can be stopped by altering the priority from 1 before the ECT expires.

When a MOD is moved or Connected to a Pool in the Escalations tab the time at which the escalation is delivered is
configurable, by right clicking the MOD once connected.

Claim / Un-claim also works for MOD’s to be active in the pool.
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If no MOD is defined a second message will be delivered to the original reciepent of the WR.

S . m oAm omr % Lm 1

.= Synergy Setup - O X

Employees Task Codes Locations Equipment Codes Qutputs Inspections Poaling Preferences

General | WR | PM Dispatching IPerfeclHaam]

Dispatch Options Output Device
" Last Device
Dispatch To: l_ " Task Code

* Assigned To

Work Request Auto Dispatch
From: [V Desktop ¥ QuikTicket |¥ Mobile ¥ Yoice [v Third Party

Kind: [ Ppri1 ¥ Non Pri 1 ¥ Guest
Dispatch Message Fields PM Auto Dispatch
[V Priority {other than 1) ¥ Auto Dispatch
¥ Location
¥ Equipment Escalation Settings
v wr# I Escalate Dispatched Requests
¥ Guest

¥ Guest Name

[T Guest Loyalty

[~ WR Response Link (email)
[ Building

) G 2

T fima Mondav thraunh Fi

Dispatching Tab in Preferences

To automatically dispatch work requests as they are created, select the Auto Dispatch checkboxes to enable this feature
based on the source of the work request.

You can pick the sources that will auto dispatch. In many cases, checking them all will be the norm, but if a property
wants to customize the process, SynergyMMS allows for this.

@ Note: If you are in pooling mode and have auto dispatch selected for the desktop saving the work request will also
force the dispatch into the appropriate Pool.

Once the work request is saved it will auto dispatch and the status icon in the Work Request list will reflect this.

At this point, if needed, the work request can be selected and dispatched again. The user will be prompted to allow the
dispatch to fall into the pool or to select a specific output.

Care needs to be taken when setting up Pools. WR created outside the time of a Pool, will not go to the device until the
Pool is active, and only if the WR is still within its ECT. It is also important to ensure Pools are created to account for all
necessary scenarios and ensure all work is effectively managed. Fortunately, there is no limit to the number of Pools you
can create, making SynergyMMS quite flexible. The Status of the work request as well as the Dispatching tab of the
Work Request should be monitored to confirm dispatches are going to the expected outputs.

Due to the way Pooling changes the output process, there is an effect on the dispatch escalation in SynergyMMS.
Escalation is based on which comes first of the below:

1. The work request reaching the Estimated Completion Time (ECT).
2. The Pool’s list of devices being exhausted and having nowhere else to go and the EOP (End of Pool) being
reached.
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If a Pool only has one output device, then escalation can happen before the normal ECT of the work request is reached.
This type of flexibility allows a property to create the proper response action for a variety of different situations.

EOP - End of Pool is a setting in SynergyMMS that has a default value of 1 minute. SAl is able to configure this if the
property sees WR are escalating too soon. Contact SAl or your vendor.

Pooling offers the ability to automate much of the dispatch process considering not only the current workload of those
involved but also when and where in the building things happen. Pooling will allow your property to become more
efficient with the work request process.

Detail of Dispatching

Non-Priority Time to Failure

The dispatch will fail at 4 times the estimated completion time.

Priority 1 Time to Failure

The dispatch will fail immediately upon the estimated completion time expiring.
Dispatch Listening Period After Failure

Command and Control's (A high level program SAI uses for monitoring transactions) Configurable
hold-open period, which is currently 5 days, so that is the maximum period a user has to successfully
respond to a dispatch. The times listed below refer to how long Synergy dispatcher business logic will
continue to wait for replies.

With Start/Stop Access (via text and Mobile App):
The dispatch is held open for the greater of:
1. Two days

2. Two times the estimated completion time for priority 1 work, 8 times the estimated completion time for
non-priority work.

Without Start/Stop Access (Mobile App):
Non-Priority Work

The dispatch is held open for eight times the estimated completion time after failure in total. The
actual calculation is four times the ECT and then two times that result. So, for a non-priority one WR
with a 15-minute ECT the failure would occur at 60-minutes, but the listening period after failure is
another 120-minutes, or eight times the ECT. So, in this example the dispatch can be responded to for
a total of 3 hours.

Priority 1 Work
The dispatch is held open for two times the estimated completion time.

Escalation
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If Escalation is on, a property can define the details of the escalation in the Pooling section.

Escalation can be defined to go to one or more individuals and can be delayed based on the Pool
setup.

If Escalation is on, but no Pools contain Escalation information, an Escalated Message will be sent to the
original output or outputs.

Escalated messages show with three ‘! ‘Before the actual message. Example:’!!! P1 @ Location (WR#)-GST
Smith’.

Delayed Dispatch for Active pool with no Active outputs

SynergyMMS offers a special case to allow a WR to sit and wait for a device to become active. To do this you need a

generic pool created with the following settings. This assumes you do have valid pools for respective departments with
the correct outputs in them.

Days of week — None selected

Work Type —All should be checked

Dept = All

Time =00:00 - 00:00

Outputs — Add one generic not active output.
6. Locations—All

Generic Pool

AN I

. Synergy Setup

Employees  TaskCodes  Locations  Equipment Codes Outputs

Inspedtions
Y 1 Dispatch Pool(s) (filtered)

al unfiltered unfiltered> unfiltered unfiltered

Pool Name Group Type Group Time On Time Off

allpool Dept. Al 00:00 00:00

L oy
Detaiis | Outputs | Locations | Escalation | Details Outpits | Locations | Escalation |
Pool - All pool Pool - All pool
Pool Name: [l pool Y Not Connected
Work Type Dispatch Group. Name | Type Active e
&
ey ¥ Guest [V Internal W PM | | Trade & Dept. [l <] Eng3 Push Gepencll e L Cascade
; Monday Eng 4 Push ¢ Balance
Tuesday Eng 5 Push [ “Fiove | y
- 00:00 24:00 8:00 = = € Gircular
ENGMGR Push
I Friday i
E0D1 Push
I Saturday AT (5]
On Time: [00:00 Off Time: [00:00 Dispatch Interval: [0 = min House A1 B <

Real Pool

-2 Synergy Setup

Employees  TaskCodes  Locations  Equipment Codes Qutputs

¥ 1 Dispatch Pool(s) (filtered)

f unfiltered unfiltered unfiltered
Pool Name Group Type Group Time On
Fas Dept. Food and Bever... 07:00

|

Detals Outputs | Locations | Escalaton |

Pool - F B
} Not Connected
Order Order
Eng4 Push @ Cascade & Cascade
Eng5 Push  Balance  Balance
b, eh [“Fiove ) s  Grcular
EOD 1 Push
P a a
Generic Push
I ;
House Att 1 Push
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Example: An Engineering WR created when the above pool exists. Engineering pool is live based on settings,
but no active devices are present. The WR will sit in a dispatch / waiting state until someone logs in. Once the
user logs in then the WR will be dispatched to the newly active outputs.

Example WR:

sage +| = t: @8- 171 I

‘: Hotel HealthScore
y - Work Request Full Detail
: 1202
Work Request # 1227 Opened 1/7/2022 533 AM

Scheduled For 1/7/2022 533 AM

Duration:  incomplei
Task Codes 2773

Assgned Tor Mot Azsigned Reporng Depr Mot Aszigned
Repar Dept Food and Bewmge Locanon: 210
Trade Motlssigned Equpment MotAszignad
Requested By UserDefnel: Mons
Guest Mame taszt Useefne? MNona
Owtput  Pooling UseDefined: Mone
ECT- 15m Dupkcate Count 0
Pronty: 93 Grade

Desenpbon: Fatneve Hoom Service Table / Tray - Retier Mesz De Servicio A La Habracion [ Bandap

Comments:
Completon:
Transaction History Details
. Desoipton Employes Detad DoeMme
Created 5S4 location =210 17772022 5:39.56 AM
assignedo = None
taskoode = 2779
output = Pooling
datescheduledfor= 1/72022 5:39 AM
Dispatch Quesed 52, output= Pooling 17772022 8:39:56 &M
Dispatched  cheatwood, lam 1927b176-28d9-458c-954 & 320482285805 1772022 8:54:06 AM

No Costing Records Available
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Preferences
The Preferences tab of Setup contains the defaults that affect the operation of the entire SynergyMMS application and
all users.

.= Synergy Setup — m} X

Employees sk Codes Lorations Enuipment Codes Outputs Tnspertions Fooling Preferences

General]w’H }PM ]Dlspatchlng FerfactHoDm]

Property Mame: |The Cuin Central Park by Hilkon Club

pefault Culture: [English (United States) -

Main Contact: |[IEEEAEEE

Year Built: | 1924 El: Time Zone: |(UTC-05:00) Eastern Time (L +
Square Footage: Force Logout After |720 minutes.

Setup Preferences — General Tab

General Tab
The general Preferences are listed here:

e Property Name — The property’s name as it will appear on all reports

e Main Contact — Select the main contact person for anything regarding SynergyMMS. SAI will use this
email for communications along with the Message Center for server maintenance or other updates.
Only Employees listed in SynergyMMS with a valid email address are eligible contacts.

e Year Built — Enter the year the property was built for Corporate Report comparisons.
e Square Footage — Enter the square footage of the property for Corporate Report comparisons.
o Default Culture — Format of currency, date, and time options for display purposes.

e Time Zone — The time zone in which the property resides
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e Force Logout After — This is the number of minutes the connection will set idle before automatically
logging off. The maximum time allowed is 5760 / 4 days. However, an 8 — 12 hr shift is the norm with
480 — 720min. This is also used for mobile and app

= Synergy Setup - O X
Employees Task Codes Locations Equipment Codes Outputs Inspections Pooling Preferences
General WR ‘ PM | Dispatching | PeffectRoom |
Duplicates Allowed Duration Time Levels
" Yes & No Green During ECT Show Duration Color on:
— 0 % past ECT [” Non Guest Work Request
v Only Incomplete
= ! Red [100 o past ECT I~ PM Work Request
v Task Codes
Guest Name
Repair Trade User Defined Cost
Repair Dept.
Assigned To [Userbeﬁnel Markup: 0 o
vl E IUSCTDCﬁﬂEl Location/Equipment Scanning
|userpefines [~ Scan to Start WR
SR P! v O Carcel )

Setup Preferences — WR Tab

WR Tab

Preferences related to WRs are listed here:

> Duplicates Allowed — Turns on/off the duplicate checking feature of SynergyMMS — Criteria for
duplicate checking applied using the checkboxes

> Only Incomplete — Sets SynergyMMS so that it does not include completed work requests when
checking to see if it matches the one being added.

> Duration Time Levels — The default time period for color-coding of WRs. This allows the color of the
work request to be more meaningful. Example: A light bulb change should have an ECT of 15 minutes,
yet a tub overflowing may have a more realistic estimated time of 30 minutes. Given our setting in our
sample of Yellow = 10% past and red = 20% past, a WR with 15 minutes ECT will turn yellow at 16.5
minutes and Red at 18 minutes. A WR with 30 minutes ECT will turn yellow at 33 minutes and red at 36
minutes.

> Show Duration Colors — Enable color coding of several types of work requests. Guest WRs are always
color coded.

» User Defined — Three customizable search fields for WRs can be defined here. These fields can be an
extension to the filtering and sorting already available in SynergyMMS from the department and trade.
These fields set the titles for the custom fields. The lists of data are edited in the codes area of setup.

> Cost — Allows for a percentage mark-up over the basic cost on a work request.

» Location/Equipment Scanning — Check the ‘Scan to Start WR’ checkbox to turn on Location and
Equipment barcode scanning in the mobile app to start working on a Work Request.
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- Synergy Setup

Employees

General ] WR

Task Codes

Locations Equipment Outputs

Digpatching

Generator Run Frequency

Inspections

Generator Run: |Weekly j on |\"a’ednesday

PM Full Detail Options

PM Full Detail Additional Text:

=l

Pooling

|Use appropriate lockout procedures,

|Use appropriate safety equipment.

Preferences

PM Tab

Set Up Preferences — PM Tab

Preferences related to PMs are listed here:

e Generator Run Frequency — Set how often the PMs should generate. For Weekly PMs, choose the day of the
week for which it should generate.

» PMs delivered daily means each day PM/WR will be new in the list of open Work Request.
= The Create and Schedule for dates will be the same.
= PMs delivered weekly means each week on the specified day, all PM/WR will display for the week. This has

the advantage of allowing you to know the PM workload at the start of the week.

= The “Create date” is when it generated. The “Schedule for” date is when it should be done, per the PM
schedule Start Date, Time, and Frequency.

=  PM Full Detail Additional Text — Allows for adding default text that is to be displayed on all PMs
when printed using the PM Full Detail report.

Dispatching Tab

Preferences related to Dispatching are listed here:

= Dispatch To — Select to dispatch WRs and PMs to Output Devices or Pools.

=  Auto Dispatch —When at least one source and kind are checked, WRs created in SynergyMMS from
that source and matching that kind will automatically dispatch upon saving.

= 3 Party Interfaces are managed by using the Mobile option.
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= Escalate Dispatched Requests — Turns on/off the escalation feature of SynergyMMS — If set to “on,”
priority one work requests will be escalated to the selected manager(s) on duty (MOD) if the Work
Requests are not completed within the estimated completion time. With Escalation “on,” if no
MODs are defined, the output that the WR was dispatched to originally will receive a second
message. See Pooling for setup of Escalation.

= Dispatch Message Fields — Controls what is displayed when the WR is dispatched.

] Note: Guest name only dispatches if the WR is marked as a Guest issue.

» @ Note: Escalated messages show with three exclamation marks at the front of the message.

.= Synergy Setup

Employees Task Codes Locations

Geneml] Wh ] PM Dispatching l F'erfectFiaam]

Dispatch Options

Work Request Auto Dispatch

Kind: [v Pri1

Dispatch Message Fields

[ Priority (other than 1)

[V Location

[V Equipment

vV wWR#

v Guest

[v Guest Name

[ Guest Loyalty

[~ WR Response Link {(email)
[~ Building

Equipment:

Dispatch To: |P00|s - |

From: [v Desktop ¥ QuikTicket

¥ NonPril

Codes Cutputs

Output Device
" Last Device
" Task Code
' Assigned To

[V Mobile [ Yoice [V Third Party

[V Guest

PM Auto Dispatch
¥ Auto Dispatch

Escalation Settings

" Escalate Dispatched Requests

Inspections Pooling

Preferences
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PerfectRoom Tab
Preferences related to PerfectRoom listed here:

=  Priority Scheduling — Select between the Simple Priority Scheduling or the Tiered Priority
Scheduling.

o (@ Note: See PerfectRoom chapter for more details on how these will allow you to best
control priority in PerfectRoom can be used.

= Units — Select whether your property uses credits or minutes to track your Guest Room Attendants
workload.

-2 Synergy Setup - O X

Emplovees Task Codes Locations Equipment Codes QutpuUts Inspections Paoling Preferences

GEnEraII wh 1 Frd ] Dispatching F

Priority Scheduling Units
" Simple + Credits
i+ Tiered " Minutes
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Task Codes

The Task Codes List is used to store information such as the name, description, and details of the various tasks or
deficiencies.

A Task Code allows alphanumeric codes to be defined for quick and easy entry of recurring work. For example, you may
have 1004 as a code for "Television out of order". Entering 1004 in the Task Code field of the Work Request will
automatically enter the description of "Television out of order". Within the setup of 1004, you will also define the
Department that is responsible for remedying this problem and other information, which will automate the creation of
Work Requests. This allows for quick Work Request input since all corresponding fields will automatically fill in based on
the Task Code.

-
-z Synergy Setup

Employees Task Codes Locations Equipment Outputs Inspections Pooling Preferences

Task Code Category Description Issue Dept. Repair Dept. &

Bl Delivery Pickup Check In - Bags up RMSY RMSY

B2 DeliveryPickup Check Out - Bags down RMSY RMSY

B3 None Room Change RMSY RMSY

B4 Minibar Deliver MiniBar Key RMSV RMSV

BS Delivery,Pickup Delivery of other items RMSV RMSV

CIQ HVAC CIQ Chiller Plant Alert - SAI has an alarm. Pl... eng eng

DI-PO Mone PROP OP DEPT. INSPECTION WORKORDERS eng eng

GB001 Tub/Shower REQUEST BEATHROB HSKP HSKP I
g3001a Tub/Shower REQUEST BATHROB HSKP HSKP I
Ga002 Furniture REQUEST ROLLAWAY BED HSKP HSKP

GB003 Furniture REQUEST BABY CRIB HSKP HSKP -

Description l Details ]

Task Code: [B1

Description: | check In - Bags up

| Tl | P ittt § O btz I

Task Codes with Descriptions Tab

Description Tab
The Description Tab contains the two required fields for a Task Code: Task Code and Description. These fields are
displayed in Work Requests.

e Name — Task Code name, must be unique; required field.

e Description — Task Code Description, required field.

Details Tab
The Details Tab of a Task Code contains additional information which can be used to populate the corresponding fields
in a Work Request.
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Description  Details l
TaskCode - EPL1004
Repair Dept: [MNone - Est. Time: |0 —|d | 00: 253:
Repair Trade: |Mone - Voice Number: 03:
Category: |Tub/Shower - Linked Task:|1100- Room Makeu »| on [SEEEE -
Issue Dept: |Mone Projects: [Mone L=
ue Dept = — = Check Out
Assign To:|None - Renovations: |NDI'IE ﬂ Sort {erer:l 0
Output To: [Mane - Special: [Mone - Grade:| 4 3:

Fomiikien | P it J 0 il

Task Code Details Tab

e Repair Dept — Department responsible for performing the Task

e Est. Time — Estimated time to complete selected Task Code displayed in days, hours, and minutes. Also used
to escalate work requests. Controls the duration color for the Work Requests.

e Repair Trade — Trade within department responsible for performing Task.

e Voice Number — ID number used to reference selected Task Code when using SynergyMMS Enterprise Voice
interface.

e Category — Corporate codes for roll-up report. No user interface to adjust Categories. Categories can be
used on the WR screen to filter tasks as well as a report filter.

o Linked task — Automatically will trigger a new work request with this linked task code upon completion or
check out if interfaced to a PMS program.

= Example: You may create a WR using a task code of ‘fix plaster.” Once the plaster is fixed then the
area needs to be painted. You would link the plaster and the paint task codes together.

e  Priority — Priority of Task Code. The Priority field is free form 1 — 99. The priority field of the work request
can be used to group or sort on the Work Request views if included in a custom view. The priority field is
used on the mobile and apps to sort work. Order here is ascending.

e Issuing Dept — Department responsible for maintaining selected Task Code, if “None,” then all Departments
can use the Task Code. If this field is set, then only users with administrative rights or users that are in this
department can use the task.

e User Defined Fields — These three fields (shown as User Defined 1, 2, and 3) are re-nameable as seen in the
Preferences. They can be used to populate the Work Request User Defined fields with pre-selected key
words.

e Sort Order — This allows the property to force an order to the task codes. If left blank the sort order is an
alphabetical sort order based on the task code field.

e Assigned To — Employee responsible for completing Task.

e Grade — Number of points subtracted from Location’s Max Grade for open Work Requests with current Task
Code. Not passed to third party interfaces.

e  OQOutput To — Output Device to which Work Requests with selected Task Code will be delivered.

o This will show Pooling if SynergyMMS is in Pooling mode
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Chapter 3 SynergyMMS: EnterpriseVoice

SynergyMMS Enterprise Voice provides interaction with the SynergyMMS application via touch-tone telephones.
SynergyMMS Enterprise Voice allows opening, completing, closing, and reviewing of Work Requests. The advantage of

this is to provide instant access from any land line.

Connection to SynergyMMS Enterprise Voice Servers
SAi will provide direct non-toll numbers to our servers:

Properties in the USA, Canada, and some Caribbean properties — Are provided with an 800 number.

An extension should be set up by the property to dial the non-toll number provided. The extension must be allowed to
make outside calls and rooms that are not sold.

Contact SAIl or your SynergyMMS vendor for details.

EnterpriseVoice Process
To access SynergyMMS Enterprise Voice:

e Dial the provided extension that has been set up for SynergyMMS Enterprise Voice SynergyMMS Enterprise
Voice will answer and play the first prompt in the preferred languages set in the Preferences area of
SynergyMMS.

e Users are prompted to enter their Employee ID, and then press the # key.

o Prompts are played, based on their rights, and in the language set for the employee.

Press 1 to create a New Guest Initiated Work Request.

Press 2 to create a New Internal Work Request

Press 3 to complete an existing Work Request by the Work Request Number.

Press 4 to complete an existing Work Request using the Room Number.

Press 5 to close an existing Work Request by the Work Request Number.

Press 6 to close an existing Work Request using the Room Number.

Press 9 to disconnect.

Press # to repeat the menu.

Follow voice prompts to complete action.

e  When finished, hang up the phone.

® Note: SynergyMMS Enterprise Voice is audible in over fourteen languages: including Arabic, Bosnian, Chinese, Creole,
English, French, German, Greek, Japanese, Polish, Portuguese, Slovak, Spanish, Russian, Tagalog and others. Contact SAl
for other available languages or to request a new language.

To create a New Work Request with EnterpriseVoice:

e When prompted by the main menu, press 1 for Guest Requests or Press 2 for Internal Requests.
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e  When prompted, enter Room Number, or Equipment ID, and then press #.

o When prompted, enter Task Code, and then press #.

e Repeat steps #1 - #3 for each additional Work Request.

e At the end of each work request is entry, SynergyMMS Enterprise Voice will play back the entered request to be
confirmed or canceled. The user can select a new option or hang up the phone.

To Complete or Close a Work Request using the Work Request Number:

o  When prompted by the main menu, press 3.

e  When prompted, enter the Work Request Number, and then press #

e Repeat steps #1 and #2 for each additional Work Request.

e At the end of each work request is entry, SynergyMMS Enterprise Voice will play back the entered request to be
confirmed or canceled. The user can select a new option or hang up the phone.

To Complete or Close a Work Request using the Room Number:

o  When prompted by the main menu, press 4.
e  When prompted, enter Room Number, and then press #.
o SynergyMMS Enterprise Voice will list the number of open Work Requests for the current location.
e SynergyMMS Enterprise Voice will read the Work Request Number and Task Code of the First Work Request.
e When prompted, select an action based on the offered menu:
0 Press 1to review next Work Request.
Press 2 to close current Work Request.
Press 3 to list Open Work Requests for current location.
Press 4 to select another room.
Press 9 to return to previous menu.
0 Press # to repeat the menu.
e Repeat steps #1 - #5 for each additional Work Request.
e Atthe end of each work request is entry, SynergyMMS Enterprise Voice will play back the entered request to be
confirmed or canceled. The user can select a new option or hang up the phone.

© © O ©o
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Chapter 4 SynergyMMS: Work Requests

Work Requests (WRs) are at the heart of SynergyMMS. All work, regardless of if it is reactive or planned - such as
Preventive Maintenance, is viewable from the Work Request area of SynergyMMS.

WRs is the module most users will interact with.

SynergyMMS provides three specialized interface forms to manage WRs: QuikTicket, FasTrax and Full Views.

The Full View is our most customizable interface, allowing users to create a custom view of data and fields that they
want displayed. Before jumping into the different interfaces, let us review the basics of WRs.

Work Request Basics

To be valid, a WR MUST have a Location, plus a Task Code or Inspection or typed in Comments
describing the work to be completed.

SynergyMMS will automatically record the date and time the WR is created and assign a Work Request
number. Users cannot edit this information.

SynergyMMS will automatically record which user created the WR and their reporting Department
based on the logged in user. The reported-by person is not editable.

SynergyMMS will track all transactions related to each WR. This includes the actions of creating, editing,
completing, deleting, closing, dispatching, and transferring WRs. This information can be viewed in the
Full Detail Report. Transactions are retained for 4 months from the WR being closed.

SynergyMMS will automatically record the date and time the WR is closed in addition to the user
performing that action. Users cannot edit this information.

When entering information into a WR form, please keep in mind that any field containing a downward
pointing arrow in the right corner (dropdown box) will retrieve information from a pre-generated list
and will not allow a user to add data on the fly.

Once a WRis closed, it cannot be edited.

Once a WR is closed, it cannot be reopened.

Once a WR is deleted, it can be undeleted.

Closed WR are retained for 3 years from their closed date. However, if they are related to a piece of
equipment they are retained until 3 years from the point the equipment is removed from SynergyMMS.
A Deleted WR can be viewed in the interface or on reports if needed.

By default, a duplicate WR, based on matching Task Code and Location, is not allowed. If a duplicate
request is entered, a new WR will not be created.

However, SynergyMMS will record the number of times a WR is requested because of the duplication
attempt and append any comments entered on this new work request to the original work request. This
feature is a Property Preference and may be turned off to allow duplicates to be created. See

Preferences to do this.

SynergyMMS offers many modes for WR to be added. Let us explore the options:
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The QuikTicket

The QuikTicket is the most basic interface for creating WRs. This small interface will display in most internet browsers
including those on smartphones.

Check this box if the WR is Type the Guest’s

related to a Guest name here
Pick the Task description
for the WR from this Drop SY rgYM MS Pick the Location for the
list Guest | |__— WR from this Drop list

\w‘ Mone 4/v
Task: | Mone - w
Add additional
Comments: <+ comments and detail

here
Click here to submit the

Rt Sy e

Click here to clear all the
fields of the QuikTicket
form

QuikTicket Display

® Note: Work Request created through the QuikTicket interface will automatically dispatch if the Task Code used has a
predefined Output or a valid Pool is active and QuikTicket is checked in the Preferences / Dispatching tab option.

® Note: Work Request created through the QuikTicket interface will be available in other views but are dependent on
users’ rights.

You can access the QuikTicket from within SynergyMMS or you can setup a shortcut on the pc using the following link:

https://[sub _domain].synergymms.com/SynergyWebApps/WRQuickTick.aspx?propid=[Property Id]

Contact SAl or your vendor for the [sub domain] and [Property Id] portion of the URL as it will be dependent on the server
your system resides.
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The FasTrax View
The FasTrax View is specially designed for those users responsible for recording and dispatching Guest WRs (Front Desk,
PBX, Dispatcher,). The interface is designed around the incoming calls from the guest and the dispatching of the guest’s

request.

The FasTrax View presents information in three distinct areas:

e Action Panel
e Progress Panel
e Detail Panels

Two additional features provide tools for working with multiple WRs: Multi-selection and the Right-click Menu.

Control size and display of this view Click the Close button to
Click here for with these buttons close this view
Custom Views . — : .
\ "= Synergy Work Requests l‘:'_lEI
: g & Open Work Requests
Action
I WR& Gst Location Description Status  Assigned To  Duration  Starbed On
Pane \_\ 1253,.. 221 HGI0000 Housekesping Msc addtl,., /0 Boctor, | EEREE
Ms3... 1251 S570100 Sequnity Msc. safe kock M secuity, Ds... [ 332015 3:32...
1253.., 1251 EF 20649 Grout Tub/ Shivwer A rotassgred... [ 332015 3:33...
1255... & 4142 HG 10001 Room Make up fasap O Kawin N /52015 2:06... -]
4| | o
Progress -
# | Gst Location Description Status  Assigned To  Duration  Starbed On
Panel 12¢3,., Rhnclander ... EE20280 Power Stip In 2 2 Poeors, D 3015 237
1253... 14H EE20201Balast Out Of OrderfRe... & Leander, | EREITETT
1253... 149 EE20224 Lamg Light Bulb St bed 2 Leander, | EEEETEE
4| I ¥
Details - WRE: 1253877 Issued By: Daisy (FrotOffice) on 3/3/2015 8:59 AM
|y Location: [4z21 =] Repair Dept: [ =]
. ||
Details Category: l\hne :l Assigned To: |E:u:lmr ﬂ
Panel
Task Code: =G 10000 Houseloeping bisc | Requested By: [one |
Guest: [ [IE Type: [{EE ;I
Guest //v Housekmeping Misc - addtl desk lang 32?:&
Checkbox _— Comments: _—_ Event Type:
preselected [ Receipt N choose whether
for added Pl theissueis a
\ defect
w
THE FASTRAX V .
HEPASTRAXVIEW Function buttons affect the

Receipt — back to
WR creator when
complete

Synergy displays messages to the user in
red or black below the row of function
buttons

currently selected WR displayed
in the Details Panel
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@ Note: The FasTrax View Title Bar and its resizing buttons may appear in a color other than the one displayed here
due to the Appearance Settings of your PC. The buttons will minimize and resize in the same fashion no matter what
their color or appearance.
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The Action Panel

The Action Panel is so named because it calls for the user to perform actions on outstanding WRs. WRs displayed in this
panel require some user action, whether it be dispatching a WR or following up with a guest to see if the work was
completed to their satisfaction.

Number of WRs needing action Status Icons indicate whether Duration color indicates how long the WR
appears in the Title bar a WR has been dispatched or has been open
completed.

R#  location | Gst | GuestName  Description | Status | AlsignedTo  Start/Stop | StartedOn  Duratjo Date Completed 4]
1497 305 & 2736 Deliver T... X None 3/20/2021 3:3...
1098 328 & JoyceBara 2812Requesti... X None 3/20/2021 4:1... [
1f25 203 & 4o0Lightout... @  None 5/27/2021 3:5... R
1{27 Lobby & test 400 Light Out ... X None 6/2/2021 3:20... [
1{29 218 & 410Lightout... @  Jones, Bob 6/2/2021 3:51... [N
1131 330 & test q1lightout... @  cheatwood, kim 6/2/2021 4:11... [
1433 218 & 413tightout... @  cheatwood, kim 6/2/2021 4:32... [ i
1134 304 & q08lightout... @  cheatwood, kim 6/2/2021 4:35... [
1136 400 & 401lightout... @  None 6/2/2021 4:42... [
1434 205 &  sarah Connor 218 Tub/Show.... » Jones, Bob O 8/21/2020 7:5... | o/23/202 12:55 PM
1435 204 &  JaneSmith 301TVRemote... - None 8/21/2020 7:5... | 3/15/2021\5:28 PM
1fza 270 % 1417 Gac Smell Nnne gi1mnons.n I -/1a/7n71 §:98 oM =~
Click Funnel to choose other views. THE ACTION PANEL Adjustable column widths

The list of WRs displayed in this panel is sorted so that the oldest WRs that have not been dispatched (&), appear at the
top of the list in descending order based on how long the WR has been open. The Duration column is color coded for
simple reading. Green indicates WRs are still within the parameter set in Preferences, yellow means we need to contact
or dispatch again depending on operations at my property. Red means that we have exceeded the estimated time. The
times and colors are explained in the Task Codes area and the Preferences area where they can be set and adjusted.

WRs that have been Completed (\/), and require follow up with the guest before closing will appear at the bottom of
the Action Panel list. Other Status Icons related to Dispatching include Accepted ('D ), Declined ('['S:I ), Expired ( ),
Failed (xr ), and Escalated ( ! ). An icon also displays if a Guest (#2), requested the WR.

Failed (x) Means:

The device that the WR was dispatched to is not available. This will be displayed in the WR list shortly after the attempt
to dispatch was made. The WR can be dispatched to different devices.

Expired ( ) Means:

WRs that have been dispatched but are not completed in a timely fashion (based on the WRs Estimated Completion
Time) will be marked as expired for follow-up.

e Non-Priority WR will expire at four times the ECT.
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e Priority 1 WR will expire when the ECT is reached. However, if Escalation is on, then the Expired status will not
show until Escalation has processed.

@® Note: By positioning your mouse pointer over a Status Icon, a Tool Tip will display the name of the icon. Similarly
positioning your mouse pointer over a Description in either the Action or Progress Panels will display a Tool Tip with the

entire text of the Description.

The Progress Panel
The Progress Panel displays all those WRs that have been successfully Dispatched ({_—}), or accepted. WRs shown here are
still being processed by SynergyMMS. The panel is like that of the Action Panel with the addition of the ability to sort the

WRs by clicking their column header.

Number of WRs in progress The Progress Panel can be hidden by clicking
appears in the Title bar this button, click it a second time to display

\ the panel again

64 In-Progress Work Reguests

WR & Location Gst| Guest Name | Description Status Assigned To Duratior -
1012471 A 26R2 ¢4 higgins 2910 PR-| IVER FURNITURE CO 2  None

1019093 | 32R2 o4 mraison 1061 DELIVER ROLLAWAY(NO CHA 2  Florence, Runne

1021875 | 32T MULL 2201 CURTAIN REPAIR SHEER FUL 2  HNone -

The Progress Panel

Sort the WRs by clicking any column header, click once for ascending and twice for descending
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The Details Panel
The Details Panel displays more information about the selected WR. To display a WR in the Details Panel, simply click on
any WR record in either the Action or Progress Panel.

Details Title Bar displays the currently selected WR
number, issuing employee and date opened

Task Code text displayed here.

Details ] ore: ] Closing ] Cost I Dispatches] Imagés ]

Details - WR#: 182762 Issued By: Hirayarmia, Romeilyn (PBX) on 6/6/2016 7:48 AM

Same fields

as QuikTicket | _wtocation: 21302 / | Repair Dept: [MAIN -]
§ Category: |Tubf5h0wer J j Assigned To: |Bowman, Moffett ﬂ E -
vent Type

w(:ode: |3045—Masher bath shower issue j Requested By: |Nl:|ne \ ;'J// allows users
\ Guest: [v |ggmez Type: | /( ﬂ to mark

{Mone & whether itis a

omments: |Master bath shower issue - handle broken Defect

guest request

or a defect
[~ Receipt f
/ The Details Panel
Assigned To fields allows users to
Receipt- back to select the employee for dispatching
WR creator when Type here to add comments. Double
complete clicking the comments will enlarge

the field for easier reading.

The Details Panel functions like the QuikTicket form for WR creation with only slight differences:

1. Click the Add button, the Details Panel resets to a blank form.
2. Enter the information into each field. (Task Code is required)
3. Click the Save button to record the WR in SynergyMMS.

Detais | More | Closing | Cost | Dispatches | Room | images |

|
—— Location: [None | Repair Dept: [None - |
Category: Al - Assigned To: [tone -]
—Task Code: [fjone- -] Requested By: [None ~]
Guest: [+ |
Comments;
[~ Receipt

e G () ) ) )

@® Note: When “Add” is clicked, users are working with a new WR record that has not yet been added to the list. During
this operation, no item will appear as selected in the WR list. Once saved, the new WR will appear selected in the list.
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The “Add” button also performs the Save function on the current WR allowing users to add WRs in quick succession. In
this manner, no WR record will appear as selected in the list until the Save operation is performed.

@ Note: A WR can be completed or closed as soon as it is opened also (Quick Open/Close). Simply click “Complete” or
“Close” and SynergyMMS will process the WR appropriately.

Fields not found on the QuikTicket form are listed below:

= Receipt — If checked and the person logged in creating the WR has an email in their employee
profile, SynergyMMS will send them an email when the WR is completed.

= Repair Dept — The department responsible for repairing the current task, often set by the Task Code.

= Assigned To — The employee responsible for repairing the current task can be set by the Task Code.
The displayed list reflects the employees that can be assigned work based on the selected repair
department.

= Requested By — The employee requesting the task if other than the person creating the WR.

= Type —If the work request is a guest issue (guest box must be checked), then the Type may be
required if this feature is enabled. The Type will equal Defect or Request.

= Defect: A guest reports a problem with a service/item (Ex. there are no towels).
= Request: A guest asks for an additional service/item (Ex. more towels).

= |f you would like this field enabled, please contact a SynergyMMS Support agent.

Buttons not found on the QuikTicket form perform the following actions on the currently selected WR:

= Cancel — Cancels changes made to the WR since the last save.

= Dispatch — Sends the WR to the Output Device based on selected device or pool.

@ Note: If the WR does not have an output assigned from the “Assigned To” employee, or the Task Code and pooling is
not enabled, the user will be prompted to select the appropriate Output Device from a drop list.

L

WR#: 1433352 WR information

Location: 12713 ¢ /
Description: De/Feather/De/Down Guest Room & Sele.ct approp.rlate Output
—— Device from list
Output: |F'|:u:||ing «— ﬂ
Dispatch Cancel |
\\Click here to send WR to a selected Output
[+ Device

Check here to apply current Output Device
to Multi-selection WRs (See below)

Dispatch Prompt Window
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= Complete — Marks a WR as complete, stopping the clock which sets the Duration, but leaves the WR
open for editing and updating.

= Close — Marks a WR as closed, removing from the display of Open WR. WR can be closed without
first marking them as completed.

@® Note: Each of the function buttons also has a keyboard shortcut which allows it to be accessed without using the
mouse: Add (Ctrl + Insert), Save (Ctrl + S), Delete (Ctrl + Delete), Dispatch (Ctrl + D), Transfer (Ctrl + T), Complete (Ctrl +

M), Close (Ctrl + E).

i Note: The “More,” “Closing” and other tabs of the WR Details form are fully explored in the Full View section of this

chapter.

@ Note: The completion time on the “Closing” tab of a WR can be modified only after a WR is completed and prior to

being closed.

Multi-selection

Multi-selection allows a user to apply functions to multiple WRs with one action. In this way, several WRs can be
completed or dispatched at one time. WRs can be multi-selected by dragging the mouse while holding down the left
mouse button or using the Control key (Ctrl) for different effects.

The Control key (Ctrl) when held down while clicking a WR record will add the selected WR to the current collection. This
allows non-adjacent WRs to be added to the selected group.

The Right-click Menu

The Right-click Menu allows users to apply functions to any selected WRs. Right clicking a WR record in the list will

display the following options menu:

Functions disabled
due to user rights will
appear in a grey here

© Copyright Systems Associates, Inc

Add

Duplicate
Save

Schedule For..
Dispatching
Complete
Close

View Full Detail Report

Transfer
Delete
Apply Changes...

Ctrl+Ins

Ctrl+5
Ctrl+H

Ctrl+ M Keyboard shortcuts

Ctrl+E displayed with
Ctrl+P functions

Ctrl+T

Ctrl+Del

Ctrl+A
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Work Request Right-click Menu

The menu items with the same name as a function button that has already been covered, preform the same as the
function button. Those menu items not previously covered, will be covered below:
Schedule For — Allows for a user to schedule forward a WR, it also allows for triggers to be set to auto generate a

new WR. ~ = Schedule Wo_
This interface allows - — you to simply adjust the date
and time of the WR, or \WR #: 801508 if your PMS interface is
integrated with _ | SynergyMMS , a WR can be
based on or triggered (" Check In [ Repeat Daily? from the check in or check out of
the room. * Check OutjRoom Maove Until When?

| & Time/Date & I

-

Simply pick a date and I v 2eaa T | i w2015 |

adjust the time. % 30 1 2 3 4 5 25 26 27 28 28 30 31 With a PMS interface you
- 6§ 7 8 9 10 11 12 1 2 3 4 5 6 7
I 13 14 15 16 17 18 19 8 9 1 1 12 13é/w/can allow for repeat of the
20 21 22 @3 24 25 26 15 16 17 18 T30 .
57 23 55 1 M 1 3 30 23 24 35 95 27 work until check out date.
i 4 5 6 7 8 9 1 2 3 4 5 6 7
Today: 2/19/3015 T Today: 2/19/2015

Time: |02:53 AM =
/

ey
.

With a PMS interface you
can schedule based on
check in/out dates

Schedule Work Dialogue Window
=  Start Trigger
e Check In —Trigger the WR to have a schedule for date based on check in from the PMS.

e Check Out / Room Move — Trigger the WR to have a schedule for date based on check out of
from the PMS.

e Time / Date — Enter schedule start date and time.
= Stop Trigger
e Repeat Daily? (Uncheck this box to stop/cancel the work request from repeating)
e Until When?
o Check Out / Room Move — Trigger the WR to repeat until the guest checks out.
o Future Date — Trigger the WR to repeat until a date in the future.

@ Note: SynergyMMS allows for a closed WR schedule for / trigger settings to
be edited even though it is closed.
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= Transfer — Used to change the Reporting Department to that of the Repair Department. Depending
on the logged in user’s rights, WR may be removed from that in user’s list

= Delete — Deletes the currently selected WR(s).

Apply Changes Dialogue Window

. |
3
Editing 5 selected work request(s).
Repair Dept: |.-5.|:|min j
Assigned To: |HEimanr Dan ﬂ
Customer is satisfied with the repair..
Additional
Comments:
Save | Cancel
¥ |

e Apply Changes — This option allows for the editing of multiple WRs in the following manner:
=  Repair Dept. — Updates the repair department for selected WRs
= Assigned To — Updates the Assigned to Employee for the selected WRs

= Additional Comments — Adds additional Comments to selected WRs
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The Full View
The Full View displays all the information regarding a single WR. Its layout is like that of the FasTrax View.

Click the Close button to

Control size and display of this view with close this view

these buttons

AN
-2 Synergy Work Requests \ — O \X

WR List
\ ¥ (% 3881 Open Work Requests

WR # | Location Gst | Guest Name  Description Status | Assigned To | Duwration | Started Om ~
1078... 1020 Comment anly ,ri\, MNone 4d 04: 15 2132017 ...
1078... 1004 InspPM PM inspection cheatwood, ... 4d 03:41 2132017 ...
1078... 1004 InspRange Range inspe... cheatwood, ... 4d 0341 2132017 ...
1078... 1004 InspR.oom Room inspect. .. cheatwood, ... 4d03:41 2132017 ...
1078... 1004 InspScore Score inspect. .. cheatwood, ... 4d 03:40 2132017 ...
1078... 1005 InSnagging Snagging in... BMT, Test 2d 15:15 2152017 ...
Currently 1078... 1005 ENGO050 DEADECLT 000 BMT, Test 3do0:45  2/14/2017 ...
selected \~‘>10?8... 1005 EMGO0&3 FOOS Table, ... b4 MNone 3d 00:41 2142017 ...
WR 1078... 1010 HKG 1084 Microwave, ... M BMT, Test 2d03:38  2/15/2017...
1078... 1005 EMGPMAHUOZ 26 WEEK ... a2 Plant, Mister 1d 01:50 216/2017 ...
1078... 1601 InSnagging Snagging in... BMT, Test 0d03:32  2/17/2017... ™
Clickon a <] | >
tab to Details ] More ] Closing ] Cost ] Dispatches ] Room ] Images ]
display Details - WR#: 1078635 Issued By: BMT, Test (None) on 2/14/2017 2:30 PM
more info
Location: |1I:II35 j Repair Dept: |Lnss Prevention j
Category: |Lcu:ks ﬂ Assigned To: |BMT, Test j
Task Code: |ENG00S0- DEADBOLT OO0 | Requested By: [None ~|
G t: [ T : -
Buttons work ues | ype =

{Mone

as theydoin Comments: [DEADECLT OO0 -- Defect

|

the FasTrax
View [~ Receipt

T~

The Full View

@® Note: The Full View Title Bar and its resizing buttons may appear in a color other than displayed here due to the
Appearance Settings of your PC. The buttons will minimize and resize in the same fashion no matter what their color or
appearance.
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The Work Request List

The Work Request List displays the information in an equivalent manner as the FasTrax Progress Panel.

Duration color
indicates how long
the WR has been
open

Click here to access Custom Views and the filter row.

Number of WRs in progress

Click here to print WR appears in the Title bar

view

: <unfilter <unfi > |<unfiltered<unf =
WR & | Gst | Location Description Status | Assigned To | Duration | Started On d
o 4003 EPL 1003 Plumbing leak 2/4f2016 1:38...
Basement EPL 1003 Plumbing leak 2/4{2016 1:39...
4007 EPL 1003 Plumbing leak 2/4/2016 1:45..,
None 1. Turn off power2. Check theic... : 2/4f2016 1:43,,, —
& so09 light out - flaor lamp N </ 122010 4:1...
& 795 test to runner [ </ 152010 10:...
7001 EPL 1003 Plumbing leak 4 0d 01:42 6/22/2010 10:...
3005 EPL 1005 Sink Cleanup 0d 00:01 6/22/2010 10:..,
05 EFL 1090 Toilet Overflow 0d00:02  6/22/2010 10:...
03 EFL 1005 Sink Cleanup 0d 00:33 6/22/2010 10:... -
4 ?z | »
- L]

The Work Request List

Adjustable column widths
1 umn wi Sort the WRs by clicking any column

header, click once for ascending and

| WR highligh
Selected ighlighted twice for descending

The Full View Details Tab

The Full View Details Tab functions exactly like the Details tab of the FasTrax View. The Full View Details Tab Title Bar
displays the name of the employee that created the WR along with the date and time the WR was created.

/VIore info appears in the Title Bar

Details ll'v'lore I Closing] Cost I Dispatches ] Images]

Details - WR#: 182762 Issued By: Hirayama, Romeilyn (PBX) on 6/6/2016 7:48 AM

Location: [21302 - Repair Dept: [MAIN ~|
Category: |Tubf5hn'.f\'er j Assigned To: |Eh:uwman, Moffett ﬂ
Task Code: [3045- Master bath shower issue - Requested By: |None ~|
Guest: ¥ [gomez Type: |

{Mone

Comments: |Master bath shower issue -- handle broken Defect

|

[~ Receipt

The Full View Details Tab
@® Note: by double-clicking the Comments box, it will maximize the Comments section.
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The Full View More Tab

The Full View More Tab contains additional information regarding the WR.

WR info appears in the Title Bar of each tab Click (...) to open the Schedule For box.

Details

Details - WR#: 307326 Issued By: Wong, Mo-Wah (None) on 6/6/2016 11:56 AM

Qutput To: |N|:une j Equipment: |Nune

Priority / Filter: | 99 3: Duplicated: | 0 User Defined 2: |Nune \\

ore | Closing ] Cost ] Dispatches ] Images ]

Trade: |N|:une j Schedule For: |EJ-"EL-’2D1 6 11:56 AM

EEI':l ] ::Id oo: 15::' Grade: | ] ::‘ User Defined 1: |Nune

2 v

User Defined 3: |Nune

The Full View More Tab
User Defined fields, may

appear with different names
than listed here

The fields of this form display the following information of the currently selected WR:

Trade — The trade within the department responsible for repairing the current task, often set by the
Task Code.

Output To — The device, such as a printer or pager, the WR will be delivered to on Dispatch, often
set by the Task Code, Assigned To employee, or by Pooling.

Estimated Time — The amount of time is displayed in days, hours, and minutes -the task is expected
to take to complete, often set by the Task Code. If you are using escalations this determines how
long a ticket is open before being sent to the MOD.

Grade — The number of points deducted from the location’s score while this WR is open, often set
by the Task Code.

Priority/Filter — The priority assigned to this WR, or a Filter number used for reporting, often set by
the Task Code.

Duplicated — The number of times this WR was requested while in the open state. Non-editable.

Schedule For — The date and time the WR is scheduled to begin, is by default used to determine
when the WR will display on the list. This is dependent on the Custom view that is active. When the
time comes due, the Start time of the WR will be updated to match this time. The Schedule For also
WR to be scheduled and repeated based on dates or based on a check in and check out from a PMS
interface. This interface also allows WR to be triggered multiple times in the future.

Equipment — Used in Preventive Maintenance and for any WR dealing with a piece of equipment.
This will allow tracking for preventative, as well as reactive, maintenance. Reports can be generated
to determine cost to maintain the equipment.
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= User Defined Fields — These three fields are custom search fields to allow more grouping and
filtering of the work for custom views and reports. The labels may display different names than
those listed here. These are customizable in the Preferences.

The Full View Closing Tab

The Full View Closing Tab contains information related to closing a WR. It contains the times the WR was started and
completed, and the Completion Code assigned to the WR.

WR info appears in the Title Bar of each tab

Details] More  Closing ]Cast ] Dispatches] Imes]

Details - WR#: 307326 Issued By: Wong, Mo-Wah (None) on 6/6/2016 11:56 AM

Completion Code: |Nu:une j

Time Span

Duratic-n:l 0 —=d |DD:DD+

Start Time: | &/ 6/2016 | [11:554M <~ Completion Time: | &/ 6/2015 | [11:55 amM ~
/ The Full View Closing Tab
Calculated from Start and Completion
time, if set manually updates the If WR is not yet complete
Completion time accordingly displays current date and time

The fields of this form display the following information for the currently selected WR:

= Completion Code — Code assigned to the WR when closing, often displays reason for closing.

=  Contact your SynergyMMS Vendor or Support to configure this to prompt the user during
completion, closing or both.

=  Duration — The time calculated from the Start and Completion times, if set manually it will adjust the
Completion Time according to the new duration.

= Start Time — The date and time the work began on this task. This will be the open time unless edited
or if the schedule for time is set.

= Completion Time — The date and time the work was completed on this task. This may be different
than the closed time.

@ Note: the function buttons at the bottom of the Full View work the same as those at on the FasTrax View.
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The Full View Cost Tab

WR info appears in the Title Bar of each tab

Details] Maore ] Closing Cost ]Dispatches] Room ] Images ]

Details - WR#: 5515 Issued By: Clark, John (MARKET) on 2/4/2016 1:28 PM

Account: L I.I.C—hl:sl.l.c ﬂ
Type Description Date Quantity Markup (
Lal Bryce, Guy 4/30:2010 01:00 5.00
Labpr Cedar, John 4/30:2010 0100 5.00
’ /
THE FULL VIEW COST TAB
SynergyMMS allows for 3
distinct types of cost: Other, An Account can be used to group
Parts or Labor. cost for billing purposes.

To access and add cost, simply Right Click in the area where cost records display. The Menu to “Add Costing” will pop up.
Choose what you want to add.

Add Cost k Labor Cost
Edit Cost Parts Cost
Delete Cost Cther Cost

The “Costing” tab in SynergyMMS, contains information related to the cost of the WR.

Types of cost can be Labor based on hourly rates of Employees, Inventory, or Other, which is a free form option.

Cost can be added through the desktop here. SynergyMMS also allows costing to be added through the email dispatch
process and the apps.

To add a cost right click on the table and you will be given the option to “Add Cost” and select the type of cost. Then a
window will display which will allow you to fill in the details for the cost.
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N
L

Date: | 2/11/2022 1:31PM ¥ |

Employee: |Jones,Bob j

Regular Hours: lm

Overtime Hours: lm

Special Hours: lm
Markup: 0.00 o

CosT WINDOW — FOR LABOR

@ Note: The actual dollar amounts for labor are not shown in this area.

If you click on existing cost information you will be given the option to add, edit, or delete.

=  Account — Means of cost for billing and reporting purposes.

* Type-—
= [abor —This uses the employees list and their defined rates for the amounts.
=  Parts - This uses inventory items and pulls the rate of the item.

= Other —This is a free form area where items that do not fit into the employees’ section or inventory
can be added as cost to a WR.

= Date — Date work was done.
= Description — This will default to the selected item or show comments typed.
= Quantity — Quantity of the item or hours worked.

=  Markup — Defaulted from the Preferences setting as to what the mark up should be on the goods or
services used on the work request.

@ Note: Users must have rights to view or adjust cost.
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Details ] Mare ] Closing l Cost

Dispatches lHu:u:m ] Images]

Details - WR#: 5515 Issued By: Clark, John (MARKET) on 2/4/2016 1:28 PM
Output Hame Output Details Employee Pool Hame

Kim C Mone Mone EMG Daily

Eng Printer WSAI-SRVO1\HP-3000 Chapman, Bil Escalation_Pool_0
eng printer1 Wsai-srv01\HP-8500 (various) Escalation_Pool_2
Kim's Emil kcheatwood @saicorporate.com  {various) Escalation_Pool_0
SAI 2-Way 419409 1694@login@snpp.me...  {various) Escalation_Pool_0
Mone Mone Mone Mane

SynergyMMS: Work Requests

Date Sent

3/2{2015 9:58...
3/2/2015 9:58...
3/2/2015 9:58...
3{2/2015 9:58...
3/2/2015 9:58...
3/2/2015 10:2...

Status

A

L BT T

The Full View Dispatching tab is for display only, it displays the devices as they are being dispatched to, and the replies
as they come back in. This will allow you to see the specific outputs the WR is being delivered to as well as specific Pools.

If an employee has claimed a device the Employee name will show also.

Status will match basic status icons of WR.

If the Start/Stop process is implemented those statuses will display here also. See Start/Stop Process later in this chapter

for more information.

The Room Tab

Details ] More ] Closing ] Cost ] Dispatd =13 ]

Details - Room#: 4035

Guest Name: SHARON SMITH

Room Layout:

Guest VIP:
Loyalty:

Occupancy Cnt: 3

Arrival:
GOLD Departure:

Special Requests:

2/11/2015 12:00:00
2/15/2015 12:00:00

None

Guest #: AE.HF NS
Group:

Language: EN

[ W o = '}

The Room tab, display only, will display if you have an active interface to your PMS system. With this interface we can
provide current occupancy and basic information relative to the guest. This is read only. No user input can be done here.

© Copyright Systems Associates, Inc

69|Page



SynergyMMS: Work Requests

The Images Tab

Details] Mare l Clcnsing] Cost ] Dispa‘[ches] Room Images

Details - WR#: 805291 Issued By: SAI (None) on 3/6/2015 10:19 AM

IMG_2634.MOV IMG_2861_22.JPG

2 of 3 images attached.

The Images tab allows a user to add up to 3 pictures or videos per WR. The following types of files are allowed formats;
gif, jpg, mov or mp4, png or tif.

Items can be attached to a WR once the WR has been saved. They can be added from the desktop or from the iOS /
Android mobile applications.

Attached files are limited by default to 16MB per file.

Clicking on the picture in the desktop interface will open it on the computer.

Custom Views

Custom Views are a powerful tool that allow SynergyMMS to be customized Work Request screen to fit the role the user
needs. Custom Views can be created by users that have rights to create, once created the view can be shared with a
department, or with all SynergyMMS users. The view is saved so that it can be used as often as needed. To access the

Custom Views menu items, Left-click the Funnel Icon Y top left in the Work Request List and then select one of the
listed views to apply it to the WR List.

v Show Filters
Open

Click here to create or edit a Sampicied
Deleted

User custom view
Open Incomplete

Pending

Scheduled

Guest Calls

HotLine

Open with Start/Stop

Customize query...

Custom View Menu

Clicking Custom query on the Custom View Menu displays the Custom View Editor. Use this tool to create or edit Custom
Views.
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F B

Custom Views list Name Description = [ |
Wr from Today WR. from Today
\‘ Open Open, Scheduled Work Requests @
p| | Plumber Plumber
Guest Calls Mot Completed Guest Calls a
Completed Show all completed WR g

Users can adjust the

Details - Wr from Today Created By: SAT

Name: |Wr from Today Level: |User +| Department ’W order or set a default

view that best works
for their role in

Description: |WR from Today

Date Opened Is {Today}
Summary:

SynergyMMS.
Filter ID_EPL"V] r:1
Field: |Dahe Openedﬂ |N0ne L\T~we J |I‘-lone J |None J |I‘-lone J |I‘-Jone J
Test: |Is hd |Is T |& |Is | & |Is & | & |= & |s
Value: | [{Today} 1] [ ||| e N [ | {[n | [ [ | {fn |
b | AN
/ N\
/ ey w
- Zi)

Custom View EditcN

Operator Icon (& or /) Summary of Filtering Rules —
non-editable

Each block makes up one
condition of the query.

Custom view form
The fields used in the Custom View Editor are as follows:

= Name — Name of Custom View, listed in Custom View Menu; must be a unique name among custom
views.

= Level — Details if the Custom view will be shared by a department or all users.

= Department — If the Level is set to Department, choose the department that will have access to this
view.

= Description — Description of Custom View.

=  Summary — Summarizes the conditions of the Custom View — non-editable, created by
SynergyMMS.

Filter Tab
=  Field - Field of WR used for the condition.
= Test - Test applied to the field for the condition.

= Value — The value used as criteria for the condition.

® Note: If more than one condition is applied in a Custom View the Operator lcon becomes active between each

rule. The Icon defaults to which acts as an “And” operator. Clicking this Icon changes it to 0 which acts as “Or”
operator.
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The buttons on the Custom View Editor are as follows:
= Add - Click to add a new Custom View.
= Save — Save current Custom View.

=  Cancel — Cancels recent changes made to currently selected Custom View since last save.

Deleting a Custom View is done through the Right-click Menu. Right-click on the desired Custom View in the list and
select “Delete.”

Filter  Display |

Col 1: |Location - Col 4: |Description - Col 7: |Duration «| Col10: |Repair Trade -

Col 2: |Guest - Col 5: |Status - Col 8: |Date Opened | Colll: |[ECT -
Col 3: |Guest Name - Col 6: |Assigned To - Col 9: |Repair Dept »| Col12: |None -

Custom Views Display Tab

Display Tab

The Custom Views Display Tab contains 12 fields that can be used to determine the display columns for the currently
selected view.

Order

Users can adjust the order or set a default view that best works for their role in SynergyMMS. To set a custom view as
default, use the order arrows to move the view to the top of the list. Once this is set, this will be the way WR are viewed.

Filters

The WR Filters allow for fast search of the WR list. To turn on Filters, Left click the Funnel Icon Y top left in the Work
Request List, then click Show Filters. The Filter white boxes will appear above each displayed column header. Type in any
Filter field to limit the currently displayed view of WR to only those WR with matching items.

!« Show Filters

“——— Clickhereto display Filters
Open

Completed

Deleted

Open Incomplete
Pending

Scheduled

Guest Calls

HotLine

Open with Start/Stop
WR today

| Customize query...

Custom Views Menu
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Type in any filter to
apply to WR List

- .2 bynergy Work Requests %\ ) | ———

B
- Synergy Work Requests / / \ =Rl X

by
WR # | Location  Gst | Guest Name | Description Status | Assigned To | Duration DateOpened j
793358 Telepho... B1 Check In - Bags up... o fox, fox 4d 20:05  §f8f2012 2:1...
793357 ADMIN, ... test test v fox, fox 1d23:13  6/11/2012 1...
793358 AVW DIPOPROP OPDEPT... -/  fox, fox 2011 6/11/2012 1.
793359 ADMIN. ... test est S fox, fox 1d20:37  6/11/2012 1....
793360 B1-18 test test v fox, fox 1d0428  6/12/2012 5:...
793361 AVW test test o fox, fox 0d 22:50  §/12/2012 1...
793362 Telepho... B2 Check Qut - Bags d... A Mone 13d 20:31  &/13/2012 1...
793363 ADMIN & 17 PHONE 000 J fox, fox [ TR
793364 ADMIN & 559 LAUNDRY LINTBL... -/ None [ GCEEE
793365 5BLD-3 e} 559 LAUNDRY LINTEL... . Elvis, ENG B /14012 14|ﬂ
4 | »

Work Request List with Filters displayed

The “Show Filters Menu” option will display a check mark next to it when the Filters are displayed. Click “Show Filters” to
remove the check mark and turn off the Filters.

Columns

Clicking on a gray column header will force that column to sort in ascending order. Clicking the gray column header, a
second time will sort in descending order. A small arrow will show to the right of the header name.

Printer

Clicking the printer on the Full View title bar will allow the user to print the data displayed in the manner it is displayed,
or to print the selection only.

This is a great tool when combined with filtering.

Work Request Dispatching

WRs can be sent or dispatched to several different devices. These devices are listed in the Outputs area of Setup.
SynergyMMS can be configured to dispatch to selected Output Devices or to a designated Pool for processing. If the WR
is of a high enough priority (PRI 1) it can be Escalated to an assigned Manager on Duty (MOD) if the work is not
completed within a predefined amount of time. The mode of dispatching (Output Devices/Pools and Auto/ manual) is
selected in the Preferences Dispatching Tab of Setup.

The dispatched message consists of:

e Subject — This contains the Priority if it is a Pril, the Location, the Work Request number and, if marked as a
guest issue, the guest’s name is shown.
@® Note: A subject longer than 42 characters will be truncated and continued in the Body.
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o Body-Alink if enabled to reply.
The Description of the WR and replies allowed.

SynergyMMS will automatically adjust the status of the WR based on the reply of the dispatch, or if the ECT expired and
based on Escalation settings.

SynergyMMS will listen for a reply the greater of the following:

e Two days

e Two times the ECT for PRI1, eight times the ECT for non PRI1.

e Replies processed after SynergyMMS stops listening will not be processed.
Users that have rights to override a pool may also cancel a WR once in progress. This Cancel Dispatch process stops
all future dispatching regardless of to just an output or to an MOD as part of an escalation.

Output Devices

Output Devices can be any valid item in the “Outputs” area of “Setup.” WRs can be dispatched to a specific Output
Device. This device can be set by the Task Code, or by the employee Assigned To the WR, or manually selected at the
time of Dispatch. An output can also be assigned based on an active Pool if Pooling is on. This is configured in the
Preferences section of SynergyMMS.

The outputs where the WR has been dispatched to, along with each response from the output device, will be shown on
the Dispatch tab.

A WR may only be dispatched to one Output Device at a time in Outputs mode. Users wishing to send a WR to multiple
devices must dispatch it once to each device. When a WR is dispatched more than once, the user will be prompted to
select an Output. Users will also be prompted to select an Output if no Output Device is already assigned to the WR.

A WR can be dispatched to an Output Device at any point in the life cycle of the WR up to the point the WR is Closed.
Once a WR is Closed it can no longer be dispatched. A WR that has been Completed can be re-dispatched, which
removes the completed status.

*Wurk Request Dispatch |

WR #: 1467

—

Location: 1018 WR information

<
Description: Recharge Fire Extinguisher // Selected Output Device

Outpuk: | WRPRINTER / =]
Dizpatch I Cancel |

v &pply to all selecked work requests, <\R\CI'Ck here to send _WR to
A d select Output Device

ispatch Prompt Window
Check here to apply current

Output Device to Multi-
selection WRs
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Pools

Pools are best described as a combination of schedules and criteria for determining which device a WR should be
dispatched to. Pools can be active for certain days and specific hours. Criteria for determining where to send the WR
includes whether it is Guest related, if it is the responsibility of a particular Trade or Department, and what area of the
building the WR occurs. Setting up Pools is detailed under the heading of Pools in the Setup section of this manual.

When dispatching to Pools, the user does not select which Pool to use. The WR is dispatched (either automatically or
manually as determined by the Preferences in Setup) and SynergyMMS determines the appropriate Pool based on the
information in the WR.

Pools will be evaluated based on a match of a Trade first. If a Trade pool does not exist that corresponds to the criteria
of the WR, SynergyMMS will evaluate the Department based pools to attempt to find a match.

WRs that do not match the criteria for any Pool will either Escalate or Fail based on the Escalation settings in Preferences
(see Escalation below). WRs that meet the criteria for a Pool that is not currently active will be processed depending on
the Estimated Completion Time of the WR:

e ECT overlaps beginning time of Pool — The WR will be dispatched once the Pool is active.
e ECT is not within active time of Pool — The WR will be Escalated or marked Failed based on the Priority of
the WR (see Escalation below).

The Pool can be overridden by setting the Output of the WR to a specific device if a user is granted that right.

Start / Stop Process

The Start/Stop process in SynergyMMS enables a user to start and stop a work request from a mobile device. This will
allow SynergyMMS to track actual hours worked done on a request for costing and other purposes.

SynergyMMS allows start and stop to be done from both email and push type outputs.
Once a device has been Claimed, the below information is the details for Start and Stop of a WR from an email.

Two additional response numbers are contained in the message sent to an output device to control starting and
stopping work on a work request.

Starting work on the work request: If a user enters a numeric four (4) on the mobile device and sends, Synergy
Dispatcher will interpret this value as starting a work on a work request.

Stopping work on the work request: If a user enters a numeric five (5) on the mobile device and sends, Synergy
Dispatcher will interpret this value as stopping the work on a work request.
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Multiple users can independently start and stop their own work on a work request. Users cannot start or stop work for
another user.

10:30 9 wil T -

" Back 1429296 (More)

Messages GST
P1@11205(WR1429296): TV Not 4 iis t e 7.00M
Working - TV no funciona

P1@2314 (WR3119) -GST

m g Miller, 1134 - Phone no dial

tone
Attached Files: ] 1. Acgept
@ 2. Reject
3. Complete

Add 4, Start
3 5. Stop

MSG/ALERT OPTIONS

=

oment ' Messages  More

EXAMPLE DISPATCH SISPLAYED ON A PUSH-TYPE EXAMPLE DISPATCH DISPLAYED ON A TEXT (SMS)
DEVICE DEVICE

A user can start and stop work on a work request from the mobile device in which the original dispatch message was
sent or user could initiate a new message that would indicate starting or stopping work on a work request.

Starting work on a work request will mark the work as Accepted if it has not already been and add a new costing record
with the current start time with a zero duration.

Stopping work on a work request will update the duration value with the elapsed time since the start time is in the
corresponding costing record. A costing record with a duration greater than zero will be considered completed and not
modifiable by a start or stop action.

Actions that may occur:

e If a user starts work on an open work request, a new labor cost record is created with an initial 0 duration.

e If a user starts working on a work request that the user has already started, but has not stopped, the action will
be ignored, and a message sent back to the user.

e If a user tries to stop working on a work request that has not been accepted, the action will be rejected, and an
error message sent back to the user.

e If a user tries to stop working on a work request that has been accepted but not started, the action will be
rejected, and an error message sent back to the user.

e If a user starts work on a work request that has been accepted, started, and stopped a new costing record for
that user will be added with a current start time and a zero duration.
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e If a work request is marked as completed all zero duration costing records for all users for that work request will
be updated with the elapsed time from the start.

e If a work request is closed fill in all O value durations with current date/time.

e If a user selects “complete,” the labor time will stop recording and change to a completed status. If the user
selects “stop,” the work request is not necessarily complete and must still be completed.

The costing tab of the work request will be modified to show cost entries created using the start and stop.

De’[ails] More ] Closing Cost ]Dispa’[ches] Room ] Images]

Details - WR#: 4154 Issued By: SAI (None) on 2/4/2016 1:29 PM
Account: |Jones LLC - Jones LLC ~|
Type Description Date Quantity Markup (%)
Parts 121212 - O+ing 10410/2012 105... 1 5.00
Parts 2113 - Bulb, Rood, 75W 2/4/131257 .. 1 5.00
Parts 485686565 - Filtter 21182015533 . 1 5.00
Labor ZZBryart, Blaine 12A11/201511:1... 02:00 5.00
Parts 804-RT - Drain Plug 420621 . 1 5.00
Labar smith, John 4122016 212 ... 01:00 5.00

The Dispatching tab of the work request will show a Start status and a Stop status

805255
805256 3-1539

a

1/81-17

PM Generator  Testing

A

2119 POWERSTRIP:

MNone

0d 01:05

M 3(6/2015 2:0...

3/6/2015 1:0...

This WR is in the

|Di5patch accepted. \Nmﬂ\

Details] Mare ]
Details - WR#:

Qutput Name
kimemail
kimemail
kimemail
kimemail

Closing ] Cost

B05256 Issued By: SAT (None) on 3/6/2015 2:02 PM

Output Details

kim@corporate.com
kim@corporate.com
kim@corporate.com
kim@corporate.com

Dispatches lHoom ] Images]

Employee
3, Kim
3, Kim
3, Kim
3, Kim

Date Sent
3/6/2015 2:02 PM
3[6/2015 2:03 PM
3/6/2015 Z:03 PM
3/6/2015 2:04 PM

accepted state.
Stopping a WR does
not complete it.

=
o
®

The above arrow is pointing to the work request status column. It will display the current status. the current state,

started, or stopped inform

ation if known.

@ Note: The Start / Stop process works in combination with the Claim / Un-claim function as devices must be claimed
before it can Start or Stop a work request.

Scan to Start

With the Scan to Start process in SynergyMMS, a user can start work on a work request from a mobile device via

scanning a barcode label on a piece of equipment or a location. This process allows SynergyMMS to track labor time on
requests much more accurately for costing and other purposes.
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The Scan to Start process provides proof of presence. In a property using the Scan to Start function, barcodes will be
placed at a location or on a piece of equipment and registered in SynergyMMS. When a user begins work in an area with
a barcode, and the start button is activated, a barcode scanner will automatically be enabled using the mobile device’s
camera. Users then scan the barcode, and if it matches with barcode the work request is looking for, the work time will
begin recording. On the desktop, the work is shown as started and in-progress. The Full Detail Report will indicate if the
work request was started using the barcode scan. The Scan to Start is not only for work requests but can be used with
preventive maintenance as well.

On the Start / Stop menu, when Scan to Start is activated, selecting “Start” will display this screen in which a barcode
can be scanned:

eeee0 Verizon T 4:03 PM o mm» eeee0 Verizon T 4:03 PM o ) mm»

Cancel (O] Cancel (O]

UPC code QR code

When the scan is correct, there is no confirmation message. The screen simply reverts to the “Start / Stop” screen and
the start button is disabled because the user’s scan was successful. The stop button is available for selection to end the
time worked on the task.
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If an incorrect barcode is scanned, either of these two messages will display indicating whether the user has scanned the

incorrect location or equipment. The expected code is also displayed.

Warning

Scanned code (5008) does not match
the equipment for this work request.
The expected code is: Bender2

Cancel Start
Scan another Barcode

Start without Barcode Scan

Incorrect equipment

Warning

Scanned code (1002) does not match
either the equipment or the location for
this work request. The expected codes

are:
Equipment: 12345
Location: MechRoom1

Cancel Start

Scan another Barcode

Start without Barcode Scan

Incorrect equipment
or location

The proof of presence provides managers with peace of mind in knowing their employees are working in the correct
location or on the correct equipment. And in turn, users can also ensure that they are working on the proper task at the

appropriate location.
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Task Code
As=gned Te
Repar Dept
Trade
Requested By
Guest Name
Output

ECT:

P nonty-

33798

QC-FE-M

Enginaarng
Mot Azsigned

Mot Assigned

30m
33

Embassy Suites

All (Open and Closed)Work Requests WR Full Detail

8142021 - 8NN

Opened:
Scheduled Foc
Duration:

B/4/2021 1:00 PM
B/4/2021 100 PM

17m

Enginaamg
Fitness Camer

Treadmill 1

: MNona

Nona
Naone

0

Descaption: 0C Fitness Equipmeant Manthly

Comments:
Completion:
Transaction History Details
_ Descpbion Employee ==~~~ Detad Date/Tme
Created Luigi location = Fitness Center 5i4/2021 1-16:13 PM

Edited Costing

Lumg
Luiggi

assignedto = Saenz, Lupgi
taskcoda = QC-FEM
output= MNona

datescheduledfor=38/42021 12:00 PM
parent pm = Fitnass Equipmeant Moty

parentwri = 33767

o432 O

equip = Treadmil 1

b11db690-14a5-417a-be37-782751825189

8/472021 1:168:35 PM

8/4/2021 1:1648 PM
8/4/2021 1:16:56 PM

Proof of Presence displayed on a report
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- Synergy Setup

Escalation delivery can be

Employees

Task Codes

¥ 3 Dispatch Pool(s)
Pool Name
Engineering daily calls

based on a time set in the
setup of the pool.

Locations Equipment Codes Qutputs Inspections Pooling Preferences

Time On
00:00
07:00
08:00

Time Off Escalation
24:00 T2
14:00 0/
16:00 0j2

Group Type
Dept. eng
Trade Al

Trade

e

Escalation is the process by which designated
individuals are notified if a PRI1 WR is not

Details I Oulputs] Locations ~ Escalation I

completed within a set period. There are several

|
areas that require initialization and setup before

Name - Mame

Active | Time Past ECT

apple, Juzn (& rove BEL r 0 this process is fully functional at your property.
apple, MARCIANO cheatwood 3, Kim 2 0 . . .
ke, W B (e, =t r 1 The steps below outline the required setup. This
Bryant, Blaine
s (& AT is followed by a detailed explanation of the
sa, Doug .| _—) criteria and behavior of Escalated WRs.

[+ Add  J P Sove O Cancel

. Turn on Escalation in SynergyMMS —
This is a system-wide Preference setting. It affects all WRs that meet the appropriate criteria as outlined
below. Please see the Preferences Dispatching Tab in the Setup section of this manual for more
information on enabling Escalation.

e Designate Eligible MODs — MODs, or Managers on Duty, are Employees within SynergyMMS that are
eligible to receive Escalation notifications. These individuals are designated by the Can Be MOD field in
their employee record. Please see Employee General Tab in the Setup section of this manual for more
information on designating an Employee as an MOD.

e  Assign Outputs to MODs — Outputs are how MODs receive their Escalation notifications. Valid Outputs
are email accounts or push. Each of these devices must first be added to the Outputs list in Setup.
Please see Outputs in the Setup section of this manual for more information. Once the Output has been
added to this list, it may be connected to an MOD through the Output field in the Employee record.
Please see Employee General Tab in the Setup section of this manual for more information on assigning
Outputs to MODs. MODs can also use the Claim / Un-claim feature to make the output active.

e Assign MODs to receive Escalations — Once eligible MODs have been designated, they may be
connected to a pool to receive Escalation notifications. Trade or Department can group these
notifications. See Pooling for processing order

e Time Past ECT — Allows for the delivery to be further delayed or allows for a tiered Escalation process.

Once these steps for activating Escalation have been completed the Escalation process applies to all WRs that are
dispatched and have a Priority 1. By default, Guest WRs are priority 1. Priority can be assigned by the Task Code, making
a WR Guest related, or manually setting the Priority field on the More tab to 1. A Priority 1 WR must be dispatched to be
processed for Escalation. Dispatching can be done manually, by clicking the Dispatch button on the WR form, or
automatically if the proper setting is enabled on the Preferences Dispatching Tab.

The time of Escalation is dependent upon the WRs Estimated Completion Time (ECT), and Like Priority, ECT can be
assigned by the Task Code or manually setting the ECT field on the More tab. If no ECT is set, SynergyMMS will proceed
as if the ECT were set to 15 minutes. The time of the delivery of the Escalated message is dependent on the setup in the
Pooling of the MOD’s and the ECT.
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After a WR has been dispatched, if the WR is not Completed or Closed within the ECT an Escalation notice will be sent to
the assigned MOD(s). If no MOD is assigned in the Preferences, the WR will be dispatched in an escalated state to the
original recipient.

Within the FasTrax interface WRs that are Escalated are moved from the Progress Panel to the Action Panel so they may
be addressed.

Escalated WR show with an Escalated ( ! ) Status icon.
Dispatching a WR a second time will result in a new Escalation time. It will also reset the WR status.

Escalation following a WR that was dispatched through the Pooling process will happen after all outputs have been
exhausted and after the end of pool (EOP) setting. Default value of EOP is 1 minute or 60 seconds.

Samples:

1. A WR dispatched with SynergyMMS in Pooling Mode to a pool where no active outputs exist, or no pool is found
that fits the WR will Escalate immediately.

2. A WR dispatched with SynergyMMS in Pooling Mode to a pool with one or more active outputs will exhaust the
active outputs provided and then escalate based on the ECT or the EOP whichever comes first.

Escalated WR can only be completed from an output, desktop, or the iOS / Android apps. An escalated WR cannot be
accepted or rejected from an output device. SynergyMMS will actively listen for a reply for two times the estimated
completion time.
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Chapter 5 SynergyMMS: Preventive Maintenance

Preventive Maintenance (PM) is a key component of SynergyMMS. The tools SynergyMMS provides to interact with PM
Schedules have been streamlined to provide a more focused, easier interface.

The concept here is that work or jobs that need to be done in a recurring fashion should be added to the PM section of
SynergyMMS. Work requests (WR) are then generated from these PM schedules and can then be tracked. These jobs
can include room PMs or inspections, equipment maintenance and inspections, or required repeat readings, daily
rounds, or daily cleaning. Even jobs that get every other year, or every third year, can be added, as well as jobs done
every hour.

Any repetitive job that completed on a scheduled basis can be setup in the PM area of SynergyMMS.

There are often many questions on what should or can go into the PM area. We have detailed a few examples outside of
the standard equipment/location maintenance and inspections below.

1. Fire Extinguishers —
Adding the Fire Extinguishers is a straightforward process in the equipment list. If there is ever an
insurance issue you have all the details to backup that a particular Fire extinguisher was checked, and

PMs were completed per standards

2. Automobiles —
If you oversee the maintenance of automobiles SynergyMMS makes it quite easy to make sure that they

receive regular oil changes and other maintenance.

3. Housekeeping -
Most companies have standards that Housekeeping must complete certain tasks on a periodic basis.

4. IT-
Computers get refreshed on a 2- or 4-year schedule.

o

Daily Cleaning rounds.
Every hour cleaning of public space can be setup with an inspection of all items to be touched.

Now let us review the basics of how SynergyMMS manages PMs.

Preventive Maintenance Basics

SynergyMMS manages PMs in an incredibly unique method that can put most of the burden into the application and
less on the team member that will set it up. It allows users to define PM Schedules and then connect those schedules to
items defined in the Equipment or Locations setup areas.

SynergyMMS auto generates PMs based on frequency or occupancy or lack of occupancy setting. It also offers a PM on
Demand area that allows users to force a PM to generate now based on users’ needs. There is also a PM Calendar
interface to look at how well work is balanced for the property and to forecast for future needs.
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Before any of the extras can be used, the schedules must be created. We have assumed that all the equipment in your
facility is defined within the Equipment List, and all locations have been defined in SynergyMMS already. If this is not
the case, you will need to set these areas up first before continuing.

Similar pieces of Equipment will have similar needs for PMs. The same is true about Locations. In SynergyMMS the need
is defined only once. The need is called a PM Schedule, and the schedule must define a frequency for the work to be
done and a description of the work to be completed. Once the schedule is defined, you simply connect pieces of
Equipment or Locations to that schedule.

Here is a scenario to help setup SynergyMMS PMs. Please note that in some cases you may have almost the same PM
Schedule and frequency, but due to an item that makes them unique, separate PM Schedules with different connected
items.

Let us pretend we have a 15 floor Hotel 30 rooms per floor. Guest rooms starting on the 5% floor.

Hotel SynergyMMS - is made up of the following items.

2 distinct towers one East Tower, one West tower.

30 Ice Machines - Each Guest floor has 2 Ice Machines, one in the East
tower one in the West Tower.

We have total 300 Guest rooms.

10 AHUs

2 Chillers

2 Boilers

We have one engineer that maintains the lce Machine PM’s.

We have two engineers that handle Room Inspections

We have other engineers that maintain the equipment.

Ice Machines
1 PM for all

To make things easy, lets walk through setting up a PM that will manage all the Ice Machines. This PM will occur

once per month, and all the ice machines will get a separate WR. The WR date will based on our start date, and

if we close the previous month’s PM.

Click Add on the PM Schedules page.

Fill in the following fields:

Work Definition:

Schedule name: ‘Ice Machine Monthly cleaning.” This can be anything that makes sense to you.
Schedule Type: Equipment. We have defined our Ice Machines under the Setup / Equipment list.
Details: Select an Inspection. See Setup Inspections for details. We will assume this inspection is done
correctly so most of the other fields are now also filled in.
Assigned To: Name of the engineer that will complete this job. When the WR generates from the PM
schedule, the engineer’s name will appear in the “Assigned To” field.
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ECT: How long does it take to do this? WR will have this so we can see how much work our engineer
must do, and the PM Calendar will use this in its calculation of labor time needed to complete PM’s.
Questions:
This will be filled in based on what Inspection we selected.
Schedule
Schedule Mode: Regular
PM Generation Options:
Frequency: Monthly
Start Date: Dec 5, 2020. You can set this for today or tomorrow or what works best for you.
Remember once you set this and connect items and this date comes due PM’s will generate.
Start Time: 4:00AM
Connection
Connect all the Ice Machines regardless of where they are.
Split PMs per tower

Now let us complicate things a bit. Let us make a copy of our original Ice machine Weekly cleaning.

On the original PM Change the title to ‘Ice Machine Weekly cleaning East,” also go to the Connected tab and
remove the ice machines that are on the west side of building.

Now click Add, our new PM should be named ‘Ice Machine Weekly cleaning West,” it should include all of the
items set from the original.

On the Connected tab we only need to connect the ice machines on the West side of the building.
Let us make one more change to each PM.

On the ‘East’ let us make sure our start date is set to the next Monday date. Set the frequency to Every 4
weeks.

On the ‘West’ one set the start date to the next Thursday date. Set the frequency to Every 4 weeks.
What happens?

We get all the East Ice machines every week on Monday. All the West Ice machines every week on Thursday.
This gives our engineer time to get done with the East tower and then work on the West tower.

Guest rooms Inspections
1 PM for all

Again, to make things easy for setup purposes, we will set up 1 PM that will manage all the Guest Room
Inspections. This PM will occur semiannually. Each Guest Room will get separate WR for tracking purposes. The
initially generated WR dates will based on our start date, subsequent ones will be based on when the room is
completed (sliding mode).
Click Add on the PM Schedules page.
Fill in the following fields:
Work Definition:
Schedule name: ‘Room Inspections.’ This can be anything that makes sense to you. We do not have to
put the Semiannual in the name as that will be noted by the frequency.
Schedule Type: Rooms. Guest rooms are defined under the Setup / Locations list.
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Details: Select an Inspection. See Setup Inspections for details. We will assume this inspection is done
correctly so most of the other fields are now also filled in.
Assigned to: We will leave this blank here and then when the WR generates we can assign them to one
of our two Room PM engineers. We could fill in one of our engineer’s names here and just change the
other when they generate also.
ECT: How long does it take to do this? WR will have this so we can see how much work our engineers
must do, and the PM Calendar will use this in its calculation of labor time needed to complete PM’s.
Questions:
This will be filled in based on what Inspection we selected.
Schedule
Schedule Mode: Sliding. See the details of this later in this chapter.
PM Generation Options:
Frequency: Semiannual
Start Date: Dec 5, 2014. You can set this for today or tomorrow or what works best for you.
Remember once you set this and connect items and this date comes due PM’s will generate.
Start Time: 4:00AM
Connection
Connect all the Guest Rooms regardless of where they are.
What happens?

All the Guest Rooms generate the initial time based on start date and time. They are possibly not assigned to the
correct engineer, so we must update the individual PM/WR. Subsequent times they will generate based on the
frequency and the last completed time. PM on Demand is a great tool to see next due. Also, if a room is due
tomorrow and is not occupied today you can force it to generate through PM on Demand.

Split PMs per Engineer.

Now let us break this PM into two also. This will help as we will not have to reassign the PM/WR after they
generate.

On the original PM Change the title to ‘Room Inspections East, also go to the Connected tab and remove the
guest rooms that are on the west side of building.

Now click Add, our new PM should be named ‘Room Inspections West,” it should include all of the Guest Rooms
on the west.

What happens?

All the Guest Rooms generate the initial time based on start date and time. They are assigned to the engineers.
Subsequent times they will generate based on the frequency and the last completed time. PM on Demand is a
great tool to see next due. Also, if a room is due tomorrow and is not occupied today you can force it to
generate through PM on Demand.

These scenarios show a bit of the flexibility you have in SynergyMMS setting up PM’s. There are many other ways that
may fit better for your property.

If you had an outside vendor build your PM’s, make sure they fit how your property works. You may also have PM’s
setup that are done by outside contractors in SynergyMMS so that you can keep track of the data.
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This allows SynergyMMS to be setup in an amazingly easy manner, or a property can also best fit the schedules for how
the work is done.

SynergyMMS also allows PM's to be grouped and then generated at the same time (Simultaneous) or grouped and
generated upon completion of the parent (Sequential).

Here is an example of grouping PM'’s.

Let us say we have an Annual, Quarterly, and Monthly AHU PM defined, since we have 10 in our sample building. We
want the annual to be grouped to call the quarterly and the monthly at the same time — Simultaneous.

PM Schedules - oEN
T 3PM Schedule(s)
AHU- <urfiltered= <unfitered>  <unfiltered>  <urfiltersd= =unfiltered> <unfilterad>
Schedule Name Type Frequency Mode Repair Dept. RepairTrade Assigned To

AHLU-PM A Equipment Annualky Sliding ENG Mechanic
AHU-PM Equipment Quarterly Sliding ENG Plant Mechanic
AHL-PM 1 Equipment Monthly sliding ENG Mechanic

Batson, Matthew
Batson, Matthew
Batson, Matthew

Work Definition | Questions § Tasks | Schedule | Comnection Group | parts |
Group Type

 MNone = simultanecus " Sequential

AT

Schedule

Move

Mye

Another example would be on our Room Inspections done by Engineering. We want Housekeeping to follow them to do
their part and finally tidy up the room. Group these PMs to occur upon completion - Sequential.

The PM Generator* in SynergyMMS monitors your PM Schedules on a daily or weekly basis (based on
Setup/Preferences) and generates those needed based on a wide variety of factors. This is done automatically based on

the criteria stipulated in each schedule. You can just set up the schedule and let SynergyMMS do the work of figuring
out when a particular PM is due.

*The PM Generator is an additional program running on SynergyMMS servers. This program does not have an
interface for users to interact with (server processing only).

Adding Preventive Maintenance Schedules

Adding PM Schedules is very straightforward and involves the following:

=  Enter the Name of each PM Schedule.
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= Describe the details of what is to be done on the question tab, or this may be done using a pre-
existing Task Code or list of Inspection Questions. Including who and what department is
responsible.

= Define the schedule meaning the Frequency of when the PM is to be performed.
= Select a Starting Date and time.

=  Set the Schedule type and connect the PM Schedule to the appropriate pieces of Equipment or
Locations.

= |[f applicable, group PM’s.

PM Schedules

The PM Schedules form provides users a simple interface for detailing the work they wish to schedule. The form has two
main sections: The PM Schedule List and the PM Details form. The PM Details form is further divided into six tabs of
information for easy navigation: Work Definition, Questions/Tasks, Schedule, Connection, Groups, and Parts.

PM Schedule List

Click on a tab to
display more info

{M(Iules — O X

T 13PM Schedule(s)

Schedule Name Type Frequency | Mode Child | Repair Dept. RepairTrade Assigned To Connected
A-1 Engineering Room PM Room Daily Regular Engineering Hone Mone 487
A-1 Housekeeping Room PM Room Caily Regular Housekeeping Hone None 47
A-1 Painting PM Room Daily Regular Mone Mone Maone 457
AHU PM Equipment Quarterly Sliding Engineering Mone Nane o
C19 Haurly Cleaning Roam Daily Absalute Nane Mone Nane 1
EMNG Guest Suite 2 Room Checklist Room Quarterly Sliding Engineering Mane Mone 3
ENG Single Guest Room Checklist Room Quarterly Sliding Engineering Hone Mone ]
GM Guest Suite 2 Room Checklist Room annually Sliding Executive Office Hone None o
&M Single Guest Room Checklist Roam annually Sliding Executive Office Mone Nane o
Ice Machine Manthly Equipment IManthly Regular Engineering Mone Nane 4
Meter Reading Equipment Daily Absalute Engineering Mone Nane 3
QC Guest Suite 2 Room Checklist Room Quarterly Sliding Engineering Mane Mone ]
QC Single Guest Room Checklist Room Quarterly Sliding Engineering Hone Mone ]

| Questions | Tasks | Schedule | Connection | Group | Parts |

- A-1 Engineering Room PM

Schedule Name: ‘A—l Engineering Room PM

schedule Type Tssuing Dept: [Ergineering Tower Location: [lone ~|
" Equipment {* Laocation _

Repairing Dept: ‘EFII;II‘IEE!’II‘\I; In Rm Specific: |Nuns j
Dekails Trade: [jiane Analysis: [one -]

i Task Code * Inspection

Assign To: ‘None

EcT: [0 =d [ o030
Priarity / Filter: [g3 =]

L L L L L

iaMMonCheck - GM Monthly Engineering Worklj
Output To: [“oging -

g

C + hi )
Creates IIEWW
Schedule Sa/é current

Cancels changes to
PM Schedule &

Current PM Schedules
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The PM Schedule List

The PM Schedule List displays all schedules accessible to the current logged in user. By default, the list is sorted
alphabetically based on Schedule Name and contains basic information about each schedule. Clicking on a schedule in
the list displays the detail information in the tabs below.

Allows filtering of Number of active Sort the PMs by clicking in any
the list when clicked PMs appears in the column header. Click once for
Title bar ascending, twice for descending. ) .

¢ ’ Adjustable column widths
T 13PMSchedule(s)
Schedule Name Type Frequency | Mode Child | Repair Dept. HepairTrade Assigned To Connected | = |
A-1 Engineering Room PM R.oom Doaily Regular Engineering Mone Mone 487
A-1 Housekeeping Room PR Duaily Reqgular Housekeeping Mone Mone 487
A-1 Painking PM Daaily Regular Mone Mone Mone 487
AHL PR Quarkerky Sliding Engineering Mone Mone 0
C19 Hourly Cleaning Daily Absolute Mone Mone Mone 1
EMG Guest Suite 2 Room Checklisk Quarkerky Sliding Engineering Mone Mone 26

EMG Single Guest Room Checklist Quarterly sSliding Engineering Mone Mone i]
M Guest Suite 2 Room Checklist Annually Sliding Executive Cffice Mone Mone 0
GM Single Guest Room Checklist annually Sliding Executive Office Mone Maone i] i
Ice Machine Monthly Monthly Regular Engineering Mone ol 4
Meter Reading Daily absolute Engineeting Maone Maone 3 -
/ The PM Schedule List
Selected PM highlighted Scroll bar allows you to

see all of the records

Filters

The filters allow for fast and simple filtering of the PM list. To turn on Filters, click the Funnel Icon Y in the PM List Title
Bar. The Filter or search fields appear above each displayed column header.

Right-Click Menu

The Right-click Menu allows users to apply basic changes to any selected PMs. Right clicking a PM record in the list will
display Edit and Delete. From the Edit menu you can do the following:

Select PM’s by using the mouse to drag or use Ctrl and Shift and click.
-2 Medify Multiple Schedules | = e

Assign To: -

Output To: |(\"ar\ous) j

| D 2 I
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The PM Work Definition Tab

The PM Work Definition Tab contains the basic information regarding the schedule type and repair information.

PM name appears in the Title
Bar of each tab Information on this portion of the formis

often filled in by a specific Task Code

Work Definition lQuesﬁons | Tasks ] Schedule / Connection ] Group ] Parts ] A

PM Schedule - Pool EQUIP Maintenance

Schedule Name: [Pool EQUIP Maintenance /
Schedule Type G Projects: |N0rﬂ1 j
* Equipment { Location _
Repairing pt: |ENG Rengvations: |}"ﬂ1 floor j
Details Trade: |MECH special: [Bubs -]

(" Task Code (+ Inspection

Ect: |2 = d [ 00:00=]
Priority / Filter: ,El

Assign To: |N0ne

Equip - Equip Walk thru j

L Lol L L L

Output To: |N0ne

The PM Work Definition Tab
The fields of this form display the following information for the currently selected PM:

= Schedule Name — The title given to the currently selected PM Schedule. This title should be specific
enough to describe the task, but not so much to be specific to a particular piece of equipment or
location.

Examples:
e AHU Quarterly Filter Change vs. AHU1 Quarterly Filter Change
e Vehicle Oil Change vs. 2005 Ford Van Oil Change.

e Ice Machine Bleaching vs. 5% Floor Ice machine bleach job.

Notice that the second options are for a more specific piece of equipment, yet the first options do
an excellent job at explaining the work to be done. You can make the PM Schedule names
specific and only for one item, but that means the workload is higher to setup SynergyMMS.

= Schedule Type — The type is either Equipment or Location, this determines what items may be
connected to the currently selected schedule when you get to the Connection tab.

=  Details — Can be either Task Code or Inspection; the drop list will contain either Task Codes or
Inspections depending on which option is selected and will automatically fill in many of the fields of
the currently selected PM Schedule. You can also choose to not use a Task or Inspection and simply
type in the work on the Question Tab.

If you are considering using SynergyMMS for QA Inspections create inspections.

Inspections allow for check list when completing through the Synergy Mobile app vs a Task code
will only be basic text in a paragraph style.
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= Aschedule must have a Task Code or Inspection or some text in the Questions / Task tab, to be valid
and allow saving.

1420866

The picture on the right shows
the app using an inspection.

Location

Guest

Task . The picture on the left shows a
esned (i ) basic task code or free form
Equipment [ Lt

[ ) text.

(min)

Receipt

l
old
O]
o (]
o [d
o [l

Date Scheduled For
2/11/2022, 10:12:42 AM

@ Note: You can free form type a description, but some functions will not work as expected.

= |ssuing Dept — The department responsible for editing and maintaining this PM Schedule. This
becomes particularly important as you get more departments entering items into SynergyMMS for
tracking.

= Repairing Dept — The department responsible for repairing the current task. Set based on the Task
code or Inspection.

®= Trade — The trade within the department responsible for repairing. Set based on the Task code or
Inspection.

= Assigned To — The employee responsible for completing this PM. If many people could be assigned
to do this type of work, then the assignment may be easier to do at the Calendar or WR level using
the ‘Apply Changes’ option for groups of WR.

=  Qutput To — Output Device to which Work Requests generated from this schedule will be delivered
= If using a Task code, will be set based on what is defined in the Task Code
= [f using an Inspection, you will need to define this if not in Pooling mode.

= |f the property is set in Pooling Mode (see Preferences), this will say pooling for both Task and
Inspection and cannot be altered at this point. Use PM Pools or alter the output in the WR once
generated.

e User Defined Fields — These three fields are custom search fields to allow more grouping and filtering of the
work once generated for custom views and reports. These are customizable in the Preferences.

e Estimated Time — The amount of time is displayed in days, hours, and minutes to indicate how much time the
task is expected to take. Including this value here will allow the PM Calendar to show required labor hours.

= [f using a Task Code, this will be set based on what is defined in the Task Code.
e If using an Inspection, you will need to define this.

= Priority/Filter — The priority assigned to the WRs generated from this PM.
= |f using a Task code, this will be set by what is defined in the Task Code.

= |f using an Inspection, you will need to define this.
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The PM Questions/Tasks Tab

The PM Questions/Tasks Tab contains the description of work or list of questions which will appear in WRs generated by
this PM.

Displays Task Code or Inspection items (non-

PM name appears in the Title editable, grey text) as well as additional
Bar of each tab Comments (editable, black text)
Wiork. Definition lScheduIe ] Connection ] Gpdup ] Parts ]

PM Schedule - Air Compressor ()

Question /

Inspect for leaks & check safety wakve
Perform LED display test

Clean coolers and condenser of dryer
Check belt, replace if worn

Clean float valve of moisture trap
Drain condensate from receiver
Change il and Filker

Grease ALL bearings

Grease all fittings

The PM Questions/Tasks Tab
The fields of this form display the following information for the currently selected PM:

= Questions / Task —

= |f a Task code is used this field will display Description and will display both the non-editable Task
Code Description (appearing in grey text) as well as any editable comments (displayed in black text)
that you have added.

= |f an Inspection is used this field will display Questions and will contain the defined list of questions
for the inspection. No additional text can be added at this point.
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The PM Schedule Tab

The PM Schedule Tab contains information regarding the frequency of when the PM is to take place.

Determines how PM will be If Hourly set for repeat every X
generated. See below. hour(s).

Work, DeFinitinn] Questions | Tasks  Schedule lCnnnection] Group ] Parts I

PM Schedule - A-1 Engineering Room PM

Auto Schedule

Schedule Mode Date Options
* Regular i~ slding " Absolute
Start Date: |11/10/20z0 hd
PMG tion Opti
HOAR LTI R Start Time: |03 am —=
Frequency: ﬂ evYery | 1::' hour{s) Repeat every 13: year(s)

Room Threshold: /l

Available if this is a Room PM and the
property has an active PMS, if this is an
Equipment PM only functional when
using SAl’'s CONTROLIQ Energy
Management software.

The PM Schedule Tab

The fields of this form display the following information for the currently selected PM:

o Reset — Allows you to reset for a new start-date or frequency. This restarts a PM based on the new date as if
a new schedule had been added.

o Auto Schedule — Check this box to have SynergyMMS calculate the distribution of PM Work Requests based
on Frequency and number of Connected items. Not available for Sliding. The Auto Schedule option will
schedule the work to best fit the maintenance schedules of other items. By placing a check mark in this box,
any overlapping in scheduling can be eliminated.

=  Examples:

= [|f you connect 4 items to a PM that has a monthly frequency. SynergyMMS will generate one per
week. Most months have 4 weeks.

= [f you have 12 items connected to a PM that has an annual frequency, you will get one per month.
There are 12 months in a year.

=  Schedule Mode — Determines how SynergyMMS will generate the Schedules. Regular is the default.
This is another area that allows flexibility in the setup of the PM’s.

e Regular —WR are generated based on the Start date and the Frequency. If an existing WR exists for the PM, a
new WR/PM will not be generated until the original is completed and the due date comes due.

e Example: PM is scheduled for monthly and generated on August 8, and was not yet completed by September
8th, then no other WR/PM’s will generate. If the WR is completed before September 8 the next WR/PM will
generate.
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Absolute — WR are generated based on the Start date and frequency. Absolute PMs generate regardless of
whether there is an open incomplete WR/PM for the same PM.

Example: PM is scheduled for monthly and generated August 8. Regardless of the status of this WR/PM, every
month on the 8" a new WR/PM will generate.

Sliding — WR are generated based on the Start date and the Frequency, like with Regular. However, subsequent
WR are generated based on the Completed date of the previous WR/PM. Sliding mode allows for Schedules to
be generated based on when the PM was last completed.

o The 'Consecutive Nights Vacant' field is now enabled when the schedule mode is Sliding.

= |f a PM Schedule with a Consecutive Nights Vacant is set to 3, any room with the last check date
equal or greater than 3 will automatically generate a PM for those locations.

Example: PM is scheduled for monthly and generated August 1st but not completed until the 8th of the month,
it will not be generated again until the 8th of the next month, even if the PM was saved with a start date of the
1st of the month. If the WR/PM was not completed, a new WR/PM will not generate.

= PM Generation Options — Determines how often the PM will generate.

Frequency — The recurring time between PMs, determines the number of times during the year the currently
selected PM will generate.

o Along with basic calendar frequencies, SynergyMMS also offers customized Weekly that fall on the same
day, as well as Hourly that can be setup to repeat every X hour(s).

-2 PM Schedules - ] X
Schedule Name Type Frequency | Mode Child | Repair Dept. RepairTrade Assigned To Connected | |
10TH FLOOR, GLESTROOM ENTRY ... Room SemiAnnual Sliding PROP PAINT DETAIL TEAM, 8z
10TH FLOOR SEMI-ANMUAL FILTER... Room Semifnnual Sliding PROP MAINT MAINTENAMCE TEAM, 1 —
11THFLOOR GUESTROOM ENTRY ... Room SemiAnnual Sliding PROP PAINT DETAIL TEAM, a8z
11TH FLOCR SEMI-ANMUAL FILTER... Room SemiAnnual Sliding PROP MAINT MAINTEMANCE TEAM, 1
12TH FLOCR, GLUESTROOM ENTRY ... Room Semiannual Sliding PROP PAINT DETAIL TEAM, 82
12TH FLOOR, SEMI-ANMUAL FILTER... Room Semiannual Sliding PROP MAINT MAINTEMANCE TEAM, 1
13THFLOOR GLUESTROOM ENTRY .. Room SemiAnnual Sliding PROP PAINT DETAIL TEAM, 8z
13TH FLOOR SEMI-ANMUAL FILTER... Room Semifnnual Sliding PROP MAINT MAINTENAMCE TEAM, 1
14THFLOOR GUESTROOM ENTRY ... Room SemiAnnual Sliding PROP PAINT DETAIL TEAM, a0
14TH FLOOR SEMI-ANMUAL FILTER... Room SemiAnnual Sliding PROP MAINT MAINTEMANCE TEAM, 1
1STHFLOOR GUESTROOMENTRY ... Room Semiannual Sliding PROP PAINT DETAIL TEAM, 72
1STH FLOOR, SEMI-ANMUAL FILTER... Room Semiannual Sliding PROP MAINT MAINTEMANCE TEAM, 1
16TH FLOOR GLESTROOM ENTRY ... Room SemiAnnual Sliding PROP PAINT DETAIL TEAM, 35
16TH FLOOR SEMI-ANMUAL FILTER... Room Semifnnual Sliding PROP MAINT MAINTENAMCE TEAM, 1 -

work Definition | Questions f Tasks  Schedule IConnection | Group | parts |
PM Schedule - [ New Schedule ]

[~ Auto Schedule

Schedule Mode Date Options
& Reqular ¢ Shiding " Absclute
Start Date: | 5/24/2021 hd
PM Generation Options start Time: [04 AM =
Frequency: Daily] < Repeat every 1;': year(s)
Houty P9}

Equip Run Hours: (7, .

eekly

i Weekly

Seri Manthly

Every 4 weeks

oy il B See B0 Corcel

EBi Monthly

Every 13 weeks
b+

Run Hours Threshold — Calculates the PM’s based on the number of hours a piece of equipment operates, or
number of sales a room has.

= |f you want your PM’s to always generate on a specific day, use the frequency’s defined by the
weeks. Example Every 4 Weeks, Every 13 Weeks.

Custom option - This Frequency allows you to choose when the PM should generate. It allows you to set a
frequency that does not fit one of our predefined. When click you will get a 52-week calendar that you can
check mark the weeks you want to do the PM.
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This is a great tool if you want to do something every week during a particular season only.

@® Note: The custom frequency is not available in the sliding schedule mode.

SynergyMMS also offers a Custom frequency. If using the custom frequency, you must ensure that you click in one of the
boxes otherwise the PM is not ‘enabled.’” Also, if using “custom,” make sure that your start date is before your first check
mark. Good rule of thumb if using custom would be to set the start date to Jan 1.

MP SEML-ANNUAL  EqUIpment ualry Heguiar eng Elk goid, RARY
Schedule Weeks Select @

Jan.| Feb. | March | April | May | June | July | Aug. | Sept. | ©Oct. | Nov. | Dec.

[, K]

(L N

| G = |
PM Generation Options -
Start Time: |04AM = -
Frequency: |Custom -| B Repeat every 13: year(s).
Room Threshold: |;|E| -

Equipment Run Hours — This feature is only functional if your property is also using SAl’s
CONTROLIQ Energy Management Software (contact SAl or your Vendor for details). This allows you
to schedule PMs based on hours of use. Use this with the sliding schedule mode.

Room Threshold — This feature works with an active PMS interface (Contact SAl or your Vendor for
details). This allows you to schedule PMs based on nights occupied. Use this with the sliding
schedule mode to do based on which occurs first.

® Note: SynergyMMS uses an occupancy count that is tracked per room in the database.
SynergyMMS does not evaluate current occupancy when generating the PM.

PM Generation Options

Frequency: E:l
Room Threshhold: EI

o Date Options — Determines when the PM will begin generating into Work Requests.

e Start Date — The date on which the currently selected PM is scheduled to begin generating.

e Start Time — The time of day the PM will generate or be scheduled for.

Example: Let us say you have an inspection that needs to happen each shift. You would define 3 PM
schedules that are the same but have different start times, and names.

Morning Pool Inspection
Afternoon Pool Inspection
Evening Pool Inspection

Repeat every X year(s) — Defaults to 1 but can be changed in the case of not wanting the PM to
repeat every year.

® Note: If you set the repeat every field to 0, SynergyMMS will only generate for a period of one
year being the date start Year. The frequency will be followed but for one year only. So, if you need
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to do something for a single year every month, your frequency will get set to monthly and your
every X year(s) would get set to 0.

= @ Note: Fire retardation test may not be necessary every year, so you can set it for every 2 years.
So, if you need to do something quarterly ever 2 years, set the Frequency for Quarterly and every X
year(s) to 2.

WR/PM Create vs Start dates

In the Setup / Preferences the property defines how often the PM Generator should run. The Options are Daily or
Weekly. This will affect the Create and Schedule for Dates of the PM/WR.

Daily — PM/WR will generate daily based on their start date, time frequency and mode. All dates (Created, Started and
Schedule For) will be set the same.

Weekly - PM/WRs will generate on the day of the week set in the preferences and then based on the start time of the
PM Schedule.

e C(Created and Started dates will be relative to when it was generated.
e Schedule for will be the actual due, based on the PM schedules start date, time, frequency, and mode.

Example: The PMs are set in Preferences to generate weekly on Sunday. The PM Schedule Start Date is Jan 1, 2016
(Friday) at 10:00am. PM/WRs will generate on Sunday and have an open date of Sunday at 10:00am, and the PM/WRs
will have a schedule for date of Jan 1, 2016 — (Friday) at 10:00am.

If the property is set up in the Preferences to generate Daily the PM/WRs will generate and be scheduled based on the
date and time of the PM Schedule.

Example: The PM’s set in Preferences to generate daily. The PM Schedule Start Date is Jan 1, 2015 (Thursday) at
10:00am. PM/WRs will generate on Thursday at 10:00am and have both an open and schedule for date of Jan 1, 2015
(Thursday) at 10:00am.
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The PM Connection Tab

The PM Connection Tab displays the items, either Equipment or Locations, associated with this schedule. If you do not
connect a piece of equipment or a location to a schedule, the schedule will not generate.

Displays Equipment or Room Names and respective Type. This is
dependent on the Schedule Type set in the Work Definition tab of
the PM. Schedule.

wWork Definition ] Cuestions | Tasks ] Schedul
PM Schedule - Air Compressor {(J)

Mot Connected

Name Name Type

Air Compressor Pheumatic Tank ACPFL Storage Tanks Canmpressor ACP-4 Chillzrs and Caaling

Air Compressor Pneumatic Tank wCPT-2 Storage Tanks k'CDmpnessor acP-3 Chillers and Cooling

Air Compressor PReumatic Tank ACPT-3 Storage Tanks = Carmpressor ACP-2 Chillzrs and Cooling @
Air Conditioning Fan, with Heat ACU-01 HY&C Equipment mj Compressor ACP-1 Chillers and Cooling -
Air Conditioning Package Unit ACUJ-03 HYAC Equiprment m @
Air Conditioning Package Unit ACU-Pool HY&C Equipment

Air Conditioning Return Fan ACR-01 HY&C Equipment “j

Air Conditioning Return Fan ACR-02 HYAC Equipment -

The PM Connection Tab

e Reset — This button allows you to modify connected items to ensure the generator is getting all the
information.

e Move / All - Moves one item, a selected group, or all items in the list into the appropriate table.

. - Allows you to force an order to the connected item. So that when they generate, they will be in a

particular order. This is also handy if the property gets a new piece of equipment or wants to set the order for
Room PMs after a renovation.

| = - The filter is available here to filter

Ml foe. comecion [part | equipment or locations by their type. Or
e — simply click the Funnel icon, Y to sort.
= =
BIG-JOE PI MECH

CDWP-001-3-TOWER 3-GST ICEMACHT... MECH
CDWP-010-2-TOWER 2 CHILLER SUPPLY... MECH
CDWP-010-3-TOWER 3 COMD WTR-T-3... MECH
CDWP-011-2-TOWER 2 CHILLER. SUPPLY... MECH
CDWP-011-3-TOWER 3 COND-T-3EQUL.. MECH
CDWP-012-2-TOWER 2 CHILLER. SUPPLY... MECH

The Connection Tab is what allows SynergyMMS users to create only one PM for each type of task they wish to
schedule.
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Items of the appropriate (Locations or Equipment) type for the currently selected schedule can be moved into the

connected list by clicking “Move” or “All.” When this PM is generated, a separate WR will be created for each connected
item.

The Grouping Tab

The grouping tab allows PM’s to be grouped so that the parent PM can call the child PM in a sequential or simultaneous
process.

@ Note: PM’s must be set in Sliding mode to be grouped.

‘Work Definition I Questions [ Tasks ] Scheduls ] Connection  Group ]Parts I
Group Type

" None

# simultaneous

" Sequential

} Mot Grouped

Schedule
test 1

Schedule
Air Compressor ()
Alr compressarr (M)

1

e

Simultaneous

PM/WR for child PM Schedules generate at the same time as the parent’s PMs. The initial generated PM/WR will be
based off the parent’s Start date. Subsequently generated ones will be based on the child PM completion date and its

frequency.
Example:
Parent Schedule Children Frequency Start Date  1st Generate 2nd Generate 3rd 4th 5th 6th 7th 8th 9th 10th 11th 12th
AirCompressor Annually Annual 1-Jan-15 1-Jan-15 1Jan-16] 1Jan-17| 1-an-18| 1-an-19( 1-Jan-20{ 1Jan-21| 1Jan-22| 1-an-23| 1-an-24 1-Jan-25( 1-an-26
AirCompressor Quarterly |Quarterly [  1-Apr-15 1-Jan-15 1-Apr-16|  1-Jul-17| 1-Oct-18[ 1Jan-20 1-Apr21| 1-ul-22| 1-Oct-23| 1Jan-25| 1-Apr-26[ 1Jul-27| 1-Oct-28
AirCompressor Monthly  |Monthly 1-Jan-15 1-Jan-15 1-Feb-16| 1-Mar-17| 1-Apr-18| 1-May-19| 1-Jun-20] 1Jul-21| 1-Aug-22| 1Sep-23| 1-Oct-24] 1-Nov-25| 1-Dec-26
Sequential
wiork Definition ] Questions | Tasks ] Schedula] Connection  Group ]Parts }
Group Type
" Mone " Simultaneous & Sequential
e Schedule
Schedule Guestroom Houskeeping Revisw

Sequential allows the child PMs to generate upon completion of the parent.

First PM/WR generation is based on the parent’s completion date, the child will generate one day later / next day based

on the parent’s start time. Subsequent PM/WR after the initial generated PM/WR will be based off the previous PMs in
the sequence completion date.

If multiple children are grouped under a parent, and one of the child PM/WR takes longer (not completed) within the
frequency of the parent, then any non-generated children will not generate in the sequence.

Example: AC Monthly PM grouped sequentially with 2 Child PM’s (AC Weekly filter / AC Weekly belts).
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First off, the AC Monthly PM generates 9/1/2016, it is complete on 9/1/2016. Upon its completion 9/1/2016 the AC
Weekly Filter PM generates 9/1/2016. This AC Weekly Filter PM is not completed until 10/5/2016.

Grouping of PM’s is only allowed if the Schedule Mode is set to Sliding. Further for grouping to be allowed if it is
simultaneous the Frequency of the children must be equally divisible of the parent’s frequency. Also, only items that are
connected to both will generate.

The Parts Tab

The parts tab shows the parts that are needed for the PM Schedule.

Shows the number of parts in
Shows the parts that are Inventory
needed in a PM

Wark DefiNtion ] Questions  Tasks ] Schedule] Connection  Parts l

PM Schedule - CHILLED WATER PUMP SEMI-ANNUAL

Agcount: |None -None j
Descripﬁon¥ Quantity Markup (%)
136132 - INCANDESCENT T6 15W 0 0.00
136132 - INCANDESCENT T6 15W 3 0.00
180506 - COUNTRY 100W 4 0.00

@® Note: Always be sure to save your work as you go. PMs require a lot of detail and may take some time to set up, but
once they are set up, SynergyMMS will take care of issuing the WRs for each PM at its appropriate time. The
SynergyMMS PM Generator runs in the background daily or weekly checking to see what PMs should be generated as
WRs.

The PM Generator
The PM Generator is an application that runs on the SynergyMMS server daily it takes your PM Schedules and converts
them into Work Requests. The PM Generator can be configured to run as you would like.

See the Setup / Preferences area for more information on the fields here.

Gonerai | WR [PH__]| Dapatching |

Generstor Flun Frequency

Generator Run: [0air =l on | =

PM Dispatch Opsons

Dispateh To: [Hotg

PM Full Detad Options
M Full Detad Additionsl Text:

e W R

The PM Generator will generate any PM’s that are due based on Start Date, Frequency, and PM Mode. PMs with
Starting Dates in the past will generate next time the frequency has cycled. PM’s with Start Dates in the future will
generate when their start date is reached.
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PM on Demand

Often in dealing with Location PMs it is difficult to gain access during periods of high occupancy. When working with
traditional PMs, as explained in the first part of this chapter, PMs may come due when the room is occupied. PM on
Demand (PMoD) is designed to give users more control when scheduling their PMs.

PMoD still requires that users create schedules as outlined above. The exception to this is that now Locations or
Equipment are not required to be connected to the schedule. The Connection aspect is what will be done manually
through the process outlined here.

Menu Bar for more options

Location PM filters (Frequency, Repair Room Occupancy Indicator if PMS
Denartment and Rebpair Trade) interface in place.
-2 PM @n Demand - Locations | = | B i:?_]

Fil View T

ile iew Type / J \

Room Type: Building: Floor:
|l LT LT =l

} 130 Current Location(s).

Name Type m Last Generated Last Completed Next Generated

798t Mone o matiress Not Connected

7th FLOCOR Mone ‘/’ 0D walk thru Mot Connected

2000 Guest Room = Pool chems Mot Connected

8001 Guest Room = Room INSP (2) 6/21/2016 6:00 AM

2002 Guest Room = Room Insp. Long 6/23/2016 3:00 PM or 70 sells
8003 Guest Room Room Inspection Mot Connected

2005 Mone Room Inspections 2X 10/19,/2016 8:00 AM
8006 Guest Room Room Pm1 2/4{2016 1:34PM WR#4664

8007 Guest Room test 2 Mot Connected

8th FLOOR. Test for translation Mot Connected

9878 Test for translation 1 Mot Connected

Basement Weelkly Sprinkler Test Mot Connected

Count of items in list. This screen also PM on Demand (default view by Locations)

offers filtering to find data faster.

Generating PMs on Demand
Generating PMs on Demand is a straightforward process:

Select appropriate view (see following sections for details on each of the various views)

Apply filters to the list on left side of form (optional)

Select item from list on left side of form

Select item(s) from list on right side of form. Multi-select allowed on the right list.

Click Generate button at bottom of form

OR

Click File on PMoD Menu Bar then click Generate from Option Menu

@ Note: Work Requests (WRs) generated from PMs will be found in the Work Request area of SynergyMMS along with
WRs generated by other means, the guest’s name will say PM Generator.

vk wnN e

@® Note: SynergyMMS only sees WR as a PM/WR if generated from PM on Demand, or the PM Generator for reports.
WR with user text typed into the Guest name of ‘PM Generator’ are not PM’s to SynergyMMS.
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View Options

When working with PMoD there are four views available. Each view will determine what items are presented in each of
the two lists and define the three filters provided on the form. The left list is a single select list while the right list allows
multiple selections, using the ctrl and shift keys. The Locations option is the default view when first opening PMoD.
Views can be changed using the View Type Menu option on the PMoD Menu Bar.

Equipment
Check indicates current view —» P k

Location PM's
Equipment PM's

View Type Menu

Location View

Locations Filters: These filters affect the Locations list (shown in the left pane of the form):
o Room Type — Filters Locations based on the selected Type
e Building — Filters Locations based on selected Building

e Floor — Filters Locations based on selected Floor
The list on the left side of the PMoD form contains Locations and displays the following columns:

e Name —The name of the Location

e Type —The Room Type assigned to the Location

e Occ. — The Occupancy indicator of the Location — (&) indicates an Occupied Location; (x ) indicates no
current information; a blank indicates an Unoccupied Location
@ Note: Occupancy information requires connection to data provided by a Property Management System (PMS). For
more information on this connection please contact your vendor.

The list on the right of the PMoD form contains all the Location PMs available within SynergyMMS based on User Rights.
The Location PM list displays the following columns:

o Name — The Name of the Location PM Schedule
e Last Generated — The last date the PM was generated for the selected Location
e Last Completed — The last date the PM was completed for the selected Location

o Next Generated — Contains one of the following indicators — a date when the PM is next scheduled for the
currently selected Location; a number indicator how many days the PM is past due to generate; or a WR
number indicating that there is an open PM. PMs not connected to the selected Location display Not
Connected
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Equipment View
The Equipment option is the second view available in PMoD. Views can be changed using the View Type Menu option on
the PMoD Menu Bar.

Change View here

\

Equipment filters (Location, Department and Type)

005 ‘x F— T —
~
> PM On Demand =RRN X ]
File View Type

Location: Department: Type:
T - | |~ = fan =l

T 1434 Current Equipment T 46 Current PM Schedule(s).

Name Type & MName Last Opened Last Completed MNext Generated |~
Ab Bench HC-AE Fitness Center E... AC Unit, Air Cooled (A) Mot Connected

Air Compressor Pneumatic T... Storage Tanks AC Unit, Air Cooled (Q) Mot Connected

Air Compressor Pneumatic T...  Storage Tanks AC Unit, Water Cooled (A) Mot Connected

Air Conditioning Fan, with He... HWAC Equipment AC Unit, Water Cooled {Q) Mot Connected

Air Conditioning Package Uni... HWAC Equipment Air Compressor (Q) Mot Connected

Air Conditioning Package Uni... HVAC Equipment Air Dryer {Q) Mot Connected

Air Conditioning Return Fan ... HWAC Equipment Air Handling Unit {Q) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Alto-Shaam (Q) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Boiler Quaterly PM Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Cooling Tower {A) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Cooling Tower {SA) Mot Connected

Air Conditioning Return Fan ... HWAC Equipment Cooling Tower Start up (5A) Mot Connected s
Air Conditioning Return Fan ... HVAC Equipment Cooling Tower Winter Shut... Mot Connected

Air Conditioning Return Fan ... HWAC Equipment Dishwasher {(Q) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Dishwasher Rinse Arms (W) Mot Connected

Air Conditioning Return Fan ... HWAC Equipment Ecologizer (M) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Electrical Panel {A) Mot Connected

Air Conditioning Return Fan ... HWAC Equipment Elevator Cabs (Q) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Emergency Generator (W) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Exhaust Fan (M) Mot Connected

Air Conditioning Return Fan ... HWAC Egquipment Fan, Centrifugal (SA) Mot Connected

Air Conditioning Return Fan ... HVAC Equipment Fire Pump, Electric (M) Mot Connected

Air Conditioning Return Fan ... HWAC Eguipment - Fire Pump, Engine Driven (W) Mot Connected -

" "
{5 Generae
Generator Ready.
._

PM on Demand (view by Equipment)
These filters affect the Equipment list (shown in the left pane of the form):

e Location — Filters Equipment based on the selected Location
o Department — Filters Equipment based on selected Department

e Type - Filters Equipment based on selected Type
The list on the left side of the PMoD form contains Equipment and displays the following columns:

e Name - The name of the Equipment

e Type —The Type assigned to the Equipment
The list on the right of the PMoD form contains all the Equipment PMs available within SynergyMMS based on User
Rights. The Equipment PM list displays the following columns:

e Name — The Name of the Equipment PM Schedule
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e Last Generated — The last date the PM was generated for the selected Equipment
o Last Completed — The last date the PM was completed for the selected Equipment

o Next Generate — Contains one of the following indicators — a date when the PM is next scheduled for the
currently selected Equipment; a number indicator how many days the PM is past due to generate; or a WR
number indicating that there is an open PM. PMs not connected to the selected Equipment display as Not
Connected.

Location PMs View

The Location PMs option is the third view available in PMoD. Views can be changed using the View Type Menu option
on the PMoD Menu Bar.

Location PM filters (Frequency, Repair
Department and Repair Trade)

= PM On Demand - LM =
File VW . \
Room Type: Building: Floor:
] EaRE EIRE =l
T 130 ot otz
Hame Type 0Occ. ~| [ Hame Last Generated Last Completed Next Generated
8002 Guest Room Y flip mattress Nat Connected
8003 Guest Room =% MOD walk thru Not Connected
8005 None Pool chems Not Connected
3008 Guest Room &K Room INSP (2) 6/21/2016 6:00 AM
5007 Guest Room & Room Insp. Long 6/23(2016 3:00 PM or 70 sells
8th FLOOR None Room Inspection Not Connected
9878 None Room Inspections 2X 10/12/2016 8:00 AM
Basement Store Rooms Room Pm1 2/4/2016 1:45PM WR #4665
BASEMENT 1 None test 2 Not Connected
basement2 None Test for translation Not Connected
BASEMENT3 None Test for translation 1 Mot Connected
BASEMENT4 None Weelkly Sprinkler Test Not Connected
CAFETERIA Mone
CAFETERIA KITCHEN None
CAPITOL CAFE Public Spc
CAPITOL CAFE KITCHEN ~ None
CHILLER ROOM None
EAST BALL RM Public Spc
EXOFFICE None
Fire Drill None x
GARD MANGER None
GRAND BALL RM Public Spc -
‘Generator Ready.

PM on Demand (view by Location PMs)

These filters affect the Location PM list (shown in the left pane of the form):

o Frequency — Filters Location PMs based on the selected Frequency
e Repair Department — Filters Location PMs based on the selected Repair Department

e Repair Trade — Filters Location PMs based on the selected Repair Trade

The list on the left side of the PMoD form contains Equipment and displays the following column:

e Name — The name of the Location PM
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The list on the right of the PMoD form contains all the Locations available within SynergyMMS. The Locations list
displays the following columns:

Name — The Name of the Location
Last Generated — The last date the PM was generated for the selected Location
Last Completed — The last date the PM was completed for the selected Location

Next Generate — Contains one of the following indicators — a date when the PM is next scheduled for the
currently selected Location; an indicator how many days the PM is past due to generate; PMs not connected
to the selected Location display as Not Connected.

Count — Shows the number of times that a PM has been completed in the last 365 days for the location and
PM.

Score — Shows the current room grade. This is based on the grades of all open WR in this location subtracted
from the overall grade assigned to the room in setup.

WR’s — Shows the number of current open WR for that room. Includes both regular and PM work.

Occ. — The Occupancy indicator of the Location — (&) indicates an Occupied Location; (x ) indicates no
current information; a blank indicates an Unoccupied Location.

@ Note: Occupancy information requires connection to data provided by the Property Management System. For more
information on this connection please contact Systems Associates, Inc.
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Equipment PMs View
The Equipment PMs option is the final view available in PMoD. Views can be changed using the View Type Menu option
on the PMoD Menu Bar.

Equipment PM filters (Frequency,
Repair Department and Repair

Trade)
Change View here

AN

e M c}kmand 5 Equ'\pmen/
File  View Type
¥ v

=G

W

Location: Department: Type:
] =l [a =l a =l
¥ 10 Current PM Schedule(s).
Name Type ~| | name Last Generated Last Completed Next Generated
ICE MACHINE 10 ICE AHU Not Connected

These filters affect the Equipment PM list (shown in the left pane of the form):

ICE MACHINE 3
ICE MACHINE 4

ICE MACHINE 5

ICE MACHINE 6

ICE MACHINE 7

ICE MACHINE §

ICE MACHINE 3

POOL FILTER PUMP

POOL HEATER

POOL/SPA CHEMICAL FEED. ..
SERVICE ELEVATOR

SMOKE DETECTOR(S)
SMOKE EVACUATION FAN(S)
SMOKE EXHAUST FAN(S)
SPA FILTER PUMP
SPAHEATER

SPA JET PUMP

WALK-IN FREEZER(5)
Washer #1

Washer 2

Washer #3

ICE
ICE
ICE
ICE
ICE
ICE
ICE
POOL
POOL
POOL
ELEV
FIRE
FIRE
FIRE
POOL
POOL
POOL
REFRIG
LAUND
LAUND
LAUND

AHU Quarterly

Boiler Monthly

Ice Machine Annual

Ice Machine PM

Poal EQUIP Maintenance
test

test for insp type pm
Test for tra

test translation

Not Connected
Mot Connected
Mot Connected
Not Connected
5/24/2016 1:00 PM
Not Connected
Mot Connected
Mot Connected
Not Connected

Generator Ready.

PM on Demand (view by Equipment PMs)

e Frequency — Filters Equipment PMs based on the selected Frequency
e Repair Department — Filters Equipment PMs based on the selected Repair Department
e Repair Trade — Filters Equipment PMs based on the selected Repair Trade

The list on the left side of the PMoD form contains Equipment and displays the following column:

The list on the right of the PMoD form contains all the Equipment available within SynergyMMS based on User Rights.

Name — The name of the Equipment PM

The Equipment list displays the following columns:

Name — The Name of the Equipment

Last Generated — The last date the PM was generated for the selected Equipment

e Last Completed — The last date the PM was completed for the selected Equipment

o Next Generate — Contains one of the following indicators — a date when the PM is next scheduled for the
currently selected Equipment; an indicator how many days the PM is past due to generate; PMs not
connected to the selected Equipment display as Not Connected.
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PM Calendar

The calendar view in SynergyMMS Preventive Maintenance area, offers both an Annual and Monthly view to see how
well the PM’s have been balanced, and to allow for forecast of hours to be worked.

There is also a Daily view that allows for changes to be made to future instances of a PM/WR such as to whom they are
assigned or whether they should be generated.

Example: If you have two employees that do all of your room inspections, and employee 1 is going on vacation for two
weeks, during this vacation, you want the PMs to generate with employee 2’s name. The Calendar / Daily view will allow
this to occur without having to change the original PM. Simply select all of employee 1’s PMs and edit the “Assigned To”.

-+ PM Schedules Calendar =
=) [_] Type: |A\I j Repair Dept: \AH j Trade: |Al j
Assigned To: |Al ~| M schedule: [al | e Year—— | =—=Month= Day
5/17/2016 Total: 15 PM's [ 14734 Hours
Schedule
WR# | Item Schedule Name Description Frequency Schedule Date | Start Altered Date Status | Assigned To ECT Priority
Time
1005 Pool chems Check pool chemical levels Once a day 5172016 04:00:00 =] None, 0d 00:15 99
Pool Pool chems Check pool chemical levels Once a day 5/17/2015 04:00:00 (-] None, od 00:15 99
1005 Pool chems Check pool chemical levels Once & day 5/17/2016 04:00:00 =] MNone, 0d 00:15 99
1003 Fool chems Check pool chemical levels  Once a day 5/17/2016 04:00:00 B Nome, 0d 00:15 9
1002 Pool chems Check pool chemical levels ~ Once a day 5/17/2016 04:00:00 B None, 0d 00:15 93
ICE MACHINE & Pool EQUIP Maintenance Every Month 5/17/2016 13:00:00 =] Nore, 2d 00:00 99
POOL FILTER PUMP FPool EQUIF Maintenance Every Month 5/17/2016 13:00:00 =] None, 2d 00:00 99
FOOL HEATER Pool EQUIP Maintenance Every Month 5/17/2016 13:00:00 B Nore, 2d 00:00 93
006 Room INSP (2) Three TmesaYear  5/17/2016 06:00:00 B Nome, 0d 00:15 93
1005 Room Inspection Four Times Per Year  5/17/2016 04:00:00 B Amold, Megan 0d 00:15 93
1008 Room Inspection Four Times Per Year 5/17/2016 04:00:00 =] Arnold, Megan 0d 00:15 99
1007 Room Inspection Four Times Per Year  5/17/2016 04:00:00 =] Arnold, Megan od 00:15 99
1008 Room Inspection Four Times Per Year  5/17/2016 04:00:00 B Amold, Megan 0d 00:15 99
Air Handler #24 test for insp type pm Every Month 5/17/2016 04:00:00 B None, 0d 00:25 93
HTE-L2 DRINKING FOUNTAIN test translation Once a day 5/17/2016 15:00:00 =] Baru, Madhav 0d 00:25 99

Example: If you have some PM’s that, due to a conference being hosted at the property, will not be able to be
completed, the Calendar / Daily view will allow you to delete or move these instances to a better time.

The Annual and Monthly views, show the total hours and number of PM tasks forecasted. There are arrow buttons on
the corners of the view that bring up the previous or next month/year data for ease of navigation.

The total labor hours shown here can be used to calculate needed labor force.

= PM Schedules Calendar B

=) Type: |al ~*| Repair Dept: |*'-\" j Trade: |Al j
Assigned To: |All | PM Schedule: |Al %

Year Month Day

Year: 2016 Total: 3424 PM's / 33938.12 Howrs

January. 2016 February, 2016 March, 2016 April, 2016
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Double-clicking on a month in the Annual view will display a detail of that month. From this view the details of a single

day are displayed by double-clicking on a single date.

Filters — Allow you to easily get a snapshot of what

is forecast for specific items.
Annual View

.= PM Schedules Calendar

L= |

= Type: |Al

y A
~| Repair Dept: |Al ‘ j Trade:
Assigned To: |All | PM Schedule: |Al hd

[ =]

January, 2017

Equip: 179 / 3833.34
Room: 195 / 56.62

Year: 2017

February. 2017

Equip: 149 [ 3828.08
Room: 271 / 2283.62

Total: 4853 PM's / 53270.99 Hoe=

March, 2017

Equip: 151 [ 3805.34
Room: 234 [ 69.13

Total: 374 / 3889.96

May. 2017

Equip: 151 / 3805.34
Room: 204 [ 59.62

Total: 420 f 6111.7

June, 2017

Equip: 150 [ 3804.92
Room: 296 / 2290.38

Total: 385 [ 3874.47

July, 2017

Equip: 179 [ 3833.34
Room: 206 [ 59.37

Total: 463 / 390%\

August, 2017

Equip: 152 / 3829.34
Room: 215 / 62.37

Total: 355 / 3864.96

September. 2017

Equip: 150 / 3804.92
Room: 227 | 68.5

Total: 446 / 6095.3

October. 2017

Equip: 176 [ 3761.34
Room: 363 / 2371.87

Total: 385 / 3892.71

November, 2017

Equip: 150 / 3804.92
Room: 211 [ 61.37

Total: 367 / 3891.71

December. 2017

Equip: 151 / 3805.34
Room: 230 / 65.88

Total: 377 / 3873.42

Total: 539 f 6133.21

Total: 361 [ 3866.29

Total: 381 / 3871.

RN

Unit For%: Count / Hours

Monthly View
-= PM Schedules Calendar
= [ Type: [N - RepairDept: Al
Assigned To: |Al ~| PM Schedule: |Al =2

January, 2017

Mon Tue Wed
3
Equip: 5 / 144.84

Room: 6/ 1.5

2
Equip: 5 / 120.84
Room: 6 / L5

1
Equip: 5 / 144.84
Room: 6 / 1.5

Equip: 5 / 144.84
Room: 7 / .5

j Trade:

Totak: 374 PM's [ 3889.96 Hours

Thu

5
Equip: 5 / 144.84

Room: 6 / L.5

7
Equip: 5 / 144.84
Room: 6 / 1.5

Equip: 4 / 96.84
Room: 6 / L5

Total: 11 [ 146.34 Total: 11 [ 122.34 Total: 11 [ 146.34 Total: 12 [ 147.34

11
Equip: 6 / 145.26
Room:7 [ 2.5

10
Equip: 5/ 144.84
Room: 6 | 1.5

9
Equip: 4 / 96.84
Room: 6 [ 1.5

8
Equip: 6 / 168.84
Room:7 [ 1.75

Total: 11 [ 146.34

12
Equip: 11 / 106,15

Room: 6 / 1.5

13
Equip: 5/ 144.84

Total: 10 / 98.34 Total: 11 [ 146.34

14
Equip: 7 / 169.59

Room: 6 / 1.5 Room: 6 [ 1.5

Total: 13 / 170.59 Total: 10 / 58.34 Total: 11 [ 146.34 Total: 13 [ 147.76

18
Equip: 5/ 144.84
Room: 11 / 6.5

17
Equip: 5/ 144.84
Room: 6 | 1.5

16
Equip: 4 / 96.84
Room: 6 [ 1.5

15
Equip: 5/ 144.84
Room: 6 [ 1.5

Total: 17 [ 107.65

18
Equip: 4 / 96.84

Room: 6 [ 1.5

20
Equip: 6 / 168.84

Total: 11 [ 146.34 Total: 13 | 171.09

21
Equip: 6 / 146.17

Room: 17 | 6.12 Room: 5 [ 1.25

Total: 11 [ 146.34 Total: 10 / 58.34 Total: 11 [ 146.34 Total: 16 [ 151.34

25
Equip: 5 / 144.84
Room: 6 / 2.25

24
Equip: 3 / 96.42
Room: 5 { 1.25

23
Equip: 1/ 0.42
Room: 5 / 1.25

22
Equip: 3 / 48.84
Room: 5 / 1.25

Total: 10 / 58.34

26
Equip: 5/ 120.84

Room: 5 / 1.25

Total: 23 [ 174.96 Total: 11 | 147.42

27
Equip:33 /172.84  EquipT ||

Room: 5 / 1.25 Room: 5 / 1.25

Total: 8 / 50.09 Total: 6 [ 1.67 Total: 8 | 97.67 Total: 11 / 147.09

31
Equip: 1/ 0.42
Room: 5 [ 1.25
Total: 6 / 1.67

30
Equip: 5 / 144.84
Room: 5 [ 1.25
Total: 10 / 146.09

29
Equip: 5/ 97.59
Room: 5 [ 1.25
Total: 10 / 98.84

Total: 10 / 122.09

Total: 38 / 174.09 Total: 10 / 146.09

Unit Format: Count / Hours

N

The annual view
shows break down by
month.

Depending on whether
you are viewing by year
or month, the quantity
and hours will reflect
your selection.

\. Tab to easily allow for
switching between the Year
view and the Month view.

The Monthly view shows

. break down by day.

© Copyright Systems Associates, Inc

107|Page



SynergyMMS: Preventive Maintenance

Modified PM/WR will
display with an “Altered
|| _— Date,” and the changes
will show.

Selecting an instance of the PM/WR and right-clicking will

Assigned To: 'E
? display the edit box (as seen to the left of this text).

Scheduled For Date: | Saturday . March 31,2012
LE The “Assigned To” and “Scheduled for Date” fields can be
-— modified. There are rules for the edits that are allowed (see
Rules for editing an instance of a PM/WR).

Notice that when an instance is changed, SynergyMMS displays the date the change was made. This change does not
affect the original PM Schedule, only this instance of what will generate this one time for the PM/WR.

Example: If you delete a forecasted PM/WR that is due the 10™" of this month, the PM Schedule will still generate a new
instance of that PM/WR for the appropriate date next month.

PM/WR that have already generated will show the WR number. In the case where the WR has already generated editing
must take place in the Work Request view.

The calendar is a great tool for understanding the impact of the PM forecast on your property and your staff. It is an
excellent way to modify PM/WR due to vacation/sick time, or high occupancy and can also be used to forecast staffing
and inventory requirements in support of the PM program.

Rules for editing an instance of a PM/WR:

e No ‘backward’” movement — Since the PM Calendar deals with forecasted PM’s, an instance cannot be
rescheduled prior to the current day.

e  Multi-select of PM/WR instances on the Daily PM view will not allow changes to the “Scheduled for Date.”

e Multi-select of PM/WR instances on the Daily PM view will allow changes to “Assigned To” employee.

e Sliding Mode PM’s “Scheduled for Date” cannot be modified; only Assigned To employee may be changed.

e Regular or Absolute PMs allow for “Scheduled for Date” changes within their frequency on single select.

o The schedule cannot be Auto Schedule.

e Changing a single PM instance through the Daily PM interface will not affect future generation of the schedule.

e If aforecasted instance of a PM/WR is deleted, there is a record added to the transactions table for tracking if
needed.

The PM Calendar offers a control over the property’s Preventive Maintenance in SynergyMMS.
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SynergyMMS: Reports

Reports allow users to analyze and display the data that has been entered into SynergyMMS in a variety of formats.
Each area of SynergyMMS offers corresponding reports that can be filtered in numerous ways. The look of the report is
configured in the Report Settings. The displayed report contains many tools to help integrate and export the data.
SynergyMMS also allows users to save defined reports as Favorites and then set those Favorites to be emailed to
specifically selected individuals on a customizable schedule.

To access Reports, click the Toolbox and select Reports. A menu will display showing the different areas of reports

available (based on user rights).

Setup

Work Requests

PerfectRoom

Preventive
Maintenance

Inventory

Work Request Reports

Preventnee Maintenance Reparts

Irventory Reports
PerfectRpom Reports
Inspection Transaction Reports

[ WV NE TR YU, SIS Jie S0 Bk

stay on track with SynergyMMS. These |
available to you for 4 more logins

Adding an Employes via Duplication
Creating Guest Requests in FasTrax
Resetting an Employes Password

SynergyMiis Deskiop Installation Guid
Adding Sman Dewvice Qutputs

Beset Password for Emplovees without
SynergyMMS Chat Support (NEWT)
SynergyMiS HealthScore
SynergyMMS Moblle App Overview
SynergyMMS COVID-19 Response

Guest Calls Per Room - Past

Employees

» Equiprment
Inspections
Poals
Locations

Task Codes

Reports Menu with Setup reports displayed

Reports are divided into the following areas: Work Request, Preventive Maintenance, Setup, and Inventory. The Setup
Reports are further divided into the following areas: Employees, Equipment, Inspections, Pools, Rooms, and Task Codes.

Report Settings

The Reports Settings display is made up of four tabs: Favorites, Format, Filters, and Details. Each tab contains controls

that allow users to customize Favorites, select filters and sort the information to be displayed.
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Favorites
The Report Favorites Tab is always the first to display, even if no Favorites are available. This tab allows users to quickly

select a report Favorite for viewing or save a Favorite of their own.

Using Favorites can save time.
Favorites are user specific.

ynergy Work Reqguest Reports = =

——
Favorites Farmat

¥ 27 Report Favorite(s)

Mame Frequency Schedule Time = o
annual Trend by Location ¥TD Mone LA Report Emall
Annual Trend by Task Code ¥TD Mane — schedu|es
Awg Response by Reporting Dept Yesterday Mone
Backlog Detail: Al Mone /

Backlog Detail: PM Mone
Backlog Detail: WR Mone
Backlog Surn: Trade - Al Mone
Backlog Sum: Trade - PIM Mone
Backlog Sum: Trade - WR Mone —
EIWO GR. MTD Mone
EIWi GR. Weekly Mone
Guest Call Avg Comp Time Mone
Morning Report Mone
Cpen WR By Crwner Dept Mone
Taop 10 Defects Mone
Trade Prod: Assigned Mone: hd
|| Schedule an
. . H NSiEte— N
Favorite Name: | ) Emailed Report
The Report Favorite Tab Reset the Report Settings to their

View a Preview of Report default starting positions

Selecting a Favorite sets the options on the other Report Settings tabs with that Favorite’s previously saved
configuration.

Favorites and scheduled reports are user specific. Therefore, if a user’s security rights are changed it is possible that the
Favorite may no longer work or will no longer be sent via email. If an employee is deleted their scheduled reports will
not be delivered.
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Format

The Report Format Tab sets the basic parameters for the report to be displayed. Its settings include the report title,
overall sorting of the report and the filtering of information based on types of records; for example: Open, Closed, Guest
Initiated, or Internal WRs.

Select WR Select the Guest status
Status here here

Modify the report title here.

Report Name: ?

Report Scs gy S r—
tus: IOpen 3 By Location
5 By Assigned To
Guest: IAII LI By Reporting Personnel

/ Min WR per Group: I 0= By Closing Personnel
Sel he R ’ - By Repairing Department
elect the eport By Reporting Department
By Trade
Style here By Task Code
By Equipment

Top Locations and Tasks
* —_— Top Locations and Categories
Workrequest Breakdown by Trade
Workrequest Breakdown by Department

Select the Report and/or
grouping of the Report here.

Report with graph can be summarized for top 5

;s s

The Report Format Tab

The fields of this tab affect the report in the following fashion:

e Report Name — This allows for customizing the report name. Customized names can be more descriptive
especially for Favorite reports. If left blank the standard report name will display. The standard name is the
Report Selection title.

e Report Style — This affects the overall look of the report. Each style displays information in a slightly
different manner. SynergyMMS has 2 main Styles of reports generally available in all areas. These are listed
and detailed below.

Standard styles:

o Summary
These reports display a count grouped by the Report Selection option. This would be a starting place to get a
breakdown for outstanding work.
This count can be limited to pull out a top X (5, 10 or 20) view. When limits are applied the sort of the report is
based on count.
This report can be more than one page, if limits are not applied.
Drill down available for additional detail.
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Graph default setting is: On
Graphs differ depending on the limits of the items returned.
e Detail
o These reports display all details of the item.
o This report is usually more than one page.
o Nodrill down is available.
o Graph default setting is off
Work Request Detail reports offers many special options:

Work Request or Preventive Maintenance Full Detail

Inspection Results

Dispatch transactions sorted by Work Request number or Output.
Escalation reports

Costing by Work Request

ECT Deviation.

Other Work Request styles:

O O O O O O

o Annual Trend
This report is great to see analysis of work entered into SynergyMMS over the year, as well as completed vs.
outstanding work.

-
.= SynergyMMS Report Viewer =NNC X

[ | dey Print... £ PDF Bxport £¥ Excel Export £ CSV Export £ TSV Bport | 3} B+ & | Sv o6 WholePage ~ B 13 Backward (3 Forward | {7~

5

- SynergyMMs Yersion 3
- All {(Dpen and Closed) Work Requests Annual Trend By Task Code
1/1/2012 - 8/17/2012
14
g
12
1
oz,
" 0.
4.
0z,
u T T T T T T T T T T J
1an [ ar r My ne  lde Mmoo S o o ™
Tasik - Descriptian 3an Feb b Ap May  Jwe  Juy Ay Sept oct Mo Dec  Total -«,
[y Sm  wes 14 nes @ = = = 6 8 6 0 s mew
2% I00) SFETY cusEn. 1 1 n 1 o o o o o o o o T 1
SOt SUPPLY AIR FAN SEM-ANNUAL 0 1 s ] 6 o o o o o o o a0 e
511 REFRICERATION COMDENSING n s f s o o o o o o o o e I
pr——— © e & & o e & ¢ o » o m e |
S-S AN ICE MO EH s n s 4 o o o o o o o 2 %
€53 oA EPOIIER AT GTvEEAPE. s I o o 3 0 ' 0 o o o om e 0
[ [ [ ] 1 o u o o o [ o 2 %
‘AR COILUNIT SEPU- AL o o o n o o o o o o o o n A%
£55 OUIRITALE GLIDE VIEBLY 1 o o o o o o o o o o o & 2%
T2T-GREASE TRAP WEBKLY- 2T 4+ 4+ s 4 1 o o ] ] o o ] "] 2%
[ —— 2 o o e s 1 o o o o o o .1 a%
SI0 FEFRICERATOR FREETER 2 1 2 0 o o o o o o o o 15 3%
EROINED TR o o o [ 4 o s o o o o o 1 E
50-ENTRY DOCR LOGK BATTERY MEEDS o 1 o ] £} o 1 2 ] o o ] 1 2%
[re———— 2 1 1 s 4 o o o o o o o i %
T3 HATER PUMP SEMI-ANNUPL- T3 2 o o ] o o o ] ] o o ] 1 %
[Frrye— E 2 o ] F F 1 ] ] o o ] 2 2%
/172012 2:18 M Al Treaxd By Task Code Pege1ai 3

Annual Trend Report
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e Detail with Guest Info
This report shows the details of Work Requests as well as the Started and Completed dates or Duration and
current status of work.

When this report style is selected you have the option on the Format tab to display the Start / Stop time or the

Duration.
g:" " SynergyMMS Version 3
S ﬂ',-‘ All {Open and Closed) Work Requests By Assigned To (Includes Guest Info)
[ o 1/1/2012-8/17/2012
Assigned To Dpened Completed Status Guest WR # Location Task - Desaiption From To Trade
Allen, Tom 0E/1402012 07135 Qpen FRL 3-1607 ER018 - RECIEST CECCORAMNT HZP HZP Mot Azsigned
Subtotak
appl, ANTCINETTE 02/04/2012 06:22  05f18/2012 07:41  Closed PM Genatshor FB925E B2-BLD-2 E15- CHALLEMEE DRYER MOMTHLY &ng Mot Aszigned EMGR
1, PERFCR MATNTEA..,
02/04j2012 06:22  05f18/2012 07:41  Closed PM Genetaior 789257 B2-BLD-3 515 - CHALLEMGE DRYER MOMNTHLY Enig Mot Assigned EMGR
1, PERFORM MATHTEMA..,
02/042012 06:22  05/18/2012 071 Closed P Genetztor F292EE B2-BLD- 512- ELLTS 2360 MOMTHLY eng eng EMGR
1 PERFORM MATNTEMAMNCE AS.
02/04/2012 06:22 043002012 11:16  Closed PM Generstor 799280 B1-10 NotIAssignid -1.clean room Mot Assigned Mot Assigned Mot Assigred
2. clean sini
02042012 06:22 043002012 11:16  Closed P Generstor 729281 B1-10 Mot Assigned - 1,clean roorm Mt Assigred Mot Azsigned Mot Azsigred
2. clean sink
02/042012 06:22 04302012 11:16  Clozed PM Genetztor 789282 B1-10 NOtIn"-\ssignid -1.clean room Mot Assigred Mot Assigred Mot Assigred
2. clean sinl
02/04/2012 06:22  04/20/2012 11:16  Closed PM Genetsor 789283 B1-10 NotIAssignid -1.clean roorn Mot Assigred Mot Aszigred Mot dssigned
2. clean sini
0ZM04j2012 06122 043002012 11:16 Closed ?—. ot Azsigned - 1, clean room Mot Assigred Mot Assigned Mot Assigred
= IZ clean sink
02/04{2012 06:22  04/30/2012 11116 Closed e All (R0 assigned - 1, clean raom Mot Assigned Mot Assiged Mot dssigred
a [, clean sink
02/04/2012 06:22 043002012 11:16  Closed Mot Assigned - 1, clean room Mot Assigned Mot Assigned Mot Assigred
Duration Status Buest . clean sink
0ZM04j2012 06122 043002012 11:16 Closed IS‘““‘“W“M‘ Lo e NotIAssignid - Luclean roormn Mot Assigred Mot Aszigned Mot Assigred
2. clean sinl
02/04{2012 06:22  0430/2012 11116 Closed o ceeadt ot Assigned - 1.clean room Mot Assigned Mot Assigned Mot Assigned
LD e [, clean sink
020042012 06:22  04{30/2012 11116 Closed o oo ot fissignied - 1.chean rom Mot Assigned Mot Assigned Mot Assigned
¢ deanszink
Subtotak
oo &0 i Oosed
apple, ERIC 02f17/2012 08:37 05/18/2012 07:41  Closed 2002 - REQUEST ROILAMAY BED Mot Assigred H3P Mot Aszigred
Subtorak
oo =2m Oosed
apple, Jose 022102012 06:25 04302012 12:13  Closed =n Closea Mot Assigned - 1,clean roorm Mt Assigred Mot Aszigred Mot Assigred
] 5 e g + clean sink
02/31/2012 06:25  04/30/2012 12:13  Closed PM Genetator 79163 BI1-1E NotIAssignid -1.clean roorn Mot Assigned Mot Aszigned Mot dssigned
2. clean sinl

Detail with Guest Info Report
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o Morning Report

SynergyMMS: Reports

The Morning Report gives a management view of what happened in the property yesterday. It provides a quick
view of calls vs occupancy. This report is great for morning meetings.

Internal Callst
Guest Calls:

Oocupied Rooms: Mo PRS dala aesilable

SynergyMMS Version 3

All {(Open and Closed) Work Requests by Trade
8/16,2012

Details from 8/16,/2012
3 Report Produced Byt a1

a Repot v

Manager On Duty:

Top 5 all Guest Initiated (Past 30 Days)

Taskcode - Description Oidest Guest

101 - ENTRY DO0R LOCK DOES MOT OPER a02012 4

77 - HAC LMIT 15 MOTSY 71012 4

1 - INSTALL ELECTRICAL POVWER FOR HE 7j19/2012 3

167 - BATHROGM MIRROR, NEEDS REFLACT 102012 3

71 - HVAC ROGH TOO COLD 102012 3

Total: 17
Completed Guest Calls B 16/ 2012 Previous 7 Days Previous 30 Days
Top Ten by Trade Ciit [ Avg Minutes Ciit { Avg Minutes Ciit / Avg Minutes
Mot hssicred a a Fr 353 k- 2275
ENGRL a a 1 = 1 =
HSKP_Pe a a 1 a4 1 a4
AMEV a a a a 1 1R
ELEC a [ a a 1 T
Siils Total: o 0 29 332 a 3182
Complated Internal Calls Bf16/2012 Previous ¥ Days Previous 30 Days
Top Ten by Trade Ciit [ Avg Miniites Ciit { Avg Minites Ciit { Avg Minites
Mot Assigred 2 3 30 F=) as 33,647
HP P4 a a a a 1 9
Suils Total: E 3 30 352 86 33255

Duplicated "Guest" Calls for 8/16/2012
Requested Guest Location Description Status Dusration
Multiple "Guest" Calls by Room

Location Guest Description Assigreed To Status Duration

© Copyright Systems Associates, Inc

Morning Report

114|Page



SynergyMMS: Reports

o Aging
Aging reports look at productivity, comparing time it took to complete work compared to the Estimated

Completion Time (ECT).
When this report style is selected, you will also have to choose an Aging Criteria.

Aging criteria is set in the Codes > Aging area of Setup

- All (Open and Closed)Guest Initiated Work Requests By Repairing Department
3/23/2022 - 312572022

Arg Minites
Tawl Calls

N T S —
: g B i }
2
RepairDeg
Repair Dept 25min _ 30min _ 45min _ 60min _ 2hr _ >2M Total % _AvgMins SIS | 16-30 11530 % Guest Calis
ENG 70 n 13 8 3 0 105 245% 21 44 8% 324% 229% 100.0%
EQ 0 1 0 0 0 0 1 0.2% 26 0.0% 100.0% 0.0% 100.0%
HSK 293 4 9 5 7 3 k7| 74.8% - 841%  B84%  75% 100.0%
Kipsu 1 0 0 0 0 0 1 0.2% 100.0% 0.0% 0.0% 100.0%
Not Assigned 1 0 0 0 0 0 1 0.2% 21 0.0% 100.0% 0.0% 100.0%
Total 365 16 22 13 10 3 429 100.0% 18 2
i — ]
Employees Task Codes Locations Equipment Codes Outputs Inspections Poaling Preferences
Y 3 current Code(s)
Nal | Description
Aging 25 Min / 30 Min / 45 Min / 60 Min / 2 Hr
Aging 2 15 Min / 30 Min f 45 Min / 1Hr /8 Hr
PM Schedule 7 days [ 10 days [ 15 days / 20 days / 30 days
Aging Report
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e Hourly Workload
The Hourly Workload report is typically used to show when Work Requests are being created. This report is good
to use for determining staffing requirements.

e All (Open and Closed)Work Requests Hourly Workload by Repair Department
312312022 - 3/25/2022
3wl

AM L]

Repair Dept. 12 1 2 3 4 5 6 7 8 9 10 11| 12 1 2 3 4 5 6 7 8 9 10 11 Totals
HSK 7 0 7 2 1 3 8 20 43 54 53 48 24 36 43 38 30 26 19 10 18 18 7 13 533
ENG 3 0 2 0 4 7 6 g 13 2 6 3 13 18 23 26 9 9 8 9 6 4 4 5 297
Not Assigned 0 0 0 0 0 0 0 0 0 4 1 2 0 1 1 0 0 0 0 0 0 0 0 0 9
Kipsu 0 0 0 0 0 0 0 0 0 0 0 1 0 0 0 0 0 0 0 0 0 0 0 0 1
FO 0 0 0 0 0 0 0 0 0 0 0 0 1 0 0 0 0 0 0 0 0 0 0 0 1
Grand Totals: 10 0 9 2 5 10 14 29 56 80 127 82| 38 53 67 64 39 35 27 19 24 22 11 18 841
3/25/2022 11:05 AM Hourly Workload by Repair Department Page 1of 1

Hourly Workload Report
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e Custom View

SynergyMMS: Reports

This Report Style makes your Custom Views from the Work Request Full View (Picture below) available as a
report that can be saved as a Favorite and scheduled to be emailed.

* — B _ [E= ==
Name Description «| O
Closed Today 1 Closed Today 1
Completed Show all completed WR a
Completed guest wr o completed guest wr only
Custom PM only Custom PM only a
Deleted Show all WR that have been deleted
Electrical work Electrical work |
Guest Calls Not Completed Guest Calls
Linked task custom v Linked task custom view
MY VIEW view Al
Open Open, Scheduled Work Requests
Open Open, Scheduled Work Requests
Open 1 Open
Open Incomplete: Open, Net Completed
Open Kims view for i0S testing Open 5

Name: [Guest Calls

H|

Description: [Not Completed Guest Cals

Level: [Al Department: [fione

E|

Status Less Than Completed
Summary:

Guest Is True 41D Date Opened Less Than {Today -7} A0 Status Is Not Deleted

Filter | pisplay |

Field:  [status ]| [euest =]|pate opened -] [[tatus =] |[one =] [[ene =] [[rene |

rest| = J@8F - JEf=r e JelF JelF el F =

Value:([Completed <[ [True |ftroday 7 <|peteted ~|fan ] ffar ] ffar |
s O

When Custom View is set as the report style, all other report filters and details options are disabled. The details
of the Custom View take precedent.

- Synergy Work Request Reports

Favorites Format Filters Details.
Report Selection:
Report Name: |
Completed
Report Style: |[FERTTET = Deleted
. Open Incomplete
Status: [ = Pending
Guest: |:\" J ggtsed last 15 days E

Open-17

Yesterdays gt WR
Yesterday's gst WR
Linked task custom v
closed today

closed last 30 days
Al'WR last 30 days
all Wrfrom today
Eng open work

Plumber
all WR last 10 days S

Format with Custom View Report Style selected

© Copyright Systems Associates, Inc

117|Page



SynergyMMS: Reports

e Labor History
This report displays the labor times associated with WRs in SynergyMMS.

. SynergyMMS Version 3
- All (Open and Closed)Work Requests Labor History
Labor by DatefTime WRiA  Location Description Assigned to Status Duration Labot
Lees, ARTURQ 6/19/2015 10:02 814238 FBLD3 727-GREASETRAP WEEKLY-  Lees, ARTURO Complete 6 02m 02h 00m
727
1. OPEN TRAP AND REM
6/19/2015 10:02 814241 1-1073 727-GREASE TRAP WEEKLY-  Lees, ARTURO Complete 6h 02m 01h 00m
27
1. OPEN TRAP AND REM
6/19/2015 10:02 814245 None 727-GREASE TRAP WEEKLY-  Lees, ARTURO Complete 6h 02m 02h 00m
727
1. OPEN TRAP AND REM
6/19/2015 10:02 814248 None 727-GREASE TRAP WEEKLY-  Lees, ARTURO Complete 6h 02m 00h 30m
727
1. OPEN TRAP AND REM
#WRs 4 Subtotal 05h 30m
Total WR 4 Time 05h 30m

Report Filter: Worked on from 6/19/2015t0 6/19/2015 And Is Guest=Any And WR/PM=Any And Status=All

6/19/2015 10:03 AM Labor History Page 1of 1

@® Note: The user needs to have Admin rights to WR Costing for this report to be visible.

o Matrix
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SynergyMMS now offers 3 Matrix reports
Riser Matrix

PM Matrix

Room Matrix

The Matrix Style reports show a footprint of the buildings’ guest rooms and can point to issues in electrical or
plumbing risers. This presentation of this data can vary based on the size of your property as seen below.

Prime Hotel

Electrical call matrix
1/1/2018 - 3/31/2018

Rooms
Floor 02/03]/04]|05|06]|07|08]|00]|10|11|12|13]|14|15|16|17|18]|19|88|90|93| Totals
5 3
4 2
3 2
2 2
1 4| 4 31
Total 52/4(1(0f1|1|0|1|1 | 3(0|0]|0]|0O]0O H oOfojo0fo0
? SynergyMMS Version 3
All (Open and Closed)Work Requests Room Matrix
412112015 - 611912015
Rooms
Floor Jo1 |02 |o3 fos |os [os o7 s oo [10 |11 [12 [13 |14 |15 |16 |7 |18 |19 |2 = 30 [21[32 [33 3¢ [35 |36 |37 [38 |39 [40 |41 42 |43 |s¢ 0 |51 |52 | |54 |55 |56 | Tomk
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Report Filters

Report Filters limit the number of records returned in a report based on the criteria selected from its various drop lists.

Select from numerous WR fields Select one or multiple filters

for filtering
, Ny AN
.= Synergy Worb\Request Re}l\

Filters Detzils

Favorites Format

Taskcode: |B,||- Al

Categl_lrv: A / /
A

Arch. Space: |NI ” /

WR #: | /

Repair Dept: |Aj|

Led Lef Led Lo

I~
Lo Lo

Reporting Dept: | Al

;

Assigned To: Completion Code: |Aj|

Led Led Led Led Led Led Lol Led Lef L e

: fAl ~|  Requested By: |4
e Al x| Owner/Dept:
Building: |4 | Room Type: |4
rade: | Al j Priority: |
PM Schedule: | Al ﬂ
Reset

The Report Filters Tab

SynergyMMS also allows for None as an option.

Each of the drop lists displayed represent a different piece of information regarding a Work Request in SynergyMMS.

Multiple or single items may be selected from a particular drop list. Multiple filters can be applied to a single report.

© Copyright Systems Associates, Inc 120|Page



SynergyMMS: Reports

- Synergy Work Request Reports
Favorites Format Filters Details =
iple Selection
nfiltered >
3 i b g Values
Cate ] |;_\|\ j Equipme v = —
‘ocation: |Mum j ip. Ty 1-2784 12375
Al ~ _ 1-2785 & Move 12879
3% Spec Hrojes
one [ 1-2870 —1
Mt " . “Move
:1781-17 Hilt | 1-2871 | A ’
178217 1-2872
HEET 178317 Renovali | | o o7s
12 e
Reporting Dept: 1555 - Closed 1-2875 -ﬂ
n
- . 1-2877
Assigned To: | Al j Completion Co L278
Reported By: |4 ~| Requested | 1-2830 =
Floor: [Muti | Owner  De -
Accept
Building: |;,\” j Room Ty -
Trade: | Al j Prior
PM Schedule: |4 - P -4
| J View Reset

Multi-Select screens for Reports

If too many filters are applied to a single report, there is the likelihood that no records will be returned with the report
as no matching records are found.

[

- > Synergy Work Request

Favorites Format Filters Details

Reported By Multiple Selection
T o coneces

<unfiltered > Values
Values - charles, LAL
charles, LUZ MARINA charles, ANITA

charles, LUIS - |4 Move | cheatwood, kim
charles, JASCN Chow, Nog
charles, JEAN W Chow, Noe
charles, MIGUEL
charles, GUADALUPE m
charles, JUDY “’
charles, PM

charles, THERESA
Chow, Jay

The Filters Tab Multiple Selection tool
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Report Details

SynergyMMS: Reports

The Report Details tab contains other filtering and report options that do not fall under the first two categories.

Choose from five different time
periods for the Date Range

|

Check here to start a
new page with each
group in the report

Select a predefined date period or enter a
specific From and to date

- = Symergy Work Request Rebu i

Favorites Format

Filtered Date Field

(+ Created

Date Options

" Closed

Date Range: |Custom

Check to show a
graph of the data

Filters Datails

Limit the
description to 50
characters to avoid
long reports

Misc. O ptigs

[T New page with cl

i Starffed " Completed

e
[+ Show Graph /

[T Limit Description Length

" Scheduled For

[ Print Data Sheets

=l

Type: [al (WR and PI) Select between

From: |02/28/2012 00:00 v |

Te: |0328/2012 23:59 |

displaying regular

Deleted: |NotDeleted

R ’D— Sy S ’7 Summarize: |L|n|imited J WRs or PM
\ generated WRs
7 | < Look for WRs
Look for WRs with a requested multiple
specific duration times Check to show

Deleted WRs

Users are now able to select from a

The Report Details Tab

specific time as well as date

The fields of this tab affect the current report in the following fashion:

© Copyright Systems Associates, Inc

Filtered Date Field — Select from the following WR date ranges: Created, Started, Completed, Closed
or Scheduled For.

Date Options — Enter starting and ending dates in the fields provided. Select one of SynergyMMS’
predefined ranges or enter a custom “From” and “To” dates. If you are saving this as a Favorite, you
will want to use one of our predefined date ranges otherwise the dates will be hard coded to what
you have set. SynergyMMS now allows setting a time as well as a date.

Duration — Filter for WRs with specific duration.

Duplication Count — Filter the report for WRs that were requested more than once due to
attempted duplication.

New page with change — Forces the report to start a new page for each group in the report.

Limit Description Length — Allows users to select if the WR full description should display or be
limited to 50 characters to reduce the report size for printing. This option only applies to Detail style
reports.
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SynergyMMS: Reports

= Show Graph — Show a graph of the report data. This option is not available for all report styles.
= Type — Select either WR Only, PM Only or All (WRs and PMs). All is the default setting.

= Deleted - Select either “Not Deleted,” “Deleted,” or “All” (Deleted or Not Deleted). “Not Deleted” is
the default setting.

=  Summarize — This setting allows the user to select Unlimited, Top 5, Top 10, or Top 20 grouping of
WRs. This option is only available in Summary and Managerial report styles. Summary reports
default to Unlimited and Managerial reports default to Top 10.
@® Note: Showing the graph on reports with too many records may result in an unreadable graph. The default setting is
for the graph to display with Summary, Managerial, and Annual Trend reports, among others.

@ Note: Some of these settings do not apply for all reports. These options will be disabled on reports that in which
they are not intended to work.
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Report Viewer
The Report Viewer contains many tools for navigating and reading the data in the report. Most of these can be found in
the Report Toolbar, located at the top of the report. The different elements of the Toolbar are listed below.

Report Toolbar (Print or Export to

. Search for data using
PDF, Excel, CSV, or TSV file)

the Binoculars

Clicking on a specific item will open a Move between pages
drill-down report for that item

[fy = Prirt... £7 PDF Bxport /¥ Excel Expor| {7 CSV Bxport £¥ TSV Export |

I T B B T S R

SynergyMMS Version 3
All (Open and Closed) Work Requests By Task Code
11/17/2011 - 3/29/2012

Top 10 by Quantity of Work Requests

)
o
]

2
oW
1 1

()
|

Quantity
o
1

=
o
l

o

a=l
]
o
ey
i
]
<
(=]
=

Taskcode - Description

Taskcode - Description Oldest Guest Internal Quantity
105-ENTRY LIGHT SHADE NEEDS REPAIR. 12f21/2011 1
109-ARMOIRE DOOR 15 BROKEN 12/01/2011
132-TELEVISION HAS NO VOLUME 1213/2011
143-HALLWAYLIGHT IS OUT 12/21/2011
156-TRASH CHUTE DOOR HANDLE 000 11/22/2011
17-PHONE Q00O 12f01/2011
173-CARPET NEEDS REPAIR 11/17/2011
150-ENTRY DOOR JAMB NEEDS PAINTING 11/17/2011
2007-ROLL AWAY IN (NO CHARGE): 12/13/2011
201-LINENROOM DOOQR NEEDS PAINTING 12f01/2011
2013-DELIVER TOOTHBRUSH/PASTE: 12012011
2027-LOBBY/RESTROOM CLEANUP 12/28/2011
2030-5LIPPERS: 02/16/2012
207-5INK 1S CRACKED 02/15/2012
209-TOILET IS CRACKED/BROKEN 12f01/2011
2103-BATHROOM SINK: 1221/2011
2114-LIGHT QUT: 01/19/2012
2115-LOST ITEM DOWN DRAIN: 12/21/2011
2129-HVAC Meeting Rooms: 11f22/2011
219-HIGH SPEED INTERNET 02/16/2012
221-TEL EPHONE DISCOMMECT: 1221/2011
223-POWER DISCONMNECT: 02/16/2012

e = R T R = T = T = T = e T !
B RN O R H R ODREHDOROWNRRD R RO
Y e T e T T T B T B S R S IS

Typical Summary Report with graph
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Print Report Export Report to PDF, Excel, CSV or TSV

I /]

) Print... £¥ PDF Bxport £ Excel Bpott L¥ CSV Bxport L¥ TSV Export

Report Toolbar (left)

=  Print- Prints current report. This will launch a printer dialog window.

= Export Report — Select from a wide variety of formats to export your current report.

Total # of report
Report Zoom pages

J Report page
navigation controls

& e 100% . B 13

Report Toolbar (center)

= Report Zoom — Change the display size of the report by selecting a number from this drop list or
entering a custom zoom.

= Report Page Navigation — Use these buttons to move to the previous page (upward pointing arrow)
or next page (downward pointing arrow) of the report.

= Current Report Page — Displays current report page before the slash (/). Enter a number here to
move to that page.

= Report Page Total — Displays total number of pages after the slash (/).
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Report Email Schedule Setup

The Report Email Schedules Setup allows users to create a schedule for Favorite reports to be delivered via email to
select email addresses. To access the Report Email Schedule Setup, select a Favorite report from the list on the Favorites
tab and click the Schedule button.

- Report Email Schedule Setup TR =
Select the Favorite - Guest Eng Tasks 2011
. Schedule Connections
timeyou ||| o
would like the o0 == Name Email Name Email
report to be Frequency: Cheatwood, Kim kcheatwood @saicorporat. ..
Clark, John jdark@saicorporate.com
_ Mone ha
sent (24 hour ) Fox, Patrick pfox@saicorporate.com tm
ClOCk) etails: Lanza, 11 ji@saicorporate.com
// Pester, Doug dpester@saicorporate. com mj
Select the / L]
frequency of AT 1
the report to be
emailed
(Annually, , =
- & =.
Daily, Monthly, P
or Weekly) 4

Move email address into the connected

. Save the schedule or cancel changes. . . . .
list to include them in the email.

=  Email Schedule Setup window

=  Emails addresses are referenced from records in the Employees area of Setup. In order to send an
email report to an individual, that person must be added to the Employees list with a valid email
address in the corresponding field. No additional user rights are needed to receive emailed reports.

=  SynergyMMS automatically processes the report at the scheduled time and creates a PDF copy
which it stores on the SynergyMMS Server. The application then sends the appropriate users a link
to that file (see image below). Using the link, users can view or download a copy of the report on a
variety of computers, tablets, smart phones, and devices.

Users are recommended to add synergymms.com and synergymms.net as trusted email senders to ensure timely
delivery of emailed reports.

@ Note: To Delete an Email Schedule, the Frequency needs to be set to None.

@ Note: SynergyMMS email reports are sometimes seen as Junk, so you may have to setup a rule for the sending
address to be allowed. Sending address *.synergymms.net.
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SynergyMMS Auto-Generated Report Email

SynergyMMS Report Emailer <noreply@synergymms.net:>
To ' Blaine Bryant

SR
L]

A report has been auto-generated and e-mailed to you from SynergyMMS.
Please click the link below to view the report in PDF format.

Report For HotelHealthScore Description: CurrentEmployeesinSynergyMMS

Typical example scheduled report email with PDF link
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SynergyMMS: SynergyMobile

Chapter 7 SynergyMobile

SynergyMobile empowers the busy hotel team member and gives
them exactly what they need on the go. Users can create, edit, and
T complete or close work requests as well as conducting room and
—ﬁ—ml equipment inspections based on multi-step lists. Users can also
record readings during these inspections to help track trends and
record labor time to help with scheduling. Finally, pictures can be
added to help detail the work request.

F;’\ugusi 10, 2016 at 8:52:29 AM EDT

4004 9 Sprinkler Test

| August 10, 2016 a1 849:48 AM EDT
795 Carpet 000 _ The data is displayed based on user-sensitive need. Users have the
| August 10, 2016 at 8:58:20 AM EDT @ ability based on their rights to see more or less using the filter

5001 THREmeRCaa options. Work is displayed based on priority and then age. The
highest priority work will be at the top of the list allowing users to
simply take care of their items in order.

#Augus! 10, 2016 at 8:51:20 AM EDT

2007 8 Toilet Plugged

August 10, 2016 at 9:02:07 AM EDT

Using the mobile means work is added into the main database
throughout the day through the sync process instead of having to
go back to the office to log it.

FIGURE 1: SYNERGYMMS 10S APP
Platforms
SynergyMMS — Offers 3 platforms to allow access from a smart device.
i0S — The app from the App Store that can be loaded on to a smart device running the iOS.
Android —Download the app from Google Play Store.

=  Both of the above can work disconnected from the internet. This means that if you get into an area
where no connection via wi-fi or cellular you can still actively add items.
Basic Web Interface — Commonly referred to as Legacy Mobile. This can be loaded on any devices that allow internet
access.

= Requires a constant internet connection.
Installation

To install the desired app, click on the appropriate link below.

= jOS - https://docs.sai.us/docs/?d=2
=  Android — https://docs.sai.us/docs/?d=1

=  Browser (Legacy) — Open Browser and enter URL =» http://Launch.SynergyMMS.com
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SynergyMMS: SynergyMobile

Access

Open the app on the device. Depending on if this is the initial time you are loading or if you have already loaded the app,
you will get the Login or the Setting screen.

If this is your first time, you
will need to enter the
Property ID provided by your
Vendor. Contact them if you
need this.

Logging In - Enter your Login
Please Login To Continue and Password’ then tap

Login (EREHNSEIETT Login.
Password _

Note this screen is where you
will access the settings.

Togin
Once this information is
complete then you can tap
the setting arrow button to go
back to the Login Screen.

Click Here if you forgot your
Login or password.

Your Device’s Output Name

Output: Bbryant.iPho

When you login you will be in a claimed state. WR that you accept or complete from this device will be updated with
your name as the assigned to, this is regardless of the device’s output name.

The Work Request Screen

The Work Request screen (sometimes referred to as the home screen or
page) of the app is where you will navigate through the application.

eeee0 Verizon T 11:47 AM 1 0} 85% )

From here, you can choose what you want to do such as adding a New Work
August 10, 2016 at 8:52:20 AM EDT Request or editing existing Work Requests.

4004 x Sprinkler Test

You can search for a particular location, equipment, or description by typing

August 10, 2016 at 8:49:48 AM EDT

255 Sarmal 656 in the search field. You can also scan in a bar code label of either a location

August 10, 2016 t 85620 AMEDT @ or a piece of equipment and click “Go” to search for open work requests or

5001 TV Remote 000 PM/WR'’s for that item. Matching work is displayed. Nothing found and the

el list will clear.

2007 & Toilet Plugged

August 10, 2016 al 9:02:07 AM EDT Finally, with the app you are able to get ‘in-app’ dispatches also known as
& Plumoing leok ‘push notifications’ which cause the device to make a noise and depending

on what screen you are on, possibly display a pop-up notification (like a text
message) of the dispatched work.
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Menu Bars

¢ Y  Work Request New _
- The above menu bar displayed at the top of the screen offers buttons to:

1. Force async

- Pressing this icon forces the app to connect to the main database and get or send data as

needed.

. - This symbol indicates a synchronization is in progress.

n - This symbol means you do not have a connection to the internet via cellular or Wi-Fi. This means
your device is not able to connect and synchronize, send, or receive data. Move to an area with service.

. - This symbol indicates that you are connected to your Wi-Fi Network, but that network does not

have access to the internet.

2. Filter the work request (This is one of two filter options offered for the users)

" Assigned To (Filter) Cancel

None
Me(Bbryant)

O My Department("ENG")

Other Departments

" Created By (Filter)

OMe

O My Department

" WR Type (Filter)

() pm
Non-PM

© Copyright Systems Associates, Inc

With this filter you can, depending on your rights,
change the view of the Requests Screen:

1. Assigned To
a.  None —Displays all of your department’s
Work Requests that are currently not
assigned.
b. Me — Displays all Work Requests assigned to
you.
c. My Department -Displays all of your
Department’s Work Requests that are
assigned.
d. Other Departments — Displays all Work
Requests that do not belong to your
department.
2. Created By
a. Me —Displays all Work Requests you
created
b. My Department — Displays all Work
Requests created by others in your
department
3. WRType
a. PM —Displays all Preventative Maintenance
Work Requests
b. Non-PM — Displays all Work requests that
are not Preventative Maintenance.
® Note: Items appearing disabled are based on the
rights you have been configured with. See your
SynergyMMS Admin if you feel you need more

rights.
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3. Create New WR. m We will cover this more in a bit.

[ m - This menu bar is used for filtering work also.

- [ B In this box you can filter your Work Requests by typing in a Work Request Number, Location,
Task Code, or description.

- hﬁ - If you have barcodes assigned to your locations, equipment, or inventory items you can use this button to
access the barcode scanner to instantly search for them.

- - - After you have searched you can clear the results with the cancel button.

S 4
P

Reque'sls

- This menu bar allows you to go to different areas of the app.
=  Work Request — Displays the list of work request.

= |nventory —Displays inventory lists and storeroom information.

= Equipment — Allows Equipment and equipment location to be viewed/edited.

=  Messages — Shows new Messages (Dispatched WR / Push messages) and claimed status.
= More —This is where you will see the event log, logout, or change your password.

4:52 9 wll T .
201 K HVAC Room Too Cold - >

Aire Acondicionado Muy
Frio

¢Y

- Work Request Detail Area icons.

o lcon for Guest Request |

B & HVACRoom Too Cold - > o No Icon denotes an Internal Request

CF RinIckmad ey o Icon for Inspection Request X
| 2/15/2022, 4:43:39 PM @ e1
i HVAC Repair/ Replace - 3 2/15/2022, 4:43:39 PM @ 1e1
Reparar El Aire
Acondicion - Work Request Status Bar notifications.
61712021, 1:49:29 PM ® * o Color
i St bRy 5 = Red indicates that the Work Request has been
ﬂi‘ri'.ﬁf’;“‘ testing escalated
B = Blue indicates a normal state
lorking .
Checklist Date/Time shows when the Work Request was created
21212022, 12:00:00 PM P99 This symbol denotes a picture is attached - @

This symbol denotes the WR which you have started - O
The P# indicates the priority of the Work Request.
= [fyousee !!lin front that means the Work
Request has been escalated

L2

O O O O

v
Requests Equipment

Work Request
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.
To Create a new Work Request (WR), click the ‘New’ button, to Edit simply tap a WR on the B&EZBScreen, both will cause
the WR form to display. The form will either be blank for a new WR or have the data from the existing WR you are
editing.

If you are creating a New WR the title bar at the top of the screen will say “New work request”, if editing you will see the
WR# on the title bar.

To add or edit data on the WR form tap the field.

e e As you start to type you will get a drop down with T :
predefined data. When you see the item, you must RO R .
:’::’O %’d tap the item in the list for it to be selected.
e (o N @ Note: Data must be selected from the list to be rowot | ™"
L valid. oot | il
Assigned (s ) Labor [Toormne
Equipment (o oo ) You have all the basic fields you have on the / i
Laboriny ((Lsbor o | Desktop: Location, Guest check box and name, QUWIELRIT VLR
Fecer! ype, Task code, Assigned to, Equipment. S U WUWCLE
4 ZXCVBNM
[ J @® Note: If PMS interface is in place, Guest name 23 @ 0 spce [reium
will show up after the data is synced with the main
database.

Labor: You can enter the amount of time you have worked on the WR, and this will be updated into the Cost screen on
the Desktop to account for labor time and cost.

@® Note: If you Start or Stop a WR a labor record is created automatically. Users should only do one of these, not both.

Complete or Close: If you have rights to Complete and / or Close WR you will have access to both the Complete and/or
Close buttons. Completing or Closing a WR will remove it from the app. The SynergyMMS App will never show a
completed or closed WR. A sync will be forced when you complete or close also, assuming a connection can be
established with the Wi-Fi and SynergyMMS servers.

More (button on the WR form, top right corner)
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From the “More” page you are able to:

Accept or Reject work that has been Dispatched to the device.

813932

GST  Status

® Note: If the particular WR has not been dispatched to the device you are
= = viewing it, on the ‘Accept’ and ‘Reject’ will be disabled.

=3 3

Attached File: Start or stop any work regardless of the state (WR must not be completed or
closed as those do not show on the device) as long as you have access and

rights.

Add Pictures @

When you click Add Picture, you will be
taken to a screen to choose your camera
(You can then take a picture on your
device) or your existing photo library you
have on the device.

You can add up to 3 pictures per WR.
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Inspections
Detailed room and equipment inspections have never been easier. Properties can
create their own custom inspections in the Setup > Inspections Screen of the
o Al H.... Edt | More SynergyMMS desktop. Details for this are provided in the Setup section of this

manual.

The picture on the left shows a Stoplight Inspection displayed on the app.

FagadeMindows O O [ﬂ
- [ [ﬂ Every item on the inspection has an area to choose its status. If red is checked, the
o ° O user is automatically taken to a new work request form allowing them to fill in the
OolD Q details and save or complete the work. Once the new work request is entered, the

- user is returned to the inspection form automatically. Once the user completes the
e labian ol o LX(] inspection the work requests will be dispatched if they were not already

signage)
completed.

Work is complete, but roof is
showing some wear.

Complete

Lightning Protection

A user can add comments to any given question, simply by clicking the 1. You can

tell if comments have been added because it will change to f:r]. This is a great tool
for recording meter readings and chemical values.

Any work requests created from an inspection are recorded and a link to the
originating question is also recorded. The inspection process is remarkably simple
and intuitive and captures the necessary data to help refine the inspection process
in the future.

A » N

Reque‘;(s

e (@ Note: Pictures are not able to be connected to the Inspection via the app in
this screen. They can be added by clicking the Edit button at the top of the
screen, or from the desktop.

Prime Hotel
Work Request Inspection Results

Inspection
Inspected By:
Inspected Date:
Location

: Equip - Equip Walk thru

: Clark, John Repair Dept: Not Assigned
s 02/27/2008 03:16 PM Repair Trade: Noet Assigned
: 1004 Equipment: Not Assigned

Commaents:

Items

Check toilet flush
Test thermostat

TV Remote batteries?
(heck fan coil unit
Check telephone

Response Note

v
X
cleaned col
v line 2 has static

Is the television working properly?

WR #

3177

This is a sample ‘WR Inspection Results’ report resulting from an inspection. This report shows the location of the
inspection, the response for each question, the notes for each question and the corresponding work request number for

any questions that resulted in generating a work request. You can review this report at your property from the Desktop
— Toolbox / Reports / Work Request Reports — Set the Style to Detail, choose the Inspection Results from the Report

Selection.

© Copyright Systems Associates, Inc
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Other Areas

Equipment -

In the app you have access to view/edit the Equipment you have loaded through the Desktop. This assumes that the
user has at least departmental rights to the System Setup area.

AC AUX H-AHU-
37N

AC AUX H-AHU-
378

AC AUX P2 MDF

AC B-AHU-4-1

AC B-AHU-L5-1

AC B-AHU-L5-2

ClQ Alias

Barcode

Location Prkg - NTFLP2

Type HVAC Equipment

Elev Mach Rm -
NTFL38

Elev Mach Rm -
STFL38

Prkg - NTFLP2

Mec BIr Rm -
CCFLP4 New

Corr Serv - BR >
BtwnDipReg

Corr  Serv - 2>
BRBtwnGrndAtl

Datasheets (1)

SynergyMMS: SynergyMobile

Touch Edit to change

Simply tap a piece of any details in this form.

equipment in the list and
the details will fill the
form. Equipment

! Name AC AUX P2 MDF
AAWIPE up to see more. Mt Gaer

Model 50SS-060

Serial No.

Date Installed

Warranty Date

Department  Engineering

Location Prkg - NTFLP2

Type HVAC Equipment

ClQ Alias

To add or edit Datasheets on your
equipment swipe to the bottom and click
the Datasheets button.

To Add clck Ade

To Edit tap the Datasheet.

© Copyright Systems Associates, Inc 135|Page



SynergyMMS: SynergyMobile

Messages :

Blue vs White Messages: What does it mean?

White messages have been read; blue messages have not been read.

®eeco Verizon T 10:42 AM

Once you reply the message goes away.

Messages

Claimed Status: @ You can get back to this screen by tapping the More option on the bottom menu.

Messages . . . .
@Lobby(WR1322694): Broken Light On the Messages page you can also Claim or Un-claim your device. Simply tap the

Switch Cover slider and it will change.

(@Banquet Locker Rm(WR1322695):
Broken Light Switch Cover

More

Event Log is used for troubleshooting
purposes. Support may ask you to look
at this or send them screenshots of this

area.
‘Y Event Log >
O Logout <« ———— Logout of the app
£ Password 2
— Change Your Password
User: Bbryant Output: Bwb

Output device name in SynergyMMS

Currently logged in user
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Extras about the Apps:

Noise — You will get the SynergyMMS App Noise when a WR is dispatched to the output device. You must have the
sound on for the device and the volume is also controlled by the device.

Pop Up — Pop up messages will display as long as the form you are in is not an editable form.
Example: The WR form and the Inspection form are editable forms.

So, if you are in the midst of creating a WR you will only get the noise. If you are at the WR list, you will get a pop up.
This is also dependent on how the device is configured. If you have the setting in Banner mode, you may get a different
screen.

Notification
Message: @1560(WR 189215}
talephone desk phone missing

SynergyMMS
@1560(WR189215): telephone desk phone missing

OK

FaceTime Calculator Podcasts Game Center

BORS

Extras Apple Watch Facebook Solitaire

o A

Notification center

From the home screen on the device (where all the apps are displayed in icons) you swipe down from the top you can
see new Notifications.
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Devices

The devices available today iPhones, iPods, iPads, Android phones or tablets are great tools, but you must take time to
understand the basics of the device. An assumption is made here that you have a basic understanding of the device you
are using, before using the SynergyMMS app.

You also want to be aware of the version of the OS (Operating System) being ran on the device. If the devices OS is not
up to date the app on the device may not function as expected.

Contact SAl or your Distributor for updated Specs. A typical rule is nothing older than 2 versions behind what is currently
available.
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Chapter 8 SynergyMMS: Inventory
Vendors

The Inventory module in SynergyMMS allows for inventory tracking and storage as well as common vendor information.
Cost, preferred vendor and storage, as well as additional updates of quantity are maintained here. Inventory count can
be reduced through adding costing to Work Requests and Preventive Maintenance.

The Vendor list is used to store general information, such as phone/fax numbers, address, and contact person, for the
Vendors from which you buy goods and services. Within this list you may add, delete, or edit Vendors, or simply review
the list.

SynergyMMS provides a great tool to keep all your information in one place making it easy to find and allowing all
property employees access to what they need.

[ -z Vendors =RECN X
Y 10 vendors
Mame Phone Fax Contact Email
ABC Supply 419-555-1212 419-555-2323 Jim Hensen
Acklands Grainger 300-337-1234 300-987-1235 Bob Bob @AckGra.com
Barnes Distribution 800-456-1234 800-456-1235 Joe Joe@Barnes.com
Dow electricinc B800-951-3574 800-951-3575 Larry Larry@Dow.com
HD Supply 800-753-9874 800-753-9875 Michael Michael@HD.com
Industrial Paint Coatings 800-724-6899 800-724-6880 Molly Molly@Paint.com
Joe's Supply 419-355-4499 419-355-5500 Joe Bagodonuts joe@joessupply.com
Quatic by Chem Aqua 800-249-6999 300-249-6980 Dave Dave@Chem.com
SAI Systems Assodates Inc 800-433-9855 419-352-3299 Support or Sales Support@SynergyMMS.com
XYZ Supply 419-555-8899 419-555-3999 Frank Miller frank@xyz.com
Details l

Vendor - SAI Systems Associates Inc

Vendor: |SAI Systems Associates Inc

Address: |5DD Lehman Ave Department: |ENG

=
Type: |N0ne ﬂ

City: |Bowling Green
State/Zip: [Ohio, 43402

Phone: [300-433-9855 Fax: [419-352-3299

Contact: |Supp0rt or Sales Email: |Supp0rl@5ynergyMMS.com

Vendors List
Accessing Vendors List
To Access the Vendors List, click on the Toolbox then select Inventory, then Vendors.
Entering New Vendors

To enter new Vendors:

1. Once the Vendors List is displayed, click the Add button.

2. Enter the Vendor name. Press the Tab key to move to the next field.
3. Repeat step #2 for the Address, Phone, Contact and remaining fields.
4. Click the Save button to save your work.

© Copyright Systems Associates, Inc 139 |Page



SynergyMMS: Inventory

5. To add additional Vendors repeat steps #1 - #4.
Editing Vendors
From time-to-time it will be necessary to edit or add information to related Vendors.
To edit existing Vendors:

1. Select the Vendor by clicking the row in the Vendor List.
2. Change the Vendor information as needed.
3. Click Save button to save changes or click Cancel button to clear your changes without saving.

Deleting Vendors
As Vendors change it may become necessary to delete Vendors no longer used.
To delete Vendors:

1. Right-click the Vendor row you wish to remove.
2. Select the Delete option from the popup menu.

Basic data regarding a Vendor is included in SynergyMMS.

» Vendor - This field has a size of 50 characters. A Vendor must have, at minimum, a name to be saved in
SynergyMMS.

» Address - Enter the Vendor address. Each address field has a size of 50 characters.

» City — Enter the city of the Vendor.

» State/Zip — Enter the state and zip code of the Vendor.

» Phone - Enter the Vendor phone number. This field can contain 20 characters. SynergyMMS does not
format the information in this field.

> Contact - Enter the contact person's name. This field has a size of 40 characters.

> Department - Select the Department that will use this Vendor from the drop-down list of choices. If

more than one Department will use this Vendor select None. If the desired Department is not available,
it must be entered into the Codes area of Setup.

» Type - Select the Type of products/services this vendor provides from the drop-down list. If the desired
Type is not available, it must be entered into the Codes are of Setup.

> Fax - Enter the Vendor fax number. This field can contain 20 characters. SynergyMMS does not format
the information in this field.

> Email - Enter the Vendor email address for contacting this vendor. This field can contain 40 characters.

Inventory

SynergyMMS easily tracks Inventory by calculating the Quantity of items on hand (QOH), tracking best price per Vendor,
and tracking where items are stored. SynergyMMS automatically updates the QOH when changes are recorded by
adding cost to a Work Request.

From here, it is possible to Add, Edit and Delete Inventory items, manage your QOH, review Vendor information
regarding unit prices and set the Reorder Point.
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F =

-.= Inventory | (S -
Part Name Part Number Inventory Type QOH Pref. Cost i‘
MINI DECORATIVE TWISTER.32W ... 156398 General inventory 50 £1.00
MINI DECORATIVE TWISTER. 18W ... 322665 General inventory 100 $3.80
FLUORESCENT LAMP 13W EIO1 General inventory o] S0.00
13W TWINTUBE DOUBLE (4-PIN) 712208 General inventory 0 $3.94
APPLIANCE BULB A15 40W 307538 General inventory 0 $17.00
FLUORESCENT LAMP 8W EI02 General inventory 0 $0.00
GEMERAL LIGHTIMNG LAMP 1383 == EI03 General inventory o]
METAL HALIDE ARCMASTER. 175W... 322596 General inventory 0 $31.82
5W CAMDLE CFL GED1 General inventory 0
APPLIANCE BULE 40w/ GED2 General inventory 0
CAMNDLE B10 25W 130V CANDRAE... S5T04 General inventaory 0 $0.00 ¥

Details lh‘endors ] Storage Locations ]

Inventory Item - MINI DECORATIVE TWISTER32W 120V E26 - 156398

Part #: |156398 Department: |eng ﬂ

Part Name: MIN] DECORATIVE TWISTER32W 120V E26 Type: |General inventory ~|

Manufact. #: [ELjmdT 32w 120V Inv Units: |None |
Manufacturer: |PHILIPS Preferred Cost: |:‘1.II"ZI

Bar Code: [045677156393 Reorder: [200 =]

Description: | MIMI DECORATIVE TWISTER 32W 120V E26

Inventory Item List

There are three main components to Inventory: Details, Vendors, and Storage Locations.

The Details tab contains the basic information about Inventory items. Each of the areas on this form is described below
followed by directions for Adding, Editing and Deleting an Inventory item.

List

Y V

Part Name — The Part Name can be up to 50 characters.

Part Number — This is the number by which the Inventory item is used in other areas. The Part Number
can be up to 20 characters (both letters and numbers can be used).

Inventory Type - Select the part Type from the drop-down list. If the Type desired is not available, it must
be entered into the Codes area of Setup. This will allow filtering by Type on the Inventory List and Inventory
Reports.

Quantity on Hand -This number displays the total number of parts within the facility. This field cannot
be edited. The number found here comes from the Storage Location tab. All editing of this quantity must be
done on that form. As parts are issued, this number will update automatically.

Pref Cost — This number is set on the Vendors Tab once connected the cost can be updated and set as
preferred. If only one Vendor cost then it is automatically set.

Detail Tab

> Part # - This is the number by which the Inventory item is used in other areas. The Part Number can be
up to 20 characters (both letters and numbers can be used).
> Part Name - The Part Name can be up to 50 characters.
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» Manufact. # - Enter the Manufacturer Number, if different from the Part Number. The Manufacturer's
Number can be up to 20 characters.

» Manufacturer - The Manufacturer can be up to 50 characters.

> Bar code —For use with the SynergyMobile application, as a means to scan instead of typing in the
information. The Bar code can be up to 22 characters.

> Description - Enter the description of the Inventory item here. The Description can be up to 100
characters.

> Department - Select the Department from the drop-down list. If the Department desired is not
available, it must be entered into the Codes area of Setup. If the Inventory item is used by more than
one Department, leave None in this field.

» Type - Select the part Type from the drop-down list. If the Type desired is not available, it must be
entered into the Codes area of Setup. This will allow filtering by Type on the Inventory List and Inventory
Reports.

» Inv Units —This is the unit of measure the inventory item is used. If the unit is not available, it must be
entered into the Codes area of Setup.

» Preferred Cost — This is the best price based on information in the Vendors tab. This field is filled in
automatically and cannot be edited on this tab.

» Reorder — This is the reorder quantity. When the QOH falls under this, the item displays on the Shortage
report for reorder purposes.

> Quantity on Hand — (List only) This number displays the total number of parts within the facility. This
field cannot be edited. The number found here comes from the Storage Location tab. All editing of this
guantity must be done on that form. As parts are issued, this number will update automatically.

Vendors Tab

Vendors can be connected to this inventory item. Once connected, a price can be set, as well as a “preferred” status
can be assigned.

The best price is
highlighted yellow and
is automatic.

Details ] Description Vendors Storage Locations ]

Inventory Item - test_item-1-1

Connected

¥ Not connected

Name - Lm Mame
test_vendor-1 TEst
test_vendor-2 B st vendor1s $200,59

test_vendor-3 7 wend $447.17
test_vendor-4 m ot_vendor-3 £345.49
test_vendor-5 - test vendor-33 5843 ?5 -
4| | »

y

Right-click the connected vender to set the Vendors Tab The Preferred vendor will
inventory item price as well as preferred be displayed in BOLD text
vendor status.

and is set by the user.
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Storage Locations Tab

The Storage Location is where the location information as well as quantity in that location is stored.

Detailz ] Description ] Vendors

Inventory Ttem - test_item-1-1

¥ Not connected Connected

Type Location o tm Type Location Qty. |~
BackHse BASEMENT 1 MNone O'shays [u}
BackHse BASEMENT3 W GuestRoom 1004 &6
BackHse BASEMENT4 GuestRoom 1012 41
BackHse CAFETERIA tm GuestRoom 1018

BackHse CAPITOL CAFE KITCHEM i W Corridors 2nd FLO 3 r
| »

Storage Locations Tab
Right-click the location to

set the quantity stored
there.
Inventory List

Accessing Inventory
To access the Inventory Storeroom:
1. From the Toolbox select Inventory.
Editing Inventory Items
To edit an existing Inventory item:
1. Select the desired item from the Inventory List.
2. Change the Inventory information as needed.
3. Click Save button to save changes or click Cancel button to clear your changes without saving.
Deleting an Inventory Item
To delete an Inventory item:
1. Right-click the Inventory item you wish to remove.

2. Select the Delete option from the popup menu.
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Chapter 9 PerfectRoom®

PerfectRoom assists with room readiness and allows for room service assighment, Guest Room Attendant (GRA) Board
assignment, GRA inspections, and Supervisors Room Assignments within SynergyMMS.

PerfectRoom works with many PMS systems. Consult your SynergyMMS Vendor for details.

F SynergyMMS Desktop [v3.21.12.2] | Hotel #1 SMMS | sai | 09:43
=hSynerg MMS
e Y

Navigation
Hotel #1 SMMS (499 Rooms)

Refresh Data

Housekeeping Tasks Breakdown
Al

Total Tasks: 117

ces
Service Code

Count

72 Check Out
38 Stay Over
7 stay Over + Linen

— Check Out
— ® Stay Over
— Stay Over + Linen

108
Total: 14

Incomplete

Total: 117 | 103 rooms remaining to process.

Housekeeping Room Assignments: Current Progress =
Cumplel ® inProgress . DND Rewrn Later @ Service Refused @ Incompler

Jane Bobby Nora Hskpl Temp2

Message Center

Progress

Current

PerfectRoom Dashboard —Shows how the GRA’s are progressing through the day real time.

PerfectRoom Interfaces
o Desktop — Allows Auto and manual assignment and manipulation of GRA assignments, as well as room
service assignments.
o App (i0S/Android)
o GRAs are able to see their dynamic board and interact with their assigned rooms from anywhere
real time.
o Supervisors are able to update rooms conditions, reassign rooms, and perform inspections.
o Printer — Allows print off, of work assigned to the GRA. This could be used in combination with the IVR
so the GRA knows the rooms to which they should be going.
o IVR/ Telephone — Allows GRA’s to call in and get the next room as well as change the room status.

PerfectRoom Setup

o See the Setup area for more details on using the following screens.
o Properties can add, edit, or delete Zones, Loyalties, and Room layouts In the Codes Setup Section.
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| Employees Task Codes Locations Equipment Codes Outputs Inspections Pooling Preferences

Y 9 Current Code(s) Zones -

Hame Description
01 1st floor
= =T Under the Codes

3 3rd Floor define your Zones,
4 4th Floor .

5 Sth Floor Loyalties, and Room
6 6th Floor I. t
7 7th Floor ayou S.
8 8th Floor
9 9th Floor

Name: |E-1

Description: |::: floor

¥ 4 Current Code(s) ¥ 4 Current Code(s)

Name Description

Dibl-dbl Double-Double
Exec. Suite Executive Suite
Ir. Suite Junior Suite

King King k

Name Description

Blue Blue level guest

Dia Diamond level guest
Gold Gold level guest
Silver Silver level guest

Room Lavout and Lovalties

o Locations get assigned Zones for the auto calculation and to make GRA room assignment easier.

Employees  Task Codes Locations Equipment Codes Outputs Inspections Pooling Preferences
¥ 299 Current Location(s) A
Lacation Roowm Type Building Floor a @ Note: A Location
200 Guest Room Main1 2
= S e - can only belong to one
202 Guest Room Main 2
203 Guest Room Main 2 zone
204 Guest Room Main 2
205 Guest Room Main 2
206 Guest Room Main 2
207 Guest Room Main 2
208 Guest Room Main 2 . H
s e e 5 g ® Note: Multiple
General More | Fies | Locations can be
P selected and then with
Zone: |02 - . .
a right click you can
External ID: |

update Layout and
Zone one zone

e W (e
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o Within the Employees area you can setup all team members.
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Note: An employee cannot be setup with rights as a GRA and a Supervisor. Only one of these rights can be given to
each employee profile. If an employee could see themselves in both roles, they would need to have two employee

profiles in SynergyMMS.

o Jill Smith — Supervisor

o GRAIill Smith — GRA

Employees

smith

Task Codes

Locations Equipment Codes Outputs Inspections

unfiltered unfiltered

Pooling Preferences

¥ 4 Current Employee(s) (filtered)

Last Name First Name Department Output
Smith GRA Jil Housekeeping None
Smith 3l Engineering mech2
Smith Mary Housekeeping None
Smith Michael Engineering None

General | Personal | Employee Info  Security ‘ Fies | Pefect Room |
Employee - Smith, Jill

Security Right Access Level | [ Access Levels

B PerfectRoom Rights " None
A

Access : Admin  User

Update Room Condition User

Update Green Room User — (" Department

| Indate Rush llser LI  Admin
< | [

F_fad YN _Sae J O Cancel ]

o Security rights must be set and saved. This unlocks the PerfectRoom employee’s tab and gives access to

Zone and Max Credits.

These are key items used for the AutoAssign calculation in SynergyMMS PerfectRoom.

© Copyright Systems Associates,

Inc

Room attendants are assigned Zones and Max Credits (how much work they are allotted).
Room attendants can also be set to a Max quantity of a particular service.
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Employees  Task Codes Locations Equipment Codes

Outputs

Inspections

Y 4 Current Employee(s) (filtered)

SynergyMMS: Interfaces

Pooling Preferences

General | Personal | Employee Info | Security | Fles  Perfect Room

smith ereq filtere

Last Name First Hame Department Output

Smith GRA Jill Housekeeping None

Smith b | Engineering mech2

Smith Mary Housekeeping None

smith Michael Engneering None ® Note: More than one
employee can belong to

the same zone

Service Code
Zone: |02 - Turn Down
Check In
Max Credits: 16.00 Check Out
Stay Over

Stay Over +Linen

Max Allow |

¥ _ii_ JP1_Sea O tancol

PerfectRoom Desktop - Priority Schedule (Simple vs Tiered)
The Priority Schedule allows you to set values that will affect how the house is opened and how it operates through the

day.

o Simple Mode - Use this mode if your Services have the same credit value regardless of the room’s layout.
o Tiered Mode — Use this mode if your Services require different credit values depending on the room’s layout.

Room Layout

Travel Time

Max Threshold of Floor Changes: [
Credits subtracted per Floor Chan |,

Check In 0
Check Dut 5
Stay Over 7
Stay Over + Linen 9
Linen 0
Pick Up 0

L Ly

Simple Mode

© Copyright Systems Associates, Inc

Service Task Max Allowed ECT Priority

Credits

SMS Sync

King hd|

Max Threshold of Floor Changes: ,ﬁ
Credits subtracted per Floor Chan [‘. E
Time Factors Priority
Houseperson Complete 5
Due In 0]
Departure %
Rush 100
Gold 0
Premiere
Silver 0
Doublebeds ]

Service Task Max Alowed ECT Priority Credits

Tiered Mode
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o Room Layout — Defined in Setup / Codes. Must be set on each location.

o Priority determines the order of importance for any item. The higher the number, the higher the
priority.
o Credits represent the amount of work required and used to calculate workload.
o Travel Time — Used in correlation with Auto Assign to subtract credits assigned to a GRA.

o Max Threshold of Floor Changes — The maximum amount of floor changes that can be done without
losing one or more credits.
o Credits Subtracted per Floor Change — How many credits should be removed if the above threshold is
met.
® Note: These rules are exclusively for the auto-assign feature. These rules will not prevent you from
manually assigning rooms.
o Time Factors — Adds to Priority points when action happens or is applied.
o This list can be edited with the help of SynergyMMS Support.
o Loyalty — Brand loyalty effects room priority, order to be done.
o This list can be edited with the help of SynergyMMS Support.
o Service Task — Services that can be assigned to rooms.
This list can be edited with the help of SynergyMMS Support.

o Max Allowed — This is the maximum amount of that service that Auto-Assign will assign a GRA.
o ECT - or estimated completion time, aids in measuring productivity
o Priority — determines the order of importance for any item. The higher the number, the higher the

priority.
o Credits - represent the amount of work required and used to calculate workload.

@® Note: Priority points can total and go over 100 if numbers are set high.
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PerfectRoom Desktop - Room Assignments Screen

Room Assignments also known as Creating Housekeeping Boards. Used to pair up Guest Room Attendants (GRAs) with
Rooms to perform the appropriate services daily.

There are 3 available options:

e GRA List
e Supervisors List
e Room List

o GRA List - Supervisors can see all GRA’s with current assignments and progress in real-time.

== SynergyMMS PerfectRoom Room Assignments - [m] X
T & 126RA(s) GRA List |
Attendant Zone # Rms # Floors #0C0 #50 # Complete Workload Credits # Rush |
Template, GRAS Mone 1] 0 1] 1] 0 0 Hr(s) 0 Min 0,00/0,00 0
‘ Hskp, GRA1 c 7 1 4 3 0 0 Hr(s) 41 Min 0.00/5.00 0
‘ Hskp, GRA3 3 1 1 1] 1 0 0 Hr(s) 7Min 1,00/15.00 0
‘ Smith, GRA Jill MNone o 0 o o 0 0 Hr(s) 0 Min 0.00/0.00 0
‘ Green, Go 02 o 0 o o 0 0 Hr(s) 0 Min 0.00/0.00 0
& Jones, Bob 01 i 0 i 0 0 0 Hr(s) 0 Min 0.00/0.00 0
One, GRA Mone 1] 0 a 1] 0 0 Hr(s) 0 Min 0.00/0.00 0 —
l Jon 5, GRA Mone (] 0 1] a 1] 0 Hr(s) 0 Min 0.00/0.00 0
Attendant, Room Mone 1] 0 1] 1] 0 0 Hr(s) 0 Min 0.00/15.00 0
® o e - n - - - s ——r n =l
|'s 8 4 4 [ [ |
GRA | stats |

GRA1 Hskp Total Hours Assigned: 00:41 | Total Credits Remaining: 0.00/5.00 | # Zones:1 | # Floors: 1 |

Y 14 Not Assigned Y 7 Assigned

Room Zone Floor Priority | Cond. Service hspn Credits - Room Zone Floor Priority | Cond. Service hspn Credits I
203 Nome 2 72 oc L 0.00 07 4 3 72 oc 8 0.00
508 5 5 72 oc i 2.00 (& Vove | a2 4 4 72 oc ™ 0.00
509 5 5 72 oc LY 2.00 423 4 4 72 oc L™ 0.00
517 5 5 72 oc 8 0.00 m’ 426 4 4 72 oc L™ 0.00
524 5 5 72 oc § 1.00 [+ AT ] 427 4 3 72 oc § 0.00
527 5 5 72 oc iy 0.00 428 4 4 72 oc 4 0.00
528 5 5 72 ot LY 0.00 w 429 4 4 72 oc § 0.00
604 5 6 72 oI § 1.00

T T

o GRA List (Top)- You can see an overview of the GRA Boards for the day.
o Inthe first column you can select if the GRA will be available for assignment today.
= You can select this by right-clicking on the space in the column and selecting that GRA’s Status.
Template, GRAZ  GRA 9 is not available

. * Hskp, GRA1 GRA 1 is available
o Attendant — GRA Name in the Last Name, First Name format
o Zone - The zone the attendant is assigned to.
o #Rms—How many rooms are assigned to the GRA
o # Floors — How many floors the GRA’s rooms are on
o #CO - How many Checkouts are assigned to the GRA
o #S0-How many Stayovers are assigned to the GRA
o # Complete — How many services the GRA has completed today.

o Workload — Total time assigned to the GRA
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= Thisis based on the ECT set in the Priority Schedule
o Credits — Credits assigned for today/ Max Credits for that GRA
= This is based on the credits set in the Priority Schedule
=  Max Credits are set in the Employee area of setup
o # Rush — How many rooms on the GRA’s board were rushed today

o GRA List (Bottom)- Supervisors can assign users to the GRA’s
o GRA Assignment Steps

= Select the GRA you want to assign rooms to.
=  Move the rooms in the left box (Not Assigned Rooms) to the right box (Assigned Rooms)
=  C(Click Save, then repeat for all GRA’s

o Supervisors List - If you click the drop-down in the top right corner you can toggle to the Supervisors List

The Supervisors List allows assignment of specific rooms to a Supervisor.

- SynergyMMS PerfectRoom Room Assignments

# Rms. # Floors -

>
F
HE'J[
i
3
-
4
N 4

=

ccocoYococeocoo
cococomosoo

w
N

Samantha Nander | # Zones: 2 | # Floors: 1
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o Rooms List (Top) — If you hit the drop-down in the top right corner you can toggle to the Rooms List

The Rooms list will show all rooms and details. The Details can be customized. Contact your vendor.
If a room is not shown here that exists in the property double check your Setup — Locations.
SynergyMMS requires a match of your input locations and the PMS feed.

1 ¢ 89 Rooms — 21 Assigned Service(s) — 1 Not Assigned to GRA
Suite Room Zone Due In Priority vip Occ. Attendant Cond. Service ECT Credits Arrival Departure Status Rush a

8000 Zone 8 180 ‘ Winters, Betty vC yta 40 3.00

8002 Zone 8 180 ‘ Winters, Betty vC 7& 40 3.00

1004 Zone 1 170 & Attendant, Room  VC B w0 2.60

6004 Zone 6 170 & Lawrence, Dawn VC W 4w 260

2005 Zone 2 105 4 ‘ Cedar, Jessie oc y% 40 2.00 2/12/2022 11:0... 2/18/2022 11:0...

4002 Zone 4 7 & jones, jeff ) B @ 2,60 2/18/2022 11:0... 2/18/2022 11:0...

4005 Zone 4 7 & jones, jeff ) B w0 2,60 2/15/2022 11:0... 2/18/2022 11:0...

6008 Zone 6 70 & Lawrence, Dawn 0D B w0 2.60 2/12/2022 11:0... 2/18/2022 11:0...

2000 Zone 2 65 2 3 & cCedar, Jessie oc & 40 2.00 2/17/2022 11:0... 2/18/2022 11:0...

8006 Zone 8 65 4 & Winters, Betty VD B 2.00 2/16/2022 11:0... 2/18/2022 11:0...

1006 Zone 1 15 ‘ Diaz, Martha Ve L8 20 1.30

1014 Zone 1 15 ‘ Diaz, Martha vC L 20 1.30

3001 Zone 3 15 & Cheatwood, km 0D L 20 1.30 2/13/2022 11:0... 2/19/2022 11:0...

5002 Zone 5 15 vc & 20 1.30 2/17/2022 11:0... 2/19/2022 11:0...

6005 Zone 6 15 ‘ Lawrence, Dawn OD . 20 1.30 2/17/2022 11:0... 2/19/2022 11:0...

2001 Zone 2 10 ‘ Cedar, Jessie vC L& 20 1.00 L’
Details | History |

Details - Room 5002

Guest Name: TAMARA FRANKS Special Requests:
Guest VIP: Due In Guest
Loyalty: Guest Name:
Group: Arrival:

Comments:

Ll e Linen Change Today DEptaE
Arrival: 2/17/2022 11:09 AM Loyalty:
Departure: 2/19/2022 11:09 AM Group:

Sucan P e O _taical |

Service Request only show for the current day. Multiple services can be assigned to a room in a day.

o Room — Guestroom Location
o Zone - Zone assigned to the location in the Setup area of SynergyMMS
o Priority — This is the calculated addition of priority points for the room based on:
=  Auto Assign or manual service assigned value.
= Room Layout service value if Tiered
= Time Factor priority value.
= Loyalty value.
o VIP —VIP status of the Guest based on what is sent from the PMS.
o 0Occ— Number of occupants in the room.
o Attendant — Attendant either auto assigned or manually assigned to service the room.
= Anicon of a person will display &
e  Green Person - Available
e Yellow Person — On Break
e No person — Not available. This would mean that the room was assigned manually to a GRA that
was marked as available today.
o Condition — The current condition of the room
o Service — Service assigned to the room either through the Auto Assign or manually.

= See Auto Assign Calculation of service below.

* Mouse over any of these icons in the desktop to show the meaning.
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B - Linen change — Notes a change of linen. Manual assignment.

— - Pick up — Assignment for RA to Pick Up the room and make it ready for a guest.
Possibly the room has not been occupied and needs a quick dusting. Manual

assignment.
[ 1 |
o B Ty Down - Turn down service of turning down the sheets placing chocolate on

pillow. Manual assignment.
. ‘& . Check out — Auto Assigned.

o & Check In — Assignment for RA to check on room and make sure it is good for the
check in of a guest.
o Possibly the room has not been occupied and needs a quick dusting. Manual
assignment.

- Stay over — Auto Assign. Daily. Configurable.
. - Stay Over with Linen Change — Auto Assigned on ay of stay. Configurable.
i _ Stay Over with Linen Ch Auto Assigned on 3" day of stay. Configurabl

SynergyMMS Allows for Configuration of the Auto Assigned service contact your local Vendor for
details.

Note: Service names can be customized for an ownership or brand if the PMS needs.

o ECT - Estimated completion time, how long the task should take.
o Credits — How many credits are applied based on the service, and room layout.
o Arrival — Arrival date of the guest.
o In most cases this contains the time sent from the PMS
o Some PMS’s will not include a check in time, so this can be turned off with a Preferences consult
your vendor
o Departure — Departure date of the guest.
o Some PMS’s will allow and send departure time. Consult your vendor.
o Status — Where the room is relative to the service being done.
o * Mouse over any of these icons in the desktop to show the meaning. Some will include extra
details.

» ' -Room Completed
. & - GRAinroom

] £) - Return at a later time.
e Mouse over will show time to return

= @ _Room Stopped, but not completed.
. O Do not disturb.

= & _Service refused.
o *Time service was started will be available with a mouse over of the icon.

o Room Rush - # - Adds priority point value from the priority schedule

o Green Room —| “ _When set this room will not be assigned a service until the guest checks out.
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o Right Click Menu for the Rooms List

-2 SynergyMMS PerfectRoom Room Assignments ] a X
¥ é 10 Rooms — 10 Assigned Service(s) — 0 Not Assigned to GRA (filtered)
uni<unfiltered infiltered <unfilterec <unfilterei<unfiltered: <unfiltere infilterec <una infilterec <unfiltered <unfilterec<unfiltered infiltered infiltered unfiltere <unfiltered
Room Layout Zone Due In Priority VIP Occ. Attendant Cond. Service ECT Credits Arrival Departure Status Rush
426 Dbl-dbl P 0 & Monroe, Zakia VD 2 o 1.00
601 Dbl-dbl 6A 0 & Monroe, Zakia ) B o 1.00
603 Dbl-dbl 6A 0 VD & o 1.00
604 Dbl-dbl 6A 0 & Monroe, Zakia & o 1.00
607 Dbl-dbl 6A 0 & Applegate, Harun & o 1.00
608 Dbl-dbl  6A 0 Apply Changesz, ’ig 0 1.00
609 Dbl-dbl  6A 0 i B o0 1.00
610 Dbldbl A 0 - < 0 1.00
611 Dbl-dbl  6A 0 Room Status 0 1.00
1619 King 16A 0 Change Green Status 0 1.00
Update Condition...
Dueln

o Aroom or group of rooms can be selected and then right clicked to do the following:
o Apply Changes — Changes GRA, Service and offers a means to add comments.
=  When you manually assign the service, you will also manually assign the GRA.

o Rush a room — Can set or remove the Rush from the room. Adjusts the Priority Points.

o Room Status — Can set Do not Disturb, Return Later, or Service Refused or can clear any of these or a
complete check mark.

o Change Green Status — Set room as Green. See Green Room details.

o Update Condition — Allow for the room Condition to be updated. If an outstanding service is assigned to
the room, it can be completed at that point also.

o Due In— Allows the room to be marked as Due in. Adjusts Priority Points when room goes Vacant. Can
be passed from the PMS.

o Rooms List (Bottom - Details Tab)

Details ‘ History ‘
‘Guest Name: TAMARA FRANKS Special Requests:
Guest VIP: Due In Guest

Loyalty: Guest Name:

Group: Arrival:
Comments:

R Linen Change Today s

Arrival: 2/17/2022 11:09 AM Loyalty:

Departure: 2/19/2022 11:09 AM Group:

o Left Side — Guest information from the PMS
o Special Requests — Codes from the PMS that can be assigned to Task Codes to create WR
automatically.

o Comments — PerfectRoom added to/edited from PerfectRoom Desktop and the PerfectRoom App.
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Comments are retained until the room goes vacant after being occupied.

The comments allow all team members to understand previous requests of the guest. If Susan is the GRA on
Monday and the Guest requests that their clothes are not touched. Susan can note that in the comment.
The comment will be there for her or for any GRA until the existing Guest checks out.

e Some PMS will send comments instead of Special Requests. Consult your vendor
for details.
o Due In Guest — May give you the next Guests information from the PMS. Depending on the PMS

Interface and how your Front Office pre assigns guests to rooms.

o Rooms List (Bottom - History Tab) — Displays the recent history of the room selected.

Details History ‘

History - Room 5002

Y 41 History Records

Event When Action By Service Status Arrival Departure Condition o
L Auto-Assign 2/18/2022 11:34 AM Stay Over 2/17/2022 11:09 AM  2/15/2022 11:09 AM
)53 Auto-Assign 2/10/2022 11:16 AM Clark, John Check Out 2/6/2022 11:14 AM 2/10/2022 11:14 AM

Edited 1/31/2022 3:29 PM Wettle, Corey None

Edited 1/31/2022 3:26 PM Wettle, Corey None
Xta Auto-Assign 1/31/2022 3:22PM Wettle, Corey Check Out 1/30/2022 11: 14 AM 1/31/2022 11:12 AM

Return Later 1/10/2022 2:13PM Cedar, Jessie

ot | B it | O lascal.

Shows all details for the last 4 unique check ins. Unique is where the Guest Number does change.

Print Options in PerfectRoom

GRA List
" — Remrt
C- ' 23 GRA(s)

r J-““.ﬂ:j‘ 3M82022 846 AM

Attesmdant Zom # Pm= # Floos 200 250 #Compee  Worklod Crodis # Ruush
Drappsiganger, Miriam 18 g 1 g i} L1} 0 Hrf=} 0 Min 2002400 L1}
Edwands, Maria 154 10 1 10 a a 0 Hinf=) 0 Min 10002400 a
Henry, Abdu 184 El 1 El a L1 0 Hinf=) 0 Min 2002400 i}
Applegeme, Mara 188 10 1 10 a 0 @ Hinfz) 0 Min 11.0024.00 i}
Swarmsmruber, Sayec 45 L] a L] ] L] 0 Hin{=) 0 Miin 0.0024 00 a
Praralta, 1000 a a a a a 10 Hin{=) 0 Min 00000 a
Gamry, HOD L1} i} L1} i} L1} 0 Hinfx) 0 Min 00000 L1}
Farmmarori, Mirsada- 54 a (i} a (i} L1} 1 Hin{=) 0 100000 [}
Zian, Fatma-RA i} a i} a L 0 Hinf=) 0 Min 000:0.00 i}
igpiegme, Pedro Li} a Li} a Lt 1 Hr{=) 0 Min Q0000 a
Carpamar, Kmin rn 0 0 0 0 a Hr{z) OMin 0.0040.00 0
Maonros, Mirands A Lt a Lt a Lt 0 Hr{=) 0 Min 0.00/0.00 Lt
Tharpe, Ana a3 13 1 13 a a 0 Hirf=) 0 Min 12002400 a
Tharpe, Gladys a3 i1 1 11 a 1 10 Hr{s} 0 Min 11.0024.00 a

Supervisors List
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Q Report
29 Supervisor(s)
3/18/2022 8:47 AM

A k #Rms #Floors

Carpenter. Laura
Carpenter. kim
Doppelganger. Charles
Famsworth, Mirsada
Landry, Justin

Landry. loadTester
Nander, Hausner

(=T == == = =

W
=

Nander. Samantha
Test, Spanish
Test, Tagalog
Test. Slovak

Test. Russian

[=I=N =N =R = == = = =]

cCooo

Room List

From the Rooms page you have two options

- SynergyMMS PerfectRoom Room Assignments

) | Pending | Priority | VIP | i | Service | ECT | Credits | Arrival | Departure | Status | Rush
Break Print on Each GRA... ] 50 VD X& 0 1.00

1424 King 14B L] 50 VD & i} 100

Simple Print give you all rooms details

- Repor
499 Rooms -288 Assigned Service(s)-214 Not Assigned to GRA
3/18/2022 8:49 AM

Room Layout Zone Dueln Pending Priority VIP pecialrequ  Occ. Cond.  Service Credits Amival Dep: Status
927 King %8 50 %] 1.00

1424 King 148 L] 50 vD 1.00

402 King 4A 0 0 1 oD 3420221 3/18/2022

403 Dbl-dbl 4A 0 0 1 OR 3/16/20221 3/20/2022

404 Dbl-dbl 4A 0 0 1 OR 3/17/20221 3/20/2022

405 Dbl-dbl 4A 0 1 oD B 1.00 3/14/20221 3{18/2022

406 Dbl-dbl 4A 0 0 1 OR 3/16/2022 1 3/20/2022

407 Dbl-dbl 4A 0 1 oD % 100 3/14/20221 3/18/2022

408 Dbl-dbl 4A 0 0 1 oD 314/20221 3/18/2022

409 Dbl-dbl aA 0 0 1 oD 3/14/2022 1 3/25[2022

410 Dbl-dbl 4A 0 0 1 oD 31420221 3/19/2022

Break print on GRA give you printed boards per Room Attendant

Q Report
% 499 Rooms - 288 Assigned Service(s) - 214 Not Assigned to GRA

3/18/2022 850 AM
Room Layout Zone Dueln Pending Prionty VIP  specialrequ  Occ Cond.  Service Credits Amval Departure Status
421 King 4B 0 1 Thorpe. Nal ~ OD ya 1.00 3/14/20221 3018/2022
422 King 4B 0 1 Thorpe. Nal ~ COD ’a 1.00 3/14/20221 3/18/2022
423 King 4B 0 1 Thorpe. Nal QD xa 1.00 3/15/20221 3/18/2022
424 Dbl-dbl 4B 0 1 Thorpe. Nal ~ COD ’a 1.00 3/14/20221 3/18/2022
425 Dbl-dbl 4B LJ 0 1 Thorpe, Nal ~ CD o 1.00 3/14/20221 3M18/2022
426 Dbl-dbl 4B ] 0 1 Thorpe, Nal QD Y 1.00 3/17/20221 3018/2022
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SynergyMMS Auto-Assign Calculation

The “Auto-Assign” button assigns check out, stay over, and linen change tasks automatically allowing a supervisor to
complete the assignment of a majority of tasks in a single click.
The basics of how the Auto-Assign calculation works:

1. Evaluate what service is needed in a room.
o Checkouts (Default)
= Check if check out date is today, then a check out service is applied.
= Check all previous day’s check out services, if any were not completed, then a check out service
is applied.
o Stay Over (Default)
= Check if Green Status is enabled.
e Green Status — No services will be assigned during the guest’s stay.
=  Check if guest is due a linen change, if so, a Stayover with Linen Change is applied.
= All other occupied rooms are assigned a Stayover Service.
«* Other services PerfectRoom includes can be assigned manually. These include Pickup, Turn down, and Check
In.
2. Calculate the priority
o All priorities are summed together, and the result forces the sort order of the rooms.
3. Evaluate the Service Credits
o Uses Room Layout credits and the service credits and multiplies them.
4. Assign work to each GRA based on allowed credits and appropriate zone.

Note: When starting up a new property with PerfectRoom. The first time the Auto Assign is pressed it is possible that a
service is not assigned to a room. If a room is not occupied and no service has ever been finished (completed) in
SynergyMMS then a service will not be assigned via the Auto Assign. A room where no service has been assigned will
need to be manually assigned a service and the service will need to be finished via SynergyMMS. Rooms must be
finished in SynergyMMS for SynergyMMS to know how to Auto Assign rooms.

Note: Default cleaning schedules in PerfectRoom are as follows. This may be configured per the property to fit any
special situations. These setting are done by you SynergyMMS Vendor.

Stayovers = Daily

Stayover & Linen = After every 3™ night of a Guest’s stay.

Note: Skip Condition - PerfectRoom can be set to skip an auto assigned service if the conditions match the preference.
Example OO0 or O0S. Some properties also want services not assigned if the room condition is Occupied Ready or
Occupied Clean. Contact Support to have them set this.

Note: SynergyMMS Will generally be able to AutoAssign most services. It is a good rule to check the Rooms list for dirty
rooms that didn’t get a service so they can be assigned if needed.

Note: Rooms should be check after AutoAssign, Mid day and end of day, relative to early check outs or extended stays.
Some properties will also create WR from the FD to dispatch to the Hskp teams.
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PerfectRoom Mobile App

Downloading the PerfectRoom Mobile App allows users to leverage the power of the SynergyMMS desktop in their
mobile device.

1. Available in 8 languages.

English, French, Spanish, Polish, Arabic, Hungarian, Romanian and Bulgarian.
2. Supervisors can accomplish most tasks that are available from the desktop, which allows them to be mobile.
3. GRAs can easily interact and view their assignments as well as details regarding the room and/or guest.

GRA’s Mobile View in PerfectRoom

il erizon B 11:38 AM 73% (.

all Verizon 5 9:39 AM 94, -
Rooms (SR

Q eckout: 3/18/2022
Room Gst  Service Rush  Status &

8 +

=
1009 Stay Over

+ Linen /::Eh‘
ni
OGCAE S This Room
X . %
1010 Check Out Return Do Not Service
Later Disturl Refused
King e i
@ Room Condition: Occupied Clean .
cial Requests,

L
1002 %é Stay Over CIM |
King H3F

n omments;

L < o

1007 1,0 Stay Over = |
) 021 - Baseboards - Refinish | Paint -

King CcsF Fcalos - Reacabado J Pintura - Test X = p:
PYPYS L4 ( Special Requests: Foams Brosk Requests

Rooms Break Requests
Rooms Break Requests

The GRA is presented with a list of rooms to be serviced today.

The List by default shows the Room, GST, Service, Rush State, and Service State (Completed, DND, Service Refused or

Return later. There is a second row of data that can be customized to show additional information such as Due in ?(,
Room Layout, Group or even the count of WR created today in PR. Contact your SynergyMMS Vendor for details and
customizations.

The Form can show the Guest name or not, as well as basic information about the guest. The buttons are the state the
GRA will put the room in as they start the room and finish it. The PMS Preferences are displayed, and Comments can be
displayed or added to for the current guest. Comments will clear when the room goes vacant

The comments allow all team members to understand previous requests of the guest. If Susan is the GRA on Monday
and the Guest requests that their clothes are not touched. Susan can note that in the comment. The comment will be
there for her or for any GRA until the existing Guest checks out.

When the room is Finished if the GRA has rights to update the condition they will put the room in the correct state.

PerfectRoom can also adjust the condition automatically to clean regardless of the GRA rights based on a preference.
Contact your SynergyMMS Vendor for Details.
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The order the GRAs rooms are sorted is relative to the calculated priority of the room. Progress through rooms can be
forced to that order by a preference. The Preference is defaulted off. If the Preference is on, rooms must be completed
in order. With the preference off, the GRA may choose which room to complete next from their device. Contact

SynergyMMS Vendor if you would like this setting turned on.

Supervisor’s View in PerfectRoom

Supervisors can log into PerfectRoom via the mobile app to:

e Check a room’s current status

e Check which GRA last cleaned a room

e Conduct follow-up inspections

ull verizon F

1:51 PM

63% m

Rooms ¢ .
a Y
Room Gst  Service Cond. Status

STy Ove
King DIA Cc3F
1008 Check Out VR
King
L
1009 = Stay Over
" + Linen
King BLU OGCAEX
1010 Cheﬁom vD
King X
.
101 2,0 Stay Over oc
King OGPRSF

The Supervisor is presented with a subset of rooms or the whole list of rooms depending on assignment from the
desktop, and how they filter the list.

The List by default shows the Room, GST, Service, Condition, and Service State (Completed, DND, Service Refused or

Return later.

There is a second row of data that can be customized to show additional information such as Due in ?(, Room Layout,
Group or even the count of WR created today in PR. Contact your SynergyMMS Vendor for details and customizations.
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The Supervisor have the ability to Filter the list using the blue Filter icon.

Rooms ¢ . Advanced Filter

Clear All Apply

Q Y
=

IRush |Sort by priority

Filters can be applied for: fassigned Rooms |

o Zone, Floor, GRA Condition
o Rush
o Assigned Rooms. None |

Supervisors can also sort by Priority.

Clean

Additional filters include: Dirty
Occupied Clean

o Room Condition
o Status
o Service

Occupied Dirty

Oeceuinied Readv

The Form can show the Guest name or not, as well as basic information about the guest. PMS Preferences and
Comments can be displayed or added to for the current guest.

Items can be updated as needed.

3089 wl T
< 10505
Room:; 10505 all Verizen % 4:07 PM 52% @ | all Verizen % 4:07 PM 52% @ |
Checkout: < 423 < 423
Loyalty:
Group: Elapsed Time: 0 Room: 423
Service: & Last Insp. Date: Checkout:
Assigned To: Alonso, Ruth Last Insp. By: Loyalty:
Condition: vc grou.p.
ervice:
Last Completed Date: 2/21j2022 10:59 AM .
Last Completed By: Ruth Alonso Room Condition Service: I
Elapsed Time: 87 Check Out
Last Insp. Date: 2/17/2022 1:57 PM Vacant Clean Assigned To: |
Last Insp. By: Yoandra Pereira Hskp, GRAT
L o] — |
Room Condition ‘
Vacant Clean Done |
Vacant Clean % @ %)
Vacant Dirty Do Not Return Service
Vacant Inspected Disturb Later Refused
. ) ey
‘ 2 X Q #
'lI 's( 7 Rooms Requests Inspections Room Rush
Rooms. Requests. napections Room Rush
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Rooms can also be Inspected:

3:099 Wl T .
< Inspections

10505 - Alonso, Ruth

Bed: Linens clean and straight, correct number and type

of pillows

v X

h Toilet and ding area clean and free of
and hair

v X

Bathroom: Sink, mirror, cabinets/drawers/shelves clean
and free of hair

v X

Bathroom: Shower glass clean and free of hair, tile clean
and free of mildew

v X

Kitchen: Clean and all items present (Deficiencies
reported to Synergy)

v X

All doorsfframes, clean and locked

v X

Floor: Clean, free of hair, dust, and debris

SE

-3 X @) 7

Rooms. Requests Inspections Room Rush
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Work Requests in PerfectRoom

SynergyMMS: Interfaces

Both Supervisors and GRAs can create work requests in the mobile app or using EnterpriseVoice.

The app displays a grid picturing common room issues in which GRAs may be faced. By selecting a Category picture, a
user will be presented Task Codes relative to the picture to select from. The user can also choose the All Category and

search for the correct Tasks. Once a Task is selected a WR form will display.

If the user has Started the room the room number will be filled in, if not a room will need to be selected. If the issue was
reported by the guest, the slider can be set to true. Any further comments can be added and then the user will click
Send to Save and dispatch the WR. Work Requests that fit the dispatching rules in SynergyMMS to be dispatched

appropriately.

« TestFlight utl 8:52 AM < 99% ==

Work Request

© Copyright Systems Associates, Inc

all Verizen & 11:04 AM 78% W

{  Doors/Windows

Q

800 - Door Repair

801 - Door Lock Repair / Replace

802 - Door Won't Close [ Latch

803 - Doorbell Repair

804 - Door Dead Bolt Repair

805 - Door Hinges Repair / Replace

806 - Door Safety Latch Repair / Replace

807 - Door Closer Repair / Renlace

Rooms Break Requests

il verizon = 11:04 AM 7EY, .

{  Work Request

-
S

ocation: 201

Task: 802 - Door Won't Close [ Latch

Guest Request?

Comments:
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Employee Availability
e Through the Mobile App a GRA can put themselves on break which will make them temporarily unavailable.
e By right-clicking and selecting the option, supervisors can adjust the availability of a GRA based on their work
schedule or vacation.
e If an employee is marked unavailable, they will not be assigned rooms during the auto-assign process.

Room Rush

o  GRAs will be notified of rushed rooms with the rush icon ( _3- ) in the mobile app.
e Supervisors can rush rooms via desktop or Mobile App.
e GRAs can rush rooms if they have the necessary right.

Comments:

e Comments can be added to a room at any time. If a RA is assigned a service, they will see the comments on their
device.
e Comments do persist day after day until the Guest Checks out.
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Chapter 10 SynergyMMS: Interfaces

SynergyMMS — Allows for interface to Property Maintenance Systems - PMS programs, third-party vendors, and to our
Building Automation Program Control Q.

Property Maintenance Systems — PMS

SynergyMMS works with many PMS systems. The scope of data provided is relative to the PMS vendor themselves. You
should consult with your SynergyMMS and PMS vendor for details.

o One of the key differences is that some PMS’s send Condition for the Room.
o Ifthe PMS does send Condition, that condition supersedes SynergyMMS and is used.

o Ifthe PMS does not send condition, SynergyMMS has a Logical Condition update — With the
release of 3.7.4.13 SynergyMMS uses data received based on Check-in and Check-out to
correctly set the condition of the room.

e Example: If we see a check in on a room that was VC, we can change it to OC.
SynergyMMS also offers a night audit to correctly update rooms to OD. When the room
is then seen as checked out the condition is set to VD.

e For the Logical condition updates to work, changes in room conditions must be made in
SynergyMMS.

e Logical changes made by the system are not sent to the PMS as it has its own update
process.

e Changes made by an employee do flow to the PMS.

o SynergyMMS always provides the PMS with updated condition of the room.

With most of the PMS’s If there is an interruption in the connection, when the connection is once again established
SynergyMMS will request a sync of all rooms in order to update any records that were missed.

Some PMS’s do not allow the Sync on the SynergyMMS side, so they must be contacted and asked to preform the
Sync. Consult with your SynergyMMS and PMS vendor for details

SAl offers two interfaces based on the PMS.
Installed — This is a local install on a property PC. For this an IP and port are required.
Cloud — SAl works with the property or the PMS system to establish connection.
There are three primary benefits from the interface:

1. Auto-populate Guest Name on Work Request —When creating a work request in the program, selecting an
occupied room prompts SynergyMMS to automatically fill in the name of the guest on the work request. This
will save considerable time and ensure accurate data entry. SynergyMMS also displays basic guest information
in the Room tab of the WR.

It should be noted that when a user creates a work request and selecting the location automatically populates
the guest’s name, the user still has the option to check the “guest” checkbox indicating it is an actual guest-
related work request.
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Details ] More ] Closing I Cost ] Dispatd =X ]

Details - Room#: 4035

Guest Name: SHARON SMITH Room Layout: None

Guest VIP: Arrival:  2/11/2015 12:00:00
Loyalty: GOLD Departure:  2/15/2015 12:00:00

Occupancy Cnt: 3 Special Requests:
Guest #: AEHF.NS

Group: LAL

Language: EN =

i h & = h & ~ =

2. PM On Demand — The PM On Demand screen in SynergyMMS has the ability to interface to the PMS to display
current occupancy information. This is valuable information as users will now be allowed to “see” which rooms
are currently sold and which ones may be available for preventive maintenance or other work.

3. Room occupancy

1. Occupied
2. Lack of Occupancy

The need for Room PM can vary based on the nights the room is occupied or nights it is not occupied.

SynergyMMS captures and stores information about each room and keeps a count of how many nights that
room has been sold or remained vacant. You can set threshold values in your PM tasks, such as deep clean
or carpet shampoo, so that they trigger when the appropriate number of room nights have been reached.
This way the rooms that need the most attention can get it while those that may not need quite as much are
not cleaned excessively. Your staff will be better focused on areas of the building that need their attention
with the Room Threshold feature in SynergyMMS. You can also schedule Room PM based on the number
of nights a room has set vacant. Dust and Flush.

- PMSchedules - m} X
Schedule Name Type Frequency | Mode Child | Repair Dept. RepairTrade Assigned To Connected |~
Access Control Equipment - Interco... Eguipment SemiAnnual Regular MNone MNone 1]
Access Control Equipment - PM MT...  Eguipment SemiAnnual Regular MNone MNone 1]
Acoustic Venilator - PM ANN Equipment  Annually Regular Naone Naone ]
Acoustic Veniator - PM MTH QuipmETy,  Monthly Regular None None 0
ADA Property Review - PM ANN Room Annually Regular SECURITY SECURITY Kemp, Brennin 1
Adiabatic Cooler - PM ANM guiDmEg; Annually Reqular MNone MNone o
Adisbatic Cooler - PM QTR Equipment  Quarterly Reqular None None a
Adiabatic Cooler - PM WKL Equipment Weekly Regular MNane MNane 1]
Air Handling Unit - PM ANN Equipment Annually Regular ENGR MECH Nane 13
Air Handling Unit - PM MTH Equipment Monthly Regular ENGR MECH None 13
Air Handling Unit - PM QTR Equipment  Quarterly Regular ENGR MECH Naone 13
Air Quality Monitoring - PM ANN Equipment  Annually Regular None None 0
April Reminders - PM ANN Room Annually Reqgular None None 0
August Reminders - PM ANN Room Annually Reqular None None 0 .

Work Definition | Questions fTasks Schedule ]Connacﬁun | Group | Parts |
PM Schedule - ADA Property Review - PM ANN

" Auto Schedule ﬁ

schedule Mode Date Options

{* Regular " sliding " Absolute

Start Date:| 2/23/2022

PM Generation Options
- Start Time: | 3 AM -
Repeat every 1E| year(s)

Triggers
Number of Nights Seld: E-E|

Consecutive Nights Vacant: o
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4. Custom Views —Custom views can also be written to show active WR in rooms where guest is checking out or
WR in rooms that are vacant right now. Note: The feed of data is live so a check-in on the PMS does not show in
SynergyMMS until it happens, so before doing work team members should check with the Front office.

= Synergy Work Requests

1288...
1287...
1287...
1287...
1287...
1287...
1288...
1288...
1288...
1288...
1289...
1290...
1290...
1290...
1230...
4

2708
1334
1834
1834
1942
3954
1205

V" % 341 Check Out Today - Work Requests

WR # | Location | Gst | Guest Hame | Description
EC20500 Carpenter...
EF20601 Paint Base...
EF20606 Paint Ceili...
EF20603 Paint Bath...
EF20760 Paint Foye...
EF20761 Paint Bedr...
EF20670 Caulk Toile...
EF20657 Mason Ot...
EF20602 Paint Bath...
EF20649 Grout Tub...
EF20602 Paint Bath. ..
EF20670 Caulk Toile...
EF20678 Paint Entr...
EF20657 Mason Ot...
EF20605 Paint Bedr...

Status | Assigned To | Duration

>PEPEPEPEREPRPPRPERERE O

De Cristo, G...
17-18, fioor
17-18, fioor
17-18, fioor
19-20, fioor
39-40, fioar
11-12, fioar
11-12, fioor
11-12, fioor
11-12, fioor
78, floor
29-30, floor
29-30, floor
29-30, floor
29-30, fioor

45d 01:57
46d 23:10
46d 23:10
46d 23:10
45d 22:45
46d 22:11
45d 01:13
46d 01:11
45d 01:14
45d 01:11
43d 04:10
42d 23:44
42d 23:38
42d 03:36
42d 02:41

Started On | Rgr.

5/6/2015 L...
5/3(2015 L...
5/8/2015 L...
5/8/2015 L...
5/8/2015 L...
5/3/2015 2...
5/3/2015 1...
5/9/2015 1...
5/10/2015 ...
5/10/2015 ...
5/12/2015 ...
5/12/2015 ...
5/12/2015 ...
5/13f2015 ...
5/13/2015 ...

Painter
Painter
Painter
Mason
Mason
Painter
Grouter
Painter
Mason
Painter
Mason
Painter

&/24/2015
6/24/2015
6/24/2015
6/24/2015
§/24/2015
6/24/2015
6/24/2015
6/24/2015
6/24/2015
6/24/2015
6/24/2015
6/24/2015
6/24/2015

Details lMare | Closing | Cost | Dispatches | Room | Images |

Details - WR#: 1200536 Issued By: Jones, Bob

Location: [2233

oL

Category: ‘Furn\ture

El

Task Code: [FC30555- XX - Replace Headboard Pan ~ | £

Guest: [

(ENG) on 11/4/2014 12:27 PM

Repair Dept: [ENG

Assigned To: |21-22. floar

Requested By: [Hone

XX - Replace Headboard Panel -

Comments:

+ 2id P S JO Cercel J M Disper 1V Compice JE3 Close W

=l

-

Third Party Interfaces

This view shows rooms checking out today.

Having this information allows you to
organize and better plan the day for the
team.

CusTom VIEW WITH CHECK OUT DATE

We have an extensive list of Third-Party Vendors we work with to better serve you. View the list below and contact

SynergyMMS Support for any questions on how to connect the systems.

Currently Available:

BIulP - https://www.bluip.com/

Honeywell - https://buildings.honeywell.com/us/en/brands/our-brands/bms

InnSpire - https://www.innspire.com/

Intelity - https://intelity.com/

Interel - https://interel.com/

Kipsu - https://www.kipsu.com/

OpenKey - https://www.openkey.co/

SmartHotel - https://www.smarthotel.nl/en/

Volara - https://volara.io/home-page

wi-Q - https://www.wi-gq.com/
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Coming Soon:

FourteenlP - https://fourteenip.com/

Hawaii Energy Systems - https://www.hawaiienergysystems.com/

Seam Group - https://www.seamgroup.com/

CONTROLIQ

Systems Associates, Inc. has created an interface between our Maintenance (SynergyMMS) and Automation
(CONTROLIQ) systems. The purpose is to pull run-time hours from equipment in CONTROLIQ (CIQ) for preventive
maintenance as well as to provide an alternate method of communicating alarms from ClQ.

Software Requirements for CONTROLIQ Interface

A property interested in using this capability must have installed the following:

Windows 10 Professional

.NET Framework - all through version 4.0
Always-on internet connection
SynergyMMS

CONTROLIQ

YV VYVYY

Equipment Setup

In order for SynergyMMS and CIQ to work together properly it is important that there exist corresponding pieces of
Equipment in SynergyMMS. The CIQ Alias field in Equipment setup is the link that allows the two applications to
communicate effectively. This field joins the Equipment used in SynergyMMS for Preventive Maintenance and Control
Points (or simply Points) within CIQ. It also is used in Alarm situations. Equipment that corresponds to a CIQ Point in
Alarm will be used in SynergyMMS as the location for a Work Request.

General }Sewes] Data Sheets] Files ]
Equipment - ACU-008-3-VALET SHOP A/C UNIT

Name: |ACU-008-3-VALET SHOP A/C UNIT Department: [eng -
Manufacturer: |CARRIER Location: [B2-BLD-3 -l
Model: | Type: |N0ne j
serial: | CIq Aligs: |
Date Installed: | 1/ 1/1390 - Barcode)\| 123456 7830123456780
Warranty Date: IlflfTL‘

\
Equipment Setup Form
Enter the CIQ Alias here and

SynergyMMS will check the
run-time hours nightly
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@® Note: The CIQ Alias field within the PM Schedule General Tab must correspond to the name of the alias exactly in
order for the process to work properly. CIQ Aliases cannot contain spaces.
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Run-time Hours for SynergyMMS

This aspect of the interface is designed to gather the hours of use from CIQ placing the information into the
SynergyMMS database. SynergyMMS’ PM Generator gathers the information based on the CIQ Alias listed in the
Equipment Setup form of SynergyMMS. Once the run-time hours for the corresponding equipment match the preset
level in the PM Schedule SynergyMMS will trigger a new Work Request for that schedule and reset the internal counter.

102 Current Active Schedules.

Schedule Name Type Frequency |Mode Repair Dept. Repair Trade | Assigned To -
Lexington Avenue Entr - Equip Custam Reqular MNone Mone Mone

Lexington Avenue Entr - Equip Cuskam Reqular MNone Mone Mone

Lexington Avenue Entr - Equip Custom Reqular MNone Mone Mone

Lexington Powerwash — Equip Cuskom Reqular HOUSEKPMG HSKP-P3-PM MNone ]
Lobbey AHU Equip Fonkhly Sliding Mone Mone Mone

Lobby Clack, Equip Custaom Reqular Mone Mone Mone

Lobbey Edging Equip Custarm Reqular Maone Mone Mone

Lobbe High Dusting Equip Custam Reqular Maone Mone Mone

1 kb WAl Pilish Fniin Chskam Ren lar Minne M M j

‘Wwork Definition ] Queskions | Tasks ! | Conmection ]

PM Schedule - Lobby AHU

[~ Auto Schedule
Schedule Mode Date Options
™ Reqgular f« Sliding ™ Absolute

Start Date: |1U."1?."2':“:'E‘ j

PM Generation Options

—
Frequency: |Monthly - &

Equip RUHH? 100
. Aid QM _Gave. JTO . Cancel )

ion of specified PM successful.

Day of the week: | J

PM Schedules Form
Enter the run-time hours here

@ Note: When using SynergyMMS and CIQ_together in this method you will need separate PM Schedules for each
point in CIQ.
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[@ Alarm Process Setup

Alias: SynergyTest
Alarm Process Details
Migc. Options

Order: T =]
Delay: |0 SECS.

Using SynergyMMS Work Requests for CIQ Alarms
This aspect of the interface is designed to provide an alternate method to send alarms from CIQ. The first step is to set
up the Alarm Alias in CIQ to have an Output Type of SynergyMMS. Next set the Output Detail to equal a Task Code in

SynergyMMS.

On Alarm Options Output Options

SynergyMMS: Interfaces

v On Alarm Output Detail: 10000
[ On Ack.
[~ On Clear Output Ty

| ok

| e
A

ST —

I

Alarm Process Name

ClQ Alarm Process/Setup Form

Output Type must be SynergyMMS

Output Detail must match
SynergyMMS Task Code

Dl Details

MName: AH1 Flir Stat Alias: AH1FltrStat ™ Activate Point
Details - DI
Displey Options Detfault Opson Alarm Options
Ciosed Labal: [0n ™ Mormally Closed Alarm: | T -
Cpened Label: [0 1‘

I Ok I I Cancel I

® Note: Since Output Detail is not a drop list linked to SynergyMMS, the Task Code text must be an exact match, or the
Task Code will be ignored in the resulting Work Request. Output Detail can also be left blank to represent a Task Code of

© Copyright Systems Associates, Inc
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Set Alarm Options to determine
when Alarm is triggered
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Once the Output Details and Output Type are set in the Alarm Process, it is time to determine when the Alarm will send
its notice. A Point’s Alarm Option will set which condition triggers the Alarm. This must be done for each Point that is to
send an Alarm notification to SynergyMMS.

|G Point Setup Wizard Page 10,13

Alias: AH1FItrStat A ] | }

Type

Alias

Long Mame
Sraup
Subsystern
Address
Schedules/Enabled Enter ar select an

Interlocks output alias for the Sneroh | Select the

alarm process. corresponding
Output Alias that
Output Alias was set up in the
Documentation first part of this

Details process

Canversion

Finigh

To continue, click Mext.

{ Back | Mext » I Cancel

ClQ Point Setup Wizard

The last step is to assign the Output Alias created earlier in this process to each Point that will have a corresponding
Alarm. From that point forward, each time the point goes into alarm it will notify SynergyMMS, create, and dispatch a
Work Request using the pre-selected Task Code.

When an alarm notification is sent by CIQ, SynergyMMS attempts to look up the Equipment Name that is in alarm using
the CIQ Alias entered on the Equipment Setup form. The Location defined for that equipment is used as the location for
the work request generated by the alarm.

@® Note: If no Equipment is defined for the CIQ Alias, or no Location is defined for the Equipment, the Work Request will
be generated with a Location of “None” making it, essentially, invalid. When a user edits that WR they will not be able to
exit the WR without first setting the location.
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Appendix 1 - SynergyMMS Setup Preferences

Following is a list of SynergyMMS preferences that are not available in SynergyMMS but can be controlled by your

respective vendor.

These are normally setup one time in advance of going live with SynergyMMS.

Area Affected Field Value Notes

Setup propTaskCodesLocked On / Off Tasks can not be added or deleted Task code field locked.

Setup proptcCatLocked On / Off Categories are not able to be changed in the Tasks

Setup propTCDesclLocked On / Off Task code description field locked.

WorkRequests propNotifyVendor On / Off If property uses a 3rd party for creating WR that feeds into SMMS

3rdPartyInterface

WorkRequets wr_limit 4200 How many WR can load in Wrviews

Mobile cacpopupallowed On / Off Covid Mobile app pop ups (Not in Inigma)

Mobile ccacpopupinterval 5 Time for repeat pop up.

PerfectRoom dayUseRooms On / Off On PMS send of checkout ChOut Servic is applied

PerfectRoom prCondUpdateOnComp On / Off When GRA completes the room it goes Clean, so Occupancy and Clean. EX
0OC, VC.
This is not dependant on the RA rights

PerfectRoom prDisplaylnOutTime On / Off Mainly used to turn off for HTNG Micros. However all PR follow.

PerfectRoom propPRAuditTime Time UTC Micros Fias

PerfectRoom PropUsesLockOffs On / Off Relative to Suites if PMS allows

Appendix 2 - SynergyMMS Setup Control Keys

SAi has many users that have used our SynergyMMS over the years in combination with JAWS (Job Access with
Speech). Following are a list of Control keys that can be used instead of a mouse click.

Main window

CTRL + T: Open toolbox

Work Requests

CTRL + S: Save changes
CTRL + Insert: Create new record

Esc: Cancel changes

ALT + X: Close window
CTRL + Shift + L: Open filter/customview menu

PM Schedules

© Copyright Systems Associates, Inc
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CTRL + S: Save changes
CTRL + Insert: Create new record
Esc: Cancel changes

PM on Demand
CTRL + G: Generate PM

PerfectRoom
CTRL + S: Save changes
Esc: Cancel changes

Setup:

CTRL + S: Save changes

CTRL + Insert: Create new record
Esc: Cancel changes

Reports

CTRL + F: Navigate to Favorites tab

CTRL + M: Navigate to Format tab

CTRL + I: Navigate to Filters tab

CTRL + D: Navigate to Details tab

CTRL + W: View report

CTRL + R: Reset

CTRL + S: Save favorite

CTRL + E: Open favorite report schedule window
CTRL + Delete: Delete favorite

Inventory

CTRL + S: Save changes

CTRL + Insert: Create new record
Esc: Cancel changes

ALT + X: Close window

Appendix 3 - SynergyMMS Retention

SAi retention policy details:
Work Requests —

Non equipment WR 3 years from closed date.

Equipment based are retained until equipment is deleted.

PerfectRoom —

ServiceRequests — 3 years
Transactions — 1 year
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