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How to PM an Entire Floor with SynergyMMS

Often times, room-based preventive maintenance tasks are more
easily done in groups of rooms. One common way to handle this is by blocking an entire floor to allow for
Room PM'’s. The issue at hand is that you want to perform the same tasks in all rooms but you don’t want a
pile of paperwork for multiple rooms. No problem. With SynergyMMS you can easily manage the tasks. Here is
a quick summary of what you can do followed by detailed instructions for each step:

Select the PM task you want

Select the rooms you want and generate the PM’s

Print out one set of instructions

Print out a simple list of the rooms you want

Complete all of the tasks at once in SynergyMMS when done

Select the PM task you want

¥ Pi On Demand - In the PM On Demand
| mes screen the left column is
RE Euipment Bullding Floor defaulted to the rooms list.
Jai =) fa = In the right column are the
6 Current PM Schedules. available PM inspections.
Type Occ. Nan‘.le : Last Opened Last Completed Mext Generate ThlS Screen |S dES|gned tO
1o02 Gueskt Room o4 Engineering Phd Mot Connected . .
= e 2| [rommicn  snmmmrign o Unstedded allow a single selection
TS P — Raom P 5/15/2008 1:14:19PM 2/12/20081236:39F by 02-13-2008 from the left column and
1008 GuestRoom & multiple selections in the
i e right column. If we want to
ok SISO 3 perform a single task to
o1 creet R multiple rooms we will
1012 GuestRoem & luiteselect Area need the task in the left
1013 Euesk Room

1014 Guest column and the rooms in
L215 Eunst Room the right. To do this, select

1018 fauest Room . 'y

017 Guest iom & :> “Location PM’s” from the
1018 Guest w\ /1 ”

1019 (Guest Room VIeW Type menu as
1075 GuestRoom X shown.

10th Floor skore room fore Rooms

Lt Floor store room Stde Rooms ﬂ

Single-Select Area

Generator Ready.




Select the Rooms you want and Generate the PM'’s

d = A A - Once your view is set up

124 Current Locations.

Name Name Last Opened Last Completed Mext Generate Dce., ~ CorreCtIy’ you can Choose the

Engineering PM 107 Not Connected & PM task you want from the left

Deep Clean 1018 Mot Connected .

e 1018 Mot Connsoted column. On the right, you have

_— ot X J the list of rooms, any history of
b Rt % the task selected for the rooms
2001 Not Connected & and an occupancy indicator
2002 Mot Connected - .
o B e = (with PMS interface). You can
g i Sornecied a click on the first room you want
2 Nt Comece to do and then hold the “Shift”
2008 Not Connected key and click on the last one to
r— «  Qetagroup of rooms that are
EIT T . listed in order, or use the “Ctrl”
2002 Nat Carmected & key to select rooms randomly.
o T - - Once the rooms are selected,
m\m :} R - click the “Generate” button at

the bottom of the screen.

Print Out One Set of Instructions

<

\ Preventive
Maintenance

Toolbox

From the Toolbox, click on the “Reports” button. Choose “Preventive

et Maintenance Reports” and then “Work Request” from the menu.

‘Work Request Reports i

g

Preventive Maintenance Reparts  #

Setup Reports 3 Schedules
Inspection Resulks
PANEIS I RALE §E)
—_— |

‘Work Request

Rep Reporting e Choose the “Format” tab to select the
format of the report you want to run.
settings e Select the “Detail” Report Style.
Favorites | Format Filter: e The “Report Selections” options will
update after selecting “Detail” and then
Report Selection: you can choose “PM Full Detail” from the
Report Name: | g 0% selection options. _ _
Report Styoetau | By Duidng o Choose_the Ta_skco_de (if applicable) of
stakus: [Dpen | By Reporting Persorns| the PM inspection like below:
By Clozing Personnel
Guesk: |AII j By Repaiiing Department

By Reporting Department
By Trade teport Type

By Task Code

Bi EiuiEment
By Owner and Location

WH Full Detail

skp- Hskp Room Ihsp

WR #: | Equipi




99 The details of the PM task are listed in the
ok Hemestiée 1751 wen  COMMENts section. Print just one page for
Reported By: Clark, John stan  eference (see below).
Assigned To: Not Assigned Clos —
Repair Dept: HSKP Prist EJE'
Trade: Mot Assigned Locati Printer
Reporting Dept: H3KP Equipme Mame: |HF' Calor Laser)et 8500 PS j Properties...
Statuz: Feady
Description: Hskp-Hskp Room Insp Type:  HP Color Laserlet 8500 PS
‘where:  LPT1:
Comments: Is the television working properly?
15 the carpet clean? Comment: [~ Print ta file
Bedspread Clean
Are guest toiletries available? Print range Copies
Equipment Information: | Al | Nurber of copies: 1 =
‘ol .
Serves: Pages  from: |1 to |1 -
- - - |
Inspection Details

Print Out a Simple List of the Rooms You Want

& Synergy Reporting

Report Type

Settings

e Click on the “Format” tab

Report Selection:

Report Name: | A By Date

[ >hﬁm e Select “Summary” from the Report
Report Styl |Summary v By Assigned To
J By Reporting Personnel Style M enu.

By Closing Perzonnel
By Repairing Department
Guest: |A" j By Reparting Departrnent

A e Once you select Summary, the Report

By Equipment Selection options will update. Choose
“By Location” for the report selection.

Status: | Open

Repart Type

Settings

Favorites Format Filters Del

e Click on the “Filters” tab

e Make sure you have the proper task
selected

LEE LT LN Hsk p- Hskp Floom Insp ENE

wia: | v Equipment: |4
Repak Depts Jau =l i e Select the floor that has the rooms you
S G = teerz Al want to PM. This will narrow the list to
Assigned Tax.|au | ers ai only those on the proper floor.
Reported By: |A|| ﬂ Closed By: |2
Location: |A|| ﬂ Completion Code: ’Aui
Floor: ™y 2 j Requested By: ’Aui
Building: |A|| j Room Type: |a|
Teada: [an | Minnae ! Nank an




Report Type

Settings

Favorites Format Filters Details

e Click on the “Details” tab.

e |n the “Filtered Date Field” area, make sure
“Created” is selected.

e Set the Date Range to “Today”.

Filtered Date Field
§ {* Created " started " Completed " Closed

Date Options
Date RangeZ> (1,4, = This will return only work requests on the selected floor, with
From: [pSiiem ro e the selected task that were created today.

Duration == | Duplication Count ==

) - Upen work Requests By Location

. 05/16,/2008 - 05/16,/2008 Here you have a simple
- e e e ooorwen | SUTMIMATY list of the rooms that
ST uest  Intemal - Quantity S ol Mo need to have the PM task done.
zo01 0 1 1 wow  Users can check off the rooms
S ° L L .0%  as they are completed while
2003 o 1 1 10.0% . . .
2004 0 . . TR _referem_:lng the smgle prlnteq
2005 0 1 1 w.o%  instruction sheet printed earlier
— 0 : ! 1.0% — for PM details.
2007 o0 1 1 10.0%
2008 o 1 1 10,0%:
2009 ] 1 1 10.0%
Total: L] 10 10 100.0%

Complete All of the Tasks at Once in SynergyMMS When Done

& Synergy Work Requests i i
When the PM task is complete in all
} 320 Open Work Requests Find WR# f h h “ F ”
WR # Gst | Location Description Status Assigned To Duration Started On ) Rl ’
d 3 i of the rooms, you can open the “Fu
4783 758 HSdell defver towels hello % Nane 5/16/2008 10:50:43 View” of the work requests and
4784 1002 Really strange izsue. Mone BAE/2008 10:64.36
4785 o 794 Equip Equip W alk thiu sgddsfg M Mone BAE/200811:29.38 SeIeCt the tas kS as a g rou p .
4786 Mone PMOBOIL Something that needs done M Mone BAB/2008 120316
4787 2000 Hzkp Hzkp Room Insp |5 the televizion My Mone B/16/2008 4:45:40 . .
4788 2001 Hskp Hskp Foom Insp Is the television Ay Mane BA1E/2008 4:45:40 Right-click on the selected group
4789 2002 Hzkp Hzkp Room Insp |5 the televizion /N Mone BAB/2008 4:45:41 H
4730 2003 Hskp Hzkp Room Insp |5 the television & Mone 541672008 4:45:42 and you WI” be able to Complete
4791 2004 Hskp Hskp Room Insp 13 the television M Mone 5416420089 4:45:42 them a|| at once.
4732 2005 Hskp Hzkp Room Insp |5 the television A Mone RAR2NNG 4:45:43
4733 2006 Hzkp Hekp Room Insp |5 the televizian M Mone Add Ctrh+Ins
4734 2007 Hzkp Hekp Room Insp |5 the televizion M Mone Save Ctrks
4795 2008 Hskp Hskp Room Insp |5 the television & MHone
4796 2009 Hzkp Hekp Room Insp |5 the television M Mone Dispatch. .. Ctr+D
Complete Chrl+
Details l More ] Clozing ] Cost ] Close Ct+E
Details - WR#: 4792 Issued By: Clark, John (HSKP) on 5/16,/2008 4:45 Pm [ERICIEES CrkT
Delete Chrl+Del
Location: | J Repair Depk: [ apply Changes... Ctri+a
Task Code: | J Assigned To: | J
Guest: [ | Requested By: | J
|Hskp Room Insp -- Is the television working properly?
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