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OPERATIONS

Operations - Operations is a module under Fortune Care 6i. It has sub menu
items which are explained in detail in this document.

Operations under Fortune Care 6i is used to define the Staff Monthly Roster, Staff
Login and Logout, Manual Entry of Tasks, Manage Group SMS, Agent Console and
Supervisor Lookup.

I Fortune CARE V6.0.25 EER

SOFTWARES

Fortune Care vo6

0 Monthly Roster

Reports & Lookups.. Staff Log-in & Log-Out

Setup.. Manual Entry Program
Group SMS

Agent Console
Supervisor Look Up

IDSS-Supervisor
09-AUG-2013 15:16
DOCS ...
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1. Monthly Roster

This option is to define staff availability based on shifts and floors. Based on the staff
availability the task allocation would be done to the staff joining the shift.

Note: The Shifts and Locations parameters are mapped from the Maintenance
module in PMS.

Double-click Monthly Roster under Setup to view the following screen:

Monthly Roster ¥2.0.3

Manth and YearMhyy) |:| Department ‘ J Help <F1>
L Onleave H  Holiday
1  FIRSTSHIFT 2 SECOMDSHIFT 8| NIGHT SHFT 4 GEMERAL SHIFT

|78 weEKLY OFF

Designation/Employee | Default
Flaar

o | | | e | I
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DEFINING STAFF ROSTER
1. Click Add.
2. Enter the month and year in the Month and Year field.

(Note: The month and year should be greater than or equal to the current
month and year).

3. Select the Department from the Department dropdown list.

Note: To be able to view the departments, first the departments, designations
and employees should be defined under the ‘Organizational Structure’ option.

4. After selecting the department, press Enter on your keyboard.

The shifts, leaves and holidays are defined under the shift in the following color
legends.

L OnLeave H  Holiday
1 FIRSTEHIFT 2 SECOMDSHIFT 9 MNIGHT SHIFT 4 GENERALSHIFT

S WEEKLY OFF

You will be able to view all the designations and employees under each designation
on the grid along with the dates and days of the month as shown in the screenshot
below. All rows with designations are highlighted in Yellow.

The column next to Designation/Employee is the Floor column where you can
specify the floor where the employee will be working.

Designation/Employee | Default
Floar

FURCHASE ASSISTAM
Thomas Bill George
Henry

EXECUTIVES

Peter

UTILITY WORKER.
Jack asdlfk adflkj
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Monthly Roster ¥2.0.3

hanth and Year(Mhdy) l:l Department Help <F1>
L Onleave [ Haliday
1 FIRSTSHIFT 2 SECOND SHIFT 3 NIGHT SHIFT 'T GENERAL SHIFT

W80 weEKLY OFF

Designation/Employee | Default 07)02|03|04|05|06(07)|08|09(10|11(12|13|14|15| 16|17 |18)19|20|21|22| 23|24 25|26 |27 )26 (29)30(31) =
Floor TU|AVE| TH|FR| SA| SU|WC| TU|ME| TH|FR| SA| SU| MC| TU| VE[ TH| FR[SA| SU|MC| TU| ME| TH|FR| 54| 5L T TU| AE| TH

PURCHASE ASSISTAN
Thomas Bill George
Henry

EXECUTIVES

Peter

UTILITY WORKER
Jack asdltk adflkj

MName : Thomas Bill George  Date:01/10/2013  Day . TUE  Selected Floars

Add | Modify ‘ Save ‘ Restore Browse ‘ ‘ Panel | Exit ‘
IDS Softwares (P) Ltd (NT) 06-AUG-2013 15:02 | Modiy ]

DEFINING SHIFTS

You can define the shift for an entire month and if required change the shift for a
single day.

To Define A Shift For A Month:

Click and drag the shift from the shifts options (General Shift/Morning
Shift/Evening Shift/Night Shift etc.) over the employee’s name. The selected shift
will be applied for the entire month.
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Monthly Roster, V2

taonth and Year(Mhy™) l:l Department ‘ J Help <F1>

L Onleave
1  FIRSTSHIFT

S0 wEEKLY OFF

H  Holiday

2 SECOND SHIFT 787 niGHT SHIFT 4 GENERAL SHIFT

Designation/Employes | Dafault

07|02|03|04(05(06|07|08|09|10]11|12]13]|14]|16|16|17 |18 |19|20(21|22|23|24(25|26|27|28|29]|30)31]

Floor

TU|WE| TH|FR|SA|SU| MC| TU|AE| TH|FR| SA| SU|MC| TU[AE| TH|FR| SA[SU[MC| TU| #E| TH|FR| SA| SUMC| TU| ME| TH

TAR

[Thumas Eill Gearge

Henry

EXECUTIVES

Peter

UTILITY WORKER:

Jack asdlfk aclkj

Mame : Thomas Bill George  Date: 30/10/2013  Day:WED  Selected Floors: Nothing

Add | Modiy ‘ Save | Bestore ‘ Browse ‘ | Pane| ‘ Exit |
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To Modify A Shift For The Entire Month Or A Particular Day:

1. Right-click on the employee record and click Clear.

Designation/Employee | Default 01(02]03|04(05 | 06|07{08]09]1017 (12|13 14| 15| 16|17 | 15(19|20|21|22| 23|24 |26 |26(27|28]29|30]|31 | »
Floar TU|AE| THIFR|SA 5L C| T ME| TH|FR{SA 51 WC| TU) ME| TH|FR{SA| 51U WvC) TU| AE| TH|FR| SA[ 5L vC] TU| AE|TH

PURCHASE ASEISTAM

—Thumas Bil G Add or Change Floors

Heny | e

EXECUTIVES

Peter S —

UTILITY WORKER

Jack asdlik adflk]

The previous shift will be deleted.
Note: You cannot delete shifts for the past dates.

You can add any other shift by dragging and dropping on the employee name.

Designation/Employes | Default 01[02 /03] 04|05 06| 07 0809101712 |13 (14]15|16(17]18|19[20|21|22|23|24| 25| 26|27 | 28(29) 30| 31| «
Floar TUAE| TH|FRSA | SU|MC| TUAE| TH|FR) SA| SLIMC] TU|AVE| THIFR| SA| SUMC| TU|AHE| THIFR| 54] SU WC TU AE| TH

PURCHASE ASSISTA
Thomas Bill George  |BOT,FO0.F0T  [S0C=0C=00=0C=00=00 O |=00=0(]=00=00 H | H | O |=00[F00=00=00=00 H | O |=S0C=00=00=0C=00 H | O |=00=0({=00
Henry
EXECUTIVES
Peter

UTILITY 'WORKER
Jack asdltk adfly

After assigning the monthly shift to an employee, if you want to modify the shift for
a single or few days in the month, drag the desired shift and drop it on the required
dates.

To Define A Shift By Each Day For The Whole Month:

1. To define a shift for a particular day, click and drag the shift (General
Shift/Morning Shift/Evening Shift/Night Shift) and drop it on the required date
for the required employee. Follow the same procedure to apply a leave or a
holiday for the employee.
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Designation/Emploves | Dafaul (1| 02| 03| 04| 05|08 |07|08|08{10(17{12{13|14|{15|16|17{18|15|20|21|22|23|24|25|26|27|28|28|30
Floor SUAC| TUAVE| TH|FR | 54| SU|C| TUAVE| TH|FR| 54| SU[MC| TU|VE| TH|FR| 54| SU|WC| TU ME| TH|FR| 3A| 31|WC

FURCHASE ASSISTAR

Thomas Bill George  [BOLFOOFDT | H | O [30RS00=00=00700 H | O S00SOES00=00=00 H | O |=00300=00=00=00 H | O |=00=00=00=00=00 H | 0

Henry

EXECUTIVES

Peter

UTILITY \WORKER

DEFINING WEEKLY OFFS

To define a weekly off for an employee:

1. Right-click on the day of the week that you want to fix as a weekly off for the
employee and click Weekly Off.

Designation/Employee |Default 01(02|03|04|05|06|07|08(09|10|17|12|13(14({15|16|17|18|19(20(21|22|23|24|25|26|27|26|29|30
Floor SUNC| TU|AE| TH|FR{ SA| SUJMC TU | NVE| TH|FR| S4| SU|WMC| TU| VE| TH|FR| SA| SU|MC| TUAE| TH|FR| 54| 5L MC

PURCHASE ASSISTAN

Thomas Bill George  [BOLFOOFDT | H | O gres=misne=as=acooba | =R0S0=00 =00 =00 H | O |=00=00=0C=00=00 H | O |=0C=00=00=00/=00 H | O

#dd or Change Flaars

Henty

EXECLUTIVES

Peter

UTILITY WORKER

Jack asdifl adlkj

The weekly off will apply on all the similar days of the month. ‘O’ indicates Weekly
Off.

Designation/Employee | Default 07| 02)03(04|05]06|07|08)09|10|11 1213|1415 [16]17|18[18|20)21|22|23|24|25)26|27|26)29(30
Floor SUC| TUAE| TH|FR| SA| SU|MC| TU|VE| TH|FRSA[ SU|WC| TUAE| THIFR| SA] SUJMC| TU| ME| TH|FR| SA[5UMC

PURCHASE ASSISTAN
Thamas Bil Gearge  |BOTFOOFOT | H | O 30E=00=00=00700 H | O |Z0C0S0C00=00=00 H | O |700=00=00=00=00 H | O =00=00/=0f=0(/=00 H | O
Henry
EXECUTIVES
Peter

UTILITY WORKER

Example: For an employee if you right-clicked on a Monday and selected the option
Weekly Off, then all the Mondays of the month will automatically change to Weekly
Off for that employee on the selected month.
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DEFINING FLOORS

To define the floors you have to define the shifts first. If the shift is not defined and
you are trying to define floors, then you will get the following message on screen:

FOMHT10 3

2pply Shift before alloting Floar(s)

For each shift, you can assign the floors on which the employee will be working.

Floors can be defined for the entire month or for a single day.

To Define The Floors For An Entire Month:
1. Click on the employee record or in the Default Floor column.

2. Right-click and click on the option ‘Add or Change Floors’'.

Designation/Employee | Default

Floaor
FLURCHASE ASSISTAM
—TthﬂS Bill G Add or Change Floors
Henry | |
EXECUTIVES  waek off |]
Feter
LTILITY WORKER
Jack asdlfk adflk]
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The Available Floors will appear:

Select Floors

o1
Foo
Fo1

Select |

Dezelect

| Cancel

3. Select the floor/s you want to assign to the employee and click Select.

Select Floors

B01
Fon

Fi

Select

Dezelect

| LCancel

OPERATIONS
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The floors will be assigned to the employee for the entire month as shown below:

Designation/Employee | Default
Flaar

FURCHASE ASSISTARM
Thomas Bill Gearge B01.FO00.F0
Henry
EXECUTIVES
Feter

UTILITY WORKER
Jack asdlfk adflk]

To Modify A Floor For The Entire Month Or A Particular Day:

1. Right-click on the employee record and click Add or Change Floors.

ot sndvemunv) LT | Dopariment Help <F1>
L OnLeswe H Holiday
1 FIRSTSHIFT 2 SECOND SHIFT 8 NIGHT SHIFT 4 GENERALSHIFT

TS5 weEKLY OFF

Designation/Employee |Default 07)02|03)04|065)|06|07)08|09)10(11 12|13 |14|15|16|17|18|19|20|21| 22|23 | 24|25 | 26|27 | 26|29 |30)31| -
Floor TU|AVE| TH|FR| S| SU[C| TU[AE| TH|FR| SA[ SU| vC| TU| ME[ TH|FR{ SA| SU[C| TU[HE| TH|FR| SA[SU| wC| TU| A#E| TH

PURCHASE ASSISTAN

Thomas Bill George B01.FO0F0T  [=00=00=00=00=00=00) O =00 =00)=00=00 H | H | O |=00/=0C = 0 |=00= =00/ =00}=0(
Henry B01.F00,F0T =0C]=0c|=0C]=0c|=0=0c| © |=0C/=0C=0C =00 =00 HIH|L|L
EXECUTIVES

Peter

UTILITY WORKER ) O I

Jack asdlfk adflkj

Detfault Floors: BO1.FO0.F01

A | Modity | Save ‘ Restore ‘ Browse ‘ ‘ Panel | Exit |
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The Select Floors window appears.

Select Floors
B
Foo

Fo1

Select Dezelect Cancel

You can select additional floors or deselect the selected floors and click Select.

Note: If you click Deselect all the floors will be deselected.

After assigning the floor for the entire monthly for an employee, if you want to
modify the floor for a single or few days in the month right-click on the desired
date and click Add or Change Floors. The Select Floor window opens. Make the
changes as required and click Select to save the floor information.

Note: In the modify mode alterations can be made only to the future days of the
current month.
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To Define A Floor By Each Day For The Whole Month:

1. Right-click on the day for which you want
employee.

to change the floor for the respective

2. Click on the option “Add or Change Floors’'.

Monthly Roster ¥2.0.3

Month and vear(dbdv'y) l:l Department

Help <F1>

L Onleave

S0 weEkLy oFF

1 FIRSTSHIFT 2 SECOND SHIFT @ MNIGHT SHIFT 4 GENERAL SHIFT

H  Holiday

Designation/Employee |Default 01)02)03)04]05|06|07|08[09(10(17(12(13|14|15]16|17|18|19|20|21 (22|23 |24(25|26|27|28)|29|30)31| ~
Floor TU|NE| TH|FR|SA| SU|WC| TU| AME| TH|FR| SA| SU|MC| TU[AVE| THIFR| SA| SU|WC) TU|VE| THIFR| 54| SU|WC| TU| AE| TH|
PURCHASE ASSISTAR
Thomas Bill Gearge B01,F00.FO1 =00 =00 =00/ =00 =00 =00 © | =00/ =0 =00 =00/=0C H | O =00 =00 300700 =00 H | O |=00=00 =00
Henry B01.FO0.FOT | =00/=00=00|=00/=0C O [=0C/=00=00 =00=0C)=0r] O |=00=0C =00 =00 =00 OJH/H[L|L
EXECUTIVES
Peter ek OFf \
UTILITY WORKER: !
Jack asdlfk adflkj
MNarme : Henry Date - 10/10/2013 Day: THU Selected Floars: BO1.FO0.FO1
Add ‘ Modify ‘ Save ‘ Restore ‘ Browse ‘ | Pane| ‘ Esit |
1 Sarore PO I - N I

The Available Floors will appear:

OPERATIONS
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Select Floors

iy

Foo
FO1

Select

Dezelect

| Cancel

3. Select the floor/s you want to assign to the employee and click Select.

Select Floors

The following screen appears:

Fo1

B0
FOO

Select

Dezelect

Cancel

OPERATIONS
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Monthly Roster ¥2.0.3

onth and ‘Year(hdbdry) l:l Department Help <F1>
L Onleave [TH Holidey
1 FIRST SHIFT 2 SECOND SHIFT 9 NIGHT SHIFT |74 GENERAL SHIFT

78T weEKLY OFF

Designation/Employee | Default 071)02]03|04)05(06)07)06|09)10|11|12|13(14(15 /16|17 |16]19(20]21|22|23|24)|25|26|27|26|29)30 (31| ~
Floor TU|AE|TH|FR| SA|SUWC| TU|VE| THIFR| SA| SU[WIC| TU|AVE| TH|FR| SA| SU|WC| TU| VE| TH|FR | SA[SU|WC| TU| VE| TH

PURCHASE ASSISTAN

Thamas Bill Gearge | BO1.FI0FOT =0i =00=00 H | H | O [=00/=00 H | © |=00/=06/=0
Henny BO01.FO0.FOT Q|7 =00/=00)=00] O |=00=00/=0C O|HIH[L|L
EXECUTIVES

Peter

UTILITY "WORKER

Jack asdifk adilk [Mame : Peter Date : 14/1042013 Day : MOI

Mame : Peter Date : 07/10/2013 Day  MON Selected Floors: FO1

Add | oy | Save | Bestore ‘ Browse ‘ ‘ Pane| ‘ Exit ‘

Note: If you want to view the floors assigned to the employee on a particular date,
right-click on the date and click Add or Change Floors’. The floor details will
appear.

4. Click Save once the shifts and floors are defined for all the employees.

Note: You can view the status of the shift and floor on the bottom of the screen.

Mame : Henry Date:03/10/2013  Day: THU  Selected Floors: BO1.FO0,FO

You can add rosters for next months by clicking Add and following the same
procedure as above.

If you want to make any changes to the roster, click Modify. You can select the
roster to modify from the available rosters.
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Schedule Help

bdonth & e Department
SEF-2013  ROOMS DIvISI0M
SEF-2013 |LAUNDRY
DCT-2013 |LAUNDRY

Select Goback

1. Click Modify and select the required Department & Month from the available
list.

2. Make the necessary changes by right-clicking on the fields and selecting the
floor/weekly Off etc. click Save to save the changes.

3. Click Restore if you don’t want to save any changes you made to the roster.
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2. Staff Log-In and Log-Out

This option is to maintain staff login and logout time during their shifts with the
mobile number for the allocation of task till their logoff time. The same mobile
number will be reassigned to other personnel of the department in the next shift.

STAFF LOGIN

Here you can login with three user types - Supervisor\Guest Relation
Executive\Duty Manager. In the Supervisor login you can retrieve an Employee’s
Shift in Monthly Roster. Anyone can login with Guest Relation Executive / Duty
Manager.

If the Login user tries to Login in a shift which is NOT his assigned Shift, the system
will allow him to Login only after indicating the Shift time variation by an alert
message.

\__:-i) fou are not in this shift, Do you want Log in ¢

OPERATIONS Page 19 of 80
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If the Login user tries to Login on a holiday/leave, the system will allow him to Login
after indicating by an alert message that the selected date is a holiday/leave
according to the monthly roster.

J.:) Today Holiday, Do you want Log in ?

\..":) Today Leave, Do you want Log in 7

........................................

You can click Yes and continue to login the User.

Note: Users created through Organizational Structure can login with Guest Relation
Executive and Duty Manager.

The staff login and logout is done on a daily basis. Hence, the Monthly Roster for the
current month (shift and floor) should be defined first for the employee to be able to
login. Else you get an error message ‘Schedule Not Entered’.
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Double-click Staff Log-in & Log-Out under Operations to view the following screen:

Staff Log-in & Log-Out ¥2.0.13

f* Supervisor " Guest Relation Exec

Employes
Department
Shift

Floor
tobile #

Fager #

O LOGoUT

™ Duty Manager

Subrnit E it

1. Select the user type for login - Supervisor/Guest Relation Exec/Duty

Manager.

OPERATIONS
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Staff Log-in & Log-Out ¥2.0.13

¢ LOGIM

" Guest Belation Exec

Emplayee

Cepartment
Shift

Flaar

O LOGOUT

" Duty bManager

kohbile #

Fager#

Submit E xit

2. Enter the employee number in the Employee field. Alternatively, you can
double-click in the field or Press F1 to select the employee name from the

Employee Name Help Screen.

OPERATIONS
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Employee Name

Emp.Code |Employee Hame Dezignation -
2 George Bill Thomas LALMHDAY
3 Henmy LALHDAY aa
4 Peter LALUMDRY
5 adflkj azdlfk Jack LALUMDRY
Select Cancel ‘l

3. The employee’s name and department is displayed. Select the employee.

OPERATIONS
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Staff Log-in & Log-Out ¥2.0.13

" Duty Manager

= LOGIM O LOGQUT

+ Supervisor " GuestRelation Exec

Employves a * George Bill Thamas

Department LALNDRY

Shift SECOMD SHIFT

Floor B01.Fo0.FO1

bMobile #

Fager #

Subrnit E xit

4. Select the Shift of the employee. Alternatively, double-click in the field or Press
F1 to select the employee’s shift from the Shift Help Screen. Note: The available
shifts during the login time will be listed.

Note: The option to select a shift will be enabled only if the employee is not assigned
any shift in the monthly roster or if the employee is trying to login to a shift that is

not assigned to him.

OPERATIONS
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Shift.Code | Shift Hame
2 SECOMD SHIFT
4 GEMERAL SHIFT

Select

Cancel

5. In the Mobile# field, enter the mobile number that has been assigned to the
employee. (Note: On this mobile number the employee will be receiving the
tasks). An employee can login with any of the available mobile numbers in the

Organizational Structure.

6. Inthe Pagert# field, enter the Pager number of the employee.

OPERATIONS
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Staff Log-in & Log-Out ¥2.0.13

¢ LOGIMN

« Supervisor

Employee
Department
=hift

Flaor

kMobile #

Fager #

O LOGoUT

" GuestRelation Exec " Duty Manager

* George Bill Thomas

LALMNDEY

4 GEMERAL SHIFT

Submit E it

7. Click Submit. The employee will be logged in to the selected shift.

OPERATIONS
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STAFF LOGOUT

Once all the assigned tasks have been closed or transferred to the next employee
logging in to the shift, and feedback entered for the required attended tasks, the
logged in employees can logout from the shift using the Staff Log-in & Log-Out
option.

Staff Log-in & Log-Out ¥2.0.13

C LOGIN & LOGOUT

f* Superssor ™ Guest Relation Exec " Duty Manager

Employvee

Logged Date [Time
Department

Shift

Floar

baobile #

Fager#

kohile Return

Subrrit E =it

1. Click Logout.

2. Select the User Type Supervisor/General Relation Exec/Duty Manager that has to
be logged out.
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3. Enter employee number of the logged in employee that has to be logged out.
Alternatively press F1 on your keyboard to view the list of logged in employee.

The following screen appears:

Employee Mame

Emp_.Code | Employee Hame Designation -
2 eorge Bill Thomas LalrMDRY
Select Cancel ‘l

The selected employee details will appear on screen.

4. Select the checkboxes ‘Mobile’ and ‘Pager’ indicating that these items are
returned back.

5. Click Submit.
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3. Manual Entry Program

This option is to record Guest requests/complaints/incidents. This is an automated
program, where, once the tasks are recorded, the system will automatically send
SMS to the concerned department’s logged in User. This will help the supervisors
and managers to keep a track of the tasks.

Manual Entry Program V7
Select area
13:56:00 Caloulator Calendar 13:56:00 NewDelhi =

pn = Fi Specify number [ [ReaTime  «][Fols# Reg#  |Guest =
oom #
Specify task —
- e —
T 5
Confim || ¢ 3
| Low | Normal High
Y Thank You a A,I—‘
Specify instructions
SMS Status J
Complaint # |Department Request [ Incidents Time  [E-Time |SMS Status |Assigned To. Room # - wiork Start
Z
0
o] Group SMS
TImM
4 »
Work-in-Progress Lost & Found
Complaint # |Department Request | Incidents Time  |E- Time |SMS Status Assigned To Room = 4 ‘
Z
O lliEsedBack Cancel
(4]
A pY ]
« 3
Awaiting Feedback
Complaint # | Department Request | Incidents Time E - Time | Closed Time Assigned To Room # -
Z
0
A 0
Colour legend to set task priority ]—L Colour legend to set escalation priority M
Ll T V V o]
riority Esclation Levels B
5
[ Low | Nomal High [ Lewell Cevelz NSRS MNSEE
IDE Saftwares (P) Lid (NT) 07-AUG-2013 [ 1353 DS

Note: The Priority shows the importance of the task and the Escalation level
shows how far the issue was escalated with all statuses like SMS status, SMS
delivered but no response from the Users, Work in Progress, etc.
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COLOR LEGENDS

PRIORITY LEVELS

LOW

NORMAL

HIGH

ESCALATION LEVELS

LEVEL 1

LEVEL 2

LEVEL 3

LEVEL 4

TASK/COMPLAINT RAISED FROM...

Pink color in the Guest Name column indicates that the complaint is
raised for Unoccupied room.

Magenta color in the Room# column indicates that the complaint is
raised for Other Area.
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MENU OPTIONS

ICONS

Calculator

Calendar

M NewDelhi v

DESCRIPTION

This is a menu option of 15 digit calculator for
calculating purpose.

This is the general calendar to view the dates of
current day, past days & future days.

Gives the standard time of the selected city. You can
select the city from the dropdown list.

|NewDelhi -

{Kumwiait ~
Fabul

|Fakistan

1MewDelhi

{Dhaka

|Bangkok =
Singapore

|Takyo v

OPERATIONS
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ZOOM OPTION - You can use the Zoom control on the RIGHT side of the windows
to zoom and view the respective sections.

SMIS Stams
Complaint = |Department | Request | Incidents |Time |- Time [S05 Status. |Assigned To  [Resm =
L
4]
1]
0] M
Wark-m-Progress
Complaini 5 |Dey [mequest | nch [Tiwe  [E- Time [SMS Status JAssigned To Rooms  »
z
0
0
Y
‘ o
Awvaiting Feedback —
Complaint = | Department | Request | Incidents [Tiwe  [E-Time [Chsed Time  [Assigned Te [Roomz =
A
. 0]
T 1]
T JM
: rull

When you click zoom, the window will appear as follows:

~Work-m-Progress
C laini # | Department Request / Incident: Time E-Time |5MS Status | Assigned To Room # G~

‘ ;IJ
Cloge |
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Click Close to exit the zoom view.

RAISING A TASK/COMPLAINT

Double-click Manual Entry Program under Operations to view the following
screen:

Manual Entry Program  ¥2.0.11

1000 Calculator Calendar 19:40:00 Hawsaii hd
Request/ Incidents E-Time |RegTime || Fol # Reqg# Guest =]
& Room ¢ UnoccupiedRoom ™ Other Area z
Fioom #
‘ Confim || « »
| Low ] Normal | High
f -
Thank You ‘ ;IJ
SMS Status
Complaint# [Department Request (Incidents Time  [E-Time [SMS Status [AssignedTo  |[Room # - ‘Watk Start
Z
(o]
(o] Group 5MS
iy
4 »
Work-in-Progress Lost & Found
Complaint #_|Department Request [ Incidents: Time |E-Time [SMS Status Assigned To Room = -
Z
O | EeedBack Cancel
0
P
4 3

Awaiting Feedback

Complaint 2 |Department Request / Incidents Time E - Time |Closed Time Assigned To Room # -
Z
[0}
o]
M
. _'H L
Priority Esclation Levels it
s
I Low [ Narmal High [ Levall Levelz TSI DNEEE
DS Softwares (P) Ltd (NT) 01-MAY-2013 [ 1100 D3

1. Select the option Room/Unoccupied Room/Other Area (Note: The Locations
parameter is retrieved from the Maintenance module in PMS). Press Enter on
your keyboard.

2. Based on your selection in step 1, press F1 to select the Room/Unoccupied
Room/Other Area.
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(therArea || € Room € UnocoupiedRoam OtherAre

Vacant Pooms

Location ‘

Search V2.0.11

|

Roam Mumber Guest Mame -

161 MATHEWS |-

187 Member 2

220 WMember 4

211 second

225 third

143 WMember 2

143 Member 3

136 Guest 2

134 Guest 3

241 Zen

a55 ABCD

164 EFGH

165 ABCK

177 abod

166 abcd

173 Ghiklmin

163 abod

1349 Henry -
Select LCancel ||

Note: When you select the Room #, Room # will appear in the Room # field and the
respective Guest details will appear on the right side of the window.
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Manual Entry Program 2.0.11

1230

Calculglr Caendar 195300 Haizi v

& Raom © UnoccupiedRoom ™ Other Area

Room4 161

Request/Incicents ~ |E-Time  |Req-Time

Fol#  |Rege  |Guest o

L4

0 IMRWATHEAS N

Company

Armial + 26-APR-2013

Oeparture - 0-AY-2013

Status

-

Carcel

Canfim || ¢ 3
Lo [ Namel [ i
Thark You ‘
3. In the field below the Room # field type the Task to select the Task (Matching
Data will retrieve based on the search criteria entered).
House Keeping .
ROOM MEEDS TO BE CLEAMED
Ok ‘
OPERATIONS
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4. Enter any Special instruction in the respective field (You Can enter a
maximum of 25 alphanumeric characters in this field). Click Confirm.

& Foom " UnocoupiedRoom ™ Other Area
Room# |[161

FOOM MEEDS TO BE CLEAMNED

Before 11 a.m.

Canfirm

Note: You can enter more than one task/complaint for the selected Room/
Unoccupied Room/Other Areas. Once entered, the task will move to
Request/Incident List. The task priority and estimated time for each task/complaint
will display.

5. Click Thank You to confirm the Task/Complaint.

Note: The Task Assigned Estimated/Escalation time starts once you click Thank
You.

A message pops up at the bottom of the screen confirming that the complaint is
raised.

Cornplaint - ROOM MEEDS TO BE CLEAMED _is
raized

OPERATIONS Page 36 of 80



AR ——

Fortune Care v6 -User Manual

13600 Caleubstor Calendsr 200600 | Howan B
y Request/Inciderts _ [E-Time|ReqTime =] |Fol# Reg# [Guest Al
Cortm || ﬂ"
Tow [ Homal | Fhah
Thark:You | N
SMS Status
Depart Request Incidens Time _|E_Time | S5 Status. Wok St
i HOUSE REEPIG  ROCHM NEEDS 10 BE CLEANED 143 W Cuewed  UnAssigned 161 z
2 ELECTRICAL GADGETS 2 60 Gueust | LnAssignan 18 o
T T T T o Broup SMS
‘ I } Nk
Work-in-Progess Lot & Fourd
Complaint = _| Request Incidents Tume [E- Time [SMS Status_[Assigned To [Room s =
Z
g [EsedBack Cancel
£
4 » M
Avaiting Feedback —
[ Request  Incidents Time  |E-Time [Closed Tine  |Assigned To [Roem s =
z
o
] ] I ] o
{ T T T M
: Fall
Priority FEsclation Levels . Complaint - AOOM NE.SE;'E BE CLEANED s
Low [ Mol High Levell 7 Levelz S DS
1S Safwares (F) L (NT) U-MAYEDTS | 1100 D5

The task/complaint details appear under the SMS Status window with
Delivered/Queued status.
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Manual Entry Program, V2.0.11

11:40:00 Caleulator Calendar 20:10.00 Heawsii hd

Request/ Incidents E-Time |Req-Time ~|[Fol # Reg# Guest -

@ Foom ™ UnoccupiedRoom ™ Other Area

Room# [161

LConfirm 4 »
| Low. | Normal | High

Thark You P ;I_‘

SMS Status

Complaint # | Department Request | Incidents Time |E- Time [SMS Status |Assigned To___ |Room # - \work Start
1 HOUSE KEEPING  ROOM NEEDS TO BE CLEANED [ ES GueuE UnAssigned 161 7 -
2 BALL ROOM ELECTRICAL GADGETS 132 60 Gueus UnAssigned 161 o
O GoupsMs
aly
4 3
Woil-in-Progress Lost & Found
Complaint # | Department Request / Incidents Time E - Time |SMS Status Assigned To Room # -
z
O | FeedBack Cancel
0
™M

‘ P

Awniting Feedback

Complaint #_[Department Request { Incidents Time |E-Time [Closed Time _ |AssignedTo _ |Room # -
Z
o]
o]
M
‘ ;IJ -
Priority Esclation Levels -
— 4
[ Low [ MNormal High Lewel 1 Level 2 L lewel3 |l Lleveld |
‘ IDE Softwares (P) Ltd (NT) 01-MAY-2013 | 11:00 DS

When the task is assigned to the attendee, the attendee will get the following SMS:

<1> Complaint #: 1 Room #: OR0707 Task: Task details Spe. Ins: Special
Instructions Est. Time: 10 mins Priority: High Esc Level: 0

Note:

e The complaint number, room number, estimated time, priority and escalation
level mentioned in the example above is for illustration purpose.

e Depending on the level of escalation the escalation number changes in the SMS
as 1/2/3/4. When the SMS task is assigned for the first time, the escalation level
will be 0, which indicates that the task is not escalated.
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Delivered Status

Manual Entry Program V2,011

165500 Cakelshon Caferrlan 165600 MewDelhi h
& Room  UnoccupiedRioom ™ Oher Area Request/ incidents E-Time |Reg-Tima ~||Fol# Reg# Guest ﬂ
Fioom # | [ I I

| -
Lonlin 4 L3 T T
| Lo High T T
Thark ou I ! ; ;IJ
SMS Status
r et P — T— I I T 7 e
| 7 |Hoosekoeoey  |PREssmecouecy 0 0 0 0 000 0 (1763 10 [Cekersd  [Stevessen O IZ
T T L8]
1 o Group S5
- i =l
| |
Waorl-in-Progress - Lost & Found
Comglain 1 |Department Request  Incidets Time E - Time |SMS Status Assigned To |Room 8 |
i T O FeodBack Cancel
1 1 { 1 1 1 1 |
. »
Awaiting Feedback —
Complaint & | Department Request  Wncidets Time E - Time |Closad Time Assigned To |Room & -
v
Priority Fsclanon Levels g
Low [Homal  High [ Levell Levelz I IS
DS Sofwares (F) Lid (MT) 09-AUG-2013 | 1668 DS

The SMS status window shows the Complaint #, department, the request, the time
the request was made, the estimated time to complete the task, SMS status, the
Assigned employee, Room #, Guest Name, Elapsed time , Request Date and Time.

To acknowledge and start working on the task, the attendee has to reply with the
following SMS:

COMPLAINT # SPACE AND S

(S means start)

Example, if the compliant number is 1, then the SMS should be: 1 S
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After the attendee acknowledges the SMS and starts working on the task, the
attendee will get the following SMS:

TASK #1 WORK STARTED

The following are the SMS scenarios:

If the attendee by mistake replies with the work start message again, the attendee
will get the following SMS:

TASK #1 IS ALREADY STARTED

If the attendee by mistake replies with the work start message for an unassigned
task, the attendee will get the following SMS:

TASK #1 IS NOT ASSIGNED TO YOU. WORK NOT STARTED

If the attendee by mistake before replying with work started message sends the
work closed message, the attendee will get the following SMS:

TASK #1 IS NOT YET STARTED

OPERATIONS
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The Task will move from SMS Status to Work in Progress once it is acknowledged

and started from the Attendee.

165600 Newlelhi -

165500 Cakyaton Caferdal
Request/incidents __|E-Time _|RegTima__ -
& Fioam © UnaccupiedRaom™ Other Area ;I_l*—_lmmm—j
Foam # |
‘ Conlvm L4 ’
Low High
Thark o L« of
SMS Status
E [Request | incidents [Time |E- Time |SMS Status | To_ |Room 2 - ok Siat
z
8]
=) O GupsMs
= i M
Worle-in-Progress - Lost & Found
7 [y FRESSMG COLLECT i = Stevensen e {2z
g FeedBack Cancel
Mg
4 L3

Awaiting Feedback

Request | Incidemts

Assigned To Room 5 -

F2o00m™

0

l

Priovity

Fsclation Levels

Low [ Hemmal T High

[levell T levelz I D

DS Sofwares (F) Lid (NT)

0139-AUG-2013

| TEEE DS

OPERATIONS

Page 41 of 80



Fortune Care v6 -User Manual

According to the Escalation levels, each task has been shown with the
respective colors.

Manual Entry Program V2.0.11

ABEE 00 Cakylahon Cafernda 165500 NewDelhi =
R Incidents __|E-Ti RecT) B[ -
& Foom © Unoccupledfoom ™ Other Ares e e [T Ty Lo ‘HEQ# [Guest j
Fioom # T T T
=
Corlim | 4 »
| Low High
Thark You | . _,IJ
SIS Status
Complaint # | Department Request | Incidents Time |E - Time [SMS Status | To Room = - wfork St
0 GUEST AMENTES | TEAKCOFFEE AMENTES. 1|15 Coeows |Pant 1205 z
18 GUEST SUPPLES | NEWS PAFER e |8 Debvered | Le Rowx [
14 QUEST SUPPLES | SOAP ise7r 2 Debcwres Le Ao 1185 0
Ol Gopsus
iz Houss Mesoms | FACE TESUES 3 s Deberes [Tr— = ﬂ it}
il |
Lost & Found
z
O FeadBack Carcel
0
M
Awaiting Feedback
Comglaint & | Department Request  Wvcidems Tinwe E - Time |Closed Time Assigned To | Room # -
1 1 Z
(o]
o]
M
J _>|J

Prioviry

Esclation Levels

Low [ Harmal " High

£
[ Levell i, ]

IDS Safwares (F) Lid NT)

03-AUG-201 3

[ 1658 5]

SMS:

(C means closed.)

COMPLIANT # SPACE AND C

Once the task is completed and closed, the attendee has to reply with the following

Example: if the compliant number is 1, then the SMS should be: 1 C

TASK #1 WORK CLOSED

Once the task is completed and closed, the attendee will get the following SMS:

OPERATIONS
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Following are the SMS Scenarios:

If the attendee by mistake replies with the work close message again, the attendee
will get the following SMS:

TASK #1 IS ALREADY CLOSED

If the SUPERVISOR closes the task while the attendee is still working on the task,
the attendee will get the following SMS:

COMPLAINT #1 CLOSED. CLOSED BY: JOHN REASON: ISSUE RESOLVED
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Once the Task is completed and closed, it will move from Work in Progress to
Awaiting Feedback (If the Task requires Feedback) or disappears from the Main
screen.

Manual Entry Program  ¥2.0.11

165600 ‘elow Page Cakoulaion Caferda 165600 NewDelhi b
[Renuestiincidents | E- Time | Reg-Timi - o -
@& Roorn © UnoccupiedFoom ™ Other Ares e = [ Reg# |Guest j
Fioam #
Conlim |4 5
| Low
Thark You ; .ﬁl
SIS Status
Complamt | Bepartment Roquest | Incidents. Time  |E- Time | SMS Status | Assigned To | Room # = Wik Siat
[— TEAKOFFEEAMENTES g Y
GUEST SUPPLES _ 8er o
0| GoosMs
12 | roune Keecra |FACE TSSUES 1805 15 Oebueres Steversen == Jﬂ M
2 v
Worl-m-Progress Lot & Found
Complaint & | Departmet Request  Wiidems | Tinnwe E - Time [SMS Status Assigned To | Rromn # -
Eeeflack Cancel

Priority Esclation Levels
Low [Harmel T High Level T 7 Level? S IS
IDS Softwares (F) Lid (NT) 03-AUG-2013 | 1655 Ds
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Special Instructions

If there are any special instructions saved with the task assigned, you can view it by
moving the cursor on the SMS Status as shown below:

SMS Statug

Complaimt = |Depatment | Request | Inchdents Time
1% BETTY) AR HY PRUG

ALAN DOQR LOCK CHECK

E- Time | 5MS Status |Assigned To | Room 2 &

2o 0o

Unoccupied and Other location

In the Room # column, the room number displayed indicates that the task/incident
has been raised that that room. If the task/incident raised is from any other location,
the location name will display in the Room # column as shown below:

Note: In the Guest Name column if any records don’t show any guest name, it
indicates that such rooms are unoccupied rooms or the task/incident has been

raised from any other location.

FEEDBACK CANCEL

This option is used to record the guest feedback after the completion of a task.
Additionally, the agent can cancel or stop an assigned task by the instruction or

request of a guest and supervisor at any time.
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Manual Entry Program ¥2.0.11

17.10:00 Calculator Calendar 17:10:00 NewDelhi =

Reguestfincidents  [E-Time  [Reg-Time  ~]|Fol# Reg#  |Guest +
& Room ¢ UnoccupiedRoom ™ Other Area 4 a g
Foom #
Confim |« »
[ Low [ Mermal T High

Thank You 3 _H

SMS Status

Complaint # |Department Request / Incidents Time |E-Time |SMS Status [Assigned To _ |Reom # ~ Wark Start
Z
(o]
O Groushs
iy
4 »
Work-in-Progress Lost & Found
Complaint # [Department Request [ Incidents Time |E-Time [SMS Status Assigned To Room # -
|z
O | FeedBack Cancel
o]
P
‘ »
Awniting Feedback
Comphaint #_|Department Request [ Incidents Time |E-Time |Closed Time | Assigned To Room # a
Z
(o]
(o]
M
<« [ ]|
Priority Esclation Levels -
i
Low [ Momal  High [ Levell Level?  NESUEIEINN MNEUEE
DS Softwares (F) Ltd (NT) 09-AlG-2013 [ 16:55 DS

Click located on the right side of Manual Entry Program. The
following screen appears:
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Guest Feedback ¥2.0.6

¢ Cancel or Stop Tasks

Feed Back /Cancel <
Complaint # | Foom # ]

Task | ‘

& Satisfied © Mot Statisfied Mot Serviced " GuestU lahl

Save Esit e
« »

Complai: Reguesi / Incident Time |ETime |SMS Siatus |Assigned o Room # Cuest Nam +
z BALL ROOM ELECTRICAL GADGETS 132 60 Delivered | Unbssigned 161 MR MATHE

« 7]

1. Ifyou want to accept feedback from the guest on any completed task/complaint
select Feedback radio button.

2. Double-click on the task from the grid; will get populated in the respective
fields.

Note: When you select the task, the selected task record will appear in white
color and the Complaint #, Room # and allotted task details along with the guest

details appear in the respective fields.

3. Select an option to specify the feedback rating given by the guest, such as
Satisfied, Not Satisfied, Not Served and Guest Unavailable.

Below screenshot is a sample for Satisfied option rating:
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Guest Feedback V2.0.6

@ Feed

Task

« Satisfi

Camplaint # ‘2

Back

Feed Back /Cancel

" Cancel or Stop Tasks

Room# 161

1[MR MATHEWS

|ELECTRICAL GADGETS

ed " Not Statisfied " Mot Serviced

" Guest Unavailable

Gues\happywwlh service

Save Exit

Company

Arrival - 26-APR-2013 11:18

Departure : 30-MAY-2013 12:00

Status

R

Complaini #

BALL ROOM

Request / Incident

Time

ETime

SMS Status | Assigned io

Room # Guest Nam &

ELECTRICAL GADGETS

11:32

&0

Deliversd | Unhssignad

161 MF MATHE

4. Enter the feedback given by the guest and click Save.
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1.

CANCEL OR STOP TASKS

If you want to Cancel or Stop any task, select Cancel or Stop Tasks radio
button. The following screen appears:

Guest Feedback ¥2.0.6

" Feed Back

@ Cancel or Stop Tasks

Feed Back /Cancel

Complaint# ‘

Room #

Task [

 Cancel = Siopi

Save Ext

<

o

Request / Incident

[Time

[ETime

Complaint# | Department SMS Status | Assigned to Room # [ Guest Nam
1 HOUSE KEEFING |ROOM NEEDS TO BE CLEANED [ IED] Deliversd | Unfssignad 161 MR MATEE

4 EBALL FOOM ELECTRICAL GADGETS 1240 |60 Delivered | Undssigned 138 My Hemy

s HOUSE KEEPING |House Kseping 1455 |30 Deliversd | Undissigned 157 M Gerard

3 HOUSE KEEFING |House Kesping 1710 |30 Delivared | Unissigned

2. Select the task from the grid that you want to cancel.
Note: When you select the task to be cancelled, the selected task record will
appear in white color and the task details along with the guest details appear in
the respective fields.

3. Select Cancel / Stop radio button if you want to cancel / stop the tasks that are
not yet started. (By default the Cancel radio button will be selected).

4. Enter the reason in Notes field.

5. Click Save. (The task will disappear from the grid).
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Guest Feedback V2.0.6

¢ Feed Back

Feed Back /Cancel

& Cancel or Stop Tasks

Complaint#  [4 Room# 133 | 1(-) 24(Mr Henry
Company
Task ELECTRICAL GADGETS
| ‘ Arrival : 27-APR-2013 15:48
 Cancel @ Stop Departure - 30-AFR-2013 12:00
Status  :
Eatteries out of supply
Save Ext -
« »
Complaint# | Request / Incident [Time  |ETime |SMS Status | Assigned to Room # [ Cuest Mam, «
1 HOUSE KEEFING | ROOM NEEDS TO BE CLEANED 1132 30 Delivered | Undssigned. 161 MR MATHE
4 BALL ROOM ELECTRICAL GADGETS 1240 |60 Delivered | Undissigned 139 Mr Heny
H HOUSE KEEPING |House Keeping 1455 |30 Delivered | Undtssigned. 167 M Gerard
[ HOUSE KEEPING |House Keeping 1710 [30 Deliversd | Undbssigned

o]

Note: When you select the task to stop, the selected task record will appear in

white color and the task details along with the guest details appear in the
respective fields.
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VIEWING PENDING REQUESTS / INCIDENTS

You can view the status of the task/complaint by clicking on the Request/Incidents
button available below the Special Instructions field.

f« FRoom{ UnocoupiedRoom ™ Other Area

Foor # |

Confirm

Requests / Incidents

If you select the option ‘ROOM”, only then this option will be activated. You can view
if there were any previous requests or incidents for the selected room.

This option is not available for UNOCCUPIED ROOM’ or ‘OTHER AREA’.

Details like request/incident, time of request/incident raised, estimated time,
elapsed time and the Runner/Technician name can be viewed.

OPERATIONS Page 51 of 80



5 %%

Fortune Care v6 -User Manual

Manual Entry Program ¥2.0.11
18:20:00 “Velow Pages Calculatar Calendar 18:20:00 NewDelhi 2

Reguest/Incidents E-Time |Reg-Time ~|[Fol# Reg# Guest +
(o o e/
Room ¢ UnoccupiedRoom ™ Other Area [I®) 1 VR MATHEWS

Room # ITET— Company

Arrival : 26-APR-2013
Departure : 30-MAY-2013
T Status  :

Confim |« ,

Low High

Thenk You P . |—|

~Previous Request / Tucidents for Room # : 161
Request / Incidents Time E-Time |Elapsed Runner / Techt 4] e =
ROOM NEEDS TO BE CLEANED 11:32 30:00 0 Days /0 Hrs. /-30Mins. | Unassigned PR
ELECTRICAL GADGETS 11:32 B0:00 0 Days /0 Hre. /-B0Mins. Unasgigned g
0 Group SHS
_l;l M
»
Lost & Found
Assigned To Room # -
Undssigned z
UnAssigned 167 o
UnAssigned 161 o EeedBack Canel
*_l;l M
»
Assigned To Room # -
z
_l;l 0
« » o
M

Show Al Pending | Close | _|;|
»

Esclation Levels

Baecr & Inhox - Mozila Thund... | ] FORTUNE CARE 6i - ...

1. Click Show All to view all the requests or incidents from the selected room.

2. Click Pending to view only the pending requests or incidents from the selected
room.

3. Click Close to exit from the Request/Incidents view.
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WORK START

You can manually start the task/complaint using the Work Start option.

Click s Jocated on the right side of Manual Entry Program. The
following screen appears:

Work Start V2.0.8

Complaint # ||

Task Description |

Special Instruction |

Wwfork Start Exit

1. Enter the Complaint number in the Complaint # field.

The task description and the special instruction details appear.
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Manual Entry Program  ¥2.0.11
18:22:00 Yellow Pages Caleulstar Calendar 18:22:00 NewDelhi =
Requestilneidents |E-Time |ReqTime  ~|[Fol# Reg#  |Guest o
& Room € UnoccupiedRoom ™ Other Area [~k : g
Roaom # (200
Confim ||« »
Low High
Thark ‘You il _'I_I
[ SMS Status
Complaint = | Department Request | Incidents Room # - \wark Start
7 FITNESS in GYM 0.8 200 z -
—— |0
Complaint # 7
| |0 Group SMS
TaskDescripion in GvM ilj M
‘ »
Special Instruction =
~Worl-in-Progress ! Lostt Found
Complaint #_[Department Request / Incidents e Room N
5 HOUSE KEEPING | House Keeping i wiokStart z
5 HOUSE KEEPING | House Keeping - - - - 187 o
1 HOUSE KEEFING | ROOM MEED'S TO BE CLEANED 1192 |30 Started UnAssigned 161 0 FeedBack Cancel
My
4 »
[
_Awaiting
Complaint #_|Department Request { Incidents Time |E-Time [Closed Time _|AssignedTo __|Room# =~
z
0
0
M
< .
Priority Esclation Levels En
2l
( Low [ Homal T High | (I Leval | Level2 __‘
DS Softwares (P} Lid (NT) 08-AUG-2013 [ 1740 DS

Work Start V2.0.8

Complaint #
Task Description

special Instruction

|7

in G’k

Equipments maintenance

E xit

2. Click Work Start. The task can be assigned or transferred to the respective

logged users in Supervisor lookup.
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Supervisor LookUp  ¥2.0.24

Department - wark Stai | Chear Madkm Buller |
- SMS Status
Complaint # |Request / Incident Time |ETime |Elapsed SIS Status _|Assigned to Req. Date Room # =
“ »
| Work-in-progre:
[Complaint # [Request /Incident Time |E-Time |Elapsed SMS Status. Assigned to Req. Date [Room= <
1 ROCM MEEDS TO BE CLEAMED 11:32 30 0 Days [0 Hrs. 7 -30Mins. Started O1-MAY-201311:37 161
House Keeping 1455 |30 0 Days /0 Hrs. /-30Mins. | Started 01-MAY-2013 14:5¢ 167
[ | House Keeping 1710 |a0 0 Days /0 Hrs. / -30Mins. | Started |08-AUG-2013 17:1(]
7 |inGVM 1822 |10 0 Days /0 Hrs. /A 0Mins. | Started 13 18:22 200
| Transfer
| Extend Est. Time —
| -
« »
- Awaiting Feed Back
Complaint #_[Request / Incident Time |E-Time |Elapsed Closed Time | Assigned to Req. Date Roomz  «
M 4
Priority Escalation levels
Low [~ Narmal " High | [ el Level? TSI EVEE ‘ B

Note: If a task was started manually, and not assigned to an employee, you can
assign the task to the logged in employee. Right-click on the record and click Assign

to assign the task.
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GROUP SMS

This program is used to send SMS to groups/individuals about events. The SMS can
be sent to a group of individuals belonging to different departments. Example:
Visiting of any VIP guests to a hotel can be intimated to concerned departments
employees through this Group SMS.

Manual Entry Program  ¥2.0.11

11:45.00 Calculator Calendar 11:43:00 NewDelhi 2
. ~ Regquest/ Incidents E-Time [Req-Time =~ |[Fol # Reg# Guest -
" UnoccupiedRoom ™ Other Area, b
‘ Confim |4 »
[ tow [ Nemal [ High
Thank You a b rl
SMS Status
Complaint #_|Department Request /Incidents Time [E- Time [SMS Status [Assigned To  |Room # - Work Start
z
o]
0 Group SMS
iy
4 »
Work-mm-Progress Lost & Found
Complaint #_| Department Request / Incidents. Time |E-Time [SMS Status___ |AssignedTo___ |Room & s
1 HOUSE KEEFING | ROOM NEEDS TG BE CLEANED [IEED Started UnAssigned 161 z
[ HOUISE KEEPING | House Keeping 1740 |30 Started Unssigned o
7 FITNESS in GM 1@22 |10 Sterted UnAssigned 200 p FeedBack Cancel
5 HOUISE KEEFING | House Keeging 14:55 |30 Started UnAssignes 167 |
‘ |
Awniting Feedback
Complaint #_| Department Request / Incidents. Time _|E-Time [Closed Time _|AssignedTo___|Room & -
z
o]
0
M
4 »
Priority Esclation Levels it
— i
Low |7 Normal " High Levell Level? [ level3 | Levald ]
[ DS Softwares (F) Ltd (NT) 03-AUG 2013 I 1148 DS
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Group SMS

Click located on the right side of Manual Entry Program. The
following screen appears:

Group 54S ¥2.0.13
Department Al - hdobile # Add

EMPLOYEE DETAILS Selected Details
[1|Name i Mobile i - ]| Name i Mobhile & -
U] adfikizsditk ack. UTILITY WORKER adfli
] GeorgeBilThomas PURCHASE ASSISTANT 8529637412
1| Henry PURCHASE ASSISTANT 123
| CJ | JOHBMNFETER CHEF DE CUSSIM KL Add
[ | MckinelyMJeffrey PURCHASE ASSISTANT 23131
[ | Peter E<ECUTIVES adlfil Remove
L] Rita PURCHASE ASSISTANT adf
< » < »

SMS M Text

Charscters -(0/150)

Send Ezit

SMS Status

SerialZ _ [Sub Serial [Mobile # Status Room # Sche
1 1 9302001941 Quisued 4 0

2 1 8520537412 Queued 123 [i

3 1 aufi Queued Start 0

3 2 8520537412 Queued Start [i

3 3 123 Queued Start 0

3 4 kL Queusd Start 0

3 5 23131 Queued Start 0

3 5 adlitik Quisuzd Start 0

3 7 asdt Queued Start [i

4 1 auf] Quisued Hellg 0

4 2 8520537412 Queued Hello [i Jj
4 3

1. Select the All/department from the drop down list. All/selected department’s
employee details will display.

2. Select the checkbox against each employee’s name for whom you wish to send
the message.

3. Click Add to add the employees to the Selected Details list.
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Group SHS ¥2.0.13

Deparient |4 v Mahle # Add

EMPLOYEE DETALS Selected Detals
||] Name Designation Moblef & [1{Name Designation Mobled &
affasdfhlack UTILITY WORKER ELl aifjasdthlack UTILITY WORKER al
(emgeBilThoas PURCHASE ASSISTANT e I GieorgeBilThomas PURCHASE AGSITANT B%Eae
Heny PURCHASE ASSISTANT 13 Hery PURCHASE ASSISTANT 13
JOHBNNPETER CHEF DE CU93IM fL il JOHBUNPETER CHEF DECL4SM fL
Hekinehhlefey PURCHASE ASSISTANT a1 Hekinehhelhey PURCHASE AGSISTANT A
Peter EXECUTIVES adik  Remove | | Peter EXECUTIVES adlk
Fita PURCHASE ASSISTANT and Ria PURCHASE ASSISTANT axtf
* il i

4. Select the checkbox |C1[Name | to select all the employees at a
time.

5. If you do not want to send any message to some employee’s of the selected list
then deselect the required checkboxes against the employees and click Remove
to remove the names from the Selected Details list.

6. If you want to enter extra mobile numbers other than those available in the
CARE system, then enter the mobile number and click on the Add button
available next to the Mobile # field.

rMobile # Add

7. Type the message in the SMS Message Text field and click Send. Click Exit to
close the Group SMS option.
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SMS Message Text

Al hands meeting postponed fo evening

Characters - (38/150)

Send Exit

The message will be sent to the selected employees. The SMS Status will show the

status of the messages.

SMS Status —

Serial# | Sub Serial | Mohile # Status Message Room # Sche &
1 1 200 Queed ¢ I

1 1 BRI Queed 18 I

3 1 il Queved St 0

3 2 BRI Queed St I

3 3 13 Queed Hat I

3 4 KL Queed Hat I

3 9 pakil Queed Hat I

3 B ailf Queyed St 0

3 f astf Queed Hat I

4 1 sl Quened Hello 0

4 2 BRI Queied Hell I Jj
{ T y

After the SMS is delivered, the status under the Status column will change to SMS

Sent.
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LOST AND FOUND

You have the option to view the list of all records, modify records if required, and
print the list. You can view the PMS Lost and Found details from this option.

You can maintain a record of all articles that were lost and found at the Property and
returned back to the guests. You can record details like value of article, location
where the article was lost and the date and time when the article was lost.

If the article was found, name of the person who found the article, date and time,
and location where the article was found.

You can also record the returned details like to whom and when the article was
returned and the authorized person’s name.

Manual Entry Program V2.0.11

12:08:00 Calzulator Calendar 1206:00 NewDelhi hd

Reguest/Incidents  [E-Time |RegTime  =||Fol# Reg#  |Guest =
% Room ¢ UnoccupiedRoom ™ Other Area g
Room #
‘ Confim |4 »
| Lawr | Normal | High
Thank Yau . N ,‘l
SMS Status
Complaint #_| Department Request | Incidents Time |E-Time |SMS Status |Assigned To___|Room # = \ork Start
z
o]
o] Group 5MS
Y
4 »
Waork-in-Progress Lost & Eouandd
Complaint #_|Department Request |/ Incidents Time |E-Time [SMS Status___|Assigned To __ |Room & -
1 HOUSE KEEPING | ROOM NEEDS T0 BE CLEAED 132 |30 Started UnAssigned 161 7
& HOUSE KEEPING | House Keeping 170 30 Started Unéssigned o
7 FITRESS in GV 1822 10 Started UnAssigned 200 o FeedBack Cancel
5 HOUSE KEEPING | House Keeping 14:55 |30 Started Unésssigned 167 e Y
= e e e — e e : s
4 »

Awnaiting Feedback

Complaint £ [Department Request | Incidents Time |E-Time [Closed Time |AssignedTo  [Room # -
z
o]
o]
M
‘ f -
Prionity Esclation Levels it
i
[ Low [" Narmal High [ Levell Levelz | INNISUSISINN DNV
IDS Sattwares (P) Ltd (NT) 09-AUG2M3 ‘ 11:48 DS
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Lozt & Found

Click located on the right side of Manual Entry Program. The
following screen appears:

Lost and Found ¥6.1.0
Wiew Lost Atticles Guest Details

Module | J Hame | ‘
Address

Lost Details

Feference # *‘

Date | Time | City | ‘

Place State | ‘

Article

Appraox. Value | Courtry | ‘

Found Details 7ip | ‘

Finder Telephone # | ‘

Checked By

Date ‘Time | ‘ Fax# | ‘

Flace | Arrival Date |:| Time |:|

Returned Details Deparure Date |:| Tirne |:|

Date —‘

Whar User L ]

Authorized By Last Updated l:l

Modity | ‘ o | | Panel ‘ Esit ‘

1. Click View Lost Articles to view all the lost articles. You have the option to
enter the date range if you want to view the lost articles list for a specific date
range, else click Load. The following screen appears:
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Browse Lost Articles V6.1.0

[~ Required Date Range
Retumed
Source | Auticle o3t Date £ Time. Lost Place Guest Name Found By Found Date/Time | &
183 SHEELD A4PR-2006 15:32| ROOM R NOKOLAY MaKAROY B R APR-200F 15:32]
155 SHIRT 01 PANT 4PR-2006 11:38| ROOM R EDWARD H SMYTH NAGRA -APR-200F 11:38]
158 SHIRT 01 SHORTS APR-2006 16:51 ROOM RABT THOMA! MaNOHAR -APR-2006 16:51
ikl y -4PR-2006 08:6] room RS. MALLIKA KHAN Ashak. APR-2006 08 46
ikl oY -4PR-2006 10:30[ ROOM RS. MALLIKA KHAN Ashok APR-2006 10:30
222 SHIRT ~JUIN-2006 14:24] room BRENDA FRANCIS NAGRA) [NEW] JLIN-2006 1424
188 |WRIST WATCH WIUN-2011 12:40] ROOM PANKAR JAITHUN JUN-2011 14:40)
103 Mikon camera 27-FEB-2013 16:00  Lobby GUO FRANE Herny 27-FEB-2013 16:00]
losd | Beum | pwa | B |

2. Double-click on the record to view the details. Click cancel to close the Returned
Details window.

Returned Details

|FDund Cetails |Returned Cietails

Finder |VISHVANATH Date |

| |
| |
Checked By [VISHVANATH | whom | |
| AutorizedBy | |

Found Date/Time |29—MAR—EDDQ 15:00

Flace |113 |

LConfirm Cance| |

3. Click Return to view the list of articles that were found and returned.
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Browse Lost Articles ¥6.1.0

W Required Date Range From 01-FEB-2013 To 26-FEB-2013
Retumed
Source Atticle LostDate / Time Lost Place Gueat Name: Found By FoundDate/Time | =~
03 Nikon camera 27-FEB-2013 16,00 Labby GUO FRANK. Henry 27-FEB-2013 16.00)
Loag Retun Pane| Esit

4. Double-click on the record to view the details. Click cancel to close the Returned
Details window. Click Print if you want to print the details.

Returned Details
|F0und Details |Returned Details

Finder |Henry

| |
| |

Checked By [Peter | whom [Henry |
| |
|

Dt |2?—FEEI—2013

Found Date/Time |2?—FEB—ZD13 16:00 Autharized By |Peter

Flace ||_D by

Cance| |
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To Add

1. To add a lost article’s details, on the main screen click Add, select the outlet
under the Module dropdown list and enter the lost and found details as shown
below:

Lost and Found ¥6.1.0

m Guest Details
N MR SHEKHAR CHANDRA JAIN
Maodule | J ams | |
Addregs Bangalore
Lost Details
Reference # 157
Date 2E-NOV-2007 |Time ‘21 15 City |Elangalore |
Place Eancjuet hall Sidte |Kamataka |
Adticle 01SWEATER 01WEST
India
Spprox Value 1.000.00 | Country | |
Found Details Zip |5EDDD1 |
Finder ald Telephone #  [74T8529832 |
Chacked By CHANDRASHEKAR
Dte ZE-NOV-2007 | Time s || | ¥ [se7e543217 |
Returned Details Departure Date I:I Time l:l
Date 20-JaN-2011
GOvINDU
“Wham Govindu User
Authorized By Superisor Last Updated 26-JAN-201119:33
Add | Modify | ‘ Browse | Previous | Hext ‘ Save ‘ Panel... | Ezit

2. Enter the Guest details and save the information.

If you want to modify any record, click Modify and select the record you want to
modify from the Help Screen.
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Module Banquets -

Roomit/Ref. # Date Time| Place Article Walug| -

157 25-M0Y-2007 21:15 O1SWEATER D1VEST 0.00
Select | Lancel |

Modify the details as required and save the record.
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4. Group SMS

This program is used to send SMS to groups/individuals about events. The SMS can
be sent to a group of individuals belonging to different departments. Example:
Visiting of any VIP guests to a hotel can be intimated to the concerned departments’
employees through this Group SMS option.

Click Group SMS under Operations to view the following:

Group SMS ¥2.0.13
Department LAl - hobile #] Add

EMPLOYEE DETAILS Selected Details

[1{Name Designation Mobile # - [1]Mame Designation Mobile # -
(1] adfikiasdifiol ack UTILITY WORKER adfli

£ GeogegilThomas PURCHASE ASSISTANT 8529637412

0| Herny PURCHASE ASSISTANT i

1] JOHENNPETER CHEF DE CUSSIN KL Add

1] McKinelyNJeffrey PURCHASE ASSISTANT 23131

1] Peter EXECUTIVES adlk. Remove

1| Rita PURCHASE ASSISTANT asdl

“ _’IJ J —’IJ
SIS Mo Text

Characters - (0/150)

Send Eit

SMS Status

Serial# _ [Sub Serial |Mobile Status Room # Sche ~
1 1 9902001541 Gueued 4 a

2 1 8529637412 Queued 123 a

3 1 adfl Queued Start ]

3 2 B529637412 Queued Start a

3 3 123 Queusd Start ]

3 4 KL Queued Start ]

3 5 2313 Queued Start a

3 [ adlfk Queusd Start ]

3 T asdf Queued Start a

4 1 adfl Oueuesd Hello a

4 2 8520837412 Queued Hello ] _‘ﬂ
< »

For Detailed Explanation on Group SMS refer ‘Group SMS’ under the Menu
Option “Manual Entry Program”.
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5. Agent Console

All the statuses of the Current Task can be viewed from the Agent Console option.
Operations like Group SMS / Lost & Found / Feedback Cancel / Work Start (Manual
Work Start option)/ Break can be performed from this menu option.

Click Agent Console under Operations to view the following:

Agent Console  V6.0.6

124800 ‘ Calowlator ‘ Calendar 124800 NewDelhi <
- Status
Complaint # | Department Request / Incident Time E-Time |SMS Status |Assigned To Room # -

Groug SM5

Zoon

4 3 Lost & Found

Work In-Progress

Complaint #_[Department Request / Incident Time  [E-Time [SMS Status. Assigned To Room#
1 HOUSE KEEPING  ROOM NEEDS TO BE CLEANED 11:32 30 Started UnAssigned 161
3 BALL ROOM ELECTRICAL GADGETS 1238 80 Started Unfssigned 139
5 HOUSE KEEPING | House keeping 1455 |30 Started UnAssigned 167 Z
3 HOUSE KEEPING | House Keeping 1710 (30 Startesd Unfssigned [o) Feed Back Cancel
7 FITNESS in GYM 1822 10 Started UnAssigned 200 )
M

< o7

Awaiting Feedback Work Start
Complaint #_[Department Request | Incident Time [ETime [ClosedTime |Assigned To Room# 4
z Break
0
0
M

= Sign 0ff
« »

Prionity Esclation Levels
| Lawr [ Nomal | High Levell Level? L lewels [ leveld |
[ DS Safwares (P) Ltd (NT) [ 09-AUG-2013 [ DS

Refer Chapter 3 for detailed explanation on all the options shown in the above
screen.

Click Sign Off to exit the screen.

OPERATIONS Page 67 of 80



Fortune Care v6 -User Manual

6. Supervisor Lookup

All the statuses of the Current Task can be viewed from the Supervisor Lookup
menu option.

In this option, a Supervisor can:

e View status of a Task/Complaint. (A Supervisor can view the status of a
Task/Complaint of any department by selecting the required department).
Normal login users can view the status for all the departments.

e (lose a Task/Complaint.

e Transfer tasks of one employee to another logged in employee.

e Extend estimated time by right-clicking on the particular Task.

e Assign a Task.
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Click Supervisor Lookup under Operations to view the following:

Supervisor LookUp ¥2.0.24

Department Work Stat | Clear Modem Buffer ‘
SIS Status
[Complaint # [Request /Incident Time |E-Time |Elapsed [SMS Status [Assignedto  |Req. Date [Room 2 -
4 ELECTRICAL GADGETS 12:40 B0 0 Days /0 Hrs. J -60MIns. QueLEd UnAssigned O1-MAY-2013 12:4( 138
2 ELECTRICAL GADGETS 32 60 0 Days {0 Hrs./ 50Mins. | Guetied UnAssigned O-MAY-2013 1:3:] 161
4 »
Work-in-progress
Complaint # |Request / Incident Time E-Time |Elapsed SMS Status Assigned to Req. Date Room # =
1 ROOM NEED'S TG BE CLEANED 32|50 0 Days {0 Hrs./-30Mins. | Started O-MAY-2013 11:3 161
: ﬁ
Awaiting Feed Back
Comphint# |Request /Incident Time |E-Time |Hlapsed ClosedTime__|Assignedto Req. Date Room# =+
< »
Prionity Escalation levels

Law [ Mamal  High [ Levell Levelz  INIEUEI EUEE Eit

Note: A Supervisor can view the tasks of the departments by selecting the

Department from the dropdown list.

Clear Modem Buffer

Click L | to clear any pending SMS. The following screen

appears:
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Buffer Cleared

You can “Close”/“Transfer” any task or “Extend the Estimated Time” of any task
for the department you select. Each of the operations is explained below:
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CLOSE A TASK

1. Right-click on the task you want to close and select option Close.

Supervisor Look Up  ¥2.0.24

Deparmen

- SMS Status

work Stat | Cloat Modem Buffer |

Complaint #_[Request [ Incident ETime |[Elapsed SMS Status | Assigned to
z [TOLET CLEANNG '
. ;l_l
- Work-in-progre:
Complaint £ _|Request / Incident Time |ETime |Eapsed SMS Status___|Assignedto | Req. Date Room# =
b BLD REGURID 3 0 0 - o 011 180070
21
: ]
- Awaiting Feed Back
Complaint # |Request /Incident [Time  [E-Time [Elapsed [Closed Time  [Assignedto  |Req.Date Room# «
1 _| PRESSING COLLECT 175 | 0 11 Hrs. | Siing. (L5 Srevenson JOMAY-2011 17.5] 0403
4 _'l_I
—

Priority

Escalation levels

Low [ Namal T High

[ Lot — _ e |

The Close Comp/Req # window pops up.

Close Comp/Req #9

Feason

Approxirmate Cost, if

borning already done wrongly entered

Cloze | LCancel I
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2. Enter the reason for closing the task in the Reason field.
3. Inthe Approximate Cost, if field, enter value of charges incurred if any.

4. Click Close.
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TRANSFER A TASK

A task assigned to an employee may be required to be assigned to another employee
for any reason. (Example: The assigned employee is asked to work on any
emergency adhoc request). In such cases, the task can be transferred to another
employee who is logged in to the shift of the same department.

1. Right-click on the task you want to transfer and select option Transfer.

Supervisor Look Up  V2.0.24

Department [EE7 Work Start | Clear Modem Butter |
|- SMS Status
Complaint # |Request /Incident Time |ETime |Elapsed SMS Status |Assignedto  |Req. Date Room # -
27 TOLET CLEANNG 1844 |15 |9 /0 Hes. [ 13Mins. Deivered | Stevenson 0MAY-2011 110
1 »
- Work-in-progre.
Complaint #_|Request /Incident Time |E-Time |Elapsed SMS Status __|Assignedto |Req. Date Room# =
0 0 REQURE 008810
21 sowanens Cose
« _'l_I
- Awaiting Feed Baclo
Complaint # [Request / Incident [Time [ETime [Elapsed [Closed Time  [Assignedto  |Req.Date Room# =
T PRESSNG 75 w 0 /1 Hrs. / Gling. w1 Steventon IOMAY-2011 175 0403
1 »
Prionty Escalation levels
Cow | Rarmal T High | [ levelT T evelz S S | £l

The Transferred To window pops up and will display the logged in users of the
same department.
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Transferred To ¥2.0.24

Code Marme Desig Tatal Jah [ On Job | Time -
B Jeffrey PURCHASE £ 0 0 o] __|
Reason
LConfirm LCancel Mores»

2. Select the user to whom the task will be transferred.

Transferred To V2.0.24 Jeffrey

Code Mame Desig Total Job | On Job [Time -
A Jeffrey FLIRCHASE £ 0 I 0

Feason

Jeffrey will handlg|

LCanfirm LCancel W ores =

3. Enter the reason in the Reason field.

4. Click More for additional information.

5. Click Confirm.
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EXTEND EST. TIME OF A TASK

You can extend the estimated time of a Task.

1. Right-click on the task you want to extend and select option Extend Est. Time.

Superyisor Look Up  V2.0.24

Department work Stat | Cloar Modem Buffer |
|- SMS Status
Complaint # |Request /Incident Time |E-Time |Elapsed SMS Status |Assignedto  |Req. Date [Room # -
Fl | TouET cLeaNmG [T [ TOWre fiGme  Inabared | Stevenson JOMAY-2011 18.4] 1010
Cose
. _»l_I
- Work-in-|
Complaint # [Request /Incident Time |E-Time |Elapsed SMsStatus  |Assignedto  |Red. Date Room# &
5
21
“ »
- Awaiting Feed Baclk
Comphint # |Request / Incident Time |E-Time |Elapsed Closed Time | Assigned to Req. Date [Roomz =
7 [ PRESSING coLLECT 175 [10 ODuys /1. / 15Mns. [ 181 Stevenson JMAY-2011 17.5] 0403
KA ;l_l
Priority Escalation levels

Low I Namal

High

[ Levell T Level2 | I IS ‘

Exit
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The following screen appears:

Extn Estimation TimeQ2

Daysm' Hours|0 =| Minutes|0 -

Reason

Estimat Tirme |0

LCoanfirm | LCancel |

2. Select the estimated extension time in days, hours and minutes. (The elapsed

time will extend automatically).

Extn Estimation Time9

Days |0 ~| Hours|2 =| Minutes|0 -

Reason

Estimat Tirne [120

According to Guest request

LCanfirm LCancel

3. Enter the reason in the Reason field.

4. Click Confirm.
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ASSIGNING A TASK

If no agent has logged in to the department, and a complaint/task has been raised
for that department, the complaint/task will be started manually using the option
Work Start.

Once the work is started manually, the task will appear in the Work - In - Progress
section with the Assigned To column blank as shown in the following screenshot:

Supervisor Look Up  ¥2.0.24
Department Work Start Lo Cleor bodem Butfer 3

SME Status

Complaint # [Request | Incident Time |E-Time |Elapsed [sMs Status [Assignedto [Req. Date Room # -
4 ELECTRICAL GADGETS 1240 |60 0Deys (0 Hrs_{-60Mins. | Gueued UnAssigned 01-MAY-2013 12:4(139
2 ELECTRICAL GADGETS E-RE ODays ¢0Hrs. /-60Mins. | Queued O1-MAY-2013 11:3 161

< 0]

Worl-in-progress
Complaint# [Request /Incident Time  [E-Time [Elapsed SMS Status Assigned to Req. Date: Room#  «
1 ROOM NEEDS TO BE CLEANED 1132 |30 ODays /0Hrs./-30Mins. | Started O1-MAY-2013 11:3:] 161

< s

Awaiting Feed Back
Complaint # [Request / Incident Time |[ETime [Elapsed Closed Time | Assigned to Req. Date Room# =

< o]

Prionity Escalation levels

Low [T Memmal " High [ Levell Level? UGN DS Eit
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1. Right-click and select the option Assign.

Supervisor Look Up V. 4
Depariment [HOUSE KEEFING work Star | Dlear Modem Buter |

- SMS Status
Complaint # |Request /Incident Time |E-Time |[Hapsed SMS Status

Assigned to Req. Date Room # -

< 1]

- Worl-in-progre:

Complaint # |Request /Incident Time  |ETime |Elapsed SMS Status __|Assignedte  |Req, Date [Roomz <«
1 ROOM NEEDS T0 BE CLEANED ME2 |30 0Days /0 Hrs./30Mins. | Started
s House Kesping 1455 |30 0Days /0 Hrs. / 30Mins. | Started

Transfer
Extend Est, Time

. _l_I
- Awaiting Feed Back
Complaint # |Request /Incident Time  |ETime |Elapsed

Closed Time | Assigned to Req. Date Room# =

‘ (]

Priority Teealation level

levels

Tow (NGRS P FiGh R T — | =
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The following screen appears:

Comp/Req # 7 Assign to

Code MName Desig Total Job | On Job | Time FLR o
27 Park GUEST AMEN 0 0 0 FOB

=~

Select | Cancel

2. Select the attendee to whom the task has to be assigned. The attendee’s name
who has logged in and to whom the task is assigned appears in the Assigned To
column and the attendee will get the work assigned SMS.

Supervisor LookUp V2.0.24

Deparment GGG - Work Stat | Clear Modem Buifer |
SMS Status
Complaint # [Request /Incident Time E-Time |Elapsed SMS Status | Assigned to Req. Date Room # -

< 1]

Work-in-progress

1
Complaint #_|Request /Incident Time |E-Time |Elapsed SMS Status__|[Assignedto | |Req. Date Room= 4
1 ROOM NEEDS TO BE CLEANED 132 |30 0Days /0 Hrs. /-30Mins. | Started || Park | lormav-201311:3 161
| | —

‘ o]

Awaiting Feed Back
Complaint # |Request / Incident Time  [E-Time |Elapsed Closed Time _|Assigned to Req. Date Room# =

< 1]

Prionty Escalation levels

[ Low [ Marmal T High [ Levell levelz  IEUSIENN DN Evit
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UNASSIGNED STATUS

Under the ‘Assigned To’ column a task will show as unassigned if no employee has
logged in for the shift under the respective department. The same Task can be
transferred to the respective Department’s logged users through Supervisor log-in.

Supervisor Look Up  ¥2.0.24

Deparment _v Work St ‘ Cleat Hodem Bufe ‘

SMS Status

Complaint 2 |Request | Incident Time |ETime (Hapsed SWIS Status | Assigned to ‘Req.l]nte Room # i
i ROOM KEEDS T BE CLEANED [ A ODays/0Hs.(-30Mns.  Gueved  UnAssigned ‘UQ-AUG-201317:1E181

g ELECTRICAL GADGETS 16 &0 ODays/OHs. (-60Mns.  Cueved  UnAssigned  03-AUG-201347:16 161
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