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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
combined effect greater than the sum of their separate effects.

SynergyMMS is a property-wide solution that improves workflow through automation and efficiency. By
providing unique interfaces that address both technical and language barriers, SynergyMMS creates synergy
between the various departments involved in the maintenance process. The end 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 richer interface than its predecessors, but that does not
mean that everything is new. The key features that many users have come to know and trust are still at the core
of SynergyMMS. Those users new to Maintenance Management with SynergyMMS should know that you
have all the tools you need to run your property effortlessly and entirely. This document will serve as an
introduction to the new face of Maintenance Management.

You may not often think of it this way, but maintenance is not limited to the Engineering Department. In fact,
Engineering plays only one part in the maintenance process and cannot hope to accomplish all that needs to be
done without the participation of the other departments. Following is a look at the primary challenges of
integrating the other departments - and the SynergyMMS products that support their efforts - into the maintenance
process:

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

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 are in need of 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 regarding staffing or budgets.

Engineering are the mobile problem solvers (2-way Dispatching, SynergyMobile, SynergyiOS, and SynergyVoice). They
need a way to maintain 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,
automatically refreshing as new data is added, and SynergyMMS has an easy-to-learn interface that means
seconds for entering data and mere minutes for running reports. Search the Feature Focus links on our web site
for details on how SynergyMMS compares to a manual process.

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

© Copyright Systems Associates, Inc. 2005-2012 Page 1-1



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 work station has never been easier. All that is needed is the web address of your
property’s installation of SynergyMMS. Please contact SynergyMMS Support for your property’s web
address.

SynergyMMS is hosted by Systems Associates, Inc., (SAl). The web address will look much like this:

http://xxxx.synergymms.com/

@® Note: The X’s will be replaced with a unique property ID that links specifically to your database.

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:

Launching Application @
¥ -

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:

Application Run - Security Warning @

N
Do you want to run this application? “ :’f

Mame: SynerqgyMMS
From: ¥3.synergymms.com

Publisher: Systems Associates, Inc

[ Run J[ Don't Run J

) while applications from the Internet can be useful, they can potentially harm your
computer. If you do not trust the source, do not run this software. More Information. ..

SynergyMMS Application Run window

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

© Copyright Systems Associates, Inc. 2005-2012 Page 1-2
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(0%) Downloading SynergyMmS

Downloading SynergyMMS 4 E}
This may take several minutes. You carkse your computer to do other tasks \"C‘ ]
during the installation.

j MName: SynergyMMS

From: w3.synergymms.com

(

Downloading: 0 Bytes of 0 Bytes

Cancel

SynergyMMS Download window

Now that you’ve finished downloading SynergyMMS to your computer, you will be able to log into the

application.

What if SynergyMMS doesn’t load?

If you have followed the above steps and SynergyMMS is not loading on your PC and you are not getting any
error messages, then you probably have to add SynergyMMS to the trusted sites in IE.

Locate the SynergyMMS url.

Open Internet Explorer

Go to Tools / Internet Options (see image at right)
Select the Security tab

Click on Trusted Sites, then click on the Sites button

ok wnE

-
Trusted sites

-— S5

You can add and remove websites from this zone, All websites in
this zone will use the zone's security settings.

A i =] & ZONE!

Add

http://dema_sai.synergymms.cam

Websites:

Remove

>

Ly . ffimm mm mme s

[| require server verification (https:) for all sites in this zone

Close

© Copyright Systems Associates, Inc. 2005-2012

Fill in the url for SynergyMMS from your site. (see below)

O

| 3 Reopen Last Browsing Session

-

B v Page v Safety v | !ﬁw

[ Pop-up Blocker 4

[2 Manage add-ons

¢ Work Offline

Compatibility View Settings

E‘, Full Screen Fi1
Toolbars 4
Explorer Bars 4

<> Developer Tools F12
Suggested Sites

Windows Messenger
Diagnose Connection Problems. ..

h Internet Options
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7. If your security level is set to “Custom” and the slider for the Security Level is disabled, click “Default Level” to

enable the slider.
8. Set the Security Level to Low.

Internet Opticns m

| Generau Security |P;'r\:acy | Content | Connections | Programs | Advanced|

Select a zone to view or change security settings.

@ & v\ 0

Internet  Local intranet Restricted
sites

i
This zone contains websites that you =

trust not to damage your computer or
your files,
You have websites in this zone,

Security level for this zone
for this zone: All

- Miriimal safeguards and warning prompts are provided
- Most content is downloaded and run without prompts
- All gctive content can run

= - Appropriate for sites that you absolutely trust

| Enable Prate

cted Mode (requires restarting Inter

[Qustomlevel... K[ Default level ]

[ Reset all zones to default level ]

9. Click OK to close the Internet Options window.

10. Close Internet Explorer and retry launching SynergyMMS.

© Copyright Systems Associates, Inc. 2005-2012
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Logging In
After you have installed SynergyMMS on your computer, you will have a new shortcut on your desktop:
-

ﬁ“\:

SynergyMMS
Desktop Icon

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

Using the Login Panel, you will enter your assigned User Name 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 User Name
and Password are, please contact the SynergyMMS administrator at your property.

@® Note: You may also type your Employee ID number into the Login field instead of your User Name,
however, your password is still required.

@® Note: SynergyMMS may bypass the Login Panel if your User Name for SynergyMMS matches your
computer login name.

dosin FE&

T Syn ergy

Employee aintenance Management System

ID number

here W Solving the problems of maintenance
B . management in today's fast paced environs
Login |
Passworg | PRemwerd |
Password
here — |

/ Login Panel

Click here to complete
Login

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. 2005-2012 Page 1-5
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The MAP
The MAP, with its pop-out Toolbox, is your navigation tool for accessing all areas of SynergyMMS.

Application name & Control size and display
version number, Property of the MAP with these
/ and User Name blue buttons  >
-z SynergyMMS Desktop [v3.0.13] | SynergyMMS Version 3 | sai [E‘E[ﬁ
T Property Name 'y
Pop-out Toolbox and Time __—— SynergyMMSs Version 3 time: 11:00

contains links to all MAP Title Bar

= areas of Synergy /’!‘(nergyMMS Documentation...
/ N Release Notes from SAL..
Setup Link to SynergyMMS U_ser Manual / —
Link to Release Notes e
— Link to other SAI products
& Work i i
ViS e Link to email SAI Support
Click the Toolbox label to Click the Close button
r— open and close this panel to exit and Log Out of
il SynergyMMS
;'J PerfectRoom Yy
Preventive %'
Maintenance o
)
L)
~
L 0
E Bl :
nventory
'—J Click here to access SAI’s
~ SynergyMMS web site: Support,
p— —~ . . . o . .
m‘ \ Options displayed in FAQ’s and free training videos
s ! "l Reports Toolbox are based on
logged in User’s rights
———
gibpechins SAI contact information 'g"synergyM MS
and Technical Support _
— phone number D o
ﬁ, Log Out Bowling Green, OH 43402
mm— 1-800-433-8855
L J

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. This
number is helpful in Technical Support issues.

@® Note: The MAP Title Bar and its resizing buttons may appear in a different color 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.

© Copyright Systems Associates, Inc. 2005-2012 Page 1-6
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SynergyMMS: An Introduction

The Message Center, with its pop-out tiles, contains property statistics as well as information from SAI

regarding SynergyMMS for your property or updates.

-z SynergyMMS Desktop [v3.0.13] | SynergyMMS Version 3 | sai S

V B
*
+ 3
%
Work
Requests
Fhhtd
"
E—-J PerfectRoom
Preventive
Maintenance
[~
‘E‘ Inventory
—_—
=
1) Reports
—_—
”Q Inspections
[ ]
ﬁ-. Log Out
e, 7

1
]
=
(7]
(9]
(]
o
(]
w
(77}
]
=

For Support contact: Systems Associates,
Inc
Email = support@synergymms.com
Phone = 800-433-9855
MNormal Hours 8:30 - 5:00pm Eastern
After Hours Emergency = 800-433-9855

(foliow the prompts and leave @ name, number and the
property you are calling from along with a brief
description of the problem at hand. |

6/9

How many WR have been created via the
Iphone App?

1 workrequests have been created by the
iPhone app.

Systems Associates, j
Incorporated

SynergyMMS Version 3.0
Feature Set

Click-Once
Deployment
Click-Once deployment

malas it vary sazv far anv

The Message Center Panels

Top Panel — This panel will alert users to updates or maintenance or any other message SAI needs to alert a

property to.

Middle Panel — This panel will provide vital property statistics to the users. Such as the top task codes or

locations with the most open issues at this time.

Bottom Panel — This panel will alert users to new features new updates available or tutorials.

© Copyright Systems Associates, Inc. 2005-2012
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SynergyMMS: An Introduction
The Toolbox

The Toolbox provides easy navigation to all areas of SynergyMMS.

= Area lcons

' Area Titles

Click an Icon or
Title to display a list
Reauests of Menu Options.

Full Wigw

— The Toolbox will be
_ C QuikTicket MEW reflective of the

rights the user has.

Preventive
Maintenance

Toolbox

Preventive
Maintenance

Reports

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

Inspections

Toolbox Menu Toolbox Menu w/Work Request Menu displayed

© Copyright Systems Associates, Inc. 2005-2012 Page 1-8
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Clicking an Area Icon displays a list of Menu Options. Inspections is the only area of SynergyMMS that does
not contain Menu Options; clicking the Inspections Icon or Title will launch the default interface for that area of

SynergyMMS.

Clicking the Log Out Icon or Title will display the following list of Menu Options: Log Out & Log in New
User. 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.

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

users.

The List tool

Throughout SynergyMMS you will see lists of information. These lists, although in different areas of the
program, generally have similar functions. These functions detailed below:

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

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)

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

¥ ¢ 985 Open Work Requests
<unfiltere <unfiltered = <unfilt <unfiltered = <unfiltered: <unfilterel<unfiltered = unfiltered = <unfiltered
WR # | Location | Gst |G Mame | Description tatus | Assigned To | Duration  DateOpened il
6895970 1-3474 207 SINK IS CRACKED... Hayes, KEVIMN  449d 22:13 10/4/2010 1...
695972 1-3882 207 SIMK IS CRACKED... Hayes, KEVIN  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.,.. Hayes, KEVIM  449d 21:00 10/4/2010 1...
6895977 1-4383 207 SIMK IS CRACKED,.. Hayes, KEVIMN  449d 20:59 10/4/2010 1...
685978 1-4470 207 SIMK IS CRACKED... Hayes, KEVIMN  449d 20:58 10/4/2010 1...
595980 1-4435 207 SIMK IS CRACKED... Hayes, KEVIMN  449d 20:57 10/4/2010 1...
08646 3-1717 HSEP 164 BATHROOM CEILI... errry, PAIM... 417d 22:49 10/6/2010 1...
687375 3-1862 HSEP 164 BATHROOM CEILI... Prrry, PAIM... 441d 19:02 10/9/2010 1...
098633 2-1901 USHER. BARE 213 WALLPAPER. MEE... ,:‘i"-, PeNry, PAIM... 435d 20:43 10/16/2010... -
< | | »
7/

Type — By typing in the word you are

searching for, the list will be filtered The Work Request List

© Copyright Systems Associates, Inc. 2005-2012

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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The Connections, Multi-Select tool

Within the Reports, Preventive Maintenance and Inspection 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 displayed by moving the selected

In this tool we can move items between the Not . .
item up or down the list

Connected and Connected lists
work Definition | Questions / Tasks | SchedUl® Connection lParts I

PM Schedule - 0il Change

¥ Not Connected Connected
Air Handler <unfiltered = - Rinraey

Name Type ket ' Air Handler #01 AHU

Air Handler #05 AHU Lan Air Handler #02 AHU \

Air Handler #07 AHU o 4 | air Handler #03 AHU @
Air Handler #08 AHU | &ir Handler #04 AHU

Air Handler #09 AHU a
Air Handler #10 AHU

Air Handler #11 AHU

Air Handler #12 AHU

/

\

Move — Moves selected items between lists / All — Moves all of the items between lists

© Copyright Systems Associates, Inc. 2005-2012 Page 1-10
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Chapter 2 SynergyMMS: Setup

Setup Basics

The Setup area of SynergyMMS contains many 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 Filter to turn on searching Other tabs of Setup lists
‘Number of records in list /
r-::; Syrfergy Setup |i|ﬂléj1

Tzzxk Codes Equipment . Codes

Employezs Locations Qutputs Inspections Pooling Preferences

} 454 Current Employee(s)

cunfiltered =

<unfiltered= <unfiltered =

Last Name First HName Department -

apple ALEX SECU

apple ANTOINETTE HSKP

apple AURORA HSKP

apple DOLLY HSKP

apple ERIC LALIN

app!e k FERMAM SECU =
General ] Personal ] ployee Info ] Secuﬁ'ry] Files ] \

Currently selected record

Employee - apple, ANTOINETTE
[v Can Be Assigned Work [~ Can Be MOD
lame (last, first):\apple s |ANTOINI:—I'I'E
Email: |a toinette.avancena@hilton.com Department: |HSKP j
Language: |N°'\§ j Trade: |H5KP j
Employee ID: | Qutput: |N°“E j
J

\\
\ \
/ \ Setup Editor Layout
Additional Employee

information grouped into tabs ~ Blue color shows currently Function buttons apply to
sorted column 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. 2005-2012 Page 2-1
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Function Buttons

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

e 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.

e Save — Saves the current record that you are working on.

e 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 and
returns you to the last record that was selected.

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 Namr
Ebert Paula
e prow:
Falcone 2 , g Alberto

Duplicate
Fallon John
Farmer Jeffery
Fouts Sandra
Frank. Bill

Right-Click Menu

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

e 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.

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

Employees

Task Codes

Locations

Equipment

Inspections
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: Drag and hold down the left mouse button or use the Ctrl + Shift Keys.

© Copyright Systems Associates, Inc. 2005-2012 Page 2-2
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Codes

Two pieces of information are required 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 different types of Codes is available by
selecting the appropriate Type from the drop list in the Codes Title Bar. Each of these
Codes is discussed below.

Number of records in the

current list

* Synergy Setup

Currently selected record

Select the type of Code list here

Employees

¥’ 38 Current Code(s)

Task Codes

Locations Ecuipment Codes Qutputs Inspections

Pooling Preferences

Name Description o=l
BILLING Billing Department

BUILDING Building Department

BUSN Business Department

COMM Communications Department

CONFS Conference Center Sales o
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

tr—— " 2

/

Details form allows editing of
Name and Description

\ Codes Tab layout

Name of currently selected record in form title bar

>

© Copyright Systems Associates, Inc. 2005-2012

Name — This short name is displayed in drop lists throughout SynergyMMS and
can have up to 20 characters. This is the field that will display in the program and
in the reports.

Description — The Code’s description can have up to 50 characters.
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Aging

Aging codes differ from other codes in the way the Description is written. Each Aging
code represents 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 of time. 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:

1. in less than 15 minutes

2. longer than 15 and less than 30 minutes

3. longer than 30 minutes and less than 45 minutes
4. longer than 45 minutes and less than one hour
5. longer than one hour and less than three hours
6. longer than 3 hours

DEMO *#* 3 SynergyMMS ¢ DEMG
Closed Work Requests By Assigned To
4/9/ 2012 - 672012

e't

Total

cn EBRERS

[ 1 #ag. Minuis:
) 1 Tal Galls

Chieatimoad, Kim
Lant
Hal fimmignet]

et Fller: Worked on fror 49,2012 0 67/ 2012 A 15 Gest=rty And WRJPM="WE And Satus - Clesed

E17j2012 1:59 PM By Assigned To Page1of1

@® Note: While the Description can record five time frames within each Aging code, the
Aging report displays six periods of time in total. The sixth period of time includes all
Work Requests that took longer to complete than the fifth (last) period of time.

As noted earlier, the Description of the Aging code is written in a specific manner: each
period of time is made up of a number and a unit of time; for example, 15 minutes. A

© Copyright Systems Associates, Inc. 2005-2012 Page 2-4
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letter, such as ‘M’ for minutes, is used to represent each unit of time. The allowable units
of time are as follows:

» M = Minutes

» H=Hours

> D =Days

» W = Weeks

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

Code - 15min -3 hr

Name: |15 min - 3 hr

Description: IIS min / 30min f4Smin/ 1 hr J 3 hr

Example Aging Code

The forward slash (/) is used to separate each time frame. 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:

» 15 minutes / 30 minutes / 45 minutes / 1 hour / 3 hours

» 15mins/ 30 mins/ 45 mins/ 1 hr/ 3 hrs

» 15M/30M/45M/1H/3H

Accounts

The Accounts is used for the various accounts that may receive invoices and is used in
the Inventory/Costing add-on module.

Budgets
Not currently used. This is in place for a future release.

Completion

The Completion Code is used to record the various reasons for completing a Work
Request.

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.

© Copyright Systems Associates, Inc. 2005-2012 Page 2-5
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Departments

The Department Code is used to group employees together based on what they do at your
hotel. 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.

Trades

The Trades Code is used as a sort option for task codes and work requests, as a way to
group work. Example: Electrical, HVAC, Plumbing. This is also used for Pooling and
Escalation.

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

Equipment Types
This Code is used to group different types of equipment for reporting purposes.

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 add-on module.

Loyalties
This Code is used with PerfectRoom to code the preferred guest code based on the PMS.

Time to Check-In
This Code is used with PerfectRoom to code times before check-in.

Room Layout
This Code is used with PerfectRoom to define the room layouts.

© Copyright Systems Associates, Inc. 2005-2012 Page 2-6
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Employees

The Employees 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.

Sorted by Last Name

* Synergy Setup
T —————
Employees Task Codes Locations Equipment Codes Outputs Inspections Pooling Preferences
¥ 79 Current Employee(s)
Last Name First Name ' Department
Ebert Paula HSKP
Eckert Johan EXEC
Falcone Alberto FD&BEY
Fallon John L&y
Farmer Jeffery ENG
Fouts Sandra HSKP
Frank Bill FRONT
General IPetsonaI] Employeelnfol Security] Files ]
Employee - Farmer, Jeffery
v Can Be Assigned Work [~ Can Be MOD
Name (last, first): IFarmer : IJeFfery
Email: |jfarmer@email.com Department: ]ENG _LI
Language: [English _LI Trade: |LOCK LI
Employee ID: |1017 Output: |l >
1L
! Employees with General Tab Displayed
Employee name appears
on each tab

General Tab

The General Tab contains the basic information regarding the employee. It contains 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.
» Email — The employee’s email address. This address is used for Email Report
Schedules.

© Copyright Systems Associates, Inc. 2005-2012 Page 2-7
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» Language — The employee’s native language, used with SynergyVoice
interface. Currently supported languages are: Chinese, English, French,
Polish, Slavic, Spanish and Tagalog.

» Employee ID —This number is used when accessing SynergyVoice 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 0.

The Employee ID can also be used as the login for the desktop interface.

> Department — The employee’s department can determine which records an
employee can see and make changes. This is a recommended field.

» Trade — The employee’s trade.

» Output — This is the main device used by an employee to receive Work
Request dispatches. An output device is required if an employee is to receive
escalation notices (see Can Be MOD below).

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.

» 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 Manager
On Duty list in the Preferences tab of Setup. An employee set as MOD must
also have an Output. This allows the individual to receive escalated work
request dispatches from SynergyMMS.

Personal Tab

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

General Personal IEmponeelnfo] Secuiity | Files |

Employee - Farmer, Jeffery

Address: ISUO Lehman Ave Phone: 1(419) 354-3900
IBowIing Green, OH 43402 SS Number: l
| Birth Date: |10/ 7/1972 |

Comments: | second shift

Employees Personal Tab
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Address — Three fields provided for the employee’s home address.

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

SS Number — The employee’s Social Security number.

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

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.

General | Personal Employee Info I Secuity | Files |

Employee - Farmer, Jeffery

Barcode: |2175 Regular Pay Rate: | $15.50
Hire Date: | 6/15/2011 | Over Time Pay Rate: | $23.25
Review Date: | 6/30/2011 | Special Pay Rate: | $25.00

>
>
>

Employee Info Tab

Barcode — The field holds the barcode number associated with the employee;
currently required for Security Inspections (SecureScan add-on module).

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

Review Date — Date of employee’s next performance review; clicking the
drop list will display a calendar date selector.

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

Special Pay Rate — Employee’s special hourly rate of pay.

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

Required to Login to Select Security Right on left and apply
application Access Level with radio buttons on right

foocs | |

Employee - Farmer, Jeffery

General ] Personal ] E

Login: IJFarmer Password: I******* [v Can Connect

Access Levels

Security Right Access Level
H ‘work Request Rights  None
iew Work Requests Department
Nit Work Requests Department
Deldte Work Requests MNone

Complete Work Requests Department ﬂ

" User

(¢ Department

" Admin

l

Collapse o expand the Security ~ EMPloyee Security Tab

areas like Grouping Headers

» Login — Employee’s login name; this is required to log into SynergyMMS
(not case sensitive) and must be unique.

» Password — Employee’s password; required for logging in (not case
sensitive).

» Security Right — List of all security rights within SynergyMMS. Security
rights are grouped into areas similar to those listed in the Toolbox. Security
right groupings include: Work Request, Employee Setup, PM Rights, System
Setup, Security Inspection, Inventory and PerfectRoom.

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

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

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

o 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.

o 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.
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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
2. Click the radio button of the desired Access Level

To assign an Access Level to one Security Right:
1. Click the Security Right
2. Click the radio button of the desired Access Level

@® Note: Employee Login name and Employee ID must be unique among all employees
listed in SynergyMMS. If Login name matches user’s network or desktop login name
then SynergyMMS will bypass the login screen and launch the MAP directly.

@® Note: Employees with Complete and Close rights for Work Request must also have
View and Edit rights.

@® Note: SynergyVoice also follows the employee rights.

@® Note: If an Employees 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.

Files Tab
The Files tab allows you to connect specific files to an employee record in SynergyMMS.

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

Genemll F‘ersu:unal] Employes Infu:u] Securty Fies l A

Employee - apple, ALEX

Not Connected

Hame

Hame
Phones_nextelTitanium, PG

L
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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.

F |
> Synergy Setup =E—

Employees Task Codes Locations Equipment Qutputs Inspections Pooling Preferences

¥ 1143 Piece(s) of Equipment

Name Department Location Type -
ACU-007 eng B2-BLD-3 MNone
ACU-008-3-VALET SHOP A/C UNIT eng B2-BLD-3 Mone
acu-009 eng B2-BLD-3 MNone
acu-10 eng B2-BLD-3 MNone
AHU-001-7-1 eng 1-774 SAF-S
ASST CHIEF ENG-ASSISTANT CHIEF 5 OF... MNone Mone Mone
BALLROOM LIGHTS-LIGHT RUM FOR BALL... Mone Mone MNone
| BIG-10F PTANO | TFT enn E-FlD-3 MECH hd
General ]Ser\res ] Data Shests ] Files ]
Equipment - ACU-007
Name: |ACU-UU? Department: |eng j
Manufacturer: [CARRIER Location: [B2-BL0-3 ~|
Model: |test1 Type: |None ﬂ
Serial: 3083493458 aQ Alias:
Date Installed: | 1/ 1/1990 - Barcode: |12345673%01234567850
Warranty Date: | 1/ 11990 -
¥ Add W Save  JQ Cancel

Equipment with General Tab

General Tab

The General Tab contains 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.

» Name — Equipment name; must be unique within SynergyMMS, required
field.

Manufacturer — Equipment’s manufacturer.
Model — Equipment’s model.
Serial — Equipment’s serial number.

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

YV V V V
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» Warranty Date — Date equipment warranty expires, click drop list to display
date selector.

» Department — Department responsible for maintaining selected equipment.

» Location — Location of selected equipment.

» Type — Equipment type, used in reporting.

» CIQ Alias — SAI’s Energy Management System CIQ point alias. See Index —
‘Interfacing with ControllQ’

» Bar Code — Used in conjunction with the add-on Mobile Module of

SynergyMMS.

General Serves | Data Sheets |

Equipment - Air Handler #01

Architectural Space: !Building Roof

Serves: | General meeting space & - F

» Architectural Space — Actual reference to the architectural drawings.
> Serves — Area equipment serves.

General] Serves DataSheets I

Equipment - Air Handler #01 - 3 Data Sheets

Title Type

Main Belts Belts

Supply Motor Motor

Retum Motor Motor

Service Notes Nates

Service Contract Service Contract

» Equipment Data Sheets — Data sheets allow for additional details specific to
the parts that make up the equipment to be recorded and viewed in
SynergyMMS.
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The original intent of Equipment Data Sheets is for the recording of the various
components that are currently possessed by a particular piece of equipment. For example,
an Air Handler Unit (AHU) may be composed of the following units and their sub-units:

» Air Handler Unit #1

o Supply Fan

= Belts

= Fan

= Motor

= Electrical

= Gas-Fired
o Return Fan

= Belts

= Fans

= Motor

= Electrical

o Exhaust Fan

= Belts

= Fans

= Motor

= Electrical

In this example the AHU is the main Equipment record listed in SynergyMMS and has
three main components: the supply, return, and exhaust fans. Each of these fans can be
broken down further into individual units: belts, fan, motor, electrical, and - in the case of
the supply fan - gas-fired. Each of these units can be detailed using one of the Data
Sheets in SynergyMMS Equipment Setup. Below you will find a break-down of the
various sheets and their usage.

> Belt Data Sheet - Used in a variety of equipment such as Air Handler Units
and Compressors

o Title - Belts associated with either supply fan or exhaust fan could be
recorded as two separate data sheets with the titles Supply Fan Belts
and Exhaust Fan Belts.

o Beltl, 2, 3,4 - Up to four different types of belts can be stored in each
data sheet.
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o Size - Record the size of the belt, typically recorded in length by the
width, i.e., 80" x 3/4".

o Quantity - Record the quantity of a particular size of belt used in the
piece of equipment.

o Manufacturer - Record the manufacturer of the belt used in the piece
of equipment.

o Model Number - Record the model number used for ordering a belt.

o Comments - Additional comments related to each type of belt; i.e..,
supply fan, return ran, exhaust fan, last changed.

» Electrical Data Sheet - Used to record information on switch gear, motor centers,
distribution panels (circuit breaker panels), and transformers.

o

Title - The title given to this datasheet to describe the unit; i.e., Switch
Gear, Motor Center #1.

Electrical Source - Record where the unit receives its power from; i.e.,
Meter A4.

= Location - The physical location of the Electrical Source; i.e.,
meter bank on west face of building.

Service Area - Record the area of a building the unit provides power to;
i.e., a quadrant on the building's blue print.

= Location - Record the physical location of unit itself; i.e., Panel #5
in Electrical Room #3.

Transformer Info - This field can be used to record voltage in/voltage out
and size in KVVA for the unit; i.e., 440/208 10 KVA .

= Amperage - The load on the panel.

= Rated - Record the amount of load the unit is designed for; i.e.,
200 amps.

= Actual - Record the amount of load actually measured at the unit;
i.e., 140 amps.

Voltage - The power supplied to the panel.

= Rated - Record the amount of power the unit is designed to
provide; i.e., 480 volts.

= Actual - Record the amount of power actually supplied, should
generally be within 5% of rated; i.e., 478 volts.

Phases A, B, C - Record either single or three-phrase, depending on how
the power is delivered to the property.

Comments - This field can be used to record model number of fuses used
or any other general comments about the unit.
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» Fan Data Sheet - This type of data sheet can be used to catalog the various
blowers of an AHU or other type of equipment.

o

Title - The title could be the specific type of fan, such as supply, return
or exhaust.

Manufacturer - Record the information here if the manufacturer is
different from that of larger piece of equipment.

Model Number - Record the model number of fan.
Serial Number - Record the serial number of fan.

Capacity (flow) - Record the manufacturer's stated air flow capacity;
i.e., 20,000 CFM.

Shaft Size - Record the size of the fan's axel; i.e., 1/2" to 4" is typical.

Pressure - Record the static pressure that the fan can deliver,
measured IN/WC; i.e., 1/2" to 3" is typical.

Fan Input From - Record the location air is drawn from; i.e.,
outside/return.

Fan Output To - Record the location air is delivered to; i.e., the main
ballroom.

System Description - Record any general notes about this unit here.

> Filter Data Sheet - Use to record information regarding filters typically used
in an AHU or other type of equipment.

o

Title - The title given to this datasheet to describe the filters of the
unit.

Size - Record the size of filter used, typically measured in width by
height by thickness in inches; i.e., 24x24x2.

Quantity - Record the number of filters used in the unit.
Manufacturer - Record the manufacturer of filter.
Model Number - Record the model number used in ordering the filter.

Filter 1, 2, 3, 4 - Up to four different sizes/types of filters used in the
unit can be recorded in each data sheet.

Comments - Can be used to record the type of filter; i.e., pleated or
bagged.

> Gas-Fired Data Sheet - Use this data sheet to record information that can
apply to boilers, kitchen equipment, direct fired air handlers and laundry

dryers.
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Title - The title given to this datasheet to describe the gas-fired
element of the unit; i.e., Direct Gas-Fired heater.

Burner #1, 2, 3 Type - Record up to three different burners for a
single unit.

BTU #1, 2, 3 - Record the rated BTU output of each burner.

Mfg #1, 2, 3 - Record the manufacturer for each burner if different
from that of the larger piece of equipment.

Valve Type - Record the valve type for the unit.
Control Type - Record the control type for the unit.
Thermostat Type - Record the thermostat type for the unit.

Safety Pilot Valve - Record the location, function, or type of safety
pilot valve.

Fire Safety Hood System - Record the type location or operation of
the hood system, typically only used in kitchen equipment.

» Generator Data Sheet - used to further define generator equipment

o

o

o

Title - The title given to this datasheet to describe the Generator.
Manufacturer - Record the manufacturer of the unit.
Model Number - Record the model number of the Unit.

Control Type - Record the control type of the unit, typically manual
or automatic.

Serial Number - Record the serial number of the unit.

Rated Capacity (KVA) - Record the manufacturer's stated capacity of
the unit.

Actual Load (KVA) - Record the actual load of the unit.
Voltage Output - Record the voltage output of the unit.
Control Voltage - Record the control voltage; i.e., 24 volts.
Frequency (Hz) - Record the frequency of generator; i.e., 60 Hz.
= Test - Record the frequency during a generator test.
= Oper - Record the actual operational load of the generator.
Phases - Record the number of phases; i.e., single or three-phase.

» Internal Combustion Data Sheet - used to further define equipment with
internal combustion elements

o

Title - The title given to this datasheet to describe the unit.
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o Manufacturer - Record the manufacturer of the unit.

o Serial Number - Record the serial number of the unit.

o Model Number - Record the model number of the unit.

o Fuel Source - Record the location of the fuel supply for the unit.

o Fuel Type -Record the fuel type; i.e., diesel, natural gas, propane,
liquid petroleum gas.

o Drive Type - Record the description of the drive type; i.e., horizontal
or vertical, gear box.

o Operating Characteristics

= Battery Voltage - Record the voltage used to start the engine;
i.e., 12 volts.

= Operating Speed - Record the operating speed measured in
RPM.

= Head Temperature - Record the temperature of engine while
running under normal operation.

=  Water Temperature - Record the coolant temperature of
engine while running under normal operation.

= Fuel Pressure - Record the pressure of fuel delivered to the
engine (natural gas, propane or Ipg) IN/WC or PSI.

= Qil Pressure - Record the internal oil pressure during normal
operation in PSI.

A\

Motor Data Sheet - used to further define equipment with internal
combustion elements

Title - The title given to this datasheet to describe the unit.
Manufacturer - Record the manufacturer of the unit.

Model Number - Record the model number of the unit.

Serial Number - Record the serial number of the unit.

Frame Type - Record how the motor mounts; i.e., ¢ face, frame, shaft.
Horsepower - Record the stated HP of motor.

Output Shaft - Record the size of the shaft in inches; i.e., 1/2" to 4".
Motor Speed - Record the motor speed in RPM.

Operating Temp - Record the operating temperature in degrees.
Electrical Data

YV V V VYV V V V V V VYV V

Feed Transformer - This field can be used to record voltage in/voltage out
and size in KVA for the unit; i.e., 440/208 10 KVA.
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Panel/Disconnect - Record the name of panel from which it receives

power.

YV V.V V V V V V

Fuses/Breakers - Record the size and model of fuses/breakers used
Voltage - The power supplied to the unit.

Specified - Record the manufacturer's specification.

Actual - Record the actual measurement of the unit.

Amperage - The measure of load on the unit.

Specified - Record the manufacturer's specification.

Actual - Record the actual measurement of the unit.

Phases - Record single or three-phase.

» Note Data Sheet - This is a catch-all sheet that will cover many needs.

o

o

o

Title - The title given to this sheet to identify it.
Date - The date the note was recorded.
Note - Record general note information.

» Pump Data Sheet - This sheet is like that of the fan, except it is tailored for
liquid since the pumps move liquid instead of air.

o

o

Title - The title could be the specific type of pump.

Manufacturer - Record the information here if the manufacturer is
different from that of larger piece of equipment.

Model Number - Record the model number of unit.
Serial Number - Record the serial number of unit.

Capacity (flow) - Record the GPM gallons per minute; i.e., 1000
GPM.

Shaft Size - Record the size of the fan's axel; i.e., 1/2" to 4" is typical.
Pressure - Record the liquid pressure; i.e., 50 to 200 PSI typical.
Pump Input From - Record the location the liquid is received from.
Pump Output To - Record the location liquid is delivered to.
System Description - Record any general notes about this unit here.

» Service Contract - This is used for recording service contract information for a
piece of equipment.

o Title - The title of the datasheet.
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(@]

Company Name - Record the company the service contract is with.
o Expiration Date - Record the expiration date of the contract.

o Value - Record the monetary value of the contract.

o Address - Record the address of the company.

o Phone - Record the contact phone number of the company.

o Notes - Record any general notes regarding the contract.

Files Tab

The Files tab allows you to connect specific files such as manuals or pictures of the unit,
to a piece of equipment in SynergyMMS. Connected files will show on the PM Full
detail report as a link (see picture on next page), and are only accessible if you are
viewing the report electronically.

@ Note: Attached files are limited to 1 mb.

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

General ] Serves ] Data Sheets A

Equipment - ACU-007

Hame

Phones_SanyoTaho, PG
phones_titanium reply process2.JPG
SMMS_FF_4-PMs.pdf

Not Connected

Hame

1L

© Copyright Systems Associates, Inc. 2005-2012 Page 2-20



SynergyMMS: Setup

1#: . SynergyMMS Version 3
= ‘_' " Open Work Requests PM Full Detail
--I_ J

Uize approptiate lockaut pracedures,
Ulze approptiate safety equiprnert,

Work Request & 782006 Location BZ2-BLD-2
Reported By SAL Equipment ACU-00F
Assigned To: gold, KARY User Defined 1: Mone

Task,/Inspe 599 User Defined 28 Mone
Repair Depz 2ng User Defined 3 Mone
Trade: EMGR Prioviby: 99
Reporting Depk: eng Opened 12/23/2011
DOutput: Starvedt 12222011
Est Timex 1h 00m Closed

Descriptione $99-CHILLED WATER PP SEMIAHNIALET
1CHECK PUVP ARD MOTOR FOR PROPER CPERATICH
2 JCHECK MCUMTING BIATS
SCHECK FOR VIBRAITOMN OR MOISE
LLBE &S MNEEDED
5.IMSPECT OR FEPAIR AL MACHINE GUWRDIMG, RERCRT MISSIMG CR DEFECTIVE GRS,

Location Attachnents Equipnent Attadnvents

Phones SanyoTdo PG
phonestitaniurn reply process2 JPG

*SMMS.EE_‘IHYBEE

Comments

Equipment Information:

Serwes LOCATED IN MACHTME R AT FEAR OF W HP
Model Mumbess test 1 Installed Date: 010171990
Serial Number: 9083493458 Warranty Date: 010111990
Manufadurer: CARRIER

Completed Information:

Completed By Start Tine:
Stop Tinee:

Additional Connvents

/
/
/

Connected files will be available on the PM Full Detail for reference.
If the report is viewed electronically the link will be active and can be
clicked to pull up the file.
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Inspections

The Inspections list provides users with groups of PM Inspection questions that can be
answered using the add-on module SynergyMobile. It can also provide locations for a

walking Security Inspection utilizing a handheld scanner and SecureScan add-on module.

@® Note: The basic functionality of PM Inspections can be utilized within PM Schedules.

Full functionality of PM Inspections requires the SynergyMobile add-on module.
Security Inspections requires the SecureScan add-on module.

Use drop list to switch between Inspections and Inspection Items

-
P —— =~
Employees Task Codes Locations Equipment Codes Qutputs Inspections Poaoling Preferences
} 413 Current Inspection(s) Inspections j
Name Description Department Type -

SWPL-D Swimming Pool O&M-Daily Engineering PM
REF-0&M-D Refrigeration O&M daily Engineering PM
INSTIND-Q Instrument Indicator Engineering PM
CT-WsD Cooling Tower Winter Shutdown Engineering PM
PNT-GR PNT, Guestroom - Hotel Maint Prg Chedkist Engineering EM
GR-5 Guestroom - Hotel Maint Prg Revised Checklist Engineering EM
Security I Security Inepection Engineering Security
-

Inspections | Connections |

Inspection - Security I

Name: |SeturityI Category: |None -
Description: | Security Inepection -
Department: |Engineering ﬂ Trade: |N0ne j
Type: |Security ﬂ Bar Code: |

1
Inspections List with Inspections Tab \

This field’s information depends on the

Inspection Type
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Inspections Tab

The Inspections Tab contains the basic information for the Inspections. Required fields
are Name, Type and Barcode.

Name — Name of inspection, required field.

Description — Description of inspection.

Department — Department responsible for performing inspection.

Type — Inspection type: Security or PM, required field.

Trade — Trade within department responsible for performing inspection.

YV V.V V V V

Barcode — Barcode number associated with selected Security Inspection,
required field.

Connections Tab

The Inspections Connection Tab displays the Inspection Items associated with this
inspection. Inspection Items are the individual questions or locations 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 Connectionsl

Y Not Connected Connezted

41 Wove

Question
Adjust fine tuning if necessary

/ A/C unit (Check operation) @

Phones Thermostat (secure and functioning)

Check dialing instructions | labels _]W Filters and grills clean a
Check all service keys m condensate Water drain (clean)

Hallway | Bedroom Door = V\%any defects
Moves all items from e 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 appropriate type will be displayed in the
Connected and Not Connected lists. In this way a Security Inspection Item could not be
associated with a PM Inspection.
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Inspection Items

The Inspection Items list allows users to input specific Preventive Maintenance (PM)
Inspection questions/tasks or Security locations. These questions provide an easy
interface and provide a means of automatically generating Work Requests based on each
question and the related Task Code. These items are collected into an Inspection using
the Connection Tab discussed in the previous section. Currently Security and Preventive
Maintenance Inspections are available in SynergyMMS.

Use drop list to switch between Inspections and Inspection Items

r ~
.z Synergy Setup |. == &I
Employees Task Codes Locations Equipment odes Qutputs Inspections Paaling Preferences
} 32 Current Inspection Ttem(s) Inspection Items ﬂ.
Item Department Type -
hangers MNaong PM
hinges MNone PM —
IS ALL AMENMITY PRESENT AMD IN GOOD COMNDITION? HSKP PM
IS ALL BEDROOM AMENITY PRESENT AMD IM GOOD COMDITIOIN? MNone PM
IS ALL CLOSET AMENITY PRESENT AMD IN GOOD COMDITION? ng PM
IS ARMOIRE CLEAM AND FREE FROM DUST? HSKP PM
IS BATHROOM CEILING SPOT AND HAIR. FREE? HSKP PM
15 BATHROOCM DOGRE AND DOOR FRAMES C| FAM? HEKP P h
ftem l
Inspection Item - hangers
Item: | hangers P
Department: |N0ne j Trade: |N0ne ﬂ
Type: |PM ﬂ Keyword: | k
h

Inspection Items

This ﬁeld’s information depends on the
Inspection Type

Item — Description of inspection item.

Department — Department responsible for performing inspection.

Type — Inspection item type: Security or PM, required field.

Trade — Trade within department responsible for performing inspection.

YV V. V V V

Keyword — A word used to generate a list of suitable Task Codes for this
Inspection Item. For example: the word ‘sink’ will list all Task Codes which
include that word in their description. Keyword will only appear for
Preventive Maintenance (PM) type Inspection Items.
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» Barcode — Barcode number associated with selected Security Inspection Item.

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.

(Based on pre-numbered barcode labels) Barcode will only appear for
Security type Inspection Items.

-

-z Synergy Setup

E=E)

Employees

Task Codes Locations Equipment Qutputs Inspections Paaling

¥ 2221 Current Location(s)

Location Room Type Building Floor —
Q0o Maone a

1-1070 Guest Room 1 10

1-1071 Guest Room 1 10

1-1072 Meeting Rm Main 10

1-1073 Meeting Rmi Main 10

1-1074 Meeting Rm Main 10

1-1075 Guest Room 1 10

11078 Cuest Brnm 1 1n hd

Preferences

General ]F|Ies ]

Location - 000
Location: |DEIEI Room Type: |Mone -

Floor: ,Ui Building: li Room Layout: ,m

Riser: lﬂtli Max. Grade: llljlji Owner [/ Dept ,m

Voice Num: ’—D:|

Notes: Sort Order: ’ﬁ
Barcode: ’m

(Pt I T it § 10 sl

YV VV V V V V

Locations

Location — Location name must be unique; required field.

Room Type — Location type.

Floor — Floor of the building the location is found on.

Building — Building the location is found within.

Room Layout — Style of room (PerfectRoom).

Riser — Enter the plumbing/HVAC riser for the riser matrix report.

Max. Grade — Maximum grade location can achieve, used in Room Rating

report.
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» Owner / Dept — Allows grouping of rooms in reports by ownership.

> Notes - This can be used for the architectural space or any other key notes for
this space.

» Voice Num — ID number used when referring to selected Location using
SynergyVoice interface. Must be numeric; no letters or other characters.

» Sort Order — Numeric order for sorting location in all drop list displays.
» Bar Code — Reference for use with barcode scanner used in SynergyMobile.

Outputs

This List contains the Output Devices available within SynergyMMS. An Output Device
is any device to which SynergyMMS can send a work request dispatch. These devices
include Printers and E-mail addresses. All Output Devices entered here are available
throughout SynergyMMS.

* Synergy Setup Q@@
Employees Task Codes Locations Equipment Codes Outputs Inspections Paoling Preferences
25 Current Outputs. Search: _
Name Details Type -
J2 jilanza@saicorporate.com Email
113 4194091694@snpp.nextel.com 2-\Way
John's Email jclark@saicorporate.com Email
Katla Email ksexton@saicorporate.com Email
Kim's Email kcheatwood@saicorporate.com Email
Leif - SMPP 5558675309@sai-leiflaptop.sai-bg.bghost.com 2-\Way
Leif - SMPP1 5558675309@sai-leiflaptop.sai-bg.bghost.com: 144 2-Way
LeiffMail Iburrow@saicorporate.com Email
Leif-SNPP2 5558675309@sai-leiflaptop.sai-bg.bghost.com: 244 2-Way
MotaTrbo-2 12.0.0.2@195.30.19.66 2-\Way
MotoTrbo-3 12.0.0,3@195.30.19.66 2-\Way
Radio Mone
SAl 2-Way 4194091694@snpp.nextel.com 2-\Way
SAI Email sai@sprint.blackberry.net Email
SAI SMTP 419409167 7@messaging.nextel.com Email e
), 2
Output - John's Email
Name: |John's Email Type: |Email v|  E-mail: ]jclark@saicorporate.com LI

Output Devices

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

© Copyright Systems Associates, Inc. 2005-2012 Page 2-26



SynergyMMS: Setup

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

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

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

@® Note: SynergyMMS can send a message to any device that can receive an 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 as a means to reply.

Examples of Dispatches Displaye on Various Devices
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B WR# 1722 - Message (Plain Text) Ml=1E3

i File Edit Wiew Insert Format  Tools  Actions  Help

i i Reply | lReply toall | b Forward | & o [ LA | ¥ (S XK | e - 9 - A |4 | @ H
From: synergymms@saicarparate, com Sent:  Wed 816/2006 10:45 AM
i=H FCHEATWOOD@ saicorpor abe, com

(Een
Subject:  WR# 1722

LINE http://198.30.19.42/HMMSEnterprise/ CorporatelUl/er.aspr?w=552&p=2
@ NEWMAN: None in closet

Emailed Work Request and Link

@® Note: Printing in SynergyMMS is a very easy job. However, due to system setup it
can become quite complicated.

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 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: For the best printer matching results, use the shortest name possible when
setting up the Output

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

Pooling

Pooling allows a property to completely automate the dispatch 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.
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The goal with Pooling is to be able automate all sizes of properties and how they need to
disperse work without the person that is taking the call having to think through the
process or know who is on call currently.

Put simply, 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 department or
trade, guest or non-guest work requests, a specific time of day or day of week, as well as
defined locations or areas of the property.

Pooling is still fairly new to SynergyMMS with its introduction in version 2, and version
3 builds on its abilities with new features such as overriding the pool of a WR to force it

to go to a specific device, and allowing users to claim or un-claim a device to basically
activate or deactivate the device that is defined in the pool.

*® Synergy Setup

=1

Employees Task Codes Locations Equipment Codes Outputs

Y 3 Dispatch Pool(s)
Pool lame
Eng M -F 1stshift Dept.

Time On
0700
0700
0700

Time Off
2300
1600
2000

Group Type Group
ENG
Trade PNTR

Dept. Al

Painter
Kims test pool

Inspections

Range

Pooling

Preferences

Pool - Painter

Pool Name: |Painter

Call Type Group Options

[~ Sunday
¥ Monday
v Tuesday
¥ Wednesday

[¥ Guest [ Internal

00:00 24:00

" Dept. (+ Trade [PNTR -

48:00

[v Thursday
[v Friday

r EXCT——

On Time: [0700 Off Time: |1600 Dispatch Interval: |15 =i min

Pool Details Tab

The ‘Painter’ 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 and
which has been assigned
to the trade of PNTR. As
you can see, Pools can
be defined for a very
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.
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Details  Outputs l Locations l
s
e Name Type Claimed Order

Name Type el w sai Nextel & Email v & Cascade
1ENG. #(231) Nene = kirnemail Email I

2ENG. #(230) None mj (" Balance
3ENG. #(362) MNone

4ENG. (MAL) Email m a‘

5 RODRIGO MNaone =
SENG. (MAL) Email “j u‘
Alratel Email hd

Pools Outputs Tab

There are two ways for the Pooling to handle the distribution of work. They are the
Cascade and Balance modes.

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 in time, the Pooling application will resend 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, SynergyMMS 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.

Broadcast Alerts - Pooling also allows for broadcasting work to a series of devices all at
once. This is useful when dealing with very important or urgent issues. 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’.

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.

Claiming or Un-Claiming a Device

The process of Claiming or Un-Claiming a device provides an easy way to allow a user to
activate or deactivate a device in a pool and make it theirs for the day.
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This will allow SynergyMMS to know who has a device for assignment of jobs as well
as which devises are claimed and active in the pool. Notice the checkmark in the
Claimed device.

The Claim / Unclaim process works from any 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 SAI. 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 work
request will not be delivered to that device.

@® Note: If the property is in ‘Outputs’ mode, and the device is not claimed the work
request will still be delivered to the device, but if that device accepts or completes it will
not know who to assign the work to due to the unclaimed state.

At the start of a team member’s shift, they should Claim their device by simply sending
an email to the following address:
PropertyCode@synergymms.net - provided by SAI

The e-mail is very simple, it consists of the following:

T

Tt ®=¢
Message 2.5 KB

Send 23 Cancel

Claiming an Output Device

6 (space) employee number to claim a device.
For instance, employee number 12345 would send an e-mail
to PropertyCode@synergymms.net It would simply say 6 12345.

When the team member is done with the shift, they will send another e-mail to the same
address, preceded by the number 7 (example 7_12345). This will unclaim the device.

Claim = 6 (space) employee number
Unclaim =7 (space) employee number
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@® Note: The Start / Stop (See Work Request area) process works in combination with
the Claim / Unclaim function as a device must be claimed before it can Start or Stop

recording a time on a WR.

Locations

Runner A...  Irade HUNH U0 1530

Details | Outputs  Locations

Connected

All Locations

s
4th FLOOR Mone
il

5000 uest Room L Iy (o0 uest Room .
T - [ » O - o

Pool Locations Tab

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 or ‘zones’.
This way you can have a pool
that only receives work for a
Tower 1 or guest rooms or
certain floors allowing staff
members to focus in an area
rather than waste time
traveling across a large

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: field to Pools.
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General | WR | PM  Dispaiching |

Dispatch To: Pools] -

OQutput Device Auto Dispatch
" Last Device From: v Desktop [ QuikTicket [ Mobile [ Voice
(" Task Code
{* Assigned To Kind: ¥ pri1 ¥ NonPril ¥ Guest

Escalation Settings

[V Escalate Dispatched Requests

MOD Grouping: |N°"'E j Department: |.-'«|| J
Eligible MODs Assigned MODs

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: In Version 2 of SynergyMMS, when Pooling with Auto Dispatching was
turned on and a user created a new work request, the Dispatch button was dimmed out.
With Version 3 and the ability to override the Pool, this is not the case.

@® 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. If a WR is created outside the time of a
Pool, it will not go to the device until the Pool is active. It is also important to ensure
Pools are created to account for all necessary scenarios and ensure all work is properly
handled. 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.
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Due to the way Pooling changes the output process, there is an effect of on the
SynergyMMS’s escalation.

Escalation is based on either the work request reaching the Estimated Completion Time
(ECT) or the Pool’s list of devices being exhausted and having nowhere else to go,
whichever comes first. 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.

Pooling offers the ability to automate much of the dispatch process taking into account
not only the current workload of those involved but also when and where in the building
things happen. We are excited about the many ways Pooling will allow your property to
become more efficient with the work request process.
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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.

F |
-2 Synergy Setup = | B e

Employees Task Codes Locations Equipment Qutputs Inspections Poaoling Preferences

General lWR ] PM ] Dispatching

Property Name: |SynergyMMS Version 3

Main Contact: |N0ne ﬂ Voice Language: |Eng|ish ﬂ
Property Code: |[SFOFHHH Time Zone: |(GMT-08:00) Pacific Time (US ~ |
Year Built: |1700 3: Force Logout After |1440 minutes.

Square Footage:

Setup Preferences — General Tab

General Tab
The general Preferences are listed here:

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

» Main Contact — Select the main contact person for contact regarding
SynergyMMS. Only Employees listed in SynergyMMS with a valid email
address are eligible contacts.

» Property Code — The unique code used to identify the property

» Voice Language — The default language for the SynergyVoice interface
(currently inactive — Default is English)

» Time Zone — The time zone in which the property resides

» Year Built — Enter the year the property was built for Corporate Reports
comparisons.
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» Force Logout After — This is the number of minutes the connection will set
idle before automatically logging off. The maximum time allowed is 1440.

» Square Footage — Enter the square footage for Corporate reports
comparisons.

-
-.> Synergy Setup =RECN X
Employees Task Codes Locations Equipment Qutputs Inspections Pooling Preferences

l FM ] Dispatching
Duplicates Allowed Duration Time Levels
" ¥Yes (+ No Green During ECT Show Duration Color on:
10 o past ECT [~ Non Guest Work Request
v/ Locations -
PM Work R t
v| Task Codes Red | 20 o past ECT orkreques
ErEiEmE Refresh Rate: |15 secs.
Repair Trade
v/ Repair Dept. User Defined Cost
Assigned To
Equipm 5 Projects
=T | pectrol Markup: o
|User Defined 2
|User Defined 3
i

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

» 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.
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» Show Duration Colors — Enable color coding of different types of WRs.
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 customer 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. Available with the add-on Costing module.

General ] whR  PM Dispatching |

Generator Run Frequency

Generator Run: |Daily L] on | _J

PM Dispatch Options

Dispatch To: |Assigned Output v Printer: J

PM Full Detail Options

PM Full Detail Additional Text:
IUse appropriate lockout procedures.,

[Use appropriate safety equipment.

l
I

Set Up Preferences — PM Tab

PM Tab
Preferences related to PMs are listed here:

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

PM’s delivered daily means each day PM/WR will be new in the list of
open Work Request.

PM’s 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 work load at the start of the week.

© Copyright Systems Associates, Inc. 2005-2012 Page 2-37



SynergyMMS: Setup

» PM Dispatch Options — Allows choice of output devices.

o Assigned Output — PMs are dispatched according to the assigned

Output Device in the PM schedule

o None — No dispatching of PM/WR will take place.

» PM Full Detail Additional Text — Allows for the setting of default text
that is to be displayed on all PMs when printed using the PM Full Detail

report.

Choose your mode of Dispatch —
User set output vs pools

dispatch.

Select what you want to auto

P

.= Synergy Setup \

Task Codes Lucations Codes

Employees

Equipment Outputs

General |WR | PM | |

Inspections

Pooling Preferences

/

Dispatch To: |Pools -
Output Device Auto Dispatch
% Last Device From: ¥ pesktop | QuikTicket [ Mobile [ Voice
(" Task Code
" Assigned To Kind: ¥ pri1 [V Non Pril ¥ Guest
Escalation Settings
[ Escalate Dispatched Requests
MOD Grouping: |None | Department: Al =]
Eligible MODs Assigned MODs
g y g
mare, Manager km charles, kim
Move 1sp

Moves selected employee(s) from the
Eligible MODs list to the Assigned
MOD:s list or back.

A
\\

4
/
—

Setup Preferences — Dispatching Tab

Moves all employees from the

Assigned MOD:s list to the Eligible

MODs list
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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.

Escalate Dispatched Requests — Turns on/off the escalation feature of
SynergyMMS — If set to on, priority 1 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
MOD’s are defined, the output that the WR was dispatched to originally
will receive a second message.

MOD Escalation Settings — This area controls where the escalation
dispatches are sent.

o MOD Grouping — Work requests may be escalated to separate MODs
based on the department or trade that the work request is assigned to.
Choose None, Department, or Trade here to assign MODs whom
receive all escalations, ones for a department, or ones of a specific
trade respectively.

o Department/ Trade — When MOD Grouping is set to Department or
Trade this field becomes available for selecting the department or trade
for assigning MOD:s to.

o Eligible MODs — This list contains all of the employees whom are
eligible to be a MOD but currently are not. If a grouping by a
department or trade is selected only employees from that department
or trade are shown.

o Assigned MODs — These are the employees whom are currently
assigned to be MODs. All employees are available as MOD for any
department or trade.

o MOVE Buttons — Pressing the move button with the arrow pointed
towards Assigned MODs will move selected employees in Eligible
MODs whom have been selected into Assigned MODs. Similarly the
Move button with the arrow pointed towards the Eligible MODs will
move selected employees in Assigned MODs back to Eligible MODs.
To select an employee simply click the employee’s name. It will
change colors to indicate it is selected. Clicking another employee
will un-select the first. To select multiple employees hold down the
Ctrl button on the keyboard while clicking and selecting more
employees will not un-select the first. To select a consecutive group
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of employees, select the first one. Hold the shift button, and then
select the last. They will both be selected along with all employees in
between them.

o ALL Buttons — The All buttons work similarly to the Move buttons
except that they move all of the employees from one of the lists to the
other, not just the ones that are selected.

@® Note: Escalated messages show with three exclamation marks at the front
of the message.
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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 Task Codes. With this information, SynergyMMS will display this
list to be used in Work Requests and Preventive Maintenance.

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.

r ~
- Synergy Setup = | ] |t
Employees  Task Codes Locations Equipment Codes Qutputs Inspections Pooling Preferences
<unfiltered > <unfiltered = zunfiltered > <unfiltered> <unfiltered =
Task Code Category Description Issue Dept. Repair Dept. o
B1 Delivery,Pickup Check In - Bags up RMSV RMSV
B2 Delivery,Pidkup Check Out - Bags down RM3V RMSV
B3 Mone Room Change RMSY RM3V
B4 Minibar Deliver MiniBar Key RMSY RMSY
BS DeliveryPickup Delivery of other items RMSY RMSY
CIQ HVAC CIQ Chiller Plant Alert - SAI has an glarm. Pl... eng eng
DIPO Mone PROP OP DEPT. INSPECTION WORKORDERS eng eng
GB001 Tub/Shower REQUEST BATHROB HSKP HSKP I
gB001a Tub/Shower REQUEST BATHROB HSKP HSKP Il
G8002 Furniture REQUEST ROLLAWAY BED HSKP HSKP
GB003 Furniture REQUEST BABY CRIB HSKP HSKP =

Description l Details ]

Task Code: 51

Description: | chegk In - Bags up

D B |

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.

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

Repair Dept: |BELL j Est.Time: |0 == d |00;00 =
Repair Trade: |BELL ﬂ Voice Number: I—':'::I
Category: |Delivery,."F'id-;u|:u j Linked Task: |B 2- Check Out - Baj oL 3'
Tssue Dept: |BELL | User Defined 1: |None | SIEILAIES a
Assign To: Nione ~|  user Defined 2: Nane | Grade: 0
Output To: |- Pocling - ~|  user Defined 3: |None ~|

Task Code Details Tab

> Repair Dept — Department responsible for performing the Task

» 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.

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

» Voice Number — ID number used to reference selected Task Code when using
SynergyVoice interface.

» 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.

> Linked task — Automatically will trigger a new work request upon
completion of a work request that uses the linked task.

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.

» Priority — Priority of Task Code.

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

» 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.

» 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.
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» Assigned To — Employee responsible for completing Task.

» Grade — Number of points subtracted from Location’s Max Grade for open
Work Requests with current Task Code.

» Output To — Output Device to which Work Requests with selected Task
Code will be delivered.
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SynergyVoice is a companion product to SynergyMMS. SynergyVoice provides
interaction with the SynergyMMS application via touch-tone telephones. SynergyVoice
allows Opening, Completing, Closing and reviewing of Work Requests. The advantage of
this is to provide instant access from remote locations.

Hardware Requirements
What follows are the requirements for utilizing SynergyVoice with SynergyMMS.

Computer

Voice operation and touch-tone response are very processor intensive. Ideally, the
program should be installed on a dedicated workstation connected to the network. This
station is dedicated to answering the incoming phone lines, prompting for responses, and
adding new Work Requests to the system. The following criteria should be considered
when choosing a dedicated workstation for the application:

» 2+GHz Intel Pentium 4 processor
» 1GB RAM
» A free full-size PCI slot

Voice Card

SAIl will provide a compatible voice card for use with SynergyVoice. Voice cards
purchased from vendors other than SAI will not be supported by SAI. Each voice card
has a capacity of four phone lines.

Telephone Lines

The voice card provides up to RJ-11 phone jacks for easy connection. Not all four lines
need be used. Individual usage will determine how many lines to use. All telephone lines
assigned to the card should be in the same hunt group allowing ‘roll-over’, so calls to the
first line will automatically move to line 2 if busy (already in use).

Software Prerequisites

»  Windows XP Professional SP2, Windows 7 Professional (32-bit)
» .NET Framework - all through version 4.0

» Always-on internet connection

» SynergyMMS

SynergyVoice Installation

SynergyVoice will typically be installed by SAI technicians. Please contact SAI Support
for more information regarding SynergyVoice setup: 1-800-433-9855.
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SynergyVoice Process
The following section outlines the use of SynergyVoice.

To access Synergy\Voice:

1.

Dial the SynergyVoice phone number. SynergyVoice will answer and play the
first prompt in the languages set in the Preferences area of SynergyMMS.

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

3. Prompts are played, based on their rights, and in the language set for the specific

employee logged in. Select an action based on the offered menu:

e Press 1 to create a New Guest Initiated Work Request.
e Press 2 to create a New Regular Work Request

e Press 3 to complete an existing Work Request by the Work Request Number.
e Press 4 to complete an existing Work Request using the Room Number.

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

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

e Press 9 to disconnect.

e Press # to repeat the menu.

Follow voice prompts to complete action.

5. When finished, hang up the phone.

® Note: SynergyVoice can speak in Chinese, Creole, English, French, Polish, Slavic,
Spanish and Tagalog. Contact SAI for others.

To create a New Work Request:

1.

2
3
4.
5

When prompted by the main menu, press 1.

. When prompted, enter Room Number, and then press #.
. When prompted, enter Task Code, and then press #.

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

. When finished, select another option from the menu or hang up the phone.

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

1.

2.
3.
4.

When prompted by the main menu, press 2.

When prompted, enter the Work Request Number, and then press #
Repeat steps #1 and #2 for each additional Work Request.

When finished, select another option from the menu or hang up the phone.
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To Complete or Close a Work Request using the Room Number:

1.
2.
3.

When prompted by the main menu, press 3.
When prompted, enter Room Number, and then press #.

SynergyMMS Voice will list the number of open Work Requests for the current
location.

SynergyMMS Voice will read the Work Request number and Task Code of the
first Work Request.

When prompted, select an action based on the offered menu:

e «Press 1 to review next Work Request.

e * Press 2 to close current Work Request.

e < Press 3 to list Open Work Requests for current location.

e+ Press 4 to select another room.

e+ Press 9 to return to previous menu.

e * Press # to repeat the menu.

Repeat steps #1 - #5 for each additional Work Request.

When finished, select another option from the menu or hang up the phone.
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Chapter 4 SynergyMMS: Work Requests

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

WRs are the one component most users are familiar with.

The tools SynergyMMS provides to interact with WRs have been streamlined to provide
a more focused interface. To this end, SynergyMMS provides three specialized interface
forms to manage WRs: The QuikTicket, FasTrax and Full Views. The Full view is the
most customizable interface, allowing users to create a custom view of data and fields
that they want to see and work with. But before we talk about the interfaces, let’s review
the basics of WRs.

Work Request Basics

> To be valid, a WR MUST have a Location and either a Task Code or 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. This information cannot be edited by users.

» SynergyMMS will automatically record which user created the WR and their
reporting Department based on the logged in user. This information cannot be
edited by users.

» 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.

» SynergyMMS will automatically record the date and time the WR is closed in
addition to the user performing that action. This information cannot be edited by
users.

» 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 WR is closed, it cannot be edited.

Once a WR is closed, it cannot be reopened.

Once a WR is deleted, it can be undeleted.

A Deleted WR can be viewed in the interface or on reports if needed.

YV V. V V V

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.
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However, SynergyMMS will record the number of times a WR is requested as a
result 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.

The QuikTicket

The QuikTicket is the most basic interface for creating WRs. In fact, that is all it is
designed to do. This small interface will display in most internet browsers including those
on smartphones.

is related to a Guest name here
Pick the Task SynerEyM MS _ _
description for the WR Pick the Location for
from this Droplist —_| Guest[ ] | the WR from this
tion: | Mone + | «— Droplist
Task: | Mone - "

Click here to submit

SymeroyM — e iy
SynergyMMS

Add additional

PR comments and detail
Comments: here

Click here to clear all
the fields of the
QuikTicket form

QuikTicket Display

The fields and buttons used on the QuikTicket form are as follows:

YV V.V V V V

A\

Guest — This checkbox indicates if this WR is related to a guest.

Guest Name — The text field next to the Guest checkbox is for the guest’s name.
Location — Indicates where the work needs to be performed.

Task — Indicates what work needs to be performed.

Comments — Additional information can be provided in this field.

Apply - Click this button to submit the WR to SynergyMMS, and a WR number
will be returned for tracking.

Reset — Click this button to clear all the fields of the QuikTicket form.
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® 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.

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

The FasTrax View
The FasTrax View is specially designed for those users responsible for recording and

dispatching WRs. The interface is designed around the incoming call from the guest and

the dispatching of the guest’s request. The FasTrax View presents information in three
distinct areas: The Action, Progress and Detail Panels. Two additional features provide
tools for working with WRs: Multi-selection and the Right-click Menu.

Click here for

Custom Views of this view with these

buttons

] ] Click the Close button to
Control size and display close this view

il " |
\ -z Synergy Work Requests l =RECN X
Action  [%
Panel ¥ 3 Open today only Work Requests
WR # | Location Gst  Guest Name  Description Status  Assigned To | Duration  DateScheduledFor
788005 B2-BLD-3 PM Generator 899 CHILLED WAT... /i\, gold, KARY 0d01:39 12/28/2011 12: 17 FM
738004 3-779 Test Mario 5... 2027 LOBBY/REST... » charles, Con... 0d04:14 12282011 9:42 AM
738003 4-BLD-3 test 3 test 3 x,' Mone 0d o002 12/28/2011 6:14 AM
Progress 4 | »]
Panel
WR # | Location Gst | Guest Nlame | Description Status | Assigned To | Duration  DateScheduledFor
733007 B1-13 & 132TELEVISIONH... 2  MNone [T 12222011 1:56 PM
1| | ]
Details l Mare ] Closing ] Cost ] Dispatches ]
Panel Details - WR#: 788007 Issued By: SAI (None) on 1228/2011 1:56 PM
Location: |Bl—18 ﬂ Repair Dept: |Eng ﬂ
Guest Category: |Te|evisiu:|n ﬂ Assigned To: |None ﬂ
Checkbox Task Code: |132- TELEVISIONHASNO VOLUME v | /' Requested By: [None ~|
preselected | L
Guest: v
for added |
convenience TELEVISION HAS MO VOLUME - A
Comments:
= |
F Add M Save JO Cancel J§ 3 Dispatch J V' Compicte JE) Close WR
Work request #788007 created. \ ‘J
L
The FasTrax View .
) Function buttons affect the
Synergy displays messages to currently selected WR displayed

the user in red or black below in the Details Panel
the row of function buttons
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@® Note: The FasTrax View Title Bar and its resizing buttons may appear in a different
color 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.

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.

Duration color

Status Icons indicate whether indicates how long
a WR has been dispatched or the WR has been
completed. open

Number of WRs needing
action appears in the Title bar

' 364 Open Hotline Work Requests
R # Gst Guest Name | Description
51828 1315 IN0PICK UP ROOMSERVICE TRA M Mone

6341 40H 7222 1112 PICK UP ROLLAWAY livingroo M Haone
963343 &N 7232 1312 SHADE REPAIR M Hone

4 | 3
The Action Panel

Dukatior & |

Location Status Assigned To

)
Adjustable column widths Type WR # here to locate record

Click Funnel to display Custom View list

The list of WRs displayed in this panel are 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 easy reading. Green
indicates WRs is still in a good time frame, yellow means we are probably needed to
contact or possibly 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 (w/) 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 (), Declined (&), Expired (D ), Failed (%) and Escalated (! ). An icon
also displays if a Guest (#2) requested the WR.

@® Note: Failed (X) means:
The device that the WR was dispatched to is not available. This will display in the WR

list shortly after the attempt to dispatch was made. The WR can be dispatched to different
device.

@ Note: Expired ( © ) means:
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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.

@® 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 Text of the
Description.

The Progress Panel

The Progress Panel displays all those WRs that have been successfully Dispatched (2),
or accepted. WRs shown here are still being processed by SynergyMMS. The panel is
similar to 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
appears in the Title bar clicking this button, click it a second time to
display the panel again

64 In-Progress Work Requests

WR & Location Gst| Guest Name Description Status Assigned To Duratior -
10184 26R2 o higgins 2510 PR- IVER FURNITURE CO 2 MNone

1015093 32R2 o mr faison 1061 DELIVER ROLLAWAY{NO CHA 2  Flerence, Runne

1021895 32T MULL 2801 CURTAIN REPAIR SHEER PUL 2 Mone

L 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 l More ] Closing ] CDJ' Dispatches]

Details - WR#: 787708 Issued By: SAI (None) on 12217011 12:20 PM
Location: [3-1171 = Repair Dept: |BELL |
Category: |Deliver3-',"F‘idqup j Assigned To: |Nu:une j
ask Code: |Bz- Check Out - Bags down j'(f Requested By: |Mone j
Guest: [ |
Check Qut - Bags down —
'om nts: \
V The Details Panel I
Same fields as QuikTicket Assigned To fields allows users to

Type here to add comments, select the employee for dispatching

Double clicking the comments will
enlarge the field for easier reading.

The Details Panel functions very much like the QuikTicket 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.
3. Click the Save button to record the WR in SynergyMMS.

@® 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. 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.
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Fields not found on the QuikTicket form are listed below:

> 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.

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.

& Work Request Dispatch x|

WR # 1467 <«—

Location: 1018 <— /

Description: Recharge Fire Extinguisher

Output: | WRPRINTER «— =]

Dizpatch I Cancel
< | Click here to send WR to

R\selected Output Device
;

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

» 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.

WR information

Select appropriate Output
Device from list

IFL.ﬁ.ppI';.f ko all selected work requests,

@® 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).
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@® Note: The More and Closing 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:

R

Add Ctrl+Ins
Functions disabled Duplicate - _
due to user rights will For Location Keyboard shortcuts
appear in grey here For Task Code displayed with

Save culvs 4T functions

Schedule For...  Ctrl+H

Dispakch... Ctrl+D

Close Ctrl+E

View Full Detaill Repart

Transfer Chr+T
Delete Crrl+Del
Apply Chanoges... Chril+4

Work Request Right-click Menu

Most items on this menu have similar features to the functions buttons we have already
covered. Those not previously covered are listed below:

» Schedule For — Allows for access to forward scheduling of WRs.

» 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 particular logged in user’s list.

» Delete — Deletes the currently selected WR(S).
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* Apply Changes... @

Editing 1 selected work request(s).

Repair Dept: | HASE

[
[

Assigned To: | abke, Mark,

Additional
Comments:

Save% | Cancel

Apply Changes Dialogue Window

» Apply Changes — This option allow for the editing of multiple WRs in the
following manner:

o Repair Dept. — Updates the repair department for selected WRs
o Assigned To — Updates the Assigned to Employee for the selected WRs
o Additional Comments — Adds additional Comments to selected WRs

Custom Views

Views are predefined in SynergyMMS; Custom Views allow users to define the way
WRs are displayed in the WR List. These views can act as filters but the view is saved so
that it can be used as often as needed. To access the Custom Views display, click the
Funnel Icon Y in the Action Panel Title bar and then select one of the listed views to
apply it to the WR List. Only Custom Views designed for FasTrax will display here.
Please see Views and Custom Views section of this chapter for more information.
Custom Views may not be added in the FasTrax interface except by SAI.
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The Full View

The Full View, as the name implies, displays all the information regarding a single WR.

Its layout is similar to that of the FasTrax View.
Click the Close button

with these buttons

Control size and display of this view to close this view \
 =lE

WR List —»| ~= Synergy Work Requests l S
¥ ¢ 146 Open Work Requests
<unfiltere <unfiltered =<unfilt <unfiltered > <unfiltered > <unfilterei<unfiltered> | <unfiltered = <unfiltered >
WR # | Location Gst  Guest Name  Description Status | Assigned To | Duration DateOpenedﬂ
793356 Telepha... B1 Check In - Bags up... ~ fo, fox 4d 20:05  &/8/2012 2:1...
733357 ADMIN. ... test test + fox, fox 1d 23:13 61172012 1... -
793358 AwwW DIPO PROP OP DEPT... o fou, fox 1d 21:11 6/11/2012 1:...
793359 ADMIN. ... test est + fox, fox 1d 20:37 6/11/2012 1;...
Currently 793360 B1-13 test test v fox, fox 1d 0428  6/12/2012 5:...
selected 793351 AVW test test < fox, fox 0d 22:50  6/12/2012 1...
WR 733362 Telepho... B2 Check Qut-Bagsd... -/  Mone 13d 20:31  &/13/2012 1...
\ 793363 ADMIN & 17 PHtest poO W fox, fox [ IR
) Ng | 793364 ADMIN & 559LAUNDRYLINTBL...  ~/  None B 1420121
Clickona 793365 SELD-3 & 559LAUNDRYLINTBL... - Evis,ENG  |OOIMNGH 5/14/2012 1... ~
tab to ( —— [
display N
more info Details l Mare ] Closing] Cost ] Dispa’[ches]
Details - WR#: 793365 Issued By: fox, fox (eng) on 6/14/2012 10:48 AM
Location: |5-BLD-3 | Repair Dept: |eng |
Category: |Art'..\'ork ﬂ Assigned To: |None ﬂ
Buttons Task Code: |559- | AUNDRY LINT BLOW DOWN QUA v| £ Requested By: [None ~|
work as they Guest: [ |
do in the
LAUMDRY LINT BLOW DOWN QUARTERLY -
ngTrax Comments: |1. BLOW OUT LINT WITH COMPRESSED AIR
View \ 2. 5IGN,DATE AND RETURMN COMPLED FORM, —
q i
N
N .
F Add M Save ] Cancel J M Dispach J V Compiete § & Close WR)
Apply changes cancelled.
L

The Full View

@® Note: The Full View Title Bar and its resizing buttons may appear in a different color
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 a similar manner as the FasTrax
Progress Panel.
Duration color

Click here to access advanced filters ] indicates how long
) . Number of WRs in progress the WR has been

C“Ck here to print appears in the Title bar

WR view open /
i Syneéy WW l = [ E &
¥ é 146 Open Wo
WR £ | Location  Gst | Guest Name | Description Status Assigned To | Duration | DatgOpened J
793356 Telepho... B1 Check In - Bags up... o fox, fox A 4d 20:05 68012 2:1...
793357 ADMIN. ... test test S fox, fox 1d 2313 §fyh/2012 1., —I
793358 AVW DIPOPROP OPDEFT... -~/  fox, fox 1d 2111 §j11/2012 1.
793359 ADMIN. ./, test est S fox, fox 1d 20:37  §f11/2012 1:..,
793360 B1-18 test test J fox, fox 1do428  [6/12/2012 ...
793361 AVW test test S fox, fox 0d 22:50 f &/12/2012 1...
793362 Telep B2 Chedk Cut - Bags d... +f Maone 13d 20:31  6/13/2012 1...
793363 & 17 PH(test o0 J fox, fox [ IRt
793364 & 55LAUNDRYLINTBL...  ~/  None [ TSR
793365 ) 550 LAUNDRY LINTBL... - Elvis, ENG B a0 ~
< A | +

The Work Request List
Adjustable column widths Sort the WRs by clicking any

column header, click once for

Selected WR highlighted ascending and 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.

More info appears in the Title Bar
Details ll‘t"lore ] C]nsing] Cost ] Dispatches ] /

Details - WR#: 793365 Issued By: fox, fox (eng) on 6/14/2012 10:48 AM

Location: |5-6LD-3 ~| Repair Dept: |eng |
Category: |Art'..\'ork j Assigned To: |None ﬂ
Task Code: |559- LAUNDRY LINT BLOW DOWN QUA « | &7 Requested By: |None |
Guest: [v |
LAUMDRY LINT BLOW DOWN QUARTERLY 7
Comments: |1. BLOW OUT LINT WITH COMPRESSED AIR.
2, SIGN,DATE AND RETURN COMPLED FORM, —

(it | P ittt | & uiaical. | Z.lcciich |} Valoaiote § U lasalas’

Apply changes cancelled.
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The Full View Details Tab

@® Note: by double-clicking the Comments box, it will maximize the Comments section.

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

Details  More lCll:nsing ] Cost ] Dispatches]

Details - WR#: 793365 Issued By: fox, fox (eng) on 6/14/2012 10:48 AM

Priority / Filter: 1 El: Duplicated : 0 User Defined 2: N

WR info appears in the Title Bar of each tab

Trade: |N0ne ﬂ Schedule For: |Dsf14f2012 j |1|:|:48 AM ==

Output To: |fox,fox ﬂ Equipment: |Nnne

ECT: [0 ={d [00:00— Grade: [20 =]  SpecProjects: |None

Led Led L] Lo

User Defined 3: e

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 - 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 amount 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.
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» Schedule For — The date and time the WR is scheduled to begin, will not appear
on the WR list until that time, depending on the view. When the time comes due,
the Start time of the WR will be updated to match this time.

» 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.

» 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 l

Details - WR#: 58013 Issued By: None - 1117 /2005 @ 04:33 PM

Completion Code: |Nune ﬂ
Time Span
Duration: Iﬁ
start Timey [ 11/17/2005 = | [04:33pM = Completion Time: |11/17/2005 ~| |04:32pM =

The Full View Closing Tab If WR is not yet completed,

displays current date and
time

Calculated from Start and
Completion time, if set
manually updates the
Completion time accordingly

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.

» 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.
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@® Note: the function buttons at the bottom of the Full View work exactly the same as
those at on the FasTrax View.
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The Full View Cost Tab (add-on module)
WR info appears in the Title Bar of each tab

Details | More | Closing  Cost ]

Details - WR#: 4028 Issued By: SAI (None) on 2/7/2008 7:59 AM
Account |[EREEINNE 4
Type Description Date Quantity Markup (%)
Other Qther Cost can be twped directly in, 1243172007 1 32.00
Parts CRO1500-10005 124312007 1 32.00
Labor Amold, Megan 2702742003 01:00 3200
\ The Full View Cost Tab /
SynergyMMS allows for 3
different types of cost; Other, An Account can be used to
Parts or Labor. group cost for billing purposes.

The Full View Cost Tab shows up if you have chosen to use the Costing module in
SynergyMMS, this view contains information related to the cost of the WR.

Types of cost can be: Labor based on hourly rates of employees, Inventory included
through our Mobile, iOS add-on modules or Other, which is a free form option.

To add 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.

% Labor Cost E|§|@
Date: |[iE/27/2005 ~
Employee: |P.rnc-|d,Megan j

Regular Hours: lm

Overtime Hours: |DDDD7—

Special Hours: lﬁ
Markup: 3200 o

Laprmy {2y

Cost Window — for Labor

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

If you right click on existing cost information you will be given the option to add, edit or
delete.
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» Account — Means of cost for billing and reporting purposes.

» Type-

SynergyMMS: Work Requests

Labor — 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.

» Description — This will default to the selected item or show comments typed.

Date — Date work was done.

>
» 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.

The Full View Dispatching Tab

Details ] Mare ] Closing ] Cost  Dispatches I

Details - WR#: 793365 Issued By: fox, fox (eng) on 6/14/2012 10:48 AM

Dutput Name Output Details Employee
kimemail kim@saicorporate, com Naone
kimemail kim@saicorporate. com Naone
kimemail kim@saicorporate. com None
kimermail kim@saicorporate, com MNone
zpat pfox@saicorporate. com fox, fox
zpat pfox@saicorporate. com fox, fox

Date Sent
6/11/2012 1:16 PM
6/11/2012 1:16 PM
6/11/2012 1:17 PM
611f2012 1:20 PM
6/13/2012 10:19 AM
6/13/2012 10:23 AM

Status

NN

N

= a0 I =~ ITA corcel R Dispaich 85/ Comnleie § 893 Cloee WE |

The Full View Dispatching tab displays the devices as they are being dispatched for the
WR, and the replies as they come back in.

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.

Custom Views

Custom Views are a powerful tool that allows SynergyMMS to be customized. They
can be predefined in SynergyMMS; Custom Views allow users to define the way WRs
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are displayed as well as what gets displayed based on data in the WR. 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 display, click the Funnel Icon Y in the
Work Request List and then select one of the listed views to apply it to the WR List.

Shiowe Filters

Open

Deleted !

Click here to create or edit a Open Incomplete

User custom view Pending

Closed

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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Custom Views list

-2 Custom View Editor

Name
Wr from Today
Open

Plumber

Guest Calls
Completed

Description
WR from Today

Open, Scheduled Waork Requests
Plumber

Not Completed Guest Calls

Show all completed WR

SynergyMMS: Work Requests

™~
Users can adjust the

Details - Wr from Today Created By: SAI

order or set a default

Name: |Wr from Today Level: |User

j Department |lone

view that best works
for their role in

Description: |WR from Today Syne rgyM M S
Date Cpened Is {Today} l
Summary:
Filter ]Displav] !
Field: |Date Opened j |N0ne j |r-lone |None\ J |None J |r-lone J |r-lone J
Test: |Is - |I B, & |Is | |I hd & |Is =l & |Is
value: |[{Today}  ~| | i || J ||]N\ | [l | | |

p \tmumtm\ 4

Custom View Editor

Each bloémakes up one
condition of the query.

Operator Icon (& or /)

Filter Tab

Summaryﬁiltering Rules —

non-editable

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 -

» Department —
have access to this view.

» Description — Description of Custom View.

Details if the Custom view will be shared by a department or all users.
If the Level is set to Department, choose the department that will

» Summary — Summarizes the conditions of the Custom View — non-editable,

created by SynergyMMS.
> 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 Icon
becomes active between each rule. The Icon defaults to = which acts as And operator.
Clicking this Icon changes it to @ 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: |MNone -
Col 2: | Guest - Col5: | Status - Col 8: |Maone »| Colll: |Mone -
Col 3: | Guest Mame - Col 6: | Assigned To - Col9: |Mone »| Col12: |Mone -

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 and simple filtering of the WR list. To turn on Filters, click
the Funnel Icon ¥ in the Work Request List Title Bar then click Show Filters. The Filter
fields 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.
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m Click here to display Filters

Open

Completed
Deleted

Cpen Incomplete
Pending

Clozed

Customize query...
Custom Views Menu

Type in any filter to apply to

WR List
| - bynergy Work Kequests O ——
.
- .= Synergy Work Requests / / =RNEN X
> 146 Open Work Reg "«sts

‘unfiltere <unfiltered = <unfilt <unfiltered>  <unfiltered = <unfilterei<unfitered>  <unfiltered: <unfiltered =
WR # | Location | Gst | Guest Name @ Description Status | Assigned To | Duration | DateOpened j
793358 Telepho... B1 Check In - Bags up... + fou, fox 4d 20:05  6/3/2012 Z:1...
793357 ADMIM. ... test test + fooe, fioe id 23:13 6112012 1... |
793358 AVW DI-PO PROP OP DEFT... A fox, fox 1d 21:11 6/11/2012 1:...
793359 ADMIM. ... test est + fou, fox 1d 20:37 6112012 1:..,
793360 B1-18 test test A fox, fox 1d 04:23 6(12{2012 5:...
793361 AVW test test A fou, fox 0d 22:50 6/12/2012 1...
793362 Telepho... B2 Check Cut - Bags d... + Maone 13d 20:31  6f13/2012 1...
793363 ADMIN & 17 PHONE 000 v fox, fox [ e
793354 ADMIN & 55QLAUNDRY LINTBL... -~/  Mone [ GUEIEEW
793365 5BLD-3 & SS9LAUNDRYLINTEL... - Evis,ene [ HESIEEE 6/14/2012 1... ~
1 | »

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 column header will force that column to sort in ascending order. Clicking a
second time will force 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 print the data displayed in the manner
it is displayed.
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Work Request Dispatching

WRs can be sent or dispatched to a number of 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 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.

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 selected by the Task Code, 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.

Where the WR has been dispatched to along with each response from the device will
show 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.

& Work Request Dispatch x|

WR # 1467 <—

Location: 1015 <— /
Description: Recharge Fire Extinguisher

Dutput: | WRPRINTER «— j

Dizpatch L Cancel |

S Click here to send WR to

WR information

| Selected Output Device

Fcpply ko all selecked wark requests, R\SHEC'EEd Output Device
- = { Check here to apply current
Dispatch Prompt Window 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 include whether or not it is Guest
related, if it is the responsibility of a particular Department or Trade, 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.
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:
» ECT overlaps beginning time of Pool — The WR will be dispatched once the
Pool is active.
» 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 work on a work
request from a mobile device. This will allow SynergyMMS to track hours worked on
requests much more accurately for costing and other purposes.

Two additional response numbers are sent to, or from a mobile device in order to control
starting and stopping work on a work request.

If a user enters a numeric four (4) on the mobile device and sends, Synergy Dispatcher
would interpret this value as starting 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 work on a work request. Multiple users can independently start and stop their
own work on a work request. Users cannot start or stop work for another user.
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T —

Picture on the left shows
Dispatched message to g

-.'? Nextel.

1. d
HVAC ROOM TOO COLD
-§

CAU WA
rr-n .
1 M

1 791497

ssage 2.5 KE

Picture on right shows
starting a WR from an
1: Accept email. Action WR#

'2: Reject
3: Complete
| 4: Start
| 5: Stop
Reply 88 Back

(686

|

|
Delete 88 Cancel

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.

@® Note: Start / Stop Process requires the costing add-on module.

Starting work on a work request will 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 start 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.

Possible actions that may occur:

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

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

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

o If auser tries to stop work 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.

o 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.

o If awork request is marked as completed all zero duration costing records for all
users for that work request will be updated with the elapsed time since start.

« If work request is closed fill in all 0 value durations with current datetime.

o If work request is completed without a stop it will be stopped then completed.

The costing tab of the work request will be modified, to show cost entries created using
the start and stop.
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Details ] Mare ] Closing C ] Dispat-:hes]
Details - WR#: 791497 Issued By: SAI (None) on 3/27/2012 7:24 AM

Account: |None j

Type Description Date Quantity Markup (%)
Labor cheatwood, kim 32772012 10:25 AM - 00O 0.00

[F—755 P 5o ] & Coreer | X v | 7 Cormoee ] & st

The work requests have been dispatched.

ke

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

Details] More ] Closingl Cost

Details - WR#: 791497 Issued By: SAI (Nene) on 3/27/2012 7:24 AM

Output Name Qutput Details Employee Date Sent Status
kimemail kim @saicorporate. com cheatwood, kim 3272012 7:24 AM 2
kimemail kim @saicorporate. com cheatwood, kim 3/27{2012 7:25 AM o
kimemail kim @saicorporate. com cheatwood, kim 3272012 7:26 AM @
Mane Mane 3/27/2012 8:24 AM

(F— s JA 5] @ Gores | F 0o | 7 Coroe | © Glvev

The work requests have been dispatched.

h

Pointing to the list of work request status column will display the current status and the
current state if started or stopped if known.

@® Note: The Start / Stop process works in combination with the Claim / Unclaim
function as devices must be claimed before it can Start or Stop a WR.

Escalation

Escalation is the process by which designated individuals are notified if a WR is not
completed within a set period of time. There are several areas that require initialization
and setup before this process will be fully functional at your property. The steps below
outline the required setup. This is followed by a detailed explanation of the criteria and
behavior of Escalated WRs.

» 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.
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» Designate Eligible MODs — MODs, or Managers on Duty, are Employees within
SynergyMMS that are eligible to receive Escalation notifications. These
individuals are designated through the use of 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.

» Assign Outputs to MODs — Outputs are the means by which MODs receive their
Escalation notifications. Valid Outputs can be printers or email accounts. Each of
these devices must first be added to 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.

» Assign MODs to receive Escalations — Once eligible MODs have been
designated they may be assigned to receive Escalation notifications. These
notifications can be grouped by Department or Trade.

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 automatically. 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 in order 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 an Escalation notification is sent is dependent upon the WRs Estimated
Completion Time (ECT). 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.

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 re-dispatched 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. In both the FasTrax and Full View
interface the WR will display with the Escalated ( ! ) Status icon.
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Chapter 5 SynergyMMS: Preventive Maintenance

Preventive Maintenance (PM) is an important 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 are then generated from
these PM schedules and can then be tracked for QA inspections as well as warranty and
insurance purposes. These jobs can include room PMs or inspections, equipment
maintenance and inspections, or daily meter readings that are required. Even jobs that
you only do every other year or every 3" year can be added to make sure all items are
being covered. Any repetitive job that is planned and known about can be setup in
SynergyMMS’s PM area.

SAI has often received many questions on what should or can go into the PM. We have
detailed a few examples outside of the standard equipment maintenance and room
inspections.

1. Fire Extinguishers —
Adding all of the Fire Extinguishers is a pretty easy 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 PM’s were
completed per standards

2. Automobiles —
If you are in charge of maintaining them, again SynergyMMS makes it
very easy to make sure that they get their 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.

5. Security
(Daily security walks can be tracked.
SynergyMMS SecureScan add-on module allows you to even track that
specific locations are checked at a particular time.)

Now let’s review the basics of how SynergyMMS handles PMs.

Preventive Maintenance Basics

SynergyMMS handles PMs in a very unique method that puts most of the burden into
the application and less on the operator. It allows users to define PM Schedules and then
connect those schedules to items defined in the Equipment or Locations setup area.
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SynergyMMS auto generates PM’s based on schedule setting. It also offers a PM on
Demand area that allows users to force a PM to generate based on users’ conditions, and
a Calendar interface to look at how well work is balanced for the property and to forecast
for future needs.

Before any of the extras can be used, the schedules must be created. We have assumed
that all of 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 proceeding

Similar pieces of Equipment will probably have similar needs for PMs. The same is true
regarding 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.

From an Engineering point of view, a guest room may need to have the filters changed in
the Fan Coil four times a year, the Fan Coil inspected twice per year, and performance of
a semi-annual general inspection. Housekeeping may be interested in deep-cleaning the
room once per year and rotating the mattresses every six months. To most effectively
utilize your labor force, it would be best to schedule these tasks throughout the entire year.

The PM Generator in SynergyMMS monitors your PM Schedules on a daily or weekly
basis (based on Preferences setup) 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 process is very straightforward and involves the following:

» Enter the Name of each PM Schedule.

» Define the Frequency of when the PM is to be performed.
» Select a Starting Date.
>

Describe the details of what is to be done; this may be done using a pre-
existing Task Code or list of Inspection Questions.

» Connect the PM Schedule to the appropriate pieces of Equipment or
Locations.
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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. The PM Details are further divided into five tabs of information for easy
navigation: Work Definition, Questions/Tasks, Schedule, Connection and Parts (assumes
the Costing Module is included).

PM

Schedule
List \

~ = PM Schedules

¥ 446 PM Schedule(s)

Schedule Name Type Freguency | Mode Repair Dept. RepairTrade Assigned To =
CHILLED WATER PUMP SEMI-ANNUAL  Equipment SemiAnnual  Regular eng ENGR gold, KARY

AHU SEMI ANMUAL MAINTEMAMCE Room SemiAnnual  Regular eng EMGR. Elvis, ENG

B1 GEMERAL CLEANING 18THTO 27TH  Eguipment Annually Regular eng Mone Mone

B3 GUESTROOM CARPET EXTRACTION  Eguipment SemiAnnual Regular MNone MNone None

BALLROOM LIGHTS Eguipment Custom Regular MNone MNone None

CHAIR GLIDE WEEKLY INSPECTION Room Weeldy Regular eng ENGR davis, ANDY

CONDENSATE RECEIVER PUMP SEMI-... Equipment SemiAnnual Regular eng ENGR gold, KARY

CONDENSER WATER PUMP SEMI-AN... Equipment SemiAnnual Regular eng ENGR gold, KARY

CONDENSING UNIT WK-10 Equipment SemiAnnual  Regular None ENGR baker, EARMEST

CONDENSING UNIT WK-11 Equipment SemiAnnual  Regular None ENGR baker, EARMEST

CONDENSING UNIT WK-6 Equipment Monthly Sliding None ENGR baker, EARMEST

CONDENSING UNIT WK-7 Equipment SemiAnnual  Regular None ENGR baker, EARMEST

CONDENSING UMNIT WK-8 Eguipment SemiAnnual  Regular None EMGR. baker, EARMEST =
- L T " o e L'H

Work Definition_ygyiestions ( Tasks 1 Schedu\e] Connechon] Parts I
——]

H J M Schedule - CHILLED WATER PUMP SEMI-ANNUAL
Click on a
Schedule Name: | CHILLED WATER PUMP SEML-ANNUAL
tab to |
d|5p|ay Schedule Type Issuing Dept: [eng Spec Projects: [None -]
: & Equipment " Location
more |nf0 Repairing Dept: |eng User Defined 2: |None j

% Task Code ™ Inspection
Ect: [0 =]d [oro0 =
Priority / Filter: |93 3:

Assign To: |g0|d, KARY

=]
=l
Details Trade: [ENGR | User Defined 3: |None =]
=]
=

899 - CHILLED WATER PMP SEMI-ANMNUAL -ng
Output To: |Nune

PM ScHedules \

Creates new c s ch
blank PM ancels changes to

Current PM
Schedule Saves current Schedules
PM Schedule
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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 Sort the PMs by clicking in any
the list when clicked Number of active column header. Click once for
PMs appears in the ascending, twice for descending.

Title bar

/v \ Adjustable column widths

{ ¥ | 20a rM Schedule(s)
Schedule Name Type Frequency Mode v Repair Dept. KpairTrade Assigned To o
CHILLED WATER PUMP SEMI-AMNUAL  Eguipment SemiAnnual Regular eng ENGR gold, KARY
AHU SEMI AMMUAL MAINTEMANCE Room SemiAnnual Regular eng ENGR Elvis, ENG
B1GEMERAL CLEAMING 18THTO 27TH  Equipmel Annually Regular eng Mone None
B3 GUESTROOM CARPET EXTRACTION  Equipme SemiAnnual Regular Mone Mone None
BALLROCM LIGHTS Equipme Custom Regular MNone Mone None
CHAIR. GLIDE WEEKLY INSPECTION Room Weekly Regular eng EMGR davis, ANDY
Chiller Equipmel Semiannual Regular eng ENGR gold, KARY
COMDEMSATE RECEIVER PUMP SEMI-... Equipmes Semiannual Regular eng ENGR gold, KARY
COMDEMSER WATER PUMP SEMI-AN... Eguipme SemiAnnual Regular eng ENGR gold, KARY
COMDEMSING UMIT Equipmer Daily Sliding eng ENGR
CONDEMSING UNIT WK-10 Equipme SemiAnnual Regular Mone EMGR
CONDEMSIMNG UNIT WK-11 Equipme SemiAnnual Regular MNone EMGR
COMDEMSING LIMIT WK-6 Equipmey Monthly Sliding Maone EMGR
CONNENSTNE |INIT (WK -7 Enuinme: Semifnmnsl Danular Nane Sl aker EAQNEST i
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 T 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:

= Modify Multiple Schedules = et e

Assign To: ~

Output To: |[Vari0us) ﬂ

| GE D 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  |nformation on this portion of the form is
Bar of each tab often filled in by a specific Task Code

Work Definition ‘Quesﬁons [ Tasks ] Schedule ] Connection ] Partd

PM Schedule - CHILLED WATER PUMP SEMI-ANNUAL
Schedule Name: | CHILLED WATER PUMP SEMI-ANNUAL *
Schedule Type Tssuing Dept: feng / Kl Spec Projects: [None Kl
(v Equipment (" Location Repairing Dept: |en V j R |None j
Details AENGR j User Defined 3: |N0ne j
(v TaskCode (" Inspection anTo: |go|d,KARY j ecr: [ = 4 W
359 - CHILLED WATER. PMP SEMI-ANNUAL-83 P |None j Priorty | Fiter: ’E

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:

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

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 a good 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 work load 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. If you are considering using SynergyMMS for QA
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Inspections at the property, the time it takes to create a task code will be well
worth it when it comes to providing clear reports for your QA Inspector.

A schedule must have a Task Code, Inspection or questions/tasks to be valid
and allow saving.

» Issuing Dept — The department responsible for editing and maintaining this
PM Schedule. This becomes very important as you get more departments
entering items into SynergyMMS for tracking

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

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

» 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.

» Output To — Output Device to which Work Requests generated from this
schedule will be delivered, often set by the Task Code.

» 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.

» Estimated Time — The amount of time is displayed in days, hours and
minutes to indicate how much time the task is expected to take, often set by
the Task Code.

» Priority/Filter — The priority assigned to the WRs generated from this PM,
often set by the Task Code.
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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 (non-editable, grey text)

. . as well as additional Comments (editable,
PM name appears in the Title black text)

Bar of each tab

Wark Definition  Questions [ Tasks |Schedu|e ] Connegtdh | Parts ]
PM Schedule - CHILLED WATER PUMP SEMI-ANNUAL

Description:

CHILLED WATER PMP SEMI-ANNUAL-393 ¥

1.CHECK PUMP AND MOTOR. FOR PROPER. OPERATICN

2,CHECK MOUNTING BOLTS

3.CHECK FOR. VIBRAITON OR NOISE

4.LUBE AS NEEDED

5.INSPECT OR REPAIR ALL MACHINE GUARDING, REPORT MISSING OR DEFECTIVE GUARDS. ~|

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

» Description — This field displays both the non-editable Task Code
Description (appearing in grey text) as well as any editable comments
(displayed in black text) that are to appear in the PM Work Requests
generated by this Schedule.

@® Note: If Inspection was selected under Details on the Work Definition Tab,
then the list of Inspection Questions will display instead. “None” is not a
valid option when using Inspections.
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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.

. . Click here to display Weeks
PM name appears in the Title checklist for Custom

Bar of each tab frequency

PM Schedule - CHILLED WATER PUMP SEMI-A/ -NUAL

[~ Auto Schedule m

Schedule Mode Date Options
{¥ Regular {" sliding (" Absolute

6/24/2009

Start Date:
PM Generation Options Repeat every ’—1 TE)

Frequency: ’W‘ :
Equip Run Hours: ,—..:|

/ \ The PM Schedule Tab

Determines how PM will be .
Only functional when also using SAI’s CONTROLIQ Energy
generated. See below. .
Management software. If this was a room PM, contact SAI
regarding our interface to certain PMS systems.

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

> 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.

» 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.

Example:

If you connect 4 items to a PM that has a monthly frequency. SynergyMMS
will generate one per week.

If you have 12 items connected to a PM that has an annual frequency, you will
get one per month.

» Schedule Mode — Determines how SynergyMMS will generate the
Schedules. Regular is the default.

o 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.
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For example, if the PM is scheduled for monthly and generated on August 8,
and was not yet completed, then no other WR/PM’s will generate the next
month until the original is completed.

o Absolute — WR are generated based on the Start date and frequency.
Absolute PM’s generate regardless of whether there is an open
WR/PM for the same PM.

For example, if the PM is scheduled for monthly and generated August 8.
Regardless of the status of this WR/PM, every 30 days a new WR/PM wiill
generate.

o 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.

For example, if a PM is scheduled for monthly and generated August 1 but
was not completed until the 8th of the month, it will not be generated again
before the 8th of the next month, even if the PM was scheduled to start on the
1st of the month. If the WR/PM was not closed, a new WR/PM will not
generate.

» PM Generation Options — Determines how often the PM will generate.

o Frequency — The recurring time period between PMs, determines the
number of times during the year the currently selected PM will
generate (see Note below on Custom Frequency).

o Equipment Run Hours — This feature is only functional if your
property is also using SAI’s CONTROLIQ Energy Management
Software (contact SAI for details). This allows you to schedule PM’s
based on hours of use. Use this with the sliding schedule mode.

o Room Threshold — This feature works if SAI offers an interface to
your PMS (Contact SAI for details). This allows you to schedule
PM’s based on nights occupied. Use this with the sliding schedule
mode to do based on which occurs first.

PM Generation Options

Frequency: EJ
Room Threshhold: 3

» Date Options — Determines when the PM will begin generating into Work
Requests.

o Start Date — The date on which the currently selected PM is scheduled
to begin generating. Generally properties are set up so that PM’s
generate early in the morning, so a good rule of thumb is to not use the
current day.
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o Repeat every X years — Defaults to 1, but can be changed in the case
of not wanting the PM to repeat every year.

Example: Fire retardation test may not be necessary every year.

@® Note: The Custom frequency allows user to set a recurring schedule that does not fit
into one of the listed frequencies. After selecting “Custom”, users can click the icon next
to the “Frequency” field and display a check list of 52 weeks representing the weeks of
the year. Users can click in the boxes to define which weeks the PM should occur. The
custom frequency is not available in the sliding schedule mode.

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. Good rule of thumb if using custom would be to set the start
date to Jan 1.
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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 Room Names and Type if the PM Schedule type is
Rooms. Equipment and type if equipment.

Work Definition ] Questions | Tasks ] Schedue |

PM Schedule - CHILLED WATER PUMP SEMI-ANAUAL

Y Not Connected

Rese

Name Type

aw-009 Hane _ ACU-007 Hone

aar-10 Nane w ACU-008-3-VALET SHOP A/C UNIT Nare

BALLROOM LIGHTS-LIGHT RUN FOR BAL... None AHU-001-7-1 SAF-S - G‘
BIG-IOE PIANO LIFT MECH w ASST CHIEF ENG-ASSISTANT CHIEF 5 0., None

BLRM WHITNEY-WHITNEY BALIROOM  CARPET m BRLM BELEVEDERE-BELEVEDERE BALLRO. ., CARPET u‘
BRLM CARMEL-CARMEL BALLROOM CARPET BRLM BELMONT-BELMONT BALLIROOM  CARPET

BRLM CB 1-9-CONTINENTAL BALLROOM  CARPET m BRLM DIABLO-DIABLO BALLROOM Nore

BRLM CYPRESS-CYPRESSBALIROOM  None BRLM EXECUTIVE-EXECUTIVE BOARD RO... None =

The PM Connection Tab

» Reset — This button allow you to modify connected items to ensure the
generator is getting all the information.

@® Note: Reset must be pressed on a schedule that is set up as Auto-Schedule. This will
then reset the date for all connected items.

» 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 PM’s after
a renovation.
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The Connection Tab is what allows SynergyMMS users to create only one PM for each
type of task they wish to schedule. Each item of the type appropriate 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 of the connected

items.

The Parts Tab (Add-on module Costing required)
The parts tab shows the parts that are needed for the PM Schedule.

Shows the parts that are Shows amount of parts in
needed in an Equipment Inventory
PM

Wark Definition ] Questions | Tasks ] Schedule ] Connection| Parts l

PM Schedule - CHILLED WATER PUMP SEMI-ANNUAL

Accoupt: |None -None j
Description * 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.
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The PM Generator

The PM Generator is an application that runs on the SynergyMMS server daily, usually
early in the morning, that 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 area for
more information on the fields here.

The PM Generator will generate any PM’s it finds due based on Start Date, Frequency,
and PM Mode. PM’s 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.

i‘ Synergy Setup EE |

Employees Task Codes Locations Equipment Codes Qutputs Inspections Pooling Preferences

Gereral | WR §

Generator Run Frequency

Generator Run: |Daily j on |Tuesda‘,‘

PM Dispatch Options

Dispatch To: |Mothing - Printer:

PM Full Detail Options

PM Full Detail Additional Text:
|USE appropriate lockout procedures.

|Use appropriate safety equipment.
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PM on Demand

Often in dealing with Location PMs it is very 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 L o . .
Location filters (Room Type, Building and Room Occupancy Indicator, if

Floor) Y PMS interface in place.

r_:: N}n Demand / \ / | = | = &r
File ﬂew Type / \
v
Room Type: Building: Floor:
| fa
Type Occ. |~ || Ham Last Opened Last Completed Mext Generated
5-BLD-3 Guest Room X Mot Connected
6-BLD-3 Guest Room X Mot Connected
ADMIN Public Spc » Engjroom pm 5/29/2012 2:49 PM 5272012 6:54 AM Mot Connected
ADMIN, OFF, Public Spc » Gefieral Cléning Mot Connected
AV Public Spc X Gyest phom Short Not Connected
B-BLD-2 Public Spc X oom Lock Maintenance  5/29/2012 2126 PM  6/13/2012 10:16 AM Not Connected
B-BLD-3 Public Spc X AC -FILTER - GUESTRO... 7/17/2012 7:49 AM 4232014
B1-07 Guest Room X “ ADDER. AMMNUAL Mot Connected
B1-08 Guest Room X ROOMSPM Not Connected
B1-09 Guest Room X test 3 Mot Connected
B1-10 Guest Room X Test for train Mot Connected
Bi-11 Guest Room » TEST WEEKLY 11/8/2011 11:19 AM 1242012 11:58 AM Not Connected
B1-12 Guest Room x
B1-14 Guest Room x
B1-15 Guest Room X
B1-16 Guest Room X
B1-17 uest Room
B1-18 est Room
B1-19 Glest Room A
o120 ket Room Click here to generate PMs
B2t Guktroom X for selected items
B1-22 Guedt Room x
-
B1-23 GuesABoom b d &
Generator Ready. \ /
L \/ d

PM on Demand (default view by Locations)
Count of items in list. This screen also offers filtering to find data faster.

Generating PMs on Demand

Generating PMs on Demand is a simple process:
1. Select appropriate view (see following sections for details on each of the various
views)
2. Apply filters to the list on left side of form, (optional)
3. Select item from list on left side of form

© Copyright Systems Associates, Inc. 2005-2012 Page 5-14



SynergyMMS: Preventive Maintenance

4. Select item(s) from list on right side of form. Multi-select allowed on the right
list.

5. 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 name will
say PM Generator.

@® Note: SynergyMMS only sees WR as a PM/WR if it is 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.

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.

Check indicates current view —— | Rl
Equipment
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):

» Room Type — Filters Locations based on the selected Type
» Building — Filters Locations based on selected Building
» Floor - Filters Locations based on selected Floor

The list on the left side of the PMoD form contains Locations and displays the following
columns:
» Name — The name of the Location

» Type — The Room Type assigned to the Location
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» 0Occ. — 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
Systems Associates, Inc.

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:
>
>
>

Name — The Name of the Location PM Schedule
Last Opened — 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 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)

e

PN
7z

=2 PMOn De%nd \ SRICEL X
File View Type / \
. A\ 4

Location: Department: Type:
T - | A = =]
} 1434 Current Equipment } 46 Current PM Schedule(s).
Name Type | | Name Last Opened Last Completed Mext Generated
Ab Bench HC-AB Fitness Center E... AC Unit, Air Cooled (A) Not Connected
Air Compressor Pneumatic T...  Storage Tanks AC Unit, Air Cooled (Q) Not Connected
Ajr Compressor Pneumatic T...  Storage Tanks AC Unit, Water Cooled (a) Not Connected
Air Conditioning Fan, with He... HVAC Equipment AC Unit, Water Cooled (Q) Not Connected
Air Conditioning Package Uni... HVAC Equipment Ajr Compressor (Q) Not Connected
Air Conditioning Package Uni... HVAC Equipment Air Dryer {Q) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Air Handling Unit {Q) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Alto-Shaam (Q) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Boiler Quaterly PM Not Connected
Air Conditioning Return Fan ... HVAC Equipment Cooling Tawer (&) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Cooling Tawer (SA) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Cooling Tower Start up (SA) Not Connected ]
Air Conditioning Return Fan ... HVAC Equipment Cooling Tower Winter Shut... Not Connected
Air Conditioning Return Fan ... HVAC Equipment Dishwasher (Q) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Dishwasher Rinse Arms (W) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Ecologizer (M) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Electrical Panel (A) Not Connected
Air Conditioning Return Fan ... HVAC Equipment Elevator Cabs (Q) Not 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 ... HVAC Equipment Fan, Centrifugal (SA) Mot Connected
Air Conditioning Return Fan ... HVAC Equipment Fire Pump, Electric (M) Mot Connected
Air Conditioning Return Fan ... HVAC Equipment . Fire Pump, Engine Driven (W} Mot Connected

: i il . = me s -

T ) Conerae
Generator Ready.
\

PM on Demand (view by Equipment)

These filters affect the Equipment list (shown in the left pane of the form):

» Location - Filters Equipment based on the selected Location

» Department — Filters Equipment based on selected Department

> Type — Filters Equipment based on selected Type
The list on the left side of the PMoD form contains Equipment and displays the following
columns:

» Name — The name of the Equipment

» Type — The Type assigned to the Equipment
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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:

» Name — The Name of the Equipment PM Schedule

» Last Opened — The last date the PM was generated for the selected
Equipment

» Last Completed — The last date the PM was completed for the selected
Equipment

» 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 Not Connected
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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.

Change,View here

/ Location PM filters (Frequency, Repair Department and Repair Trade)

2 PM [.)z(Demand /

N

=] B ) |

File \i'lrew Type
Frequency: Repair Dg
L

partment:

Repair Trade:

| Al | fa

¥ 12 Current Location PM's.

¥ 2224 Current Location(s).

| |A

Hame

Name

Last Opened

Last Completed

Next Generated

Occ. | -
AHU SEMI ANNUAL MAINTEMANCE 5-BLD-3 Mot Connected b4
CHAIR GLIDE WEEKLY INSPECTION 6-BLD-3 Mot Connected X
Eng room pm ADMIM Mot Connected X
General Cleaning ADMIN, OFF, Mot Connected ¥
Guest Room Short AVW Mot Connected x
Guestroom Lock Maintenance B-BLD-2 5/4/2012 5:48 AM  5/18/2012 7:41 AM 12182012 x
HVAC - FILTER - GUEST ROOM B-BLD-3 Mot Connected b
LADDER ANMUAL B1-07 Mot Connected X
ROOMSPM B1-08 Mot Connected ¥
test 3 B1-09 5/4/2012 5:48 AM  5/18/2012 7:41 AM 12/18/2012 X
Test for train B1-10 Mot Connected X
TEST WEEKLY B1-11 Mot Connected X
B1-12 Mot Connected b4
Bi-14 5/4/2012 5:43 AM  5/15/2012 7:41 AM 12/18/2012 X
B1-15 Mot Connected X
B1-16 Mot Connected X
B1-17 Mot Connected b4
B1-13 Mot Connected X
B1-19 Mot Connected b4
Bi-20 Mot Connected X
B1-21 Mot Connected X
B1-22 Mot Connected X
F1-23 Mot Connerted ¥ T

Generator Ready.

] Generaie

PM on Demand (view by Location PMs)

These filters affect the Location PM list (shown in the left pane of the form):

» Frequency - Filters Location PMs based on the selected Frequency

» Repair Department — Filters Location PMs based on the selected Repair

Department

> 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:

> 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 Opened — 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 Not Connected

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 Location PMs option is the final view available in PMoD. Views can be changed
using the View Type Menu option on the PMoD Menu Bar.

Change View here

Equipment PM filters (Frequency, Repair Department and Repair Trade)

-
“:PM %Demand / \ HE——
File  View Type

Frequency: Repair Dpartment: ir Trade:

Al = fa =l | =

} " 392 Current Equipment PM's. 1 ~ 1145 Current Equipment
Hame | | name Last Opened Last Completed Mext Generated -
CHILLED WATER. PUMP SEMI-ANNUAL ACU-007 5/4f2012 6:03 AM 5/18/2012 7:41 AM 12/26/2012

B1 GEMERAL CLEANIMG 18TH TO 27TH " | | ACU-008-3-VALET SHOP A... 5/4/20126:03 AM 5/4/2012 7:07 AM 12/14/2012

B3 GUESTROOM CARPET EXTRACTION acu-009 Mot Connected

BALLROOM LIGHTS acu-10 Not Connected

Chiller AHU-001-7-1 12/16/20118:12 AM  1/24/2012 11:58 AM 35 day(s) past due

COMNDENSATE RECEIVER. PUMP SEMI-ANNUAL

CONVEYOR QUARTERLY
COOLING TOWER MOMTHLY

ASST CHIEF ENG-ASSISTA...

ERLM DIAELO-DIABLO BAL...
BRLM EXECUTIVE-EXECUTL...

12/16/2011 9:12 AM

12/22/2011 8:11 AM
12/22/2011 8:11 AM

1/24/2012 11:58 AM

1/24/2012 11:58 AM
1/24/2012 11:58 AM

38 day(s) past due

COMNDENSER. WATER PUMP SEMI-ANMUAL BALLROOM LIGHTS-LIGHT ... 5/4/2012 5:47 AM 5/15/2012 10:43 AM 11/2f2012
COMNDENSING UNIT BIG-JOE PIANO LIFT Not Connected
COMNDENSING UNIT WK-10 BELRM WHITMNEY-WHITMEY ... Not Connected
COMNDENSING UNIT WH-11 BRLM BELEVEDERE-BELEVE... 7172012 7:45 AM  1/24/2012 11:58 AM 12(18/2012
COMNDENSING UNIT WK-5 BRLM BELMONT-BELMONT ... 7f17/2012 7:45 AM  12/20/2011 1:48 PM 12(18/2012
COMNDENSING UNIT WH-7 BRLM CARMEL-CARMEL BA... Not Connected
COMNDENSING UNIT WK-8 BRLM CB 1-9-CONTIMENT... Not Connected
COMNDENSING UNIT WK-9 BRLM CYPRESS-CYPRESS ... Not Connected

32 day(s) past due
32 day(s) past due

COOLING TOWER SEMI-ANNUAL BRLM F LOUNGES-CONTIN... 12/22/20118:11AM 12/27/2011 8:24 AM 32 day(s) past due
DISHWASHER MAINTEMANCE BRLM FRAN-FRANCISCAN ... Not Connected

DRAIN MAINT-KITCHEN DRAIN MAINTEMAMNCE BRLM GER PRE-GRAND BA... Not Connected

DRYER. MONTHLY BRLM GBR-GRAMND BALLRO... Not Connected

ELECTRIC EQUIPMENT LIFT MOMTHY ERLM GREEM-GREEM ROOM Not Connected

ELEVATOR TEST-BLDG I II III PASSENGER SERVI... BRLM IMP-IMPERIAL BALL... Not Connected

FI11 TS 360 TTIMMFL WASHFR MONTHI Y =1 |ERI M| ASSFIN4 ASSFN BA) Mot Connected il

_I Generab

Generator Ready.

PM on Demand (view by Equipment PMs)

These filters affect the Equipment PM list (shown in the left pane of the form):
» Frequency - Filters Equipment PMs based on the selected Frequency

» Repair Department — Filters Equipment PMs based on the selected Repair
Department

» 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:

» Name — The name of the Equipment PM

© Copyright Systems Associates, Inc. 2005-2012 Page 5-21




SynergyMMS: Preventive Maintenance

The list on the right of the PMoD form contains all the Equipment available within
SynergyMMS based on User Rights. The Equipment list displays the following columns:

» Name — The Name of the Equipment

» Last Opened — The last date the PM was generated for the selected
Equipment

» Last Completed — The last date the PM was completed for the selected
Equipment

> 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 Not Connected

PM Calendar

Chapter 6 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. Required inventory can also be forecast if included in
the PM Schedule setup (Must have Costing Module).

Chapter 7

Chapter 8 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 even
get generated.

Example 1: 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 PM’s
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”.

Example 2: 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.
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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.

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 snap shot

of what is forecast for specific items.

A

The annual view shows break
down by month.

-.= PM Schedules Calendar

/
= @&

B o= U Type: |All
Assigned To: All

January, 2013

Equip: 973 / 41173.4
Room: 3107 / 62795

| Repair Dept: |A
~| PM Schedule: |4l

Year: 2013

February. 2013

Equip: 881 / 37883.02
Room: 2844 | 56724

Total: 50870 PM's / 1227734 23 Hours

March, 2013

Equip: 1014 / 41243.77
Room: 2112 / 62800

v| Trade: B =
o

Total: 4080 / 103968.4

May. 2013

Equip: 1183 / 42167.15
Room: 3145 / 62795.1

Total: 3725 / 94607.02

June, 2013

Equip: 1042 | 39887.55
Room: 3016 / 60779.1

Total: 4126 | 104043,

m: 3107 [ 62795

Total: 5937 00642.03

August, 2013

Equip: 982 / 41876.02
Room: 3142 [ 62795 /

Total: 4328 / 104962.25

September. 2013

Equip: 1009 / 39942.77
Room: 3012 / 60775

Total: 4058 / 100666.65

October. 2013

Equip: 985 / 41217.03
Room: 3107 / 62795

Total: 4100 / 103988.4

November. 2013

Equip: 1061 / 40747.15
Room: 3046 / 60770.1

Total: 4124 / 104671.02

Room: 3115 /62800.1

Total: 4021 / 100717.77

Total: 4092 / 104012.03

Total: 4107 / 101517.25

Total: 4177/ 103996.65

/Unit Format: Count / Hours
Z

-2 PM Schedules Calendar

/ EE—

£ e B tvpe: [0

Assigned To: Al

3
Equip: 34 / 1331
Room: 105 / 2020

r
Equip: 28 / 1326
Room: 99 / 2025

hd Repair Dept: "“"
*| PMSchedule: |4

February, 2013

5
Equip: 29 / 1326
Room: 135 / 2025

6
Equip: 28 / 1326
Room: 99 / 2025

7
j Trade: |

Total: 3725 PM's [ 94607.02 Hours

i
Equip: 34 [ 1998

7
Equip: 29 / 1326
Room: 100 / 2025

8
Equip: 30 / 1326

Year

2
Equip: 28 / 1326
Room: 99 / 2025
Total: 127 / 3351

Room: 100 [ 2025
Total: 134 / 4023

9
Equip: 28 / 1326

Room: 100 [ 2025 Room: 99 / 2025

Total: 139 / 3361

10
Equip: 31 / 1328
Room: 105 / 2030

Total: 127 3351

11
Equip: 28 | 1326
Room: 99 / 2025

Total: 164 / 3351

12
Equip: 29 / 1326
Room: 100 / 2025

Total: 127 / 3351

13
Equip: 28 / 1326
Room: 100 / 2025

Total: 129 [ 3351

1
Equip: 36 | 13
Room: 99 / 2025

15

Total: 130 / 3351 Total: 127 [ 3351

16
339 Equip: 29 [ 1326

Room: 101 / 2029

Total: 136 / 3358

17
Equip: 62 / 1360
Room: 105 / 2020

Total: 127 | 3351

18
Equip: 28 / 1326
Room: 99 / 2025

Total: 129 | 3351

19
Equip: 29 / 1326
Room: 100 / 2025

Total: 128 [ 3351

0
Equip: 28 / 1326
Room: 100 / 2025

Total: 135 | 3365

21
Equip: 28 / 1326
Room: 99 | 2025

22
Equip: 31 / 1326.02

Total: 134 [ 3358 Total: 128 [ 3351

23
Equip: 32 / 1328

Room: 100 [ 2025 Room: 99 / 2025

Total: 167 / 3390

24
Equip: 39 / 1341
Room: 105 | 2020

Total: 127 3351

25
Equip: 29 / 1326
Room: 100 / 2025

Total: 129 / 3351

26
Equip: 32 / 1230
Room: 99 / 2025

Total: 128 / 3351

27
Equip: 32 / 1226
Room: 100 / 2025

Total: 127 | 3351

28
Equip: 29 / 1230
Room: 99 | 2025

Total: 144 / 3371

Total: 129 / 3351

Total: 131 / 3355

Total: 132 f 3351

Total: 128 / 3355

Total: 131 / 3351.02

Total: 131 / 3353

Unit Format: Count / Hours
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Depending on whether
you are viewing by
year or month, the
guantity 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.
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SynergyMMS: Preventive Maintenance

-> PM Schedules Calendar =[S e
£ o= El Type: I’.‘J j Repair Dept: |-"'” j Trade: |4l j

- R =

Clicking this will provide a complete listing for the year of all PM”’s
generated and what they were generated for based on the filters
applied. Good for tracking what is still outstanding. See below

[ = Schedule ltem Details For Date: 1/1/2012 - 12/31/2012 = | B S
Ttem Schedule Name WR# Schedule Date Completed Date Status Assigned To _+
B2-17 Eng room pm 789134 1/31/20126:22:40 AM  4/30/2012 10:496:08 AM None
B2-16 Eng room pm 789135 1/31/2012 6:22:40 AM  4/30/2012 10:46:08 AM None -
B2-15 Eng room pm 789136 1/31/20126:22:40 AM  4/30/2012 10:46:08 AM None
B2-14 Eng room pm 789137  1/31/20126:22:40 AM  4/30/2012 10:46:08 AM None
HAZ-1-5-3-HAZ-MATR... HAZ-MAT CART MONTHLY 789133 1/31/20126:22:90 AM  5/18/2012 7:41:16 AM Stevesn, JOSE
new equip testsched 2 789139 1/31/20126:22:40 AM  5/18/2012 7:41:16 AM None
FP-002-1-FIRE PUMP WEEKLY FIRE PUMP MAINT... 789140 1/31/2012 6:22:40 AM  5/18/2012 7:41:16 AM gold, KARY
LOBBY3 CHAIR GLIDE WEEKLY INS... 788260 1/4/2012 6:18:12 AM 1/24/2012 11:25:00 AM davis, ANDY
LOBBY1 CHAIR GLIDE WEEKLY INS... 788262 1/4/2012 6:19:46 AM 1/24/2012 11:25:00 AM davis, ANDY
MAIN LOBBY CHAIR GLIDE WEEKLY INS... 788264 1/4/2012 6:20:41 AM 1/24/2012 11:25:00 AM charles, JONAH
LOBBYZ CHAIR GLIDE WEEKLY INS... 788265 1/4/20126:20:41 AM 1/24/2012 11:24:46 AM charles, JONAH

C-300-G-3-REFRIGER... CONDENSING UNIT WK-11 788266 1/4/2012 6:22:05 AM 1/4/2012 6:56:39 AM
C-150-G-3-REFRIGER... CONDENSING UNIT WK-11 788267 1/4/2012 6:22:05 AM 1/4/2012 6:56:39 AM
C-101-G-3-REFRIGER... CONDENSING UNIT WK-11 788268  1/4/20126:22:05AM  1/4/2012 6:56:39 AM
C-100-G-3-REFRIGER... CONDENSING UNIT WK-11 788269 1/4/2012 6:22:05 AM 1/4/2012 6:56:39 AM
C-029-G-3-REFRIGER... CONDENSING UNIT WK-11 788270 1/4/2012 6:22:05 AM 1/4/2012 6:56:39 AM
C-027-G-3-REFRIGER... CONDENSING UNIT WK-11 788271 1/4/20126:22:05 AM 1/4/2012 6:56:39 AM
C-020-G-3-REFRIGER... CONDENSING UNIT WK-11 788272 1/4/2012 6:22:05 AM 1/4/2012 6:56:39 AM

baker, EARNEST
charles, JONAH
charles, JONAH
charles, JONAH
charles, JONAH
charles, JONAH
charles, JONAH

IR ERERERE

MAIN LOBBY CHAIR GLIDE WEEKLY INS... 788274 1/4/2012 7:22:11 AM 1/24/2012 11:24:45 AM davis, ANDY
LOBBY3 CHAIR GLIDE WEEKLY INS... 788275 1/4/2012 7:22: 11 AM 1/24/2012 11:24:46 AM davis, ANDY
LOBBY2 CHAIR GLIDE WEEKLY INS... 788276 1/4/2012 7:22:11 AM 1/24/2012 11:24:46 AM davis, ANDY
LOBBY1 CHAIR GLIDE WEEKLY INS... 788277 1/4/2012 7:22:11 AM 1/24/2012 11:25:00 AM davis, ANDY
CAFE 333 CHAIR GLIDE WEEKLY INS... 788278 1/4/20127:22:12 AM 1/24/2012 11:25:00 AM davis, ANDY
Bl-14 AHU SEMI ANNUAL MAINT... 788279 1/4/2012 7:22:55 AM 5/18/2012 7:41:17 AM Elvis, ENG
B1-09 AHU SEMI ANNUAL MAINT... 788280 1/4/2012 7:22:55 AM 5/18/2012 7:41:17 AM Elvis, ENG
B-BLD-2 AHU SEMI ANNUAL MAINT... 788281 1/4/2012 7:22:55 AM 5/18/2012 7:41:17 AM Elvis, ENG -
T e A e f
r =
- PM Schedules Calendar = |
F o) El Type: |EI ~| Repair Dept: |,q|| ~| Trade: |Al S

- B e -

Clicking this will provide a print out of the current screen you are
viewing with applied filters.

-> PM Schedules Calendar =[S e
£ o= [-j Type: I’.‘J j Repair Dept: |-"'” j Trade: |4l j

Astpned To: [ =] e scheduie: [ -]

Clicking this will provide a print out of the needed parts for the PM’s
that are showing with applied filters.
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v :ﬂ {.‘N Whole Page - 1/1 Backward Forward f:? -
SynergyMMS Version 3 - SFOFHHH
- Parts Needed for PMs
1/1/2012 - 12/31,/2012

Part Storeroom Preferred Yendor Oy Each Markup Cost
INCAMNDESCEMT Te 190 1-1070 HD Supply B2 F0.45 0.00% 43 65
IMCAMDESCENT T 190 HD Supply 0 $0.45 0008 £0,00
COUMTRY 100 HD Supply 13 4140 0.00% $2dd.50

Totak $28845

The Daily view shows details of the PM/WR due to generate on the day selected. It is on
the Daily view that editing of an instance of a PM/WR that is forecasted to generate in
the future is allowed.

Legend: I:l l:l Normal Generated Items l:l Altered Items ‘

[~ Schedule Items For Date: Saturday, March 31, 201 | il L
———— e Modified
— PM/WR will
WR # [t Schedule Name Description Frequency Schedule Date Altered Date - |
B1-07 Eng room pm 1. dean room2. dean sink Daily 3/31/2012 d isplay W|th a
B1-08 QT pm 1. dean room2. dean sink Daily 3f31/2012 . .
51-09 Eng room p 1. clean room2. deansink  Daily 3/31/2012 h [0] hi [0] ht, and
81-10 Eng room pm dean room2. dean sink Daily 33142012
B1-11 Eng room pm . wagy?. clean sink Daily 3/31/2012 ShOW Changed
B1-12 Eng room pm 1. dean room2. d®amgink Daily 3/31/2012 data.
B1-14 Eng room pm 1. clean room2. clean sink Sl 3f31/2012
B1-15 Eng room pm 1. dean room2. dean sink Daily 3312012 f31f2012
B1-16 Eng room pm 1. dean room2. dean sink Daily 2312012 3(31/2012
B1-17 Eng room pm 1. dean room?. dean sink Daily 33170 3/31/2012
B1-18 Eng room pm 1. dean room2. dean sink Daily 3/31/2012 3/31/2012
B1-19 Eng room pm 1. dean room2. dean sink Daily 3f31/2012 . .
B1-20 Eng room pm 1. dean room2, dean sink Daily 3312012 CI ICk tO VleW PartS
B1-21 Eng room pm 1. dean room2. dean sink Daily 33142012
B1-37 Eng room pm 1. dean room?. dean sink Daily 3/31/2012 needed for the
B2-14 Eng room pm 1. dean room2. dean sink Daily 3312012 PM’S listed
B2-15 Eng room pm 1. clean room2. cean sink Daily 3f31/2012
B2-16 Eng room pm 1. dean room2. dean sink Daily 3f31f2012
B2-17 Eng room pm 1. dean room2. dean sink Daily 3f31/2012
B2-18 Eng room pm 1. dean room?. dean sink Daily 33172012
B3-18 Eng room pm 1. dean room2. dean sink Daily 3/31/2012
CONT3 Eng room pm 1. dean room2. dean sink Daily 3f31/2012
B2-BLD-3 Eng room pm 1. clean room2. cean sink Daily | 3f31/2012 =
< »

Assigned To: ’E j

Selecting an instance of the PM/WR and right-clicking will
display the edit box (as seen to the left of this text).

Scheduled For Date: | Satuday . March 31,2012 ~|

) ey 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).
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Notice that when an instance is changed, SynergyMMS displays the date the change was
made and colors the instance. This change does not affect the original PM Schedule.

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 PM’s allow for “Scheduled For Date” changes within their
frequency on single select.

e Changing a single PM instance through the Daily PM interface will not affect
future generation of the schedule.

e PM'’s with a frequency of “Custom” show on Sundays only.

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.

© Copyright Systems Associates, Inc. 2005-2012 Page 8-26



SynergyMMS: Reports

Chapter 6 SynergyMMS: Reports

Reports allow users to display the data within SynergyMMS in a variety of formats.
Each area of SynergyMMS has 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 interrogate 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
Reports
Work Request Reports
I Preventive Maintenance Reports
Setup Reports 4 Employees
Inventory Reports » Equipment
Security Inspection Results Inspections
— Pools
Rooms
Log Out Task Codes

Reports Menu with Setup reports displayed
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Reports are divided into the following areas: Work Request, Preventive Maintenance,
Setup, Inventory and Security Inspection Results. 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, filter
and sort the information to be displayed.

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.

-

- = Synergy Work Request Reports

Using Favorites
Sl can save time.
= Favorites are

user specific.

Name

Annual Trend by...
Annual Trend by...
Annual Trend by...
Avg Response b,
Daily Hotline

Daily Hotline - y...
Daily Hotline 1
Doug-test
Escalatee WR 2...
Hotline / Open

kim
kim 6

Favorites Format Filters

Weekly
MNone
Mone
Weekly
Mone
Weekly
Daily
Mone

Details

P Report Email
Schedules

Mot scheduled W, Th, F, Sa

Su, M, Tu, W, Th, F, Sa

Favorite Name:

Schedule an Emailed

View a Preview of
Report

Report

The Report Favorite Tab
Reset the Report Settings
to their default starting
positions
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Selecting a Favorite sets the options on the other Report Settings tabs with that Favorite’s
previously saved configuration. Favorites 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.

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
Modify the report title here. Status here here

-~ Synergy Work Request Reportd

Favorites

Format

Repbrt Selection:

Report Name: Date

By Location SE|ECt the

Report Style: | Aging By Assigned To
Statue: @ . th_ln Persornel Report and
Guest: [a/ By Bepaiing Deparlment the sorting of

By Trade
By Task Code
By Equipment

Aging: | fging

the Report
here

/ \-ﬁ‘
Selec/t the Report The Report Format Tab

Style here If running an Aging report,
select the time criteria here

The fields of this tab affect the report in the following fashion:

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.

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.
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Standard styles:
o Summary

o Detalil

These reports display a count of 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.

This report can be more than one page, if limits are not applied.

Drill down available for additional detail.

Graph default setting is: On

e Graphs differ depending on the limits of the items returned.

These reports display all details of the item.
This report is usually more than one page.
No drill down is available.

Graph default setting is: off

Other Work Request styles:

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 = | [ -

[ | ey Prnt... £ PDF Expott £¥ Excel Expott £¥ CSV Bport £ TSV Bxport | ) B8+ 2 Sk G WholePage ~ B 13 Backward (3 Forward | £~

- SynergyMMS Version 3
- pd All{Open and Closed) Work Requests Annual Trend By Task Code
L ol 1/1/2012- 872012

Annual Trend Report
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o Detail with Guest Info

SynergyMMS: Reports

This report shows the details of Work Requests as well as the Started and

Completed dates or Duration (picture insert) and current status of work.

SynergyMMS Version 3

All {(Open and Closed) Work Requests By Assigned To (Includes Guest Info)

1/1/2012-8/17/2012

AsignedTo Dpenad Completed  Statss  Guest WRE Locaton Task- Dascripion From To Trade
Allen, Tern 08/14/2012 07 35 Open TEER 31607 G015 - FEQLEST CECCORANT =3 HaE Not Assigred
Subtotd 1
appk, AMTODETTE 0200420120622 0S/182012 07141 Closed P Genarone o328 B2ELD3 515 CHALEMGE CRIERMCHTHLY eng Mothstigned  EMGR
1 PERFORM WADHTE .
02i04/2012 08122 05/18J201207:41 Closed P Generakr 78525 B2BID3 515- CHAUENGECRIERMONTHLY eng MotAsigned  ENGR
1 BERFORM MAINTE ...
02i04201206:22 OS[15(201207:41  Closed P Generacr 7o325 BBLD3 513- ELLIS360MONTHY eng eng ENGR
1 PERFORM MAINTENANGE 45-
0200420120622 04302012 11116 Closed Ph Generaar 785280 B1-10 HetAssigned - dean oo Mothssignsd  MotAssiged  NotAsmigned
2. desnin
0204201206122 043002012 11116 Closed PM Gnerser e BLI0 Mot Assianed -.clean roam MotAssigred  Matssigned  NotAsigned
2. deansin
0204201206122 0473002012 11116 Closed B Gensrae TeRR BLI0 et sined 1.cesn oom MotAgsignsd  NotAssigned  NotAsmioned
2. deansi
0204020120622 043012012 11116 Closed B Genarakr 7enEm BLI0 otfsined 1.cesn room MotAgigd  NotAssiged Mot Assigned
2. deansin
02i04/2012 08122 04720/2012 11116 Closed fsianed 1. cean e MotAsigned  MotAssignd Mot Assigned
desnsin
02004j2012 06:22  04{30j2012 11:16  Closed Al (Wit Assigned - 1.clean room Mot Assiqred Mot Assigred Mot Assigned
0200402012 06:22 04730/2012 11116 Closed ot Assigned - 1.clean room Methstigned  NetAsignd  NotAssigned
o o . desnsink
0200420120622 (4302012 11116 Closed o ot Assigned - 1.clean roam Mothssigned  MotAssignd Mot Asmigned
0204201206122 043002012 1116 Closed e 4ot Assianed - 1.clean roam MotAssigred  Matssigned Mot Asigned
coma desnsin
02I04{201206:22 04/30/2012 11:16 Closed o ot Aszigned - 1.dlean reom ot Assigned ot Assigned Mot Assigned
e sin
Subtota B
om o an Gema
apple, RIS 02i17/0120837 05/18201207:41 Closed 002 - FEQUEST ROUAWAY BED Methstignd  HI® Nat Astigned
Subtota 1
o an ot
spple, Jose 033120120625 B4F0R012 12413 Closed - o 4ot Assigned - 1.chean oo Mothssigned  MotAssigned  MotAsigned
: —
03031/201208:25 0420/2012 12113 Closed P Genarar IR ETT ot Acsgned - 1.clean room MotAssigned  MotAssigred Mot Assigned

o Morning Report

2. clean sin

Detail with Guest Info Report

The Morning Report gives a management view of what happened in the property
yesterday. This report is great for morning meetings.

SynergyMMS Version 3

All (Open and Closed) Work Requests by Trade
8/18/2012

Details from 8/16/2012

3 Report Produced By _Sa1
] Report Reviewed By:

Guest
101 - SYTRY D00 LOCK BOSS DT 0% Wi .
77 - HOAC AT 5 WOSY gz .
1 DTALL BLECTRICAL PORER FOR HE 7 3
167~ BATIROOM MIRROR NEEES REPLACE W 3
71- munc oo 00 CotD i s
g
ipeted Guest Cals 8716/2012 Previous7 Days Previous 30 Days
TopTenby Trage ot Avg Minutes oot Avg Minutes ot Avg Minites
[y 0 T 7 = E
) a a 1 s 1 E]
Hee P a a 1 - f -
v o o o o 1 vm
ax o o o o 1w
SubTomn O E w
Pe——— 7162012 Previous7 Days Previous 30 Days
Top Tenby Trase e fug Minutes cnt pug o g Minutes
. pssgnad 2 B El Ca T
= o o o o f
S Tou 7 ¥ s Ca
Duplicated "Guest" Calls for 8/16,/2012
Requested Py Location Description Status on
Multiple "Guest" Calls by Room
Location Descrvton dosignedTo_ status ton

Morning Report
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o Aging

SynergyMMS: Reports

Aging reports look at productivity, comparing time it took to complete work
compared to the Estimated Completion Time (ECT). Aging criteria is set in the

Codes > Aging area of Setup (picture insert).

SynergyMMS Version 3

1/1/2012-8/17/2012

All (Open and Closed) Work Requests By Assigned To

Aging Rebort

o Hourly Work load

18
15
™
1.2-
w1
Zon all s
h | | HE
e Avg Minudss
s i L S s B
2 34 g 2 g2 E 3 E Y] a g &
CE Ty R A e e i iE SN
sEsalpiifeyRagyis BEd:RagiiEniig.c
S RRTEEEEEEER R R Rt I NI R E R T L
8 23 £ 3
Assigned To
Assignat To 15Min _30Min _45Min _60Min _ 2Hi _>2Hr _ Total % AvgMins NGNS (1630 LUSE0 % GuestCalls
Allen, Tom 0 0 0 I ] 1 1 0% 4,550 0% 0% 1000% 0.0%
0 0 0 o o 13 13 2% 130,066 0.0% 0 1000% 0.0%
0 [} 0 o o 1 1 0% 130085 0% 0P 10008 0.0%
0 0 0 o o 4 4 1% 4359 s 0P 1000P 0.0%
0 0 0 o o 1 1 % 30278 0% 0 100% 0.0%
1 0 1 a a o 2 0% 18 50.08 0.0% 50.0°% 0.0%
0
0
[ T2
1 Na Description
0 ”;— 15 M [ 30 Min / 45 Min / 60 Mn [ 2M
= i
2 0 [} [ o 4 [3 BLY wen2 3% 0P 66.7% 0%
[ 1 0 [ o 17 bl L) 58015 2500 4 T08% 4%
0 0 0 o a 16 16 k. ] 924 0% 0P 1000F 0.0%
0 0 [ [ o 1 1 0% 036 0% 0% 1000% 0%
0 0 0 o o 210 210 1™ 86,30 e 0P 1000° Lo

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.

SynergyMMS Version 3

1/1/2012-8/17/2012

All (Open and Closed) Work Requests Hourly Workload by Reporting Department

5

45

4

35

33

2

w28

3 2

2

15

1

05

= - = e o - - — |
Tizam 1M 2AM 3AM 4AM SAM GAM 7AW GAM SAM 10AM 1AM 12FM LEM  ZPM SPM 4PM SPM 6FM 7EM GEM 9FM 10RM LLEM|
M M

Reporting Dept. 1212 3 4_5_6_7_ 8 9 10 11| 12 12 3 _4_5_6_7_8_ 9 10_11_ Totals
NotAssigned 0 0 0 0 1 3#% # » 2 » 1| 1 % 7 0 3 2 0 0 0 0 08 0 455
eng ¢ 0 0o 1 0 14 5 % % 10 » £ ®» @3 1 0 13 1 1 0 0 0 0 0 e}
PR ¢ o o o o 2 o 9 2 2 o o o o 1 0o 0o 0 0 0o 0 0 0 0 34
Hsi® c o o o o o o s o o o of o © 0 0 1 0 0 0 0 0 0 0 17
SECU 0 0 0o 0o 0o o0 o 1 0o o0 o of o 0 9 0o 0o 0 0 0o 0 0o 0o 0 10
Grand Totals: 0 0 0 1 1 19479 116 81 41 69 61| 55 40 18 0 34 3 1 0 0 0 0 0 5619
Report Fiter: Warked on from 1/1/2012 to 8/17/2012 And Ts Guest=Any And WR/PM=Any And Stztus=A1
8/17/2012 2:20PM Hourly Workload by Reporting Departmert Page Lof 1

Hourly Workload Report
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SynergyMMS: Reports

o Custom View

This Report Style makes your Custom Views from the Work Request Full View
available as a report that can be saved as a Favorite and scheduled to be emailed.

- Synergy Work Request Reports t = —

T e
Favorites Format Filters Details

Report Selection:

Report Name: |
Completed

Report Style: TN =TI - | Deleted

-
Open Incomplete
Status: |_—l\ J Pendin

q

. Closed last 15 days
Guest: [x) | st
Open-17
Yesterdays gst WR
“Yesterday's gst WR
Linked task custom v
closed today
closed last 30 days
Al WR last 30 days
all Wrfrom today
Eng apen work

Plumber
all WR last 10 days s

Format with Custom View Report Style selected
o Labor History

This report displays the labor times associated with WRs in SynergyMMS. This
requires the Costing add-on module. Contact SAI for more information.

@® Note: The user needs to have Admin rights to WR Costing for this report to be visible.
o Matrix

Shows a footprint of the buildings’ guest rooms and can point to issues in
electrical or plumbing runs. Contact SAI if you see strange results when
previewing to have this set.

Status — This determines if Open, Closed or All (both Open and Closed) WRs are
returned.
Guest — Selects between Guest Initiated, Internal, or all WRs.

Reports Selections — This list varies by Report Style. Each item on this list represents a
different way of grouping or sorting the overall report. Generally it indicates on which
piece of information in the WR that the report will be grouped. For example, “By Task
Code” groups all the WRs in a report by their Task Codes.
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SynergyMMS: Reports

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 for filtering Select one or multiple filters

-
-~ Synergy Work Request Relorts
N

Favorites Format

Taskcode: | Al

T |AJI uipment: | |

Location: |A|| Equip. Type: |

WR #: |

Repair Dept: |,'.'d|

Reporting Dept: |Aj| User Defined 3: |Aj|

Assigned To: |A|| Closed By: |A||

Reported By: |Mu|ti _v/ Completion Code: |Aj|

Floor: |Aj| Requested By: |AJI

Led Led Led LefLefLefLed L Lef Lef L

Trade: | Room Type: |Aj|

\

P |

Building: |A|| Owner | Dept: |A|| \
{
v

PM Schedule:/ 2 Priority: |

The Report Filters Tab

SynergyMMS also allows for
multiple selections in a single filter.

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. 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.
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SynergyMMS: Reports

Favorites Format Filters Details

Reported By Multiple Selection
¥ Not Connected
<unfiltered> Values
Values - charles, LAI
charles, LUZ MARINA charles, ANITA
charles, LUIS .| |1 Move | cheatwaod, kim
charles, JASON Chow, Noe
charles, JEAN w Chow, Noe
charles, MIGUEL
charles, GUADALUPE m
charles, JUDY “’
charles, PM
charles, THERESA
Chow, Jay -
== =

The Filters tab Multiple Selection tool

Report Details

The Report Details tab contains other filtering and report options that do not fall under
the first two categories.

Check here to start a

Choose from five different time new page with each
periods for the Date Range group in the report
=" = Synergy Work Rf\quest ===

. | Favorites Format i i heck how

Select a predefined Craech ;?tsheoda?a
date period or grap
enter a specific
From and To date Limit the

—Filtered Datg Field — Misc. Opti / description to 50

\ * Created " started  Completed [ "New page Sichonos Chal’aCteI’S to aVOid
\  Closed Scheduled For I i S long reports
[~ Limit Description Length
I %ﬁ [~ Print Data Sheets
DateWange: [Custom =l Type: [A1 (WR and PV) ¢ — Select between
Users are now able Fm,mm}z'umu | vo: [os/zsz012 2359 <] e |N0tDele%\ ﬂ displaying regular
to select from a Summarize: [orimisd WRs or PM
specific time as well Duration >= [0 Duplication Count >=| _ generated WRs
as date
Look for WRs
)
Look for WRs with “\ requested multiple
a specific duration times Chleckdto show
Deleted WRs

The Report Details Tab
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The fields of this tab affect the current report in the following fashion:

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 — Click here to force 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.

Show Graph — Click here to 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 PDF, Excel, CSV, or TSV file) Move between pages
Clicking on a specific item
will open a drill-down report
for that item

- - SynergyMMS Report Viewar [
i | a=h Print... £F PDF Export £¥ Excel Expot ¥ CSV Export £¥ TSV Bxport | §5 - e 13 Backward -
‘ E T S R - S R TSR SRR R SRR ' [3 ' 7 ' E:} -
- . SynergyMMS Version 3
- . - All (Open and Closed) Work Requests By Task Co
- 11/17/2011 - 3/29/2012
} Top 10 by Quantity of Work Requests /
- 35 /
3 /
2 25 /
Z >
z = 2 /
- g
- ERR] /
w /
3
0.5 /
- o = = = —fl — e — — —
= a = = 2 = . = g
- E i = & & = i Z =
" b
5
- 2
- Taskcode - Description
B Taskcode - Description Oldest Guest Internal Quantity % of Work
- 105-ENTRY LIGHT SHADE NEEDS REPAIR 12/21/2011 0 1 1 0%
f 109-ARMOIRE DOOR IS BROKEN 12/01/2011 1 0 1 0%
- 132 -TELEVISION HASNO VOLUME 12/13/2011 1 1 2 1%
_ 143-HALLWAY LIGHTISOUT 12/21/2011 0 1 1 0%
156-TRASH CHUTE DOOR HAN 11/22{2011 1 0 1 0%
_ 17-PHONE 000 12/01/2011 1 1 2 1%
[ 173-CARPET NEEDS REPAIR 11/17/2011 0 4 4 1%
: 190-ENTRY DOOR JAMB NEEDS PAINTING 11/17/2011 0 5 5 1%
- 2007-ROLL AWAY IN (NO CHARGE): 12/13/2011 1 0 1 0%
T 201-LINEN ROOM DOOR NEEDS PAINTING 12/01/2011 o 1 1 0%
- 2019-DELIVER TOOTHBRUSH/PASTE: 12/01/2011 2 0 2 1%
; 2027-L OBBY/RESTROOM CLEANUP 12/28/2011 0 1 1 0%
- 2030-SLIPPERS: 02/16/2012 0 1 1 0%
- 207-5INK IS CRACKED 02/15/2012 1 0 1 0%
- 209-TOILET ISCRACKED/BROKEN 12/01/2011 4 0 4 1%
: 2103-BATHROOM SINK: 12/21/2011 0 1 1 0%
- 2114-LIGHT OUT: 01/19/2012 o 1 1 0%
9 2115-LOST ITEM DOWN DRATN: 12/21/2011 o 1 1 0%
- 2129-HVAC Meeting Rooms: 11/22{2011 1 0 1 0%
_ 219-HIGH SPEED INTERNET 02/16/2012 0 5 5 1%
221-TELEPHONE DISCONNECT: 12/21/2011 o 1 1 0%
223-POWER DISCONNECT: 02/16/2012 0 4 4 1% 52

Typical Summary Report with graph

Print Report Export Report to PDF, Excel, CSV or TSV

v

=t Prift... (¥ PDF Bxport £¥ Excel Export ¥ CSV Bpot ¥ TSV Export
Report Toolbar (left)
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SynergyMMS: Reports

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.

Report Zoom Rep_ort page Current Total # of report
navigation report page pages
controls \ l /
% ok 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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SynergyMMS: Reports

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 Sctup TR 5
Favorite - Guest Eng Tasks 2011
Schedule Connections
100 - Name Email Name Email
LA Frequency: Cheatwood, Kim kcheatwood @saicorporat. ..
None - Clark, John jdark@saicorporate.com
Fox, Patrick pfox@saicorporate. com
. Details: e Lm
Select the time Lanza, 11 ji@saicorporate. com
. Pester, Doug dpester @saicorporate.com mj

you would like \
the report to & Al |
be sent (24 e
hour clock Al |

Select the \

frequency of . .

the report to Save the schedule or #t.m m Move emalll addrgss into the _

be emailed cancel changes. » connected list to include them in

(Annually, the email. 4

Daily, Report Email Schedule Setup window

Monthly, or

Weekly)

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.
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I'E?! = AR TN R SynergyMMS Auto-Generated Report Email - Message (HTML) - = X
(it |
Message | AddIns  Adobe PDF @

AP X B D | e B 2

Reply Reply Forward | Delete Moveto Create Other Block [ Not Junk Categorize Mark as

to All Folder~ Rule Actions~ || Sender s Unread || Wi Select~
Respond Actions Junk E-mail Fl Options Fl Find
From: Support - SynergyMMS Sent:  Mon 9/28/2009 4:05 PM
To: Kim Cheatwood,
Cc
Subject: SynergyMMS Auto-Generated Report Email

(A

A report has been auto-generated and e-mailed to vou from SynergvMMS.
Please click the link below to view the report in PDF format.

Eeport Description: Morning Report

Typical example scheduled report email with PDF link

© Copyright Systems Associates, Inc. 2005-2012 Page 6-14



Chapter 7 SynergyMobile - Info and User Guide

Welcome to SynergyMobile, a module of the
SynergyMMS maintenance management
software solution. SynergyMobile is a thin-client
- ‘ solution that offers flexibility in deployment by
LY — placing almost no requirements on the client.

WR#LOC. pescription

This means that SynergyMobile can operate on
a Blackberry, Android, iPhone, or Windows
Mobile device.

With SynergyMobile users can create, edit and
complete work requests as well as conducting
room/equipment inspections based on multi-step
guestion lists. Users can record readings during
these inspections to help track trends. An
optional Inventory module also exists allowing
for check in, check out and audit functions of
inventory.

System Requirements

As indicated previously SynergyMobile utilizes a “thin client” approach allowing use on
many different devices. Supported devices include Blackberry handhelds like the 7100i
and 8700 and smart phones like Androids or iPhones. The primary requirements for the
application are a sufficient browser (Pocket IE or sufficient emulation), support for
javascript and cookies. SynergyMobile, being a live application, can run either via WiFi
or cellular network allowing flexibility in deployment and real-time interaction with the
system.

Connectivity

As with any live application, connectivity is required for interaction with the system. In the
average environment, however, it is possible for “dead spots” to exist in the network
coverage envelope. SynergyMobile has built-in connection recovery technology that
‘remembers” the last status of the application in the event of a signal interruption. No
need to worry if you are halfway through a complex and lengthy inspection; any
answers, comments or work requests that were recorded will be “restored” once the
connection is reestablished within reasonable time. Network speed can also affect
performance and initial test data indicates that WiFi is the fastest followed by high speed
cellular networks such as EDGE (GSM —AT&T/Cingular) or EVDO (CDMA — Verizon or
Sprint) and finally the Nextel iDEN network. Results may vary based on location and
signal.

Bar Codes

If the devices used with SynergyMobile have a built-in bar code scanner or can
integrate with either a tethered or Bluetooth capable scanner, you can take advantage of
scanning bar codes to help you quickly look up open work requests in a certain location
or on a particular piece of equipment. Users can also use the bar code scanner to select
a location or piece of equipment when creating/editing a work request.

The following pages will illustrate the screens and functions of the program.
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Logging In

Login: |

Password: | ,

(Somie— |

The Home Screen

Enter location/equip barcode

[ OpenWork Rquk

&' New Work Request \

Inventory

Work Request list

& v hoeme logout

VWR# Loc. Description
2 12002, Rcom PM - Regular Maints

41792

93 | test

oW
N
non
r v

W
om o

2000 Osklang
799

792

200
200%
14002
2007
8001 I

704
o

WO W W W W
oo
m W LW oo

-1

CS U S IS NS S LIS (IS L S

(SR S R

W
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SynergyMMS: SynergyMobile

To log in to the program, enter your login
and password and then click the “Submit”
button.

Once logged in, the work requests
available to you depend on your user
rights. You may only see those assigned to
you (user), those for the entire department
(department) or all work requests in the
system (admin).

The Home screen is where you will
navigate through the application. From
here you can choose what you want to do
or scan in a bar code label of either a
location or a piece of equipment and click
“Go” to search for open work requests or
PM actions on that item. If any work is
found, SynergyMobile will take you to a
list of Work Requests to choose from for
the piece of equipment or location that
matches the barcode.

Choosing the “Open Work Request” item
above brings you to the list of open work
requests. Clicking on the “WR#” and “Loc”
column headers once will sort the items by
work request number or by location name
in ascending order (lowest to highest).
Clicking the header again will reverse the
order.

The filter icon Y allows you to filter the
list to show only the items you want to see.

Clicking on the new work request icon &
will open a new blank work request. The
arrows at the bottom of the page allow you
to quickly jump to the next, previous, first
or last group of work requests.
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SynergyMMS: SynergyMobile

Filters

Clicking on the filter icon on the previous
WorkType: (Al ~| screen will bring you to this form. Here you
S can choose to narrow the list of work
SERLE requests to only those of PM or work
Equip: Al request type, by a certain location, or
piece of equipment. You can choose the
work type or click on the “All” buttons next
to location and equipment to change the

| submit | [ Clear | value. You can also view items assigned
to you or to “None” based on your rights.

Assigned To: | Bob Worksr v

Location

Enter Keyword or Barcode Once you click on the “All” button for

locations or equipment you have the
Barcode: opportunity to search for a specific location
or piece of equipment by either barcode or
keyword. If barcodes are not an option,
you can enter a keyword such as “ball” for
ballrooms or “07” for any location that
includes a “07” in the name. This will return

“207”, “307”, and “1107” as possible

options.

Keyword: | | |Ge!

DdalLuue, |

| Rl

Keyword: | cs!l If your keyword or barcode search returns

— g a match, the matching items will appear in
a list below the search boxes. The barcode
search will likely return only one value
besides the “All” or “None” options. A
keyword match such as “ball” on the left
will return the ballrooms or any other room

| Al v |

ne

N .

|EAST BALL BM : that matches on “ball”. The search is not

| GRAND BALL RM case sensitive so “ball” will return matches
|WEST BALL RM with “BALL” or “ball”.
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WR#

2EED

]
n
n

r

W W W W W
M o o oo of
- 0 W M

D M b o ¢

e ol

@

Loc. Description
2002 Room FM - Regulsr Maints
& 722  test

2000 Osklang

SynergyMMS: SynergyMobile

When filters are active the filter icon Y
changes like this @ to indicate filters are
currently active.

722 | Roocm PM - Regulsr Msints Having active filters means you are only

2004 Gusstrcom Carpst Shampoo

2001 Deliver Guest Lsundry

784 | Bath Light Cut

< < i 17 V > 3>

seeing part of the possible data. The red
filter icon is a reminder of this fact. Clicking
on the filter icon will allow you to change or
disable filters. You can change filters, add
another filter or clear all filters. To clear
filters simply click on the “Clear” button.

Work Request Screen Navigation

W W w

M M n O

| euuD
2007
£001

7T 1794
s

m W

honon

<<

st If you have a long list of open work
S il requests the application allows you to click
;j‘hll;‘f"m ILS'“W’ through the pages either by using the *>”
nET R // Eor ’r,1ext, < for previous, “>>” for last and
] <<” for first page. You can also choose a
page from the list and jump right to it.

© Copyright Systems Associates, Inc. 2005-2012
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When viewing the list of work requests,

WR#Loc. D you can click on the work request number
2852 2002 B to see the details of that work request.
265

3855
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Work Request Details

WR# 4002 Details
Loc: £~ Click to edit

\ \
v M
J

[] Guest

Task: [ 1032-TV Remote 000

Assigned To:
Lester Graen v

Comments:

Equip: = Click to edit

Duration: ‘
[Save| | Complete | [ Cancel |
Location
Enter Keyword or Barcode

Barcode: | _

[Go]
Keyword: |

© Copyright Systems Associates, Inc. 2005-2012

SynergyMMS: SynergyMobile

If the work request number you click on is
a regular work request you will be taken to
the work request details form. Here you
can edit the details of the work request by
clicking on the location, task or equipment
including adding comments. Clicking the
“Save” button will not complete the work
request but add your changes while
keeping it open.

To complete the work request, you can
enter a duration in the “Duration” field in
minutes to record your time. Work that took
15 minutes is entered as “15”. Work that
took 1 hour and 10 minutes is entered as
“70”. Duration is not required but will more
accurately record the time spent on a task
than by leaving the field blank. Once you
enter a duration, simply click “Complete” to
complete the work request.

Clicking on either the location, task or
equipment buttons on the screen above
will bring up the filters. This will allow you
to choose the proper item via barcode
number or keyword for locations and
equipment and keyword for task codes.
Just enter the search term and click “Go”.
Choose a value from the list and click
“Submit” to update the form.
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Work Request Inspection Form

If the work request number you click on
reset | eqit this WR homa logout __ . .
Sk - is linked to an inspection, such as a
Room: 4000 Preventive Maintenance inspection, a

form like this one will display with a
series of steps or questions.
Clicking on the radio button under the

0l
]

Item

A

X
Check toilet flush O) n 2 - .
green V'indicates the question is
Test thermostat @) n 2? answered with a positive response, and
there is no problem. Clicking on the radio
TV Remote batteries? @) n 2 button under the red “X” indicates there
is a problem and will automatically open
- H P d')
e ) n : a new work request form for you to
Chitotone ® n 2 complete. The ? is a link to input
comments on any one question item. For
Is the television working properly? () n 2 instance, one item might ask you to take
a reading on a meter or gauge. Clicking
Comments: on the ? will allow you to enter

‘ ] comments for that item as shown in the
next screen. At the bottom of the form
! you can enter comments for the entire
e o inspection, record your duration and click
Duration (rinties| “Done” to complete the inspection.
Clicking “Reset” at the top of the form will
reset all answers and eliminate any

comments allowing you to start over.

Notes
Check telephone When clicking on the ? icon on the
EntQ[ ﬂptes: inspection form and new form loads

e {5 o with the inspection item above allowing
line 2 defactive ' you to enter notes. You can enter new

| notes, edit the notes that are currently
there or cancel. Once you are done,
Submit Cancel you will be taken back to the inspection
form.
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SynergyMMS: SynergyMobile

When you return to the inspection form any
items that have notes associated with them
will now have an “!” instead of the “?”. This
is your indication that you have notes on
that item. You can go back to those notes
by clicking on the “!I” and edit the notes if
needed.

Prime Hotel
Work Request Inspection Results

Inspection: Equip - Equip Walk thru
Inspectaed By: Clark, John Repair Dept: Not Assigned
Inspected Date: 02/27/2008 03:16 PM Repair Trade: Not Assigned
Location: 1004 Equipment: Not Assigned
Commaents:

Items Response Note WR #
Check taoilet flush

Test thermostat

TV Remote batteries?

(heck fan coil unit

Check telephone

Is the television working properly?

3177
cleaned col
line 2 has static

R N

This is a sample report resulting from an inspection. Here you can see 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.
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New Work Request

New Work Request
Location:
[] Guest

Task{ None - |

Comments:

IEquip:

Inventory (Optional)

SynergyMMS: SynergyMobile

Clicking on the “New Work Request” link or

icon Et will open a new work request
form

A location is required as well as either a
Task Code or a description in the
comments area. Clicking on the “None”
button next to location, task or equipment
will bring up the filters as before where you
can search by entering a keyword such as
“toilet” or “bulb” and then clicking the “Go”
button.

You can choose a piece of equipment, if
needed (not required). If you choose a
piece of equipment that has a location, the
location button will update to reflect the
new location. If the equipment has no
location, the location button will remain as
before. Click “Submit” to enter the work
request or cancel.

If you have the Costing and Inventory Add-on module of SynergyMMS then your
“‘Home” screen will also have a link to the inventory section. The Inventory section is
based on items that are held in various “storerooms” in a property. With SynergyMMS,
any location including guestrooms can be a “storeroom” which allows you to track

inventory anywhere in your property.

Where?

Select Location: i» ‘

Common Areas
Guest Room
Can|Public Spc bmit

{ Store Rooms

© Copyright Systems Associates, Inc. 2005-2012

The first thing you do when entering the
Inventory section of SynergyMobile is to
choose the storeroom in which you wish to work.
The list starts with the room types in your
database to help narrow your selection.
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.........

Make a selection:

| 1st floor store room ¥ |

Next, you choose the location within the room

SynergyMMS: SynergyMobile

© Check Out type that you previously selected. From here you

1st floor store room

S can choose your action. SynergyMobile offers
© Receiving the ability to Check Out, Receive or Audit

O Audit inventory items.

Check Out On the next screen you enter the bar code of the

\ scanner.

Check Out

Location: 1st floor store room
Barcode: 234567

Part# BR549

Current QOH: 10

Check Out Qty: | |

© Copyright Systems Associates, Inc. 2005-2012

inventory item. This can be done either manually
Scan or type barcode by typing in the number or via a bar code

Once you enter the bar code, the system checks
for that item in the storeroom you indicated and,
Name: Widget if found, returns the details of the item for
verification. If you have chosen the correct item
and the correct storeroom you can then enter
Description: First Class Widget the quantity you wish to check out.
SynergyMobile will adjust the inventory
according to the amount you check out.
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Itam not found. To add it, fill out the form

nelow
Barcode j:.73234234
Name |
Paﬂ#;

Description: (100 char. max)

oty: | | $|
Storercom:
| 15t floor store room v

Thst item was not found in this storsroom but

was found in the locations celow:
| 1006 v |

| Addto1009 |

[ Go to selected storeroom

10th floor store room
Audit

Scan or type barcode

234567

© Copyright Systems Associates, Inc. 2005-2012

SynergyMMS: SynergyMobile

If the barcode you entered was not found in the
selected storeroom or any other storeroom in
the database, the program will notify you that the
item does not exist. You will then have the
opportunity to fill in the details of the new
inventory item and select the storeroom where it
is to be kept. The storeroom you entered
previously will automatically be selected in the
list but you can update the selection to any other
available storeroom.

If the item was not found in the storeroom you
were working in but was found somewhere else,
the system will prompt you to either choose to
work with a storeroom that already has this
inventory item or you can add it to the storeroom
you are working in.

Beside Check Out and Receiving,
SynergyMobile also allows you to conduct
inventory audits. To conduct an audit you select
the storeroom you wish to audit and then scan
the barcode label of an item you wish to audit.
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Audit

SynergyMMS: SynergyMobile

Lecation: 10th floor store room The system looks up the inventory item you are

Barcode: 234567

auditing and returns the details of the item for
confirmation. Here you can see the current

Name: Widget quantity on hand according to the program is “1”.

Description: First Class Widget

Checking the count of the physical inventory you
Part# BR549 can enter the correct count in the “Audit Qty”
box. The system will automatically adjust the
database to reflect the audit quantity you

Current Q0OH: 1 entered and record the variance in the database.

SynergyMobile is designed to allow real-time access to the system in a way that

, , You can run a report to see all of the items in the
Audit Qty: {Current Count) database that did not match the audit quantity.

supports mobile personnel while affording them the freedom to move about the building
but remain connected. With such a wide range of devices supported, it is likely you can

easily integrate SynergyMobile into your system.

© Copyright Systems Associates, Inc. 2005-2012
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SynergyMMS iOS Application

The SynergyMMS iOS Application, which runs on iPhone, iPod Touch
and even iPad, is an alternative to the browser-based SynergyMobile.
Never before has this combination of mobility, reliability and speed
together with the functionality of SynergyMMS been available. We are AR ke DD
excited to offer the SynergyMMS iPhone Application as a powerful o
extension of SynergyMMS. Below are a few highlights and screen '
shots to introduce the product. Password (D

Login

..... ATET = 1:33 PM i 85% =

Log In

Asynchronous

Do you have spotty cellular/Wi-Fi wireless in your hotel? No problem.
The 10OS App loads on your device and can run “off-line”
synchronizing in the background whenever a connection is available
(the app needs to be running and the device ‘awake’). Clicking on this
icon - & - will force a synch when signal is available. With this flexibility, staff
members can remain productive throughout the day without experiencing interruptions of
“hosted” applications.

User-sensitive Content
i ATET = 1:34 PM i 85% =

Just what they need to see in the order they need to see it. The data in
. . . . .- . . (v} Work Requests New
the iOS application is user-sensitive so lists contain only the data each

user needs and program options/features are tailored to each user. ﬂ_

Work requests are listed in Priority/Age order so the most important

- 1006 AIC Noisy/O00 »

work requests are always at the top of the list. i
2008 Bath Light Out >
Users can also search the list of work or some other lists by utilizing e THooomeme 2
the built-in barcode scanning feature. This takes advantage of the 1034 He oo o ’
2009 Guest Requests Towels >

camera on the device and can serve to quickly and easily find
information. The QR code technology provides a much faster and more " RoomPhlspecion
Mach. Floom 2f Quarterly PM Insp

reliable scanning experience compared to traditional barcodes. Users AirHandler #01 ’
love it!

Create/Edit/Complete Work requests on the fly!

Staff members are empowered with the ability to interact with = ST S 153 PM 3 sond
SynergyMMS on the go! They can create new work requests, edit o New

existing work requests or complete/close work requests based on user Location Location ) [
rights. Locations and equipment can be selected via barcode for Guest []

speed/accuracy. Workers can record labor time and “save” it to capture .
incremental progress. Each time entry is recorded so productivity posgned —

reports reflect total time spent on any given task.
Users can also add parts to a work request through the iOS App. They Equipment |__Equibment

simply choose a part, a store room and a quantity so all costs can be Labor Pats O
captured in the system.
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Conduct inspections

Detailed room inspections have never been easier. Properties can create
their own custom inspections based on room or equipment type.

The inspection then presents as a checklist in the iOS App. Each answer
is recorded and users can add comments to any given question.
Questions have a “Pass/Fail” response and if “Fail” is selected, the user
is automatically taken to a new work request form for completion. Once
the new work request is entered, the user is returned to the inspection
form automatically. Any work requests created from an inspection are
recorded and a link to the originating question is also recorded. The
inspection process is very simple and intuitive and captures the
necessary data to help refine the inspection process in the future.

Manage Equipment
Equipment data is easily managed with users

2:53 PM

..... ATET =

1:54 PM % 80% =N

requests  Location: 23456 Edit

Item

Is the toilet clogged?

Is the carpet clean?

Are guest toiletries
available?

Do the sheets need to
be changed?

Is the television
working properly?

Se estorba el tocador?

Duration (min)

Save Complete

2:04 PM % 8% =

standing right in front of the equipment. The
entire equipment database is included in the
10S App. Datasheets are also available

allowing for further information to be stored

Name Air Handler #01

Manuf. McQuay

against any one piece of equipment. These Model RDS708BY
include data on motors, filters, electrical Serial No. 38KD014708
information, service contracts, etc. Users can Date Installed  March 14, 2002
reference and update the datasheets on any Warranty Date  March 14, 2004

given piece of equipment. Department  ENG

Location Mech. Room 2

With the i10S App, all of the necessary
information is available at their fingertips.

Manage Inventory

In SynergyMMS, any location can be a storeroom. This allows a
property to track anything, anywhere on the property. Inventory items
can be stored in multiple locations and can be searched by barcode (QR
code). As shown earlier, inventory items can be added to a given work
request and the quantity on hand is adjusted as parts are used.
Receiving actions can also be conducted adding inventory to a
storeroom. Checkout is also available to remove an inventory item from
a storeroom outside of assigning it to a work request. An audit feature
allows for the balancing of inventory at any time to ensure quantities
are accurate. The inventory management section of the iOS App can
handle consumables as well as FF&E for asset management.

SynergyMMS iOS App: Itis all in the palm of your hand.
Special Notes:

© Copyright Systems Associates, Inc. 2005-2012

Equipment  Air Handler #01 Edit Equipment  Air Handler #01 Edit

w ATET 7

006 DEW-3529 —a

Department ENG
Location Mech. Room 2
Type AHU

ClQ Alias AHU1SS
Barcode 1234

Arch. Space A-104B-J4
Serves Pine Room

Datasheets(4)

2:04 PM 3 78% =

Location 1006

29160

Widget-DE
DEW-3529
Double-edged widget

Barcode
Name

Part No.
Descrip.

Current 40
QOH

Adjustment

Qty
COEcD
S T\ 7l

5y O

Inventory
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. If the user receives the Not
Allowed error in the iOS app as pictured,
just hit OK and operation should
continue normally.

. When updating, adding a work request, or syncing the app to the database, if
focus is off the iOS app or if the device goes to sleep the action will not happen. Focus
must be on the SynergyMMS app and the device must not be asleep to continue any
action.

. At the initial load of the SynergyMMS app, if there is a Work Request that

includes Inspections, they will not load at first. The app will need to be manually synced
and they will show up as normal.
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Chapter 8 SynergyMMS: Inventory

Inventory and Vendors areas of SynergyMMS are available as part of the Costing add-on module,
contact SAI for details.

Vendors

The Vendors list is used to store general information, such as phone/fax numbers, address and contact
person, for the Vendors from which you purchase goods and services. Within this list you may add,
delete, or edit Vendors, or simply review the list.

_vews | ==

Il Y 111Vendors

Name Phone Fax Contact Email B
|| | Coleco 65512123 5557675309 Froggers frogger @coleco.com J

Commodores 56512312345 5559191919 Carmen SanDiego csdiego@commodore, com

kele 888-397-5353 901-372-2531 Tim Landsdown tim.landsdown @kele. com

new vendor 6340 364-94-+94- 684 65493465404

SAL 3004339855

Sundae Station 419-352-CONE

tad sfhh

Test 432342323

test_vendor-1 5558675301 8885551211 Smith, Joe test_1@testing.com

test_vendor-10 5558674310 8885551210 Chamberlin, Melvin test_10@testing.com

test_vendor-100 5558574399 8885551299 Pickering, Ted test_100@testing.com il

Details ]

Vendor - Ataril

Vendor: |Atari1

Address: |417 Fith Ave Department: |ENG j
New York, NY 10016
Gity: | Type: |Soﬂware j
State/Zip: |Atarivile, KY 91919
Phone: [6558675309 Fax: 5555551212
Contact: |Pac Ma Email: |pman@atari.com

Vendors List

Accessing Vendors List

To Access the Vendors List, click on the Toolbox then select Inventory, then VVendors.

Exiting Vendors List
To exit the Vendors List, click on the red X in the top-right of the window.
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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.

5. To add additional Vendors repeat steps #1 - #4.

Editing Vendors

From time to time it will be necessary to edit or add information related to 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.

>

VV VVVV

A\

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.
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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.

Y 294 Inventory Items
Part Nlame Part Number Inventory Type QOH Pref. Cost i‘
Anvil 82934gi 0 §34.00
notebook hard drive asdkifj asdifkj... 718037117638 None 0 §120.00
mi3 805931003312 None 43 $5.00
f test Rebar 0 £10.00
h h Rebar 0 §4.30
i 6739 Software i §3.54
j j Rebar 0 £3.25
k k 0
m m 0
npn npn i
s} Q 0 hd
endors ] Storage Locations ]
nventory Ttem - Anvil - 82934gi
Part #: |82934gi Department: |N0ne j
Part Name: [ari Type: [None =l
Manufact. #: |1 Inv Units: |None ﬂ
Manufacturer: |Acme Preferred Cost: |53-LEIII|
Bar Code: |123hest Reorder: |3
Description: |Updated Cost

Emey) ) ey

Inventory Item List

There are three main components to Inventory: Details, Vendors and Storage Locations.
SynergyMobile also offers the ability to modify Inventory remotely (contact SAI for information).

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.

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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SynergyMMS: Inventory

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 quantity 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.

Details ] Description Vendors le:rage Locations ]

The best price is

Inventory Item - test_item-1-1 h|gh||ghted yEHOW
¥ Not connected Connected and is automatic.
Mame e tm Name Cost - 1
test_vendor-1 TEst £519.62
test_vendor-2 mj test_vendor-15 £290.59
test_vendor-3 test_vendor-23 $447.17
test_vendor-4 m test_vendor-35 £345.49
test_vendor-5 - test_vendor-33 5343.75 ¥
( [ A S | B
/ \
Vendors Tab / N\
The Preferred

Right-click the vendor will be

connected vender to

set the inventory textand is set by

item price as well as the user.
preferred vendor
status.
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Storage Locations Tab
The Storage Location is where the location information as well as quantity in that location is stored.

Details ] Description ] Vendors

Y Not connected Connected

Type Location = tm Type Location Qty. |~

BackHze BASEMEMT 1 Mone O'shays 1]

BackHse BASEMENT3 m} GuestRoom 1004 &6

BackHse BASEMENT4 GuestRoom 1012 41

BackHse CAFETERIA m GuestRoom 1018

BackHse CAPITOL CAFE KITCHEM = Corridars 2nd FLOOR. 5T

2 v D |

Storage Locations Tab \
Inventory List Right-click the
. location to set the

ACCGSSlng Inventory quantity stored

To access the Inventory Store Room: there.

1. From the Toolbox select Inventory.

Exiting Inventory

To exit the Inventory Store Room:
1. Click the Red X in the upper right hand of the form.

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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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 CIQ.

Software Requirements

A property interested in using this capability must have installed the following:
»  Windows XP Professional SP2, Windows 7 Professional (32-bit)
» .NET Framework - all through version 4.0
» Always-on internet connection
» SynergyMMS
» CONTROLIQ

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.

GGeneral lSewes] Data Sheets | Fies |

Equipment - ACU-008-3-VALET SHOP A/C UNIT

Name: |ACU-008-3-VALET SHOP A/C UNIT Department: |=ng |
Manufacturer: |CARRIER Location: |BZ-BLD-3 j
Model: | Type: |Nnne j
Serial: | C1Q Alias: |
Date Installed: | 1/ 1/1990 M Barcode: |12345673901234367890
Warranty Date: llflfTL‘

Equipment Setup Form
Enter the CIQ Alias here and

SynergyMMS will check the
run-time hours nightly

@® 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.

© Copyright Systems Associates, Inc. 2005-2012 Page 9-1



SynergyMMS: Interfaces

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 Cuskom Reqular MNone MNone MNone

Lexingbon Avenue Enty - Equip Cuskam Reqular Maone MNane MNane

Lexingtan Avenue Entr  Equip Cuskam Reqgular Mane MNane MNane

Lexington Powerwash  Eguip Cuskom Regular HOUSEKPMG H3KP-P3-PM MNone 1
Lobbe AHL Equip Monthly Slidirg Mone Maone Maone

Lobby Clack Equip Custom Reqular Mone Maone Maone

Lobby Edging Equip Cuskom Regular Mone Mone Mone

Lobbey High Dusting Equip Custom Reqular Mone Maone Maone

1 nbbe WAl Prlish Frnin Chabnm Remilar M Miane Miane j

Work Definition ] Questions | Tasks S'Ihl Conneckion ]
PM Schedule - Lobby AHU

[ Auto Schedule
Schedule Mode Date Options
" Regular f* Sliding ™ Absolute

Start Date: |1|:|||'1?l|'2|3|:|5 ﬂ
PM Generation Options

.
Frequency: |Monthly - &
Equip Run Huury
F Al YW See QO Cancel
Deletion of spegified PM successful.

/ PM Schedules Form
Enter the run-time hours here

Day of the weelk: | J

@® Note: When using SynergyMMS and CIQ together in this method you will need
separate PM Schedules for each point in CIQ.

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.
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[@ Alarm Process Setup

Alias: SynergyTest
Alarm Process Details
Misc. Optigns On Alarm Options Output Options
Order: T = v S Qutput Detail:  |1000g
[~ On Ack.
Dela: 0 SBCS. “ On Clear Output Type:
|| OK || || Cancel ||
\ CIQ Alarm Process Setup Form/ \

Alarm Process Name _ Output Type must be SynergyMMS
Output Detail must match
SynergyMMS Task Code

® 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 “None”.

Dl Details

MName: AH1 Flir Stat Alias: AH1FlirStat W Activate Point
Details - DI
Display Options Default Dpion Alarm Options
Closed Label: [0n I Mormally Closed Alarm: | -
Cpened Label: (08
I Ok I I Cancel I
CIQ Digital Input Details Form \

Set Alarm Options to determine when
Alarm is triggered

Once the Output Details and Output Type are set in the Alarm Process, it’s 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.
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& Point Setup Wizard Page 10/13

Alias: AH1FltrStat y

Type

Alias

Long Marne

Group

Subsystem
Address
schedules/Enabled Enter ar select an
Interlocks output alias for the I :I'
: alarm process.

Conversion

Output Alias
Documentation
Details

Finish

To continue, click Mext,

< Back | Mext = I Xancel |

\
CIQ Point Setup Wizard \

Select the corresponding Output Alias that
was set up in the first part of this process

The final 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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SecureScan is an Add-on Module within SynergyMMS. The purpose of this component
is to allow Security personnel to complete rounds of the property and record the event

using a Handheld Barcode Scanner. Comments

Inspection field

Barcode Scan List in Employee drop list
Scan Display Window drop list

#E Security Inspections

01028, %:14.10,10/20/06 Employee: |
01030,14:14.21, 10/20/08
01001, 14:14.25,10/20,05 )
01002, 14: 14.50,10/20,06 Inspection: |
01003,14:14.51,10/20/06
01004, 14:14.55,10/20/06
01005,14:14.57,10/20/06
01006,14:14.53,10/20/06
stephens, howie

Fuilding Rounds

Comments: y
¥

D O
&T_. ;

Security Inspections ,

Synergy displays messages to Function buttons apply to current
the user in red or black below scan

the row of function buttons

The Security Inspection form is designed as a simple user interface, as explained in
Performing a Security Inspection below. Users will only need to interact with the
Inspection form if the scans were not done in the proper order. The layout of the form is
as follows.

» Scan Display Window — The pane on the left side of the form will display the
Barcode Scan List when uploaded from the Handheld Barcode Scanner.
Employee — Employee list; used if Employee scan does not find a match.
Inspection — Inspection list; used if Inspection scan does not find a match.
Comments — Comments field; used if either Employee or Inspection scans do not
find a match.

Save — Saves current Scan List and clears Handheld Barcode Scanner memory;
used if either Employee or Inspection scans do not find a match.

YV VYVVY
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SynergyMMS: SecureScan

> Cancel — Cancels current Scan List and clears Handheld Barcode Scanner

memory; used if either Employee or Inspection scans do not find a match.

Performing a Security Inspection

Perform the following steps in order to complete and download a Security Inspection
using the Handheld Barcode Scanner designed for SynergyMMS:

1.
2.

B w

ONo O

Scan Employee Barcode (speak with your supervisor to obtain this barcode).
Scan Inspection Barcode (speak with your supervisor to learn where this barcode
is located).

Begin rounds, scan the barcode at each checkpoint as you pass it.

Once all checkpoints have been scanned for the selected Security Inspection,
return to docking station.

Connect Handheld Barcode Scanner to docking cable.

Launch and log into SynergyMMS.

Select Inspections from the Toolbox.

The Security Inspection form will display to automatically download and process
scans.

Enter Comments as necessary in the provided field. If Comments are entered, you
will need to click the Save button to process downloads.

@® Note: If either the first or second scan is incorrectly entered, you will be prompted to
select the appropriate Employee and Inspection name from the provided drop lists. If this
is necessary you will need to click the Save button to process downloads.

Installing SecureScan on a Workstation

This application is designed to work with a Windows® computer workstation and not a
terminal. SynergyMMS SecureScan utilizes aspects of the workstation that are not
available on remote terminal hardware devices.

To configure handheld scanner for use with SynergyMMS Security Inspections:

1.
2.

Install batteries in handheld scanner.
Plug the handheld scanner cable into available COM port (Do not connect the
scanner to the cable at this time).

. Copy Bcs.dll from provided CD to C:\Windows\system32\ directory*

Launch SynergyMMS.

3
4,
5. Press and hold the Ctrl key and click Inspections icon in the Toolbox.
6.
;
8
9.
1

Connect handheld scanner to COM cable.

. Click OK on the dialogue box to indicate the scanner is connected.
. SynergyMMS Inspections will configure the handheld scanner.

Disconnect scanner from cable when complete.

0. Click Cancel on the dialogue box to exit SynergyMMS Inspections.

@® Note: The Windows system directory may be renamed. Another common directory
path is C:\WINNT\system32\.
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