TMS4H_HOUSEKEEPING MOBILITY
BUSINESS PROCESSES — OPERATIONS

NOVEMBER 2024

- B
MINOR ANAI:ATARA AAV/ALN| lewana OAKS NH NH COLLECTION nhow TI\/()L]

: e HOTELS &
HOTELS HOTELS & RESORTS Hotels & Resorts T COLLECTION RESORTS HOTELS & RESORTS HOTELS&RESORTS ~ 4oteis & resomts



TASKS RECKONING

To start using the Housekeeping Mobility APP, it is necessary to go first to the tasks reckoning transaction in TMS and distribute
< N the rooms to each employee.

You will find all the details in the Housekeeping manual (Chapters 1 and 3)

https://nhorganization.nh-hotels.com/content/housekeeping-manual
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LOG-IN AND MAIN MENU

vodafone ESER © @or = all79% M1 13:35

Housekeeping

User:

ser

Password:

Password

Logon

Username and password defined in TMS in Staff
Management of the HSK module (See page 31)
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User Supervisor

vodafone ES® i@ ©

HSK MANAGER

=y foo)

Housekeeping Lost items

92 Important. Do not use the
!

©orZ .l 78% W) 13:48

User staff

vodafone ESER © @ o+ .l 24% M1 22:55

() EXTRAT

& &

STDDBLT 22/07 - 30/07
W Stay

SUPDBLT

[] Vacant

304 Check-out
STDDBLT a1

O Vacant 20/07 - 12:00
306 1 i
STDDBLT 11/07 - 24/07
B Stay

307 a AD3
—— 11/07 - 25/07
W Stay b=y
Search Q

“return” option of the mobile phone. Always use the
application icons.



COLORS AND LEGEND

101 { Legend + Room with VIP reservation
STDDBLT - ;
O Vacant &) Fier unassigned rooms | Room with special tasks

Filter dirty rooms

=)

— Reservation with extra bed
102 k=t
STDDELT

0 Vacant @8 Filter do not disturb rooms < Reservationwith crib

. o : -
103 (S Filter rooms to check by supervisor = Retumed
STDDBLQ

O Vacant (X) Filter uncovered rooms = liems collected

£ Filter clean rooms ltemns requested

104

STDDBELT

i (] Linen change needed « Complete
105 (2 Remarks (5 Pending
STDDELT
O Vacant

Green: Clean Blue: Do not disturb

Red: Dirty Grey: Uncover

: Pending to check
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ROOM STATUS

() ExTRA3

Ty

SluvubLl
[J Vacant

135

STDDBLT
o Arrival

136

STDDBLT
m Stay

137

STDDBLT
B Stay

156

STDDBLT
[ Vacant

Arrival
Vacant

Stay

©

v Check-out
AD2

08/08 - 12:00

AD1
11/08 -13/08

AD1
11/08 - 13/08

v Check-out
AD2
11/08 -12:00

(b
[l

&

Check-in
AD1
15:00-14/08
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HOY ES 12/08

Stay: ‘1\
The reservation assigned to the room is neither arrival nor departure. A 4
w
137, 4k
STDDBLT

B Stay

11/08 -13/08

Vacant:

Room is not occupied and not assigned for today.

Room is departure, but is not assigned for arrival.

1 04 1 56 v Check-out
STDDBLT STDDBLT AD2
] Vacant O] Vacant  11/08-12:00
Arrival: i . .
Room is assigned for today’s arrival. Roomis dePaI'ture and assigned for today’s arrival (both
columns will appear).
1 55 S 1 35 v Check-out Check-in
STDDBLT it AD2 AD1
i 15:00-13/08 STDDBLT
thy Ayl o Arrival  08/08-12:00  15:00-14/08
Check-in Number of people: AD (adults) CH (children) BB (baby) W
v Ch:;l;—out AD2 BBA Staying dates Coml?leted
15:00-14/08 Arrival/Departure time. I Pending
08/08 - 12:00 . ) .
- Loaned items (if applicable).
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Housekeeping Manager Main screen accesses

vodafone ESED i © @ o+ 2 .l 78% W) 13:48 Housekeeping options:

(1)  HSKMANAGER

- Check room status and modify accordingly

- See the status of reservations associated with each room (arrival, stay or vacant)

- o - See reservation details (staying dates, time of arrival and departure, number of guests and
loaned items).
Housekeeping Lost items
- Assign rooms to staff

- - Charge minibar
- Register lost items
- Create maintenance pre-incident
- See an action of a reservation and complete it
- See specific housekeeping remarks

Lost objects options:
Check lost items list
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SUPERVISOR MENU 15 PART - HOUSEKEEPING

Options in the Housekeeping Manager menu

Back to main menu See legend I
Non-assigned rooms eR Rooms assigned to Supervisor o
£ HEX MANAGER Z Y ’-QE‘.% @

(r
®
u

=

N - | Dirty rooms

a8
101 : &
stopeLT Rooms pending to check C Do not disturb rooms

O Vacant

()
)

102 Clean rooms | & Uncover rooms

STDDELT
O Wacant

103 -
STDDBLQ X . Y Filter rooms < FSKIMANAGER s B
O Vacant Fﬂter Opthl'l

Search Q ) e =
104 ®) Room 21 2 v Check-in

AD1
SUPDBLT
STDODELT 4, Arrival 10/07 - 12/07
O Vacant -

Employee
8  HOUSKEEPING GENERAL
Floor v Check-out + Check-in
105 214 rs A2
STDDBLT SUPDBVD 05/07 - 12:00 15:00-11/07
O Vacant Room status W Arrival

Several possibilities The filter will be highligted
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SUPERVISOR MENU 15 PART - HOUSEKEEPING

Change the room status to clean

vodafone ESER

®o-= .l 88% W) 08:53

4 GOBERNANTA

Y &3
Ty © &
157 -

STDDBLK 13/07 - 15/07
B Stay

& HOUSEKEEPING

201  [NVANNE

STDDBLQ
W, Arrival Check  Minibar

& EXTRAT-TRINI

20 2 Check-out

STDDBLT ]
- 12/07 - 12:00

& EXTRAT-TRINI

20 4 Check-out

AD3
STDDBLT 13/07 - 12:00
] Vacant A Tmi
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Slide to the left

=

Select Check

~

Check

The room status will be changed to
clean, both in the APP and in TIVIS.
"4 GOBERNANTA = Y &}
CHC
041
SUPDBLK
[ Vacant

& HOUSEKEEPING

» 201 Check-out (5 Check-in
STDDBLQ HE ARZ

oy Birival 18/07-12:00  15:00-15/07

Change Room Status
Ef EL | Cchange status

ESMD.PRADO NH Colection Paseo del Prado COLLECTION

| Status of all selected rooms

Room type |Room |St... |
PREDEVT 201 o —

mepsvD 202 <B»
PREDELT 203 o
FRELEL(Q 208 M

10



SUPERVISOR MENU 15 PART - HOUSEKEEPING

Assign one room to staff

vodafone ESE} @or= .l89% M 08:48

4 GOBERNANTA

016 O .

STDDBLK 11/07 - 15/07
W Stay

e 2 B
SR Check  Assign  Minibar

018

STDDBLT
[J Vacant

019

STDDBLK
[ Vacant

020 Check-out

STDDBLT RD2

i

Y B

O Vacant 13/07 - 12:00
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“— Filter non-assigned rooms

Slide to Select Assign
the left »

&

Assign

=

vodafore ES!

2 il 88% M1 08:50

< GOBERNANTA Y 88‘3
017 ®

HOUSEKEEPING HKMALAGA
EXTRAT - TRINI HKMALAGA1
EXTRA 2 HKMALAGA2
EXTRA3 HKMALAGA3
EXTRA4 HKMALAGA4
EXTRAS HKMALAGAS
EXTRAG HKMALAGA6
EXTRA7 HKMALAGA7
EXTRA8 HKMALAGA8
GOBERNANTA HKMALAGAGO

11



SUPERVISOR MENU 15 PART - HOUSEKEEPING

Assign several rooms to staff

[ Vacant

020 Check-out

STDDBLT ARZ
O Vacant 13/07-12:00

vodafone ESE} @orZ .l 89% M1 08:49
4 GOBERNANTA = v B
016a ,,
. STDDBLK  11/07-15/07
B Stay
01 7 Check-out
v STDDBLT A2
[] Vacant  13/07-12:00
018
STDDBLT
O Vacant
019
STDDBLK

MINOR HOTELS

Assign

HOUSEKEEPING MOBILITY

“— Filter non-assigned rooms

Keep thy
pfi)sederooms »

Select Assign

vodafone ESE Wor

< GOBERNANTA

017 ® 016 ®

HOUSEKEEPING
EXTRAT - TRINI
EXTRA 2
EXTRA3
EXTRA4
EXTRAS
EXTRAG
EXTRA7
EXTRAS8

GOBERNANTA

4

Select person

%l 89% 1 08,49

1]

HKMALAGA

HKMALAGA1

HKMALAGA?2

HKMALAGA3

HKMALAGA4

HKMALAGAS

HKMALAGAG

HKMALAGA7

HKMALAGA8

HKMALAGAGO

Y ES

12



SUPERVISOR MENU 15 PART - HOUSEKEEPING

Re-assign rooms to staff

vodafone ESE} ©orZ il 96% Wi 12:26

£ HSK MANAGER

Y &8
W © &
1 01 Check-out

STDDBLQ AD1
[ Vacant 22/07 - 23/07

Q EXTRAT

Slide to the left
0 and dick on
Minibar Tasks “More»

& EXTRA3

SUPDBLT
[ Vacant

Q EXTRA3

1 04 Check-in

STDDBLT AD2
< Arival 15:00 - 24/07
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=

Reassign option

vodafone ESE3 all96% 12:26
4 HSK MANAGER = Y & 3%
102 ®
HOUSEKEEPING HKMALAGA
EXTRA1 HKMALAGA1
EXTRA 2 - TRINI HKMALAGA2
EXTRA3 HKMALAGA3
EXTRA4 HKMALAGA4
EXTRAS HKMALAGAS
EXTRAG6 HKMALAGA6
EXTRA7 HKMALAGA7
EXTRAS8 HKMALAGAB
HSK MANAGER HKMALAGAGO

< O O
Select person




SUPERVISOR MENU 15 PART - HOUSEKEEPING

List of lost items in the Supervisor Menu

vodafone ESED ®orZ .ull87% W) 08:56

Q) HSK MANAGER

l':l

Housekeeping
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4

Lost items

vodafone ES

vodafone ES o= ., 43%®E10:11 AM

ey Lost items

CAMISA 205
Reservation:0063179821 Not returned
Item Id: 495748 HUNT, RONALD BRUCE

Date found: 19/05/2019

CARGADOR 702
Reservation:0063943177 Not returned
Item Id: 495747 GIL BALTASAR, MARIA DEL...

Date found: 16/05/2019

ADAPATADOR ENCHUFE 806
Reservation:0068488545 Not returned
Item Id: 495746 CASTANEDA MARTINEZ, L...

Date found: 15/05/2019

CEPILLO DIENTES PILAS 504
Reservation:0069123803 Not returned
Item Id: 495745 ALVAREZ ALONSO, MARIA ...

Date found: 09/05/2019

vodafone ES

vodafone ES o T il w42%E10:15 AM

( Filter lost items

Room:

Item:

Pant

Guest:

Status:

Not returned ~

Date:

Oct 9, 2019 - Oct 31, 2019

14
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STAFF MENU

Staff main screen options

O extrar =
W & C ® & . . .
101 - Check the status of the rooms assigned to them and modify accordingly.
ETDDBLT
- - See the status of reservations associated with each room (arrival, stay or empty).
.1 0 2 o CTeck-in
STDDELT ls:ua-l-jgsms . . . :
& Anival x - See reservation details (staying dates, number of guests and loaned items).
103
v - Charge minibar.
104 ] )
STo0eLT - Register lost objects.
105 . ..
STDDBLT - Create maintenance pre-incident
O Vacand
106 - See an action of a reservation and complete it
STDDELC
O Vacant
| 107 - See specific housekeeping remarks
Search Q,
Dirty rooms Do not disturb rooms Rooms pending to check Uncover rooms Clean rooms
T L
W a8 © ® &
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STAFF MENU

Change the room status to clean (pending to check)

vodafone ESER (©

(l) EXTRA1

©

STDDBLT 22/07 - 30/07
B Stay

303

SUPDBLT
] Vacant

E

Minibar Tasks

3060

STDDBLT 11/07 - 24/07
B Stay

307 o o

STEDBLK
B Stay

11/07 - 25/07
I=‘

® o+ = .ill24% W1 22:55

MINOR HOTELS

Search

HOUSEKEEPING MOBILITY

Slide to the left »

The room status will be changed to
Pending to check, both in the APP and in
TMS.
vodafone ESER © ®or3 .l24% W )122:56
() ExTRA1 =
e N
@ Z
[
1 O 5 Check-out Check-in
SUPDBLK A2 ADI
4, Anival 20/07-23/07 15:00 - 26/07
I
3 04 Check-out
STDDBLT AR
O] Vacant 20/07 - 12:00
Finish
Change Room Status

|§=['> |_—['> Change status

ESMA.MALAG NH M3laga =***

| Status of all selected rooms

Room type
STDDBLO
STDDBLT
FAMDELT
STDOBLT
FAMDBLE

Room |St...

301
302
303
304
305

X % x4

- |

17
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BOTH MENUS: SUPERVISOR AND STAFF

CHANGE THE ROOM STATUS TO DIRTY

4 HSX MANAGER = Y ’?8%
W 28 C ) &
101
STDDELT
O Vacani

102

STDDELT
O Vacant

103

STDDELQ
1 Vacant

104

STDDELT

Select Dirty
O Vacant

: Slide to the left
Diirty
105

STDDELT
O Vacant
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The room status will be changed to
dirty, both in the APP and in TMVS.
< HEK MANAGER = h 4 LQEEI
- IR
102
STDDELT
O Wacant

104

STDDELT
O Vacant

| Change Room Status
|§=['> |__['> Change status

ESMD.PRIVE NH Principe de Vergara ****

Status of all selected rooms

Room type J’R;Tm |St... |
ETODBLT e SO
STDDBLT 10z %

STDDBLC 103 &g
STDDBLT 104 | X

19



BOTH MENUS: SUPERVISOR AND STAFF

CHANGE THE ROOM STATUS TO PENDING TO CHECK, DO NOT DISTURB OR UNCOVER

£ HESK MANAGER =Y I?S%
2 ¢ ® 7
102
STDDELT

O Vacani

104

STDDELT
O Vacant

107

STDDBLT
O Vacant

113

STDDBELC
O Vacant

114

STDDELQ
O Vacant

MINOR HOTELS | HOUSEKEEPING MOBILITY

Slide to the left
and click on More

Select the desired option.

The room status will be changed to
the new status, both in the APP and
in TMS.

Fat
=
=
W@

M

Y &

103

STDDELQ
O Vacant

104

STDDBLT
O Vacant

Change Room Status
|§=['> |_—['> Change status

ESMD.PRIVE MH Principe de Vergarg ****

| Status of all selected rooms

Room type Room St...
ETODBLT i B
STDDELT 102 %
STODELD 103 g
STDDELT 104 &g

20



BOTH MENUS: SUPERVISOR AND STAFF

MINIBAR

vodafone ESER ©@or= .ll86% mmI10:05 vodafone ESER ©®or= .l 86% M) 10:05

Minibar - Room 201

COCA COLA REG 6X4 BOTVNR Charges will be added in Folios

Q) EXTRAT - TRINI

i A °®
L 20CL . .
uy C & | ;. in occupied rooms that have
a CERVEZA CRUZCAMPO L
0 @ EE w :
140 o hedcont 88 Gheskihn ESPARIOL BOT NR 33CL not made check in today.
STDDBLT okl AD2 ) 0 () CERVEZAHENEKENLONG
& Arrival 11/07-12:00  15:00-15/07 Select Minibar
@ | @ IAGUA MINERAL S/GAS 1
20 _I CABREIROA BOT VR 50CL
STDDBLQ ﬁ E 0 @ NORDIC MIST BLUE BOT VNR 1 »
20CL
; Finish Minibar S : .
W Arrival Minibar In the rest of the rooms, consumption will
0 @ NECTAR NARANJA GRANINI 1 4
202 BOTVHRZICL be recorded in the
Check-out
W AD1 0 () CABREIROAC/GASVRSOCL 1 ZEY_CONSUM_MINIBAR - Minibar
12/07 - 12:00 . : :
V
O Vacant o (3) AGUACABREROAPETNORET consumption (including Hsk Mob) report
50CL .
204 Check-out for internal control.
AD3
STDDBLT 0 () VINOT CRIEDERA 37,5 CL L S
13/07 - 12:00 -
[] Vacant fem) 0 e AGUA MAGMA C/GAS PET NO 1
2 @ ERFRTL @LEL E =) ) @
Reservation  Room  Concept ID Description Charge date Charge time User Name Quantity  Price w/o T.
2 O 6 Cancel 135924457 108 MINB  GINEBRA BOMBA.. 04.08.2024 18:27:31 HKVILPADZ Maria 2 145,45
e[‘)z 108 MINF PATATAS FRITAS.. 04.08.2024 18:25:47 HKVILPADZ Maria 2 6,61
108 MINF MINI TABLETA M. 04.08.2024 18:23:14 HKVILPAD3 Maria 2 744
SeafCh Q 108 MINF ACEITUNAS VERD... 04.08.2024 18:19:02 HKVILPAD3 Maria 2 6,61
134350309 108 MINF MINI TABLETA FR.. 04.08.2024 12:55:01 HKVILPADE Mariz 2 7,44
135617181 110 MINF MINI TABLETA FR... 04.08.2024 18:10:40 HKVILPADL PAOLA 1 744
135617181 110 MINF PLAZA GUMMY C. 04.08.2024  18:04:47 HKVILPAD1 PAOLA 3 6,61
135617181 110 MINB CHAMPA BR VEUV... 04.08.2024 18:00:44 E00000050726 MARIA TRINIDAD 1 95,05
Selmt ﬂ'le pr(ﬂucts arld Sa.Ve 135617181 110 MINB VR WHISPERING ... 04.08.2024 16:41:47 HKVILPAD2 Noemia 2 33,72
135617181 110 MINB GIN BOMBAY SAP.. 04.08.2024 16:36:13 HKVILPADL PAOLA 2 53,72

opion
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BOTH MENUS: SUPERVISOR AND STAFF

ACTIONS (SPECIAL TASKS)

vodafone ESER © ©®orZ .ll70% ) 17:31

O MARCELINA CUDERO SANCHO :E

s ¢ HEE

603

13/07-17/07

SUPDBLT
B Stay K b=
v Check-out « Check-in

604 AD2 AD2

SUPDB'—? 11/07-12:00 15:00 - 15/07

by Arriva * *

Select Tasks

60 g =) Slide to

SUPDB the left - a -
m Stay Minibar

Tasks

606 v Check-out

SUPDBLT Al

O Vacant 12/07 - 10:00

607 AD1

Q| IDI'BIT ek
Search Q

MINOR HOTELS | HOUSEKEEPING MOBILITY

vodafone ESER © ® o3 .all70% M) 17:31
Room 605

v test

Read the action.

After flag the action, it will be
completed in TMS.

ns }‘ Packages and stay option }‘ *Commissi

. A... Status Action

] @-Cumpleted * TEST

vodafone ESE (© TorR ll72% W1 17:16

Room 206

test test test test test test test test test test test test test test

Close

Rotate the device if necessary.
72 characters are allowed.

22



BOTH MENUS: SUPERVISOR AND STAFF

HOUSEKEEPING REMARKS

vodafone ESER © Qo= .ill 72% ) 17:22 vodafone ESEB © Qo3 .l 72% mm) 17:22
(') GUADALUPE RIERA BOLANOS E Room 706
@ @ ’l"“(;ji‘/‘l‘:}
r k
704 1 - test remarks
SUPDBLT 12/07-17/07 vodafone ES®R @or A .il69% M1 17:58
| Stay Room 706
. Select Tasks
706 B & Slide to
SUPDBLT Minibar  Tasks the left » - test remarks test remarks test remarks test remarks test remarks test r
W Stay emarks test remarks test remarks test remarks test remarks test remar
707 v Check-out Check-in
AD2 AD2
SUPDBLQ 11/07-12:00 15:00 - 18/07
by Arrival 'S *
Close
AD2 AD1
SUPDBLQ 12/07-12:00  15:00-17/07 Rotate the device if necessary.
oy Arrival * Yo
72 characters are allowed.

710 AD2

12/07 _16/07

Search Q

MINOR HOTELS | HOUSEKEEPING MOBILITY
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BOTH MENUS: SUPERVISOR AND STAFF

EXTRA TASKS

(h ExTRA1

i

101

STDDBELT
O Vacant

10 =
STDDBELT
o+ Arrival

103

STDDELC
O Vacant

104
STDDELT
[

£y
O

28 e

O Vacant

105

STDDBELT
O Vacand

106

STDDELQ
O Vacant

107

Search o]

MINOR HOTELS | HOUSEKEEPING MOBILITY

Slide
the left

Select Tasks

“’-»-»

Room 102

ROOM CHECK

DEEP CLEANING BATHROOM

24



BOTH MENUS: SUPERVISOR AND STAFF

LOST ITEMS

€ Touch to return to your call 02:02 95% W) 12:32

€ Touch to return to your call 03:41 95% W) 12:34 € Touch to return to your call 03:58 95% ) 12:34

4 HSK MANAGER = Y & 4 Lost items +
C Room
‘ 13
SUPDBLT Slide to the left User

Tasks

[ Vacant

and select More HKMALAGAGO - HSK MANAGER
Q EXTRA2-TRINI
1 1 4 Items found (1)

AD1
STDDBLT 22/07 - 26/07
8 EXTRA2-TRINI
1 1 5 Check-out
STDDBLT AD2 o
O Vacant 22/07 - 12:00
& EXTRA2-TRINI % Report incidence
116 &8 Lostitem
STDDBLT
[J Vacant Cancel Send lost items
O
Lost item option The los:t item will be reglstered both
in the APP and in TMS

MINOR HOTELS | HOUSEKEEPING MOBILITY



BOTH MENUS: SUPERVISOR AND STAFF

MAINTENANCE PRE-INCIDENTS

14 Report incidence

° Incidence type 2

1. Incidence type

vodafone ESED Qo+ 3 .all27% W ) 22:42

vodafone ESE} @o~3 .l 27% W _122:42

< GOBERNANTA CONCHI = Y Sg%

vodafone ESER © @or R ll27%8 _122:43

W © £l

& HOUSKEEPING GENERAL

Room < Report incidence

@ - e Incidence pictures

215

2—] 4 v Check-out v Check-in User
AD1 AD2
HKPASEOO1 - GOBERNANTA CONCHI
SURPDEVD 05/07 - 12:00 15:00 - 11/07
Wy Arrival s Y

* .
el 3. Incidence pictures
8 IBRAHIM KALIL

Slide to the left
215 ~ 0O and select More.

SUPDBVT
W Stay

Attachments (0) -

B check Minibar

» @ - e Incidence details 3

2. Incidence details

& IBRAHIM KALIL

21 6 v Check-out v Check-in 8 FERESER

SUPDBVD A1 AD1 »
& Arrival 07/07 -10/07 15:00-11/07 5% Report incidence

*Description:
8 IBRAHIM KALIL

217 v Check-out W Cheaicin
AD1 AD2 Cancel

& Lostitem

Enter information and select Send incidence. A
maintenance pre-incidence will be created in TMVIS.

MINOR HOTELS | HOUSEKEEPING MOBILITY
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BOTH MENUS: SUPERVISOR AND STAFF

CHECK HOUSEKEEPING MOBILITY REMARKS

@ EXTRA2

KR -

110

JSTDBLK
1y Arrival

1M1

STDDBLT
O Vacant

112

STDDBLT
B Stay

113

STDDBLQ
W Stay

114

STDDBLQ
B Stay

©

Check-out
AD1
14/11-12:00
*

Check-out
AD2
13111 -12:00

A
14/11-18/M1

AD1
14/11-18M

A
14/11-18M

@

€

Check-in
AD1
15:00 - 16/11
*

Search

&

Q

All users will have the Housekeeping Mobility remarks icon
and a number that will show messages pending to read.

MINOR HOTELS | HOUSEKEEPING MOBILITY

{ EXTRA2 2]

E00000050726 says to EXTRAZ

Y

vacuum the corridor of the 4th floor

1115122 Read
EXTRA 11 says to EXTRAZ
Mead help on 3th floor

Read

1115722

HSK MANAGER says to EXTRAZ

guest complaint about cleaning in the

last stay 1 1 0
Read |+

1115422

|
EXTRAZ2 says to HSK MANAGER

Towels are not in the room

Read
1115122

Create Remark

A list of messages will appear in the following
order:

- Assigned to that user, pending to read.

- Assigned to that user and read.

- Written by that user for other recipients.
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BOTH MENUS: SUPERVISOR AND STAFF

CREATE HOUSEKEEPING MOBILITY REMARKS

{ EXTRA2 r@

E00000050726 says to EXTRAZ2

Y

vacuum the corridor of the 4th floor

1111522 Read
EXTRA 11 says to EXTRAZ
Need help on 3th floor

Read

11/15/22

HSK MANAGER says to EXTRAZ

guest complaint about cleaning in the

last stay 11 0
Read |v

11115122

-]
EXTRAZ says to HSK MANAGER

Towels are not in the room

Read
11/15/22

Create Remark '-_q‘]

To create a new message, we will use the
bottom option.

MINOR HOTELS | HOUSEKEEPING MOBILITY

< Remarks

*Room

*Remark

Remark

*Assigned User

*Date

Nov 15, 2022 5|

Send remark |

Complete the necessary fields and accept.

I can link the message to:
- A specificroom

or

A specific user

or

A room and a user at the same time.

What is not possible is to leave both fields blank,
it does not allow sending,
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BOTH MENUS: SUPERVISOR AND STAFF

CHECK AND CREATE HOUSEKEEPING MOBILITY REMARKS IN TMS

~ [= HOUSEKEEPING

) JCCSHT/HK_CHST - Change Room Status
%) JCCSHT/HK_TAREAS_D - Tasks reckoning

Housekeeping Remarks

o

ESMD.PRIVE NH Principe de Vergara

| = [y ZEY _HK_REMARKS - Housekeeping Mobiity Remark51

Room

Reservation

+ [ 7] Master Data

+ 7 Post Charges

¢ [ Minibars

+ [T Lost & Found

+ [T Information systems

Housekeeping Remarks

h = |

(&=L

H: Ro., Re

110

101

203
109

i 71
LEJJ

439
438
437
436
435
433
403
395
394
441

L

Reservation Remarks

108402605

Need help on 3th floor

Towels are not in the room

guest complaint about cleaning in the last stay
vacuum the corridor of the 4th floor

sin camarera antes reparto

ojeode

desde TMS para mafiana sin camarera

otra fecha desde APP para hab

Desde APP para mafiana sin hab

Creation D

15.11.2022
15.11.2022
15.11.2022
15.11.2022
15.11.2022
15.11.2022
14.11.2022
14.11.2022
14.11.2022
15.11.2022

Creation User

Assigned User

Creation Date

Remarks Date

(®)Viewed and Not Viewed
() Viewed

(I Not Viewed

Created by ~ Created by na_ Remarks Date Creation Hour Assigned to  Assigned to name Vie

EXTRA11 EXTRA 11 15.11.2022
EXTRA2 EXTRA2 15.11.2022
EXTRA10 HSK MANAGER 15.11.2022
E00000050726 E00000050726 15.11.2022
EOD000050726 EO0000050726 15.11.2022
E0D000050726 E00000050726 15.11.2022
E0D000050726 E00000050726 15.11.2022
EXTRA11 EXTRA 11 15.11.2022
EXTRA12 EXTRA 12 15.11.2022
E0D000050726 EO0D000050726  15.11.2022

There is the option to create a new one that I can link to:

A specific room or

A specific user

11:31:08
11:29:14
11:27:53
11:25:58
10:18:25
10:07:13
17:48:26
10:10:26
10:06:53
10:19:21

or

Lp.r

15.11.2022

EXTRA2
EXTRA10
EXTRA2
EXTRA2
EXTRA11
EXTRA11

A room and user at the same time.

EXTRA2

HSK MANAGER X

EXTRA2
EXTRA2
EXTRA 11
EXTRA 11

X

X

FERRE

Wiewed by Viewed Date

EXTRA10 14.06.2023
EXTRA2 14.06.2023

EXTRA11 14.06.2023

Viewed H
00:00:00
16:23:14
11:28:37
00:00:00
00:00:00
11:22:17
00:00:00
00:00:00
00:00:00
00:00:00

If we create it for a room for tomorrow; the message will be linked to the staff once the tasks reckoning is made.

MINOR HOTELS | HOUSEKEEPING MOBILITY

There will be a history of all the
messages that have been
generated, in display mode.

{ EXTRA2 r@
I E00000050726 fays to EXTRA2

vacuum the corridor of the 4th floor

il
-4

1115122 Read
EXTRA 11 says to EXTRAZ2
Need help on 3th floor

Read

11115122
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STAFF MANAGEMENT IN TMS

In the Staff menu of HSK the users and passwords of each employee can be checked and modified.

~ [ HOUSEKEEPING Staff Management: Modify
* [= Staff o
- ) JCCSHT/HK_PARAM_PERS - Generic and payroll management
» [ Staff group ESMA.MALAG NH Mdlaga ****
* = Staff

« 7 JCCSHT/HK_PERO1 - Create
(z) /CCSHT/HK_PERD2 - Modify;
« ) /CCSHT/HK_PERD3 - View

Staff code 1D MALAGOZ

*

Employee data

- () JCCSHT/HK_PER04 - Delete - 2
Hame CAMARERA (17 , Category
=
Password KaRRREa () Hsk staff
Repeat Passwd, vrvevias (_JFloor Supervisor
Staff Management: Modify
D S W [= Staff code identifier (1) 11 Entries found L[> Hierarchy
. Restrictions |
ESMA.MALAG NH Malaga **** Under
0 i (]
Person [ Person” Guest Supervisor Hsk staff Max.Load Start.unav End Unav. Person | d
MALAGO HOUSEKEPING MALAGA ¥ [ 0,000  00.00.0000 00.00.0000 Supplementary data
MALAGO1 CAMARERA 01 0 [v| 28,000  00.00.0000 00.00.0000 Min load 2 000
MALAGO2 CAMARERA 02 0 [v] 28,000  00.00.0000 00.00.0000 in lod ol
= = = -
MALAGO3 CAMARERA 03 C ] 28000 00.00.0000 00.00.0000 Nom w.load g, 000 [ Downtime
MALAGO4 CAMARERA 04 0 [v] 28,000  00.00.0000 00.00.0000
MALAGOS CAMARERA 05 (] [v] 28,000  00.00.0000 00.00.0000 Max. Load 8,000
MALAGOG6 CAMARERA 06 (] [v] 28,000  00.00.0000 00.00.0000
MALAGO7 CAMARERA 07 (] [v] 28,000  00.00.0000 00.00.0000
MALAGOS CAMARERA 08 (] [v] 28,000  00.00.0000 00.00.0000 s
MALAGOS CAMARERA 09 (] [v] 28,000  00.00.0000 00.00.0000 Rernar
MALAG10 CAMARERA 10 (] [v] 28,000  00.00.0000 00.00.0000

Important! If the password contains letters, TMS saves them in upper case.

) Define also the correct category.
Recommendation: use only numbers.

MINOR HOTELS | HOUSEKEEPING MOBILITY



ADD TASK IN /CGSHT/HK_TAREAS_D - Tasks reckoning [New for Hsk Mobhility)

Housekeeping. Assigned tasks to employees

g Change person

INFO : Employee in min load Employee in nom load Employee in max load Employee overmaxload Room not assigned

@ EE 6 EEH L

B Assigned Section Staff group

MINOR HOTELS

é_g Exchange tasks ﬁh‘lassive assignment

Room Type 1 Room
HOUSEKEEPING STDDBLT
HOUSEKEEPING STDDBLT
HOUSEKEEPING STDDBLT
HOUSEKEEPING STDDBLT

& Room type
Zone

Type of zone

Staff Group
HOUSEKEEPING STDDBLT
Status
HOUSEKEEFING STDDBLT Al
®
HOUSEKEEPING STDDBLT ,_A
| Stay

HOUSEKEEPING STDDBLK
HOUSEKEEPING STDDBLT
HOUSEKEEPING STDDBLT
HOUSEKEEPING STDDBLT

k=l Add room ..5_:..E)rtra Task Typ

0ol

(Ovacant
()Depart

["Icreate new task

HOUSEKEEPING STDDBLT
HOUSEKEEPING STDDBLT Task:
HOUSEKEEPING STDDBLT Load:
HOUSEKEEPING STDDBLT

COB | BED COVERING
il (+) Add task

HOUSEKEEPING STDDBLK 1

e Add Task

(-) Subtract task

to
to
to
to
to

aos

EP.Add employee

(]

Selecting them from a previously configured list and indicating the load.

HOUSEKEEPING MOBILITY

[E Add Tasks

Room

Room type
Zone

Type of zone

[ Create new task

Staff Group
Status
@Al ()Vacant
) Stay (") Depart

=

New Task: Vacuum
e

Load: 1,000

(+) Add task

5

sl
(-) Subtract task

. TR,

Cf)_j Print report

S EFIR) P E L L)k

HK  HKMALAGA 54,000
HK  HKMALAGA1 0,000
HK  HKMALAGAGO 0,000

' load.
(x|

l ' Or adding manual text indicating the

Staff |Staff code Load

=

Now, you can add extra tasks to the rooms.

1| Y ) =T

Task Lang. Description

COB

BED COVERING

CR
Cs
ENT
EST
LC
RC
REV
SAL

SHEET CHANGE

LINEM CHANGE

DEPARTURE ROOM

@
°f§‘

It is not possible load 0.
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RESERVATION AGTIONS & REMARKS

Actions assigned to the HSK Department will appear on the APP:

ESMA.MALAG. Individual Res. - Caroline
8 | [z

2) B | 3 SE=Ewelomecard & | R &
ESMA.MALAG NH Milaga **** Reservation 55520098 Client: 1000211361 BOOKING.COM B.V. Amount 110,00 EUR
;% RF

Arrival: 22.07.2018  Sunday RoomType: Standard Double Meal Plan RO

Mights: 1} Guests: AD|2 |JU|0 |CH|D |BB|0O ) Currency EUR First service:

Depart.: |22.07.2018| Sunday Room « 103 [ INo move Last service: GDFR
General Data © *Billng Information  *Additional data | *Statistics @ Deposits [@ Guarantees " Routing charges | Fixed charges *Actions “Loaned tems | Motices for Reception M..
Department T c... C Cadence Depa D Start date  Start time End date End time Mo | Tu We Th Fr Sa Su R... . |Status Action
T ]
I![KP Jlf ] (®Everyday including dep. * /A () 00:00:00 oozoo:00 | [ (1000000 11 '@...cmpleted * put feather pillow

Same happens with Housekeeping remarks:

ESMD.PRADD MH Collection Paseo del Resenvation 67363557 == Client: 1000211361 BOOKING.COM B.V. Armoul
Arrival: 13.07.2019 Saturday RoomType: Superior Double *|[JShow Subtypes Meal Plan EB
Mights: 5 Guests: AD|2 |JU |0 |CH|O |BB|O Currency EUR First service:

Depart.: |18.07.2019 Thursday Room o | 706 [ INo move Last service: BEFS
General Data *Biling Information |~ *Additional data | *Statistics - @ Deposits + [@ Guarantees + Routing charges | Fixed charges |~ *Actions | Loaned it
= _
Contact person: |_| |# | Remarks
Phone: @ Housekeeping Remarks * - r'?ﬁ Main remarks only 250 characters
E-Mail: test rermarks
Voucher: 2183001209

MINOR HOTELS | HOUSEKEEPING MOBILITY



LOANED ITEMS

Extra beds and cots added in a reservation will appear in the APP.
The color of the items will change according to the status.

ESMA.MALAG. Individual Res. - test
S [ 2) B | G Ewecomecad & = | &

ESMA.MALAG MH Milaga **** Reservation 35685401 l‘-'@ Client: 1000 GUEST, DIRECT
e —————— _
Arrival: 22.07.2018 [ |nday RoomType: Superior Double *|[Jshow Subtypes Meal Plan
L St S
Mights: 1 Guests: AD|2 |JUf0 |CH|1 |BEB |0 & Currency EUR First service:
Depart.: |23.07.2018| Monday Room & 107 [ INo move Last service:

BEFS GDPR

General Data | *Biling Information |+~ *Offers |~ Additional data | *Statistics | Deposits |~ [0 Guarantees  Routing charges | Fixed charges | Actions I/ﬁ_omed items HNoticesfor Reception

Item Statj|Price Tax... Deposit Currency From Until Amount Charge day rtn
EX_BED R 0,00 [] 0,00Europea.. ¥ 22.07.2018 22.07.2018 1 M
| - (| L':l
Y/
l—':l
&

Iltems delivered

Iltems collected

Items requested

|
Request H Delver " Return ”I Cancel Check availability
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MAINTENANGE PRE-INCIDENTS

= E MATNTENAMCE Preincidents Management
* @ JCCSHT/HK_CLASES - Case type @
* @ FEY _HK_PREINC - Pre-incident management [HK} ESMA.MALAG - NH Milaga
- P JCCSHT/HK_IMCO1 - Open case »
J @ JCCSHT/HK_INCO2 - Modify case - 5 -
Start Date: 22.07.2018 to (=]
« ) [CCSHT/HK_INCOS - Close case i i = —
Room: to |i|
v+ 3 Mass management of blocks
v [ Information systems
SAP
F\Refresh  «° Create Incidence 3 Reject Incidence 59 Active Rejected Incidence
e = = | | T | o= |~ el M=l T
EIEYE N ) (2 .= =8 (L) [E])
Hotel Fault ID | Incident Inc. Descrip. Room | Reserv. Staff code Start date Report. Tim | Priority | Observat. Pho Incidence Estado Rejected Date|Rejected H Rejected By Reason
[ESMA.MALAGE] 165 002 FLOOR LAMPS 103 HKMALAGAGO 17.01.2019  16:12:27 [] Soporte roto C
ESMA.MALAG 168 00004 BLOCKED ROOMS 105 HKMALAGAGOD 17.01.2019  20:49:38 [] Test test @’
Mark the line and choose option: Create, Reject or Active Rejected Incidence
SAP
¥|Refresh " Create Incidence 3 Reject Incidence 59 Active Rejected Incidence
@ (&FREFL e & .JE)) )G
Hotel Fault ID Incident Inc. Descrip. Room |Reserv. Staff code Start date Report.Tim | Priority | Observat. PhotojIncidence|Estado Rejected Date Rejected H Rejected By Reason
ESMA.MALAG 165 002 FLOOR. LAMPS 103 HEKMALAGAGD 17.01.2019  16:12:27 [] Soporte roto o C
ESMA.MALAG 168 00004 BLOCKED ROOMS 105 HKMALAGAGO 17.01.2019  20:49:38 [] Test test @ % R 20.01.2019 00:03:33 E0O0OQOQOS0726 YA CREADA PREVIAMEMTE

Icons will appear if incident is created or rejected, and the rest of columns will be filed if applicable.
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MODIFICATION USER

The user that appears in Minibar charges, Modification history and Modification history rooms is the Staff code ID:

ESMA.MALAG. Modify items of all folios

MINOR HOTELS

[ Foliol Folio2 Folio3 Folio4 | Allfolios Currentdate Charges until today a ) k=l | &) & Cancelled Revenue
Reservation [121373301 |status  [Checkin Arrival [11.11.2024| Departur [13.11.2024] Upgrade [ ]
Main Client | AVORIS RETAIL DIVISION SL Voucher ‘ Room 114
Main guest |SCHMIDT DANIEL FREDERICK, DANIEL FREDER Type |STDDEL Standard Double GST ap[1 |gufo |cafo lee[o |
FOLIOS: F1 (@) 0,00 |EUR |SCHMIDT DANIEL FREDERICK, DANL.. F2 0,00 |EUR | AVORIS RETAIL DIVISION SL-10000.. | Num. pre-autoriz. 1
(taxind.) F3 (1] 0,00 |EUR |SCHMIDT DANIEL FREDERICK, DANI F4 (T 0,00 |EUR |SCHMIDT DANIEL FREDERICK, DANI..|Importe pendiente 0,01
(T B BB ) G2 Avagement o)
. Status Revenue date Folio Concept 1D Description Ouantitv & Amount Discount % | & Commi Am Price. | C amnunt Service date ~ Sour Guest Name Rs. origin
ER 11.11.2024 2 BB Alojamient €
a 11.11.2024 2 ROOM Habitacidn =
gL 12.11.2024 2 BB Alojamientg |_0li0 data
3 12.11.2024 2 ROOM Habitacién Charge date Char. time User Invoice No Quantity  Transaction price Taxinc  Curr.
ﬁ 11.11.2024 1 MINB NECTAR N 11.11.2024 15:16:39 MALAGO 1 3,64 (] EUR
& 11.11.2024 1 MINB NECTAR N

i, ESMA.MALAG. Individual Res. - SCHMIDT DANIEL FREDERICK, DANIEL FRED
REFSTFT @ DL T EHwIE

Change Documen

Object value Doc.Numbler User flirst Name  Last name Department Date " Time " Transaction Code  Short Description Old value
ESMA.MALAG-114 198006021 MALAGO 11.11.2024  15:16:21 Room cleaning status 3 Dirty
ESMA.MALAG-114 198005995 ACRGU 15:16:04 Room cleaning status & Do not disturb
ESMA.MALAG-114 1980059468 MALAGO 15:15:37 Room cleaning status +* Clean
ESMA.MALAG-114 1979936045 XHKOUT000090 NH MALAGA EXTERNAL HOUSEKEEPER NH MALAGA 13:16:44  /CCSHT/HK_CHST Room cleaning status 3§ Dirty
ESMA.MALAG-114 1979386392 XHKOUTO000090 NH MALAGA EXTERNAL HOUSEKEEPER NH MALAGA 10.11.2024  16:01:27 /CCSHT/HK_CHST Room cleaning status 3§ Dirty
ESMA.MALAG-114 1979587407 HESMALAGREC1 NH MALAGA RECEPCIONIST NH MALAGA 01:38:14 /CCSHT/NA_AUDI . Room cleaning status Loﬂ Do not disturb

I HOUSEKEEPING MOBILITY

New value

«" Clean

¥ Dirty

& Do not disturb
+" Clean

£ Do not disturb
3 Dirty
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SHOW GUEST NAMES (depending on the hotel)

We have the option to configure whether we prefer to see the names of the guests or not.

vodafone ESE1 © i@ ® or 7. .ill84% ) 11:21

Q) EXTRAT - TRINI

Modify Hotel. General data
e C &
o Hotel specfic data Hotel customeng | Hotel parameters | Folos & currency customieng | Hotel genenai info | Te
I_Paramt« 1dantfiar ‘Dexmtnn
580002 [FFISTER EVENT IN ANY STATUS DEFINED
$B000% GUARDAR | ISTORICO DE EVENTOS AD1
330006 BOOKING ¥ILE AUTOCREACION FROM CONV/GROUP RESERVATION STDDBLT
5r00002 ONLY CURRENCY EXCHANGE TO HOTEL'S CLIENTS 11/08-13/08
ZEY00001 DO NOT PRINT POLICE RECORD AT CHECK-IN | Stay

ZEY00002 ACTIVATE MAIL URL & VALIDATE GUASANTEE
{HK MO8] DISPLAY GUESTS' NAME ON ROCM INTORMATION

1 53 Check-out

STDDBLT AD1
O Vacant  11/08-12:00
154 AD2

STDDBLT 10/08 - 15/08

Search
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ISSUES AND SUPPORT

NH SUPPORT PORTAL

ﬁear:h

IMPORTANT
We are suffering an issue for creating requests in browser Intermet Explorer. We are working to solve the issue.
Meamwhile, you can create your requests in Google Chrome.

Thank: you for your ca-operation.

Popular Recent

Content Management... Email & Outlook . MH SERVICE DESK
Email store, calendars, tasks , contacts, shared mailboxes, distrib..,

Housekeeping Mobility

NA R §EY, SAPTMS (Tourism Management Suit... . NH SERVICE DE
NH SERVICE DESK ('y Integrated management solution for hotel: TMSforHOTELS, TMSH...
S4P User Management - NH SERVICE DESK
Iw MNew User, Reset Password, User Blocked, Request Access, Delete ..
Browse all
sC TMS for PAY - NH SERVICE DESK

mewerer  |ntegration solution with payment gateways.

JIRA NH SERVICE DESK HOUSEKEEPING MOBILITY USER GUIDE

MINOR HOTELS | HOUSEKEEPING MOBILITY


https://nhorganization.nh-hotels.com/content/jira-nh-service-desk-housekeeping-mobility-user-guide
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