Maintenance App User Guide

The Maintenance App is integrated with MyPMS (and often with the Housekeeping App) and can be used on any mobile or desktop device.
Review the following features and then go to the step-by-step instructions below to learn how to use The Maintenance App with MyPMS.

*note: If your User has an older device, or no phone that can run iOS or Android apps, the same features are available via the website, with the
exception that notifications won't work for a user who has no iOS or Android app installed.

Mobile Housekeeping App

® |ncident Report
® Mobile Housekeeping App User Guide

The Maintenance App is needs to be activated by BookingCenter to function. To activate your user in the mobile app, the user must first log
into manage.bookingcenter.com once to register their user to the app. Please review the following features and then go to the step-by-step
instructions below to learn how to use TheMaintenance App with MyPMS.

® Users: TheMaintenance User(s) do not have to be employees of your property. Sometimes they are outside contractors working both
on- and off-site. That is one of the benefits of the Maintenance App - regardless of your 'vendor', a maintenance request can be
assigned, and tracked, for the specific User assigned. If the Request goes 'stale' the system has an escalation process to 'escalate’ the
Request to a manger for intervention.

* Default Maintenance User: if you want Maintenance requests to automatically be assigned to a default User when issued from the
Tape Chart or a specific Booking, then set that User here and turn on that feature in the Settings area of MyPMS where a list of active
Users can be selected. Make sure that the user you choose here has access to the MyGuest and Maintenance functions in the User
area.

® Escalating Requests: If a User is taking too long, or your Users need to re-allocate their cleaning schedule, no worries! Anyone can
login to the app (via mobile, desktop, or the PMS) and re-assign a Room to clean and/or supervise to someone else.

® Manager Dashboard and Request Tracking: Because all events are logged, the Maintenance App lets you know the productivity of
each maintenance worker, with a Dashboard to watch productivity over time.

To learn how use the Maintenance App, follow the steps below.

Assign and Send a Maintenance Request

In MyPMS the Tape Chart and each booking allows a User to add a Maintenance Request or to view one that has been entered (if there is a
booking number assigned to the Maintenance request, the tab My Guest will show any Request(s) for that booking). Users can add maintenance
Request and track them from the PMS or via the app or web..

Booking Data | Folio | Edit = Room Assignment | GuestHistory | Letters WIYI-THS Log |

Add Maintenance Reqguest

When 'Add maintenance Request' is clicked, a form appears for your staff:

Add Maintenance Request X

Room Number 203

Guest Name Johb Smith

Guest Email jefi@bookingcenter.com
Booking 1682531

¥ Clear guest info

Description Toilet has broken, needs repair. No further info given.|

Request Priority Normal ]

Cancel | Add Request

*note: the Priority (2 options: Normal and High) is to allow a user to 'sort' requests. It has no bearing on notifications nor on when a request will
be escalated.



https://manage.bookingcenter.com/
https://docs.bookingcenter.com/display/MYPMS/Incident+Report
https://docs.bookingcenter.com/display/MYPMS/Mobile+Housekeeping+App+User+Guide
https://docs.bookingcenter.com/pages/viewpage.action?pageId=7864645
https://docs.bookingcenter.com/display/MYPMS/Settings+Tab
https://docs.bookingcenter.com/display/MYPMS/Users

Once the User clicks 'Add Request', the result is a new Request, it has been sent as a 'notification' to whoever was set as the 'default’
maintenance user for your property, and it saves to the booking. Clicking the Request ID will open the request:

Request Submitted b4

The maintenance request has been created. Request #67719.

...the details will saved to the new maintenance Request created:

Johb Smith /7 203 / 1682531 Normal

N/A Booking Number Request Priority

Guest I‘w.l.am}:—;r -F!:E;Dr-.-"l ! Phone
Number

Request entered by: Request directly by Guest
Staff member assigned: Not assigned

Details Toilet has broken, needs repair. No further info given.

...and the booking that initiated the request will now show the Request and its status.

Booking Data | Folio | Edit | Room Assignment | GuestHistory | Letters WU Log

Add Maintenance Request

MyGuest Requests
Request ID # Guest Status  Category Created At Updated At Length O
67719 Johb Smith MNew Maintenance 14-May-2026 5:07 pm 14-May-2026 5:07 pm 3 min

Adding Maintenance Request from the Tape Chart

From any room on the Tape Chart, a User can assign a Maintenance Request for that room.



101 (Queen Room)
Q(101)

Queen Room

Mark Dirty | Mark Clean | Room Details |

Add Maintenance Request Mark Out of Order

If the Room has an ACTIVE booking in | t, then the Guest name and Booking Number defaults , but it can be removed if the maintenance request
isn't appropriate to that Guest and/or Booking.

Add Maintenance Request X

Room Number 101 |
Guest Name | bagel Bagel |
Guest Email | |
Booking | 1683031 |

¥ Clear guest info

Description

Request Priority | Normal 2|

If the Room has no active booking, then the User must fill in some details to assist the Maintenance staff with the request.

Add Maintenance Request x

Room Mumber | 104

Guest Name |

Guest Email |

Booking |

Description

Request Priority | Normal

|
|
|
|
4
¢

Armed with the BookingCenter mobile app (or they can use a web browser), the User receives notification and the system notates the time the
request was sent.
MyGuest Maintenance Dashboard and Request Views

® The Maintenance Dashboard is displayed to all Users. If you only want the Maintenance User to view Maintenance requests - and other
PMS areas - then set the User Role to "MyGuest only".



® To receive notifications on the Mobile App, the User must have "Maintenance" set to ON in the App (under Interfaces). To do this, open
the App and then click on the "Gear" icon (iPhone) or the "bell" icon (Android), in the top left corner. There will be a list of notification
categories. Go to Interfaces Maintenance and set to ON.

® The Dashboard displays the number of Pending Requests, Open and Closed Requests for the Maintenance (User).
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