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1 INTRODUCTION
1.1 Document Purpose

This document outlines the new features andchasritartoeV1l Version 4.0.

This document is intended to be used in conyithdfenother manuals for M1 Version 4.0,
which includes a full and detailed descriplideatiiids.

1.2 Audience

This document is intendeeiisting M1 clientaith M1 Version 3.82 or below.

1.3 Background

This release includes changes from:
M1 Version 3.7.5

Please refer to the Release Notes provided reitagefor a full list of changes.

1.4 M1 Support

If you require assistance please email or hent@tpdesk and speak to a M1 Support
Representative.

Email: m1.support@gqg2solutions.com.au Q2 Solutions Pty Ltd
Level 5

Tel: +61 7 3368 3300 50 McDougall Street
Milton QLD 4064

Fax: +61 7 3368 2284 AUSTRALIA
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2  WHAT'S NEW

Many new features have been introduced iaseisisdiellows.

2.1 Ability to Handle Requests for Multiple Degratgm

M1 now supports sending jobs to multiple depafthigratllows you to track, manage and
analyse jobs sent to all departments in M1.

If you are a hotel/resort this means you caibsd¢adHousekeeping, Concierge, Security,
Room Service and other departments in M1 gilst as s2nding a request to Engineering

2.2 Request Defect Hierarchy Structure

Requests can now be setup in a 3 level hieragelh #sset Type. Let's look at the
example of a guest room.

The Asset Type is Guest Room. We can setupategmuests/defects such as areas
within the guest room (eg Bathroom, Air-canditgrithone, Lights etc) or activities for the
guest room (eg Delivery, Pickup, Cleaning etzhbination of the two. These categories
are called Asset Assemblies.

Within each Asset Assembly we can now settyda ofutiisks. Let's take the example of
the Bathroom, so we can now create tasks wisichhi@ilis wrong with the bathroom (eg
tiles are loose, grouting is discoloured, sHealengsand so on). These tasks are called
WO Descriptions.

Also, with any request we can still enter amyahdidie text comments that are necessary,
but you will find that if you setup your Assablidssand WO Description with sufficient
detail, you will not require much additionatiorigrhany).

This is a major component of the Version 4 apgjralttavs M1 to be used in many other
new ways. Two of these primary benefits are:
Detailed Analytical Reporting (some of wharssedlikter as part of the new Dirill
Down Report)
Each WO Description can have a code for quack taetigomputer or submitting a
new request via the telephone (note the telepttmrednly available in the new M1
Communications Pack — see the end of this documaoeatinformation)

Please refer to Appendix A for instructions@sdtap this new Request Defect Hierarchy
Structure.
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2.3 New Reports and Graphs

2.3.1 Dirill-Down Graph

A new Drill Down Graph has been added whigbwatiowsll down and investigate up to 3 levels of
request defect categorisation.

You can access these reports via Reports wiDHdphs.

For more information about M1 Reports, pldasd/deBReports Manual.
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2.3.2 TQM Graph

These graphs are relevant to Total Quality Matniaggrue hotel.

For example, one graph here is the Count byplpwvbich compares the number of new requests
submitted in M1, to the number of requestsctirapbeted in M1, at different hours in a day.

You can access these reports via Reports > @M Grap

For more information about M1 Reports, pleasd/deBReports Manual.

2.4 Save Reports to PDF

You can now save reports directly to PDF. ¥Pseioesuld print reports to PDF (and you
still can) but this required you to install @teDsregram to create the PDF file. Now in M1
v4 you can export data directly to PDF format.

Ref: 2-M1-Version4-ReleaseNotes-Ver4GR.0.doc
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2.5 Security
There are two new Security options availablelogieaccount for M1:

1. Change Employees. Ticking this option on, atllogs thccount access to add,
edit and delete employees in the Tables > Brgplkbyee

2. Request Type: This automatically filters R¥goids@rders, Work History
and Reports depending on the Request Typeiryour log
account has been set to. For example an Bgdoggari
would only be interested in Engineering jolyekérg b
showers, lights, TVs not working and so orgs wahere
Housekeeping login would only be interestsekediing
jobs (eg cleaning, linen deliveries, laundsysragdeso
on).

Ref: 2-M1-Version4-ReleaseNotes-Ver4GR.0.doc
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2.6 System & User Settings

2.6.1 System Options

New options to show or hide the On Hold, Rele@seplete buttons on the Requests
listing window. This allows you to bettehoanym@lir employees process requests.

To set these new options, go to: Tables > Bgstei8ystem Options

pf EEEEEER
EEEEERER
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2.6.2 Work History User Options

New "Prompt me to enter Material when WO issetosgd" If set to "Yes" M1 will
automatically prompt you to enter material mh&srinbexists for this work order.

To set this new options, go to: Tables > SgsterMiFiOptions > History tab

Note: this setting must be applied for eadrhesgefault option is NO.
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2.6.3 New Work Order Printing Options — Riskekgsess
New option to printing a "Risk Assessmentbseamnwork order printout.

This option only applies to work order styiigisalf Oompact 1, 2, 3, 4 & 5.

The setting is changed on either the Tables>Fgste My Options > WO Printing tab or
in the Work Order Listing > Printing tab.

Note: the setting must be applied for eacthesfallt option is NO.

:IIIIIIIIIIIIIIIIIII.
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2.6.4 New setting to apply Work Order Priatpat Stylcation”

If you use M1 in a multi-location site, you canfigawe the Work Order Printout Style per
location instead of everyone using the save style.

To set the style per location open Tables nd.ocatio

If the style for a location is blank M1 w#l sts#eths set in the Tables > System Files > WO
Options page, otherwise set the Work OrdeS®ylattarteach Location.

Reminder: To assign users to a location, sédeet Security. This will automatically
restrict the assets, work requests, work ordéwsy&ihd PM for this user to
assets within this location.
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3 WHAT'S CHANGED

The following issues and enhancements are aoidtieisssaftware release.

3.1 Database Platform Changed to Microsoft SQL

We have made the decision to move from a Sgbase ghttform to a Microsoft database
platform as part of the Version 4 upgrade. sTheerha fundamental technology shift
behind the scenes.

While this doesn’t have any effect on yourayagperdtions of M1, it does mean that the
M1 system is now using a more mainstream detthbaseapd as a consequence it means

that internal IT support and development skiblearasily accessible in the general market
place.

3.2 Request Allocation Password

List of employees appearing in the RequestrAtlooptidown list and the password for
each employee has been moved from the Toolg/>&geuo Tables > Employees.

This means you no longer have to maintain hanegsuwvant to add a new employee.
You only need to enter the new employee detadlSamitles > Employees page.
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3.3 Request System Changes

3.3.1 Request Hierarchy

As described above a new request hierarchy lcasdbe@musing new categories of Asset
Assemblies and WO Descriptions. Please rgfendix Apfor how to create these new
items.

3.3.2 Work Source

A new field called Work Sources for requesenl@asdied for use in the requests system
and to support better analytical reporting.

OperTables > Work Sourcesadd, delete and modify your Work Sources.

You can also selected whether each work source is:
RQ Avail Available for use in the Requestimg Syste
Escalate Able to be escalated (only used i€trmrMmhications Pack)
Followup Needed Requires a followup with tfualyuestd in M1 Service Centre)

Remember to perform a Sync if you change aryitefitbe
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3.3.3 Register Visibility Preferences When Syncing

M1 can now save the *“visibility” preferenc®ogiiowing/hiding Registers in the Requests
System.

Go to Tables > Registers, and tick on whials sdgistd be shown as your preference.

3.3.4 Email Requester When Denying a Request

You can now email the original requester wheaty yoredquest. M1 will display a pop-up
box and you can select Yes or No to sending.the ema

3.4 Automatically Printing Requests

There has been a change to how to setup thécauriotimag of work requests.

Please refer to Appendix B for the steps y&awollperform to re-configure this option.
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3.5 Reports Menu Redesigned

The Reports menu has been redesigned to preasier 4o use window. The process of
opening a report remains

a) SelecCategoryfrom drop down list).

b) SelecReportfrom the list.

c) EnteParameters

d) Click th®©pen Repottutton.

For more information about M1 Reports, pldasd/deBReports Manual.
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3.6 Using Barcode Scanners with Stock Module

You can now use a bar code scanner to seletmgigbu are removing from your stores
and record this into M1 Stock module.

To setup the use of this:

1. OperfStock > List

2. Open a stock item

3. SelecBuppliers for the selected it¢at

4.  Enter th&upplier Barcode/hich should be the barcode number on thelgxysical
containing the stock item

For day to day operations:

1. SelecBtock > Barcodgom the main menu

2.  Scan the item with your barcode reader

3.  Adjust th®uantityif needed or any other items

4. Pres<nteron the keyboard to issue the item.

Ref: 2-M1-Version4-ReleaseNotes-Ver4GR.0.doc
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3.7 Maint Types Renamed to Skills

‘Maint Types’ has been renamed to ‘Skillg’ tefleett¢he nature of the item.

3.8 Retrieve button renamed to Refresh

On all listing screens the Retrieve button hasnbessd to Refresh. The Refresh still
operates the same as before.

3.9 Windows Automatically Open '‘Maximised'

All windows in M1 (except popups) will nowcallioopsn in a maximised state. You may
still customise data windows by right cliclselgetimy the "Customise™ option.

3.10 Work Request Synchronise Settings Removed

If you have the Networked Work Request moduhes fylidhronise settings ("Check for
New Requests" and "Update Work Orders evebggrmasmoved from the M1 program.
This means M1 now relies entirely on the SgnbDiatabsse program to get new requests
and update work orders. Please speak withsuppdvticonsultant if you have questions
on the Synchronise Database program.

3.11 Removal of Listing Window Trees

Grouping “Trees” on the Contractors, Requesdsd@vsrkVork History, PM & Stock pages
have been removed.

The Tree only remains on the Asset Listing page.
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4 NEW MODULES FOR M1

There are two new modules available for youteM1 dysfortunately these are not
included as part of the upgrade of the baseeMllmytsare available for purchase at any
time.

4.1 M1 Communications Pack

With the add-on module (purchased separateMldéimmunications Pack, M1 becomes
even more powerful allowing staff to be make @odgiet issues resolved faster. The M1
Communications Pack allows all staff to reporiaathe telephone and for the correct
person to be instantaneously notified on thdieldantbbile device. “Input” from a
telephone Interactive Voice Response (IVRksyistdar to a credit card payment system,
where staff are prompted to submit data by poesiserg on a telephone keypad.

The M1 Communications Pack offers:
Submission of work requests to Engineering, dgogsekimncierge (and other
departments) via any PBX telephone.
Staff can receive requests via handheld dewiessmagers, portable radios, DECT
phones and even mobile/cell phones (via SMS).
Staff can close off requests using any PBXdgkptiwy don’'t have to gain access
to a PC.

How the M1 Communications Pack benefits the hotel:
By having jobs sent to handheld devices, j@battamdled to more quickly leading to
higher guest satisfaction
Hotel staff will be more efficient and prodtrativehaving to pick up and close off
jobs from a central location
No paper wastage from printing jobs leadiegrieraacld greener environment
Improved data accuracy due to less double dicahatieng

The diagram below provides an overview of theridai€adions Pack.

Supported Devices |

=

Printer
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4.2 M1 Service Centre

The M1 Service Centre add-on module (purchasadlygepather enhances M1 by
providing centralised control for requests lad&sarements. This module is essential for
hotel call centres and operators to coordirsteaaniihe work requests for housekeeping,
engineering, concierge and other departments.

M1 Service Centre provides operators withdossantoarequest status and displays alerts
when work requests are finished. Completedjwvestk sge followed up with guests to
ensure their absolute satisfaction.

The M1 Service Centre is integrated with thé’rOpersy Management System. This
integration provides guest information whichncarded in guest requests, ensuring staff
are given guest names when responding to requesisupied rooms.

M1 Service Centre also tracks the history odguests which will enable you to predict
guest needs prior to arrival — increasing gagstemg and loyalty.

In the event of a guest complaint, the histdeg fmpthe system will be of enormous value
when researching and responding to the grievance.

Note: M1 Service Centre requires M1 RequestdetoMpeService Centre supports
Opera Version 3 and 4.
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APPENDIX A SETUP REQUEST DEFECT HEIRARCHY STRUCTURE

Creating a new request hierarchy involves Bcsegi®o;
1. Asset Types

2. Asset Assemblies

3. WO Descriptions.

The following sections outline how to creatqugsirhierarchy.

1. Asset Types
This is the starting point for our Request YHardraking together of hierarchy items.

Create your Asset Types in the usual way thae ywewiously done. For this step there is
no difference from previous versions.

Do this vidiables > Asset Types

Let’s use the example of the Asset Type = Guest Roo

2. Asset Assemblies

As described above, Asset Assemblies arelexelfoktategorisation and in our example
of guest room as the asset type, the asset esgaighti be locations of the room (eg
Bathroom), or service conditions (eg Delivugy, Pick

To create your Asset AssembliesT gblés > Asset Assemblies

1. Use théddbutton to create a new line.
2. Select thAsset Typéhat you want to associate the Asset Assembly with
3. Type in thBescriptiorof the Asset Assembly

Ref: 2-M1-Version4-ReleaseNotes-Ver4GR.0.doc
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4.  Select whidRequest Typthis Asset Assembly is relevant for.
5.  Saveyour addition.

If you ever want to delete an Asset AssemBBletiighe item (it is easiest to click on the
Description of it), then click on the Delete button

Use the other button functions as appropriate.

3. WO Descriptions

WO Descriptions are our last level of the haerdirgbyuse this level to be as specific as we
can be about the requested activity.

Using our examples above, it may be that oamB@lbitioes Line is fault or that the guest
wants Bath Gel delivered to the room. We cachadd these items into the WO
Description table, which will then make itlediectathe M1 Requests system.

To create your WO DescriptionsTgblés > WO Descriptions.
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1. Use théddbutton to create a new line.
2. Enter in the details as follows:

Field Description

Descriptio Enter the description of the request thatsgmuiiih
Requesting system.

IVR Cod Used in the M1 Communication:

Show in Reques
Request Tyf

Expected Duratit

This is the telephone code that can be usedt tihisubm
request instead of using the computer.

Tick to make this available in the Requestir.
Department responsible for actioning the 1@egleefrom
available departments such as Engineering, Idmgsekee
Concierge, Food & Beverage or Front Office.

Enter the estimated amount of time to comyaetset

Assembly Suk Select thAsset Asseml(categonthatthis WO Descriptio

item relevant for.

Skl Enter the skill required to complete the.

Escalatior Used in the M1 Communication:

Duration 1 Enter the amount of time to escalate a requiésiaafte
exceeded the expected duration time.

Escalatior Used in the M1 Cornications Pa

Duration 2 - 5 Additional levels of escalation that can be used.

Cost Cod Select the Cost Code if nece

Labou Enter the value that will be used as defauiisvieguést
completed.

Materie Enter the value that will be used as defa this request
completed.

Contractc Enter the value that will be used as defauiisvieguést
completed.

Othe Enter the value that will be used as defautisvieguést

completed.

3.  Saveyour addition.
4.  Continue to add more WO Descriptions as appropriate

NOTE: To ensure that this new item appears IinRibgubbts System, you must
perform a Synchronisation of the systki@s(> System Files > Syab>
Manually Updatab)
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APPENDIX B SETUP AUTOMATIC PRINTING OF REQUESTS

The following instructions will guide you tlmwuighset up automatic printing of work
requests as soon as they have been submittedhrisligRequests system.

1. Go to the M1 Server and install all of the thahtgya will be using for automatically
printing work requests.

Open M1 and login as a user with administrsgor acce

SelecfTables > Message Protocoks screen similar to the following will appear:

4. Press thédextbutton until tHerinter protocobppears. Ensure that Ihit)se
(Note: It should be in use by default, bugtitascheck it anyway).

SaveandClose

SeleciTables > Message Devicésscreen similar to the following will appear:

7. Add a printer device:

a)
b)
c)
d)
e)

f)

Enter &escription

SelecPrinterin the Protocol list

Enter th®evice ID Address the printer's UNC address
Select the approprideguest Type

Ensure the devicéndJse

You do not need to worry about the Defaultnbly Guatiee tick boxes (they
are used for mobile devices such as pagers).
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g) SaveandClose
8. Selecables > Request/Task Typésscreen similar to the following will appear:

9. For each of the Request/Task Types that are In Use:
a) Select thBrinter Device
b) Select thBrint Typdeg Type 1 (A4)).

c) The remaining columns are not required to bd ekapge of this setup.
Please refer to the M1 Communications Packfaramuabglanation of them.

d) In the bottom half of the schsduha new item, seled®@oritythat you want
sent to the printer and then selddedgsage Rule Send to Printer Do this
for each Priority that you want sent to theytometically.

10. Selecirables > System Files > System Optians A screen similar to the following
will appear:
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a) Set theRequests to Work Order procdssbe Don't approve and don'’t
allocate (0)

b) Press th&ave Optionbutton.
11. Perform a Synchronisation of M1 with M1 Requests.

You have now successfully setup M1 to pries af Wiork Requests automatically to a
designated printer.

Ensure the computer or server running the SegnCratafiase program has the printer
configured to print. (Note: it does not haup &sghe ‘Default Printer’).
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