
 
Asgard v2.0.0.466   Page 1 of 8 

 

 

 

 

Mass-Completing Standard Work Orders 

Follow the steps below to Mass-Complete Standard Work Orders in the Asgard desktop application. 

 

 

Scenario: 
Staff member, Candace Aldrich is finishing her work day and wants to complete multiple 
Standard Work Orders in Asgard that she completed during her scheduled shift.    

Step 1 Open the Active/Follow-up drop down from the Work Orders menu tab.  
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 Wok Orders must be assigned before they can be completed. You can only mass assign one 
department type at a time. Using the department filter can narrow down the work order list. 
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Step 2 Select the work orders that you want to Mass Assign/Complete by using either the Shift or Ctrl 
keys to multi-select. The ‘Mass Complete’ and ‘Mass Assign/Reassign’ options are limited to 25 
work orders. 
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Step 3 Click the Assign/Reassign button.  

 
 
Assign the work to an employee for completion. Use the dialogue box to assign one employee to 
all selected work orders. 

 

 

 
 
If you are using Mobile Devices, the work orders will appear on the mobile device as soon as 
they are assigned. 
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Step 5 To Mass-Complete the highlighted work orders, click the Complete button. 

 
 

Step 6 Click the plus sign next to Set the Same Value for All Work Orders. With the Calculate Duration 
dial selected, click the radio button to Calculate Start Date/Times to: and Click Go. 
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Click the radio button to update the Completion Date/Times to: of the work order and Click Go. 

 

Step 7 If Actions Taken is enabled for your site, you have the option to update every work order task 
associated with the work order before completing. Select the radio button next to Actions Taken 
to choose the appropriate action and click Go.  
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Step 8 To update actions taken for each individual task, use the drop down arrow to the right of Action 
Taken.  

 
 
Once all the data has been added click OK. All the work orders will no longer appear on the Active 
Work Orders/ Follow-Up Screen. 
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Step 9 To view a completed work order, select Recently Completed under the Work Orders menu tab. 

 
 

 

 

 

 

 

 

 

 

 

 


