Asgard Job Aide ’a

Mass-Completing Standard Work Orders A S G ARD

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
A 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.

Assets = || Work Orders =| PM ~ Projects = Inspections

Staff On-2 Create Work Orders  Ctrl+F1

[l ActivefFollow-up  CileFR2 |

Recently Completed  Ctrl+F3

/

Search Ctrl+F4
ASC Staff On-Shift
ions Dashboard
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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.

Welcome Page/ Active Work Orders/Follow-Up r Create Work Order ]

View Assign/Reassign Unassign Complete Cancel |[] Show Future ltems [] Show Suspended ltems

Drag a column header here to group by that column.

Wwork Requested

CAJC Task
AC Repair - Moisy AC Task
AC Repair - Filter Change AT Task
AC Repair - Thermostat Mot A/C Task

_Bldg 14 "AC Repair - Closet Leak

Eldgs, Eldg 14
Bldgs. Bldg 14, Floor 2
Bldgs. Bldg 15

03883

Clear Filter Print -

Department

Engineering
Enginesring

Alatorre, Julie
Chavez, Joze (Runner EL.

Engineering
Enginesring  [Mong]
Engineering  Christian, Michael
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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.

Welcome Page/ Active Work Orders/Follow-Up r Create Work Order ]
View Assign/Reassign Unassign Complete Cancel |[] Show Future ltems [] Show Suspended ltems | Clear Filter Print -

Drag a column header here to group by that column.

Aging v} Location Wark Requested Type Department Assigned To
23883 Bldgs, Bldg 14 AC Repair - Closet Leak AIC Task Engineering  Als
................................................. oy g prsie B e (Rumnar B
73834  Bldgs, Bldg 14, Floor 3 “AC Repair - Filter Change  A/C Task “Engineering

Bldgs, Bldg 15 AC Repair - Thermostat Mot_.: &/C Task Engineering  Christian, M
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Step 3 Click the Assign/Reassign button.

Welcome F"agva,»;I ActiueWurkDrdersanlluw-Upr Create Work Order ]
‘u’iewlhssign!ﬂeassignl Unassign Complete Cancel |[] Show Future ltems [~ Show Suspended ltems | Clear Filter Print -

Drag a column header here to group by that column.

Aging 0] Location ‘work Requested Type Department Assigned To

 Bldgs, Bldg 14 - AC Repair - Closet Leak AIC Task - Engineering
Bldgs, Bldg 14 AC Repair - Noisy AC Taszk Engineering | Chavez, Jose (Runner BL.
e i 14 Floor 3 "AC Repair - Filter G Tk “Engineoring  [honeluu

{ Eldgs. Bldg 15 AC Repair - Thermostat Not.. AT Task Engineering ;Chris T |

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

Assign To: |.F|.|z-.mrm, Julie V|

OK || Cancel |

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.

Welcome Page/ Active Work Drders!Fnllnw-ler Create Work Order ]
View Assign/Reassign Unassign |Comp|ete |Cancel [] Show Future ltems [] Show Suspended ltems | Clear Filter Print +

Orag a column header here to group by that column.

Aging D Location work Reguested Type Department  Assigned To

E!dgs Bldg 14 .M: Repair - Closet Leak
Bldgs, Bldg 14

23555 Chavez, Joze (Runner BL.

AIC Task Engineering

i AC Reparr - Thermostat Not.. | AIC Task : Engineering

- AC Repair - Filter Change ~ AIC Task - Engineering

AC Repair - Noisy

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.

Complete Work Orders.. X
Dates and Times: () Calculate Start (® Calculate Duration () Calculate Completion
ESetﬁwSam\faluefuer‘.ﬂﬁnrkGrders

(@) Start Date/Times to: | 7/29/2015 915AM [~ | d——

Durations to: Days: Hours: Minutes:
() Completion Date/Times to: 7/29/2015 9:35 AM
() Actions Taken to: ~
| Go
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Click the radio button to update the Completion Date/Times to: of the work order and Click Go.

Complete Work Orders..

Dates and Times: () Calculate Start (® Calculate Duration () Calculate Completion
— | Set the Same Value for All Werk Orders
(O Start Date/Times to: | 7/29/2015 9:15 AM |
Days: 1= Hours: 0k Minutes: 0%
(® Completion Date/Times to: 7/29/2015 3:35AM  [Ev | d—

() Actions Taken to:

Go

x

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.

Complete Work Orders.. X
Dates and Times: () Calculate Start (®) Calculate Duration (O Calculate Completion
—  Set the Same Value for All Work Orders

O Statt Date/Times to: | 7/29/2015 915 AM \

Days: 02 Hours: 03 Minutes: 03
(O Completion Date/Times to: 7/25/2015 9:35AM
(® Actions Taken to: M
Task Complete—-See Comments
Go Task Incomplete—See Comments

Guest Request Complete
Guest Request Incomplete—See Comments )
Name Plugged in Television lionTaken

AC Repair - Thermostat Not \Working Replaced Television
" ' Educated Guest on Television
AC Repair - Closet Leak Repaired Television - Screen

AC Repair - Filter Change Reset Router
Replaced Modem

Asgard v2.0.0.466

Page 6 of 8



Step 8

To update actions taken for each individual task, use the drop down arrow to the right of Action

Taken.
Name Started Duration Completed ActionTaken
AC Repair - Thermostat Not Working 712912015 9:15 AM 7/23/2015 3:35 AM v
AC Repair - Closet Leak FI292015 9:15 AM vs 00:20 71292015 9:35 AM Task Complete .
AC Repair - Filter Change T29/2015 515 AM 5 0020 F2520155:35 AM Task Complete..
Comments for all):
Conc

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.

hearch

Locations

Assets -

Work Orders v| PM = Projects = Inspectiocns = | Supply Chain = Billings

d

Create Work Orders  Ctrl+F1

Active/Follow-up Ctrl+F2
Recently Completed Ctrl+F3 |I

Search Ctrl+F4
Staff On-5Shift

Dashboard
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