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Managing Your Work Order List

Use the tips below to manage your Work Order List in AsgardMobile.

For assistance with AsgardMobile or Staff On-Shift, please contact support@katanasoft.com.

Step 1: Review the Work Order Status. Overdue work orders should take top
priority.

There are four main statuses for Standard Work Orders. They tell you how long a
work order has been in the system.

e REWORK - Work was either not completed or the guest was not satisfied
(Highest)

e OVERDUE —Time expected to complete the work has exceeded guest
tolerance

e DUE — At least halfway through the time it should take to complete the
task (typically 10-20 or 20-40 minutes)

‘o OK — Newly created (Lowest)

Note: The goal is to keep work orders out of Overdue status.

Step 2: Review the Reporter and Occupied Status. Guest-reported work orders
should take top priority. Also review the work requested.
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If two Overdue work orders are assigned to you, and one is staff-
reported and one is guest-reported, always take care of the guest first!
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Step 3: Tap anywhere left of the Yellow
Gear icon to view the work order
without starting it.

Work Order List
[Occupied - Guest] [New]
Unit #21304 (2 Bdrm)
Repair Exhaust Fan - Noise (High)
' [Occupied - Guest] [New]
Unit #10101 (1 Bdrm)
Add Deliver Wake Up Call (High)
[New]
LB Unit #20101 (2 Bdrm)
Deliver A/V Cable {High}
I [New]

Unit #31102 (1 Bdrm)
Repair Microwave - Light Out (High)

4 Note: Tapping the
Yellow Gear “starts” the
work order.
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Work Order List

[New]
Unit #21304 (2 Bdrm)

Repair Exhaust Fan - Noise (High)
[New]
Unit #10101 (1 Bdrm)

Add Deliver Wake Up Call (High)
New]
RSl Unit #20101 (2 Bdrm)

Deliver A/V Cable (High)

[New]
Unit #31102 (1 Bdrm)
Repair Microwave - Light Out (High)

GetWorkOrders - Success

m [New]
#1209 (Master)

Assist - Deliver Dry Cleaning (Medium)
[Unocoumes -Guest] [New]
B #1211 (2 Bdrm - Lockof)
Repair / Replace Light Bulb (Critical)

[New]

BELEEE #1301 (Master)

[New]
E #3205 (Master)
Repair Toilet (High)
[New]
#1201 (2 Bdrm - Lockoff)
Repair / Replace Light Bulb (Medium)

Check and Repair Shutiers, Repair D...

Refresh Dispatcher Work Order
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Step 4: Review the Guest Name, Time in Progress, and any Notes added
by the dispatcher. Gather any needed parts or tools.

Step 5: When you arrive at the Work Order Location, tap the Start button.
(Try not to forget! @)
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Hope Burton
I ip: #30407 e
Occupied) Location: #1408 (Guest Villa) O
uest: Valsta
Due 8/16/2019 11:04 AM
Time: 1 min
Description: 0
Task List:
]

1. Deliver HDMI Cable
Take AV cable too

Action Taken
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