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4 Asgard -- Park Grove (KWPMC)

File Organization Site Facilities Tools Help
Step 1. Go to the Create Work Orders screen. Y PSRN vcrc o - S
Welcome pagemelly | Create Work Orders  Ctrlsf1 |
Active/Follow-up Ctri+F2
A Recently Completed  Cul+F3
' Search Ctrl+F4
Fas y (= A\

Add Tools

Staff On-Shift
Dashboard

Auto Assign Rules

Calculator
Begin typing the location. Hit Tab
. 1 to select and advance to the next
Step 2. Use the Tab key to advance through the fields. field.
4 Asgard -- Park Grove (KWPMC)
S e T I e > Choose Occupant or Staff as the
Welcome Page ~ Create Work Order | Active Work Orders/Follow-Up | reporter
New Blank Work Order
. \ULocaion: Club Residences - Tower 3
aporid Reporied By Goset .
" o " Leave the default scheduled time
3 o (2 o O] o 3 for an immediate request, or enter
S a future time for the work order.
Occupied State: Away ~ GuestName,
4
P::dw ple - Tower3
. - Note the pending and recently
totus Requested Department  Assigned To Start At Tasks
Vo o o o E o completed work order(s). This
: prevents duplicate work orders,
o e o i Lt omnowell 4| provides insight into - the
Occupant's experience, and alerts
T [ REIEEES ou to recurring issues at this
Type here 1o add a task éo Remove OC&tIOI’]

Step 3. In the Task field, search for the request by typing
in one or more keywords.

Step 4. Add any additional information, and select Create
Workorder(s).

\C Repanr - Filter
Delver Dryer Lint Filter - Delivery (Housekeeping)
Misting Systems - Filter Replacement Not Completed - Water Safety (Engineering)

Change - Repair (Engineerng

Repair Microwave - Replace Filter - Appliance Task (Engineering)

How urgent is the request? Higher
priorities will jump to the top of the
work order list.

Tasks:

AC Repair - Filter Change - Repair (Engineenng)
\L Priority:  Medium v

In the main location itself

Extra Request No v
Sublocation:

- Notes:

Any relevant information, i.e., Knock
softly, the baby is sleeping.

If you have Assi%n privileges, you can
assign this work order immediately.

3

W AssignTo:  [Nobody]
4

~

Type here to add a task

You can also leave it Unassigned.

You can add multiple tasks to a work
order for the same time and location.




