Py

Step 1: Log into
AsgardMobile using your f
Asgard username and
password
ASGARD

-DRIVEN OFERATIONS

ENTER YOUR LOGIM CREDEMTIALS

klanierl

N

Note: If you don't know
your login credentials or
can't remember them,
contact us at
support@katanasoft.com

ENTER YOUR LOGIN CREDENTLALS
supportgkatanaselt.com
B

Step 3: The Manage Shift button is the Clock within a
blue circle and enables you to change your status from

Ready to On Break, Ending Shift, or Off Shift.

Tap the clock to open the Shift Status
screen. Select your status, then Done

A @
ASGARD On Shift - Ready

Sunset West /

Kayla Katana_Denise

MY WORK ORDERS

Shift Status

AsgardMobile
Overview - iPhone

5

step2: AsgardMobile T

opens displaying your ,f_i o
site and your name ASGARD

Sunset West
Kayla Katana_Denise

MY WORK ORDERS

@f

LOCATION SEARCH

Contact Customer
Suport by email, phone
or text

Haed Some Hulg?
=Je

ATANA SOFTVEARE, B4G

A o

On Shift-Readry: First thing you do
is put yourself in On Shift-Ready
status to receive work orders

©n Shift - Break
O0N0T:m f_ , o

On Shift-Break: Provides a
courtesy timer to let you, theg
system, and front desk know how
long you have been on Break

54 ©

On Shift-Ending Shift:
\ Recommended 15 minutes

before you leave for the day,
all0\|/<ving you to finish up your
wor

Done

LOCTATIOM SEARCH

On Shift - Ready

Mewd Some Help?
=Je

RATANA SOFTWARE, G

A o

Off Shift: Make sure you change
to Off-Shift before you log out

for the day


mailto:support@katanasoft.com

Step 4: The four tiles allow you to navigate
to different features and functionalities

_ —] ; My Work Orders - shows the number of active
4 o H work orders assigned to you, including
/ Standard, PMs, and Inspections

&slﬁéﬁ P MY WORK ORDERS

) lsi";et W‘S“ . / Dispatcher - is permission-based and designed
sibonblecllenconoluie to give mobile dispatcher capabilities from
within the application

MY WORK ORDERS

[« 3 Location Search - allows you to search all types
Q of work orders for a specific location and
provides filter options to narrow your search

LOCATION SEARCH

Cleans - is still in development! In the future, it
LOCATION SEARCH will support management of cleans for users
with appropriate permissions

Step 5: The Hamburger Menu
includes all of the options from the
Home Screen, plus a few more,
including:

e The ability to create a Standard or Inspection Work Order by tapping
on + New...

e The option to Change Site, to access your training site, or have
permissions for multiple sites.

‘3 Work Order

R —— e Aboutis a convenience feature that includes the AsgardMobile version

number and OS version of your iOS device. This information is helpful if

you need to call Support.

b My Work Orders

Cleans

e Logout logs you out of the application but does not take you Off Shift.
Remember to put yourself in Off Shift status before you log out!

About

Logout
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Step 1: Tap Location Search from the Home
Screen, or from the Hamburger Menu.

ASGARD

Sunset West
Kayla Lanier

Step 4: Tap on the
Location you’re looking

for.
120 o

Unit #1201 (1 Bdrm)
Unit #1202 (2 Bdrm)
Unit #1203 (2 Bdrm)

Unit #1204 (1 Bdrm}) w

Unit #1205 (2 Bdrm)
Unit #21201 (2 Bdrm)
Unit #21202 {1 Bdrm)

Cancel

Step 7: Tap the Search

button after all search

parameters have been
chosen.

¢ Back

Q@ Location

c

Location Search

Unit #1204 (1 Bdrm}

@ Entry Dates

Begin Entry Date
8/27/2022
End Entry Date

1126/2023
Type

’\1 Standard
\I Inspections
[ QLS

Status

Good Merming!

Step 5: Enter a Begin Entry
Date and End Entry Date.
Defaults to the last 30
days.

¢ Back Location Search

9 Location

Unit #1204 (1 Bdrm)

@ Entry Dates

Begin Entry Date
12/27/2022

End Entry Date
1/26/2023

Type
@ ) stoncara

Status

AsgardMobile
Location Search

Step 2: Tap the Pencil to
search for a location.

{B

Q Location

e

Location Search

[Select Location]

7

B Entry Dates

Begin Entry Date
12/27/2022

End Entry Date
1/26/2023

Type

I:I_, Standard
[ ¥ t

Status

/4

Step 3: Type the first
three characters of the
location and tap Search.

Location Search

© Cancel

Done
120"
1]12|3]4a|5]6|7|e]|2]o0
Hp:iftr)s|&|@
Aem . " i ! L &

space

Step 6: Choose the desired
Location Search Filters using
the on/off toggle buttons or
tap the Banner to select or
deselect all.

Type: Filters for
Standard, Inspections, or
All PMs

Status: Enables filters for
Incom[)lete, Complete,
Cancelled, Expired, and
Superseded

Department: Provides
filters for Housekeeping,
Engineering, Activities, etc.

Location Sanrch

Linit #1204 {1 Bdrm)

Eegin Entry Date
122702

End Entry Date
V262022

| Type

@) stancs

I Status

) complete

|0~\p.\rlmnnk I

Step 8: Banner headings will indicate the status

and number of work orders.

Tap the banner to view

the work order list.

Tap awork order to open and view details such as
notes/comments/photos.

<€ Location

rch Location Results
Incemplete (5)

Complete (3)

\. Standard Work Order

& Inspection Work Order

+ PM Work Order

Note: If no results match your
search criteria you will get a
message letting you know.

< Locs

ocation Results

Incomplete (5)

= 113451 Air Handler QTR

Last Status Date: 1/26/2023 5:55:01 AM

Reported By: Staff

. 113450: Deliver Bath Towel (Exchange)

Last Status Date: 1/26/2023 5:54:33 AM

Reported By: Guest

, 113449: Install Mirror

Last Status Date: 1/26/2023 5:54:33 AM

Reported By: Guest

% 113363: Guest Suites Domestic Hot Water
Individual Area MTH

Last Status Date: 1118/2023 1:20:48 AM

Reperted By: Staff

# M3212: Carpet Care PM-QTR

Last Status Date: 1/1/2023 6:10:23 PM

Reported By: Guest

Complete (3) b3 |

Step 9: Tap the Reset symbol to

clear the location, reset your entry

dates and search criteria to the

defaults. Defaults are:
Last 30 da}ltys
Standard for Type
Complete for Status
Your Department

£ Back

=

Edit #

Location Search
Q@ Location
Unit #1204 (1 Bdrm)

Begin Entry Date
8j27/2022

End Entry Date
1/26/2023

Type
@ ) standara
I ) Inspections

L @LLS
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Step 1: Tap Dispatcher from
the Home Screen

Sunset West

Kayla Lanier

MY WORK ORDERS

®
£

LOCATION SEARCH

Or from the Hamburger Menu

JAY
-3
Good Morning!
A Home
@ Manage shift

%, Dispatcher

+ New...

Step 3: Tap Work Order to open
and view details

{ Back Dispatcher ¢ ] Y
Unit #1101 (1 Bdrm) Nat r
Occupied -
Reaquired Water Safet ones_Ka
tana
Teresa
Unit #12303 (1 Bdrm) Mot a

ver Coffee, Reqular

Definitions

Filter

New Standard

Q

Work Order
“=9 New Inspection [ Assign Work
=0 &

Work Order Order

Complete Work
v Order

AsgardMobile

Navigating Dispatcher (Part 1) - iPhone

Step 2: View all Work Order

N>

Supertypes:
e Standard Work Orders o
 Inspections o o | &
e PM's ’
Which are sorted by Priority/ @ " ml s
And by Status:
Unit #12303 (1 Bdrm) Mot .

Black : Rework Status S— "
Yellow : Due Status e
Green : OK Status T - .

Guest Reported |

Staff Reported . B .

< Dispatcher C S v
o e
Unit #12303 (1 Bdrm) Swi
; wipe to
Grey: Not Not Occupied - )
‘— Reported By: Guest (Critical) VIEW MOre
Started .
SMITH details
Entered by: Lanier, Kayla H
Expected Start: 1019/2022 6:22:01 AM
&—Black: Started L
Over Due By:

Description

Suspend Work

= Deliver Coffee, Regular

L’ Order
~ Pause Work (i ]
_' Order Detate
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Step 1: Tap Dispatcher from
the Home Screen

Sunset West

Kayla Lanier

-
£ -
Good Morning!
Home
Manage Shift
Dispatcher

New...

Step 3: Tap Comments to
view Comments & Photos

£ Dispatcher

%, Comments + New Comment

Tuesday, November 8, 2022 5:47:08 AM by
Lanier, Kayla
Wall Repair _

AsgardMobile
Navigating Dispatcher (Part 2) - iPhone

Step 2: Tap on a Work Order
to Open and view Details

Dispatcher %2

=
=0

Unit #19206 (1 Bdrm)

Unit #12303 (1 Bdrm) Mot
Decupied
119
Clubhouse, Front Entry ot
e
114 Eng,
Unit #1107 (1 Bdrm) oot

Unit #12303 (1 Bdrm) Mot
Decupied
12108 & Bucky

Tap Costs to view Parts &

Labor
€ Dispatcher
# Parts + New Part
Quantity Name Cost
5ea Sheetrock Screws $0.00

& Labor + New Labor

Time  Worked By Worked By Date

1 hour Maintenance Lanier, Kayla 11/08/2022
- General

@ 2y ] mE

r

Tap Notes to see any Unit
Notes

{ Dispatcher

B Notes

5

Starting an unassigned
Work Order in Dispatcher
will assign it to you

£ My Work Orders

Unit #12303 (1 Bdrm)

Not Occupied

Reported By: Guest (Critical)

SMITH

Entered by: Lanier, Kayla

Expected Start: 11/8/2022 5:57:48 AM
Due By:

Qver Due By:

@ Description

= Deliver Coffee, Regular

Mote

lcon

Definitions

Q New Standard
Work Order

@, Assign/Unassign
i Work Orders

Complete Work
v p

Order
\ i . Suspend Work
— Order
P Pause Work
‘2' Order




Step 1: Tap Dispatcher from
the Home Screen

Sunset West

Kayla Lanier

LOCATION SEARCH

Or from the Hamburger Menu

[
/

Good Morning!

A Home

© Manage Shift

%, Dispatcher

+ New...

Step 4: Tap the Checkmark
to apply filters

& Dispatcher  Dispatcher Filter V e

Location
12303
Assignee

Work Order Name

Include Future
Include Suspended

Unassigned Only

c Activities
C At Your Service
@) Audit
@) Betistart
() Contractor

=
(/w Engineering
(‘/\ Front Office
(‘\ Grounds

J

C Grounds Maintenance

AsgardMobile
Dispatcher Filters - iPhone /q

Step 2: Tap the Funnel to
open the Filter Screen

Dispatcher 8 &g

Unit #1203 (2 Bdrm) e

@
Occupied -
111998  Replace Light Bulb (Flat Fee) Gordon,
Melissa
(High)

| ‘ Unit #19206 (1 Bdrm) OLN:& &
Scroll to filter by:

Aging Status
Occupied State
Priority
Reported By
Department

Started/Not Started

IMPORTANT: Filters will
remain until they are

Reset
{ Dispatcher DispatcherFilter & G
Location
12303
Assignee

Work Order Name

Include Future
Include Suspended

Unassigned Only

Aging Status

O
O

@ )oue

@) overdue
@) rework
Occupied State
() NotOccupied
C Not Specified

Step 3: Choose the desired

filter parameters

TIP: Tap the banner heading to

select/unselect all

{ Dispatcher  Dispatcher Filter V c

Ste

Aging Status

Occupied State

Location
12303

Assignee

Work Order Name

Include Future

Include Suspended

Unassigned Only

Aging Status

DSL%
@ o
@ )oue

() overdue
@) rework

OK

Due

Overdue

Rework

(J‘ Not Occupied
\ et
c Not Specified

p 6: Now the Dispatcher

Screen will only show the

<

m

12

112107

desired work

Back Dispatcher ¢ ] Y
Unit #12303 (1 Bdrm) Not °
Occupied —
951 | AC Repair - Filter Change Tree,
Denise
(Medium)
Unit #12303 (1 Bdrm) Not °
Occupied -
Deliver Coffee, Regular Lanier,
Kayla
(Crit
Unit #12303 (1 Bdrm) Not .,
Occupied -
2106 Repair Hole in Wall

Not o,
Occupied -

L = =]

Important to remember your
selected filters effect all
three Work Order Screens

e Standard

¢ Inspections
e PMs



| ASGARD

SELRINING - AsgardMobile 2.0 Job Aide <

v

Managing My Standard Work Orders for iPhone

2. Blue Banners divide Supertypes,

1. Tap My Work Orders to view i
Standard, Inspections, and PMs:

all Work Orders assigned to you.

3. Work orders prioritized by
Aging Status and Priority

€ My Work Orders

Standard Work Order (4)

A 48575: Deliver Bath Mat _ Black = Rework
ASG.A_..RD Unit 42102 (2 Bdrm)
Not Occupied

One Valley Lodge
Anthony Webb Reported By: Guest (Critical)

45876 Replace Light Bulb

Unit #1202 (2 Bdrm)
Not Oceupied

4w Red = Overdue

Reported By: Guest (High)

Red circle indicates the number Unit 41110 (2 Bdrm)
of Work Orders assigned to you. s

Reported By: Staff (Medium)

S e 4mmmm Green = OK

Garden Oasis Pool
Not Occupied

Roperted By s Priority:
a0

Critical/High/Medium/Low

Inspection (2)

MY WORK ORDERS

PM (2)

5. Tap Work Order to View

4. Work Order Quick View

- Work Order ID/Task Standard Work Order (2)
- Location 34515: Clean Ceiling Fan Garden Oasis Pool
- Occupied Status Unit #1302 (2 Bdrm) Not Occupied**Swyipe left on this
Reported By: Staff Geprge, Bobv&lEn ineering)
Not Occupied Green = Staff (Medium) panertgo view éven
By: Staff (Mediu Not Started more details**

. i —C— Entered by: Harding, Jeff
Best Practices: : o ? ir Expected Start: 10/5/202111:01:54
Unit #2105 (1 Bdrm) Due By:
st

- Guest reported Work Orders b Over Due By:
ccupied Red = Gue
take priority over Staff reported. Reported By: Guest (Medium) Started | -] © Description

- Overdue Work Orders take Icon Definitions = Deliver Pool Chair - 1 Pool Chairs

priority over or OK
u Start Work Order

A\ L@ New Standard Work Order

E Work Order Assignee e
Details

Completed




Bl ASGARD
LEARNING

PORTAL

My Work Order Filters

AsgardMobile 2.0 Job Aide

1. Tap My Work Orders
from the Home Screen.

One Valley Lodge
Teresa Jones

MY WORK ORDERS

@l

G

LOCATION SEARCH

([_

Good Marningt

?

Home
Manage Shift
Dispatcher
New...

& My Work Orders

Or from the Hamburger Menu.

2. Tap the Funnel to open
Filter screen

< Back

My Work Orders 3

Inspection (2)
36406: Unit Inspection

Unit #1107 (1 Bdrm)
Not Occupied

Reported B

Unit #2203 (1 Bdrm)
Occupied

Standard Work Order (3)

PM (2)

3. Chose any

Location

Inc

Inc

Aging Statu:

@ Due Due

@) sttt

or all of the filters to narrow the

results. Tap banner heading to

select/unselect all.

]

lude Future

lude Suspended

S Aging Status

OK

Overdue

Rework

Location

2203
Include Future

Include Suspended

 @L7
[ @k
[ @I
Overdue

Rework

@ Guest
@ Owner
@) sert

4. Tap Checkmark to apply filters.

I
%

Aging Status

Reported By

Unit #2203 (1 Bdrm)

Occupied

Reported By: Guest (Medium)

Inspection (1)

Unit #2203 (1 Bdrm)
Occupied

Reported By: Statf

Unit #2203 (1 Bdrm)

Occupied

Unit #2203 (1 Edrmjl

5. Shows work for specific
location.

¢ Back

My Work Orders 88 &g

Standard Work Order (1)

ported By: Staff (Medium)

Occupled

£ Back

Location

Include Future

Include Suspended

Aging Status

6. To clear filters tap Reset icon.

v C

g

Note: Filters will automatically clear when
you leave the My Work Orders Screen.




ASGARD

LEARNING

- . [N
SORTAL AsgardMobile 2.0 Job Aide & >
Create a Standard Work Order for iPhone
1. Tap My Work Orders 2. Tap Select Location 3. Pending/Recent Button 4. Tap to change
< Back Work Order Indicates any work orders Reported By
4 o Q Location within 7 days { Back Work Order
ASGARD 9 Location
One Valley Lod¢ 0 Unit #1204 (2 Bdrm)
Jose Chavez TSroTea Tty |
Enter at least 3 characters : X ,f;;‘;ted —
E Select Search Incomplete in Red, Staff

MY WORK ORDERS

Tap the Phone +icon

My Work Orders \2 =0

{ Back
Inspection (1)

31378: ENG Villa Inspections- 1 Bedroom

Or Hamburger menu

Good Momning!

Home

Manage Shift

Dispatchei!
New...

Work Order

Location Search
I 120 I (x]

Cance!

S
1121314|5|6|7|8|9|0
VAR EA LA CIE

#em i 2 1 '

space

amc @& O I

Tap selected location

Location Search

120 [x}
Unit #1200 (2 Bdrm)

Unit #1203 (1 Bdrm) 9)

| unit #1204 (2 Bdrm) |

Il AN a1

Complete in Green

< Back

Work Order

Incomplete - Deliver Coffee, Regular

Expected Start: 10/16/2020
7:52:10 AM

Guest: DAVIS
Assigned To: Jones, Teresa
Tasks: Deliver Coffee, Regular

Expected Start: 10/8/2020

111600 ARMA

Tap Details to return, not
Back

Chavez, Jose

Occunied

Done

N\

Staff

And update Occupied
Status

Work Order

< Back

9 Location

Unit #1204 (2 Bdrm) IZ

Reported By
Guest

Reported by Guest
DAVIS

Occupied
Occupied

Occupied

Add keyword(s) to Search
field, select Task, OK

Task Search

[Q Batt o]

Deliver 9 Volt Battery - Delivery
(Housekeeping)

Deliver AA Battery (ENG) -
Delivery (Engineering)

Deliver AA Battery (HSK) -

Cancel

6. Add Sub-Location

Create Location Task
9 Sub-Location

Sub-Location

| Master Bedroom (\«“\ I
X

Master Bedroom

Quantity or Notes if
needed. Add Task.

Create Stock Item Task
@ Stock Item Tasks
Stock Item
AA Battery
2

B Notes

eave them on the nightstand. |

Add Task

Cancel

7. Tap Create

< Back Work Order Createj

Unit #1204 (2 Bdrm) =

Tap Assignment button

Work Order Self Assign

Self-assign?

—_—

8. Success! Tap OK

¢ Back Work Order Create

Unit #1204 (2 Bdrm) =z

£t
Reported By

Guest

Reported by Guest

DA
Success

Success! Your work order
Oc has been created.

in the Master Bedroom




| ASGARD
LEARNING
PORTAL

AsgardMobile 2.0 Job Aide

Adding a Photo During Work Order Create for iPhone

A 4

O

1. Open the Hamburger
Menu and Tap “New...” or
the Dispatcher/My Work

Orders and tap the

.’ 3
Good Morning!

Home

Manage Shift

Dispatcher

¢ Back 2 Y

63852: Display/Sales Suit /- Required Water B
Safety Proces:

Assigned To: Orr, Cade P

2. Tap Select Location.

Enter at least 3 characters.

Then Select Location.

< Back Work Order

9 Location

Select Location

*

Location Search

Q123 (]

Unit #12300 (2 Bdrm)

Unit #12301 (1 Bdrm)

Unit #12302 (1 Bdrm)
& When
\'\w‘l searching, tap

QM “Search” not
“Done”

3. Tap New Task.

< Back Work Order

9 Location

Unit #12300 (2 Bdrm)

Reported By
Staff
Repogndby Guastar ..

g

+ New Task

Add keyword(s) to Search,
select the Task and tap OK.

Task Search

l @ Table ] ‘

Clean Table - Cleaning (Housekeeping)

Deliver Children's Learning Tablet - Delivery
(Housekeeping)

Deliver Patio T - Delivery
(Housekeepil

Cancel

4, Add Details, such as Sub-

Location, Stock Quantities,

and Notes if needed. Tap
Add Task.

Create Location Task

9 Sub-Location

Sub-Location

Dining Room

Enter notes |

[ poaros |

Add Task Cancel

5. Update Reported by as
needed. Tap
Comments/Photos to add
Photo.

{ Back Work Order Create

9 Location

Unit #12302 (1 Bdrm) s@:

Reported By

Staff

Reported by Guest
Staff

Occupied
Not Occupied

+ New Task

Clean Table - Cleaning (Housekeeping) in
the Dining Room

6. Select Take or Select to
activate the camera or
photo library.

< Back Work Order Create

% Comments

Enter comments

0

7. Must enter a Comment
then Tap Create or Return
to Details.

8. When your work order is
created, you will receive a
Success message!

<8

% Comments

Success

Success! Your work order has
created.




Bl ASGARD
LEARNING

PORTAL

AsgardMobile 2.0 Job Aide

Starting and Completing a Standard Work Order for iPhone

© >

1. New Guest Work Order

Knocking Notifications
sound every
3 min for 30 min

A4 ASGARDMOBILE now
Work Order Changed: Assist Guest
with Luggage (Hsk)
v
ASGARD ~

One Valley Lodge
Teresa Jones

MY WORK ORDERS

@)

7@

LOCATION SEARCH

New Staff Work Order
Notifications are phone’s
normal notification sound

at the same rate

2. Tap My Work Orders to
stop notification sounds

MY WORK ORDERS

Select a Work Order

< Back My Work Orders 8

Standard Work Order (1)

Unit #1206 (2 Bdrm)

Occupied Y\
Reported By: Guest (Medium) L}

3. Review Details Screen for
important information

Unit #1206 (2 Bdrm)
Occupied

Reported By: Guest (Medium)
JAMISON

Entered by: Tree, Denise

Expected Start: 10/30/2020
7:24:57 AM

Where in the Unit

© Description

= Assist Guest with Luggage (Hsk) - Master Bedroom

Knock Softly! Baby z
is sleeping.

Completed

& Scroll yellow pane

.

=

to left to see more
details.

4. Tap Play to Start

X

Add additional Notes, if
needed

Expected Start: 10/30/2020
7:24:57 AM

© Description

7= Assist Guest with Luggage (Hsk) - Master Bedroom

Knock Softly! Baby
is sleeping.

‘\

Tap Save

Work Order Notes

# Assist Guest with Luggage (Eng)

Knock Softly! Baby is sleeping
Guest upset! Knocked too loud

R -

5. Tap Comments, +New
Comment, to add
Comments & Photos

{ Back

% Comments + New Comment

< Back Add Comment

-

Toys were in the way!

k& Photo

6. Details button to return,
not Back
£ Bk

® Comments + New Comment

Monday, October 26, 2020
3:41:113 PM by Jones, Teresa
Toys were in the way!

Tap Completed on each
task

Guest upset! Knocked
too loud

Completed.

06 = i wm

Details

7. Tap Checkmark to
complete

< Back Work Order Complete ‘

5 34275 - Assist Guest with Luggage
(Hsk)

(Occupied) Unit #1206 (2 Bdrm)
Started: 10/30/2020 7:48 AM

Complet 10/30/2020 7:54 AM

Duration 5m

Description:

Started/completed times
for tracking work time

8. Tap Checkmark

< Back Work Order Complete &/

B 34275 - Assist Guest with Luggage
(Hsk)

Success! Tap OK

< Back Work Order Complete &/

5 34275 - Assist Guest with Luggage
(Hsk)

(Occupied) Unit #1206 (2 Bdrm)

Started: 10/30/2020 7:48 AM

Complet 10/30/2020  8:00 AM
Success

Way to go! Your work order
Des is complete!

[ ok N |




Bl ASGARD

%E)/AF\{RTEILNG AsgardMobile 2.0 Job Aide

Create an Inspection (ENG) for iPhone

3. Tap Select Template

< Back Inspection

1. Tap Dispatcher or My 2. Tap Select Location
Work Orders { Back Inspection

Q Location Q Location

Unit #1204 (2 Bdrm)

Search Location

Search Location

1§ Template

Enter at least 3 characters
Select Search

»
Location Search

I 120 I © Cance

Choose Department

Select Template

=
—

{ Back My Work Orders \2 E7Y

B Department

1123|4567
| Engineering |
010118

# Name

. - . B Templates
, woo - g
AED Defibrillator Inspection

Inspection (2)

Condbomini Tap selected location p
Home Location Search
Manage Shift
Q120 o Audit
Dispatcher Bell Staff

New... Unit #1200 (2 Bdrm) Engineering
Work Order Unit #1203 (1 Bdrm) Food & Beverage

Inspection ‘ |! Unit #1204 (2 Bdrm) " Con e

4. Tap on Inspection

Select Template
B Department

Engineering

B Templates

AED Defibrillator Inspection

[ Ewo Quick Check
: \3 \
Electric Meter Rounds - DLY \

Elevator Phase 2 Inspection
-MTH

Cancel

Or type name to filter

Select Template
B Department

Engineering

E |

B Templates

[Ewo Quick Check |

5. Tap Select to choose an 6. Tap to Self-Assign 7. Pending/Recent Button
Inspectee, if needed. Work Order Self Assign Indicates any work orders
within 7 days

& Inspectee

Self-assign?

© Un-Assigned

Self-
Assigned

Choose Inspectee

Select Inspectee Tap Comments/Photos to Incomplete in Red,
al 1 )

— add Comments and Photos, Complete in Green
Abrix, Leanne |f n eed ed ‘ Btk Inspection Create
Aldrich, Candace g// [ GBaa mpecson e’ jocemwiets - Paples Lot 8 pees

I Andrews, Christine = | s Comments Ex.penl:ted Start: 10/27/2020
Enter comments 11:52:31 AM
Guest: DAVIS

Or type name to filter

Select Inspectee

Assigned To: Webb, Anthony

& Inspectees

Expected Start: 10/26/2020

B 10:50:26 AM
Jones, Teresa g/, . S Guest: DAVIS
Teplov, Arkadiy Tap Details to return not

I Tesco, Lisa

qwertyuiop

NFIAVIEAFIN S a N

8. Tap Create

{ Back Inspection Create

Q Location

Unit #1204 (2 Bdrm) |

Success! Tap OK

<

Q Location

Unit #1204 (2 Bdrm)

Search Location

. Success
L Success! Your inspection -

has been created.
EIW

OK




Bl ASGARD

LEARNING

PORTAL

Create an Inspection (HSKP) for iPhone

AsgardMobile 2.0 Job Aide

1. Tap Dispatcher or My
Work Orders

Tap the List + icon
< Back My Work Orders Q 2_3

Inspection (1)

Or Hamburger menu

[
7
Good Morning!

Home

Manage Shift

Dispatcher

New...
Work Order

Inspection

2. Tap Select Location

{ Back Inspection

Q Location

Search Location

Enter at least 3 characters
Select Search

Location Search

I © Cancel

ABC @& 0 space
Tap selected location

Location Search

2120 [}
Unit #1200 (2 Bdrm)
Unit #1203 (1 Bdrm) /

|| Unit #1204 (2Bdrm) = ||

3. Tap Select Template

< Back Inspection

Q Location

Unit #1204 (2 Bdrm)

1§ Template

Select Template

Choose Department

Select Template

B Department

l Housekeeping

HSK Villa/Unit Inspection 1
Bedroom - QTR

oore|
Food & Beverage k
Front Office
Housekeeping
IT
PBXPT

4. Tap on Inspection

Select Template

B Department

Housekeeping

HSK Villa/Unit Inspection 1
Bedroom - QTR

HSK Manager Inspection

HSK Villa/Unit Inspection 2
Bedroom - QTR

L Pre-Arrival Check-In/Check-
Cancel

Or type name to filter

Select Template

B Department

Housekeeping

I Pre l

B Templates

Pre-Arrival Check-In/Check- I

Out HSK (\\
qwertyuiop
Alsidifligihtilikll]

5. Tap Select to choose an
Inspectee, if needed

& Inspectee 7

Select

Choose Inspectee

Select Inspectee

2

1%
I Andrews, Christine |

& Inspectees

Abrix, Leanne

Aldrich, Candace

Or type name to filter

Select Inspectee

& Inspectees

Jones, Teresa

Teplov, Arkadiy /I
lTesco,Lisa v I
giwlelrjtlyjulijolp
ateldlfiaglhl i L 1

6. Tap to Self-Assign

Work Order Self Assign

Self-assign?

- Self-

X

Tap Comments/Photos to

add Comments and Photos,
if needed

& Back Inspection Create

Ji Comments

Enter comments

B

7. Pending/Recent Button
Indicates any work orders
within 7 days

Pending/Recentl{5)

Incomplete in Red,
Complete in Green

{Eik Inspection Create

Incomplete - Replace Light Bulb, Repair/
Replace Microwave

Expected Start: 10/27/2020
11:52:31 AM

Guest: DAVIS

Assigned To: Webb, Anthony

Expected Start: 10/26/2020
10:50:26 AM
Guest: DAVIS

ap Details to return, not

J Back

_‘

B .6 =2

8. Tap Create

{ Back Inspection Create

Q Location

Unit #1204 (2 Bdrm) [

Success! Tap OK

< Back Inspection

Q Location

Unit #1204 (2 Bdrm)

Search Location

- Success -
Success! Your inspection
Pre- has been created.

Out.

& Inspectee
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Completing an Inspection (Engineering) iPhone

1. Tap My Work Orders 2. Open the Inspection 3. Details Screen Key 4. Update Tasks
" o) to view the Task List
4 1. Create Standard WO Passed
RIGARD 2. Checkmark to Complete | s
Sunset West ) 1. Complete Review of Top Ten Guest-Reported Issues
Kayla Ross 3. Edit Inspected User — °
Unit #13101 (1 Bdrm) -
Not Occupied 4. Description Eskied
R \\mr =~ 1] 5. Returnto Task List 3
MY WORK ORDER ~ .
— {MyWorkOrders — © @ &+ add skip reason
Then the Inspections Banner Tap Play to start & 65204: ewo auick il
Unit #12303 (1 Bdrm)
< Back My Work Orders \2 < My Work Orders Not Occupied m
5 ) Reported By: Staff (Medium) |
Inspection (3) v Inspection Score Z
100.00 % Entered by: Ross, Kayla ot
Unit#13103 (1Bdrm) Inspecting work of: Paul, pa"@
Not Occupied B Tasks Inspection Score: 100.00 % N/A
tod e 0 Ungrouped Tasks v @ Description n
1. Complete Review of Top Ten Guest-Reported Issues
Unit #12303 (1 Bdrm) . .
o sl B 6 o & .- Failed note what failed

B8 (i ) (L] S, .o 6. Repair [ Fix Paint - Hallways

o
Failed

Unit #12311 (2 Bdrm)

N?tofigpled. L To View the Work

-
Order Details
5. Add Comments/Photos 6. Take a Photo or 7. Tap Checkmark to Review 8. Tap Checkmark to

< My Work Orders

Select from Gallery

@ Photo

Complete

< My Work Orders

v Inspection Score

v Inspection Score

{ Back Inspection Complete

Review the Score and B 65291 - EIWO Quick Check
Failed or Incomplete Tasks Inspecting work of: Paul, Pam

@ Take I B Select

= EES
Inspection Score: 90.91 %

( Back Inspection Complete

65291 - EIWO Quick Check

g Success! Tap OK
~y
| B Tasks
Tap New Comments Started: 11/3/2020 8:27 AM
< My Work Orders l ' Ungrouped Tasks v
2 " Completed: 11/3/2020 8:41 AM 3
% Comments 4+ New Comments > 1. Complete Review of Top Ten Guest-Reported Issues
j e —— Passed Incomplete F
Ta p Save Ungrouped Tasks v
Enter your Comment Success s
Way to go! Your inspection
Add Comment is complete!
Add Comment Skip Reason:
N/A

Task 6 chip in hallway paint
= R Fix Paint - Hall
Task 6 chip in hallway paint| ‘ epair | Fix Pain allways
Huge scratch on wall
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Completing an Inspection (Housekeeping) iPhone

1. Tap My Work Orders 2. Open the Inspection 3. Details Screen Key 4. Update Tasks
/q @ to view the Task List

ASGARD ¢ Back My Work Orders W

Create Standard WO
Checkmark to Complete
Edit Inspected User
e Description

Not Occupied %w\ . Return to Task List b

add skip reason

Passed

One Valley Lodge
Anthony Webb

36. All grouting clean and in gaod candition.

Inspection (3)

O W e

MY WORK ORDER

< My Wark Orders QC & v

Tap Play to start

B 65494: Guest SuiteE,:ection E

ork Orde = =0 Unit #12100 (2 Bdrm)
( My Work Orders NGt Octpied Passed
ot Occupies

Nate

v Inspection Score Reported By: Staff (Medium)

100.00 % Entered by: Harding, Jeff
Unit #12100 (2 Bdrm) Inspecting work of: Gibson, Chﬁs@ L

Not Occupied B Tasks Inspection Score: 100.00 % N/A

Living Room

1. Furniture clean, dry, spot free and in good repair.
Unit #1110 (2 Bdrm)

, ° Failed note what failed
Not Occupied -
eported By: Staff (Medium o Passod Failed |
i=] I (] I (U -,

Unit #1304 (2 Bdrm) Fa‘i:d
S % View the Work Order L

Details
5. Add Comments/Photos 6. Take a Photo or 7. Tap Checkmark to Review 8. Tap Checkmark to

< My Work Orders o Select from Gallery Complete

( My Work Orders

+ Inspection Score

100.00 %

|=ESS

& Photo € Back Inspection Complete

v Inspection Score

Take { & Select B 64183 - Guest Suite Inspection

Review the Score and list of || lpecis et
Failed or Incomplete Tasks

£ Back Inspection Complete

Success! Tap OK

B 64183 - Guest Suite Inspection

Tap New Comments

B Tasks

& My Work Orders Started: 10/30/2020 9:52 AM Bathroom

% Comments + New Comments

33. Toilet is clean, in good condition, and
Comp 10/30/2020 9:53 AM aperating properly.

" )— Tap Save Bcior i o E
Enter your Comment e

Success
Way ta go! Your inspection
is complete!

Bathroom

.= Sink is clean, in good
*~ operating condition.

Add Comment

Note

£ Back Add Comment

- Task 34 Hair in sink

b B i Task 34: Hair in Sink Q )
asl air in sinl
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Completing a PM (ENG) for iPhone

AsgardMobile 2.0 Job Aide

1. Tap My Work Orders

A o

ASGARD

One Valley Ledge
Anthany Webb

MY WORK ORDER

Then the PM Banner

{ Back MyWorkorders 8 = Y
Standard Work Order (4)

Inspection (1)

PM (2)

36488: Deep Clean PM-ANN

Unit #1101 (1 Bdrm)
Not Occupied

Bldg 1, Pool
Not Occupied

" t

2. Open the PM to view
the Task List

¢ Back MyWorkOrders & B

Standard Work Order (4)

Inspection (1)

Unit #1101 (1 Bdrm)
Not Occupied

Bidg 1, Pool
Not Occupied

Tap Details to view PM info or
Pending/Recent for work orders
at this location

v
Complete

L S S e

A A A AAAAALAALAALAALAS

a8 [ '_E_I e,

[¢

3. Press Play to start the PM

Use the Quick Collapse
button to compress -
sublocation banners.

To expand use the banner
arrow.

< Back

Pool >
L/ I
Ungrouped Tasks v

Note

Tasks can be an “Ungrouped
List” and/or grouped by
“Sublocation” banners, tap
banner to open tasks.

4. When the work is done,
mark each task complete

10. Check pH levels with chemical test

If needed, add notes to
the task

< Back

Pool

10. Check pH levels with chemical test

pHlevel 7jlssnnnnnnnnnnnns

5. Add Comments/Photos

< Back

% Comments + New Comment

© =

Enter your Comment

< Back Add Comment

=

pH value 7.2

6. Take a Photo or Select

from Gallery *

Save

< Back Add Comment

-

pH value 7.2

7. Tap Checkmark to Review

A warning will appear if any
tasks are left incomplete
< Back PM Complete
48308 - Pool PM-WKL
Started:
3/3/2022

Completed:
Y S S S S Y S Y Y S Y

9:44 AM

Incomplete Task:;

elect How to Handle Incomplete Taskg &

Tap the pencil icon to resolve

8. Select action from list

Completion Options

Mark remaining tasks complete

Leave some tasks incomplete and complete

the work order anyway

Create new incomplete PM for the
incomplete tasks

Create new rework PM for the
incomplete tasks

Tap Checkmark to complete

< Back

PM Complete
48308 - Pool PM-WKL

Success! Tap OK

Success
Way to go! Your PM is complete

K\
=
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Completing a PM (HSKP) for iPhone

AsgardMobile 2.0 Job Aide

1. Tap My Work Orders

A

ASGARD

One Valley Ledge
Anthany Webb

MY WORK ORDER

Then the PM Banner

< Back My WorkOrders 8

Standard Work Order (4)

Inspection (1)

Unit #1101 (1 Bdrm)
Not Occupied

Reported By: Statf (Medium

2. Open the PM to view the
Task List

< Back MyWorkOrders 8 g

Standard Work Order (4)

Inspection (1)

Unit #1101 (1 Bdrm)
Not Occupied

Tap Details to view PM info or
Pending/Recent for work orders
at this location

Entrance Area

Note

v
Complete

>'}llll'

(NP
I I

b o

L)

3. Press Play to start the PM

Entrance Area

Use the Quick Collapse
button to compress
sublocation banners;
To expand use the banner
arrow

< Back

Entrance Area

Kitchen

Dining Room

L o S S S S S S S

Tasks (84)

o ©

%

Tasks can be an “Ungrouped
List” and/or grouped by
“Sublocation” banners, tap
banner to open tasks

4. When the work is done,
mark each task complete

< Back

Entrance Area

1. Decorative & Hanging Objects

s
Note

v
Complete |

If needed, add notes to
the task

Entrance Area

L

Tasks (84)

2,

e

Tap New Commen;\

< Back

® Comments + New Comment

s P Y S S

=] 0

2

Comments (1)

0

Enter your Comment

< Back Add Comment

=

I[Task 47 - Dresser missing hardware]

6. Take a Photo or Select
from Gallery

< Back

Add Comment

-

Task 47 - Dresser missing hardware

7. Tap Checkmark to Review

Entrance Area

W Yy Y YR SR

(=] 0 Y
Tasks (84) Deta R

2

A warning will appear if any
tasks are left incomplete

< Back
36488 - Deep Clean PM-ANN

PM Complete

(Not Occupied) Unit #1101 (1 Bdrm)
Started:

3/3/2022

Completed:
v SV S S N Y S Sy S YR

Incomplete Tasks

elect How to Handle Incomplete Tasks Vi

Tap the pencil icon to resolve

8. Select action from list

Completion Options

Mark remaining tasks complete

Leave some tasks incomplete and complete
the work order anyway

Create new rework PM for the
incomplete tasks

Create new incomplete PM for the
incomplete tasks

Tap Checkmark to complete

< Back PM Complete

36488 - Deep Clean PM-ANN

Success! Tap OK

Success
Way to go! Your PM is complete

OK
XM\V
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Pause a Work Order for iPhone

AsgardMobile 2.0 Job Aide

d

@ M

1.Tap My Work Orders

A

SRR

One Valley Lodge
Anthony Webb

( Back My Work Orders

Standard Work Order (1)

Unit #1301 (1 Bdrm)
Occupied

Reported By: Guest (Medium)

‘V\F

2. Press Play to start the Work
Order

< My Work Orders

Unit #1301 (1 Bdrm)

Occupied

Reported By: Guest (Medium)

SMITH

Entered by: Harding, Jeff

Expected Start: 11/3/2020 1:59:51 PM

O Description

7= Deliver A/V Cable

Note

Completed
0 B B [ |
Datails Somments (0) Costs (0] Unit Notas (0)

£ My Work Orders

3. If needed, press the Pause
Button to pause work time

C & v

Unit #1301 (1 Bdrm)
Occupied

Reported By: Guest (Medium)
SMITH

Entered by: Harding, Jeff

Expected Start: 11/3/2020 1:59:561 PM

© Description

¥= Deliver AfV Cahle

Note

Completed

o ] B aa

Details Comments (0} Costs (0} Unit Notes (00}

4. Select a Pause Reason

Pause Reason £\

Pause Work Order

Lo

No Pause reasons,
means your organization
has elected not to allow

Pause Functionality

|

Essmtmg guest I
4

ssisting Staff Member

Lunch/Break

'III\E\IIIIIIII

Tap Done, then Pause

5. Paused Work Orders will be
marked by a pause symbol on
the Work Order’s Banner

¢ Back

My Work Orders e

Standard Work Order (3)

Unit #1301 (1 Bdrm)
Occupied
Reported By: Guest (Medium)

Unit #2107 (1 Bdrm)
Qccupied

Reported By: Guest (Medium) a0

S

6. To resume the Work Order
press Play

< My Waork Orders

34704 Deliver Aj

Unit #1301 (1 Bdrm)
Occupied

Reported By: Guest (Medium)

SMITH

Entered by: Harding, Jeff

Expected Start: 11/3/2020 1:52:51 PM

| © Description |

m cancel

Elevator 1
Not Occupied

Report

ed By: Staff (Medium) =0

‘\ |

Tap Yes to confirm resume

EXRPECLEU ST L T/ 3f 2Vl 1-30- [5 FIVI

Confirm Resume

Are you sure you want to resume the
wark order?




Bl ASGARD

LEARNING

PORTAL

Suspend a Work Order for iPhone

AsgardMobile 2.0 Job Aide

1. Tap Dispatcher

4 ©

ASGARD

MY WORK ORDERS

or from the Hamburger
menu

A

Good Morning!

A Home >
© Manage Sh >
>

3, Dispatcher

2. Tap to open Work Order

& Back Q Y

&

Unit #1202 (2 Bdrm)

Occupied
Reported By: Guest (Medium)

Assigned To: Chavez, Jose

Unit #3206 (2 Bdrm)
Not Occupied

Reported By: Staff (M
! »

Aedium

Assigned To: Hansen, Jerry

Unit #1210 (2 Bdrm)
Occupied

Reported By: Guest (High)
Assigned To: Todd, James =0

: i

3. Select Suspend button

0

Unit #1202 (2 Bdrm)
Occupied

Reported By: Guest (Medium)
SIMMONS

Entered by: Tree, Denise

Expected Start: 11/5/2020
8:07:48 AM

@ Description

7= RepairfReplace Microwave

Guest says screen was
broken when they tried
to use it this morning

0 = & mu

Nale

4. Select a Suspend Reason

Suspend Work Order
© Suspend Options

Suspend Reason:
lWaiting for Material/Parts I
Suspend Overdue Date:
11/6/2020
O
Comments:
Waiting for Approval r
Waiting for Manager Follow-up
Waiting for Material/Parts
Waiting for Vendar/Contractor
Waiting per Guest Request

5. If necessary, tap to
change Overdue Date

Suspend Work Order
© Suspend Options

Suspend Reason:
Waiting for Material/Parts

Suspend Overdue Date:
[11/6/2020

[ @)

L S W S W S S W S S S S S

Clear Done

Select a new date

_—

Nov 2020 > < P

12 348 67
BIEW 1112 13 14
1516 17 18 19 20 21

6. Add Comments, if
needed

Suspend Work Order
© Suspend Options
Suspend Reason:

Waiting for Material/Parts

Suspend Overdue Date:
11/9/2020

@)

Comments: ;/J
v

Ordered from vendor

Tap Suspend

Cancel

S\

T

7. Suspended Work Order
has Blue Flag & Gray

Banner

Unit #1202 (2 Bdrm) -~
Occupied
Work Order List shows Grey
Banner

Unit #1202 (2 Bdrm)
Occupied

Reported By: Guest (Medium)
Assigned To: Chavez, Jose

34841: AC Repair - Noisy

Unit #3206 (2 Bdrm)
Not Occupied

Reported By: Staff (Medium)

Assigned To: Hansen, Jerry

Or Blue Banner if it is past
the Suspend Overdue Date

8. Press Blue Flag to
Unsuspend Work Order

n o

=

ol

Linit #1202 (2 BArm)

Tap Yes to Confirm
Unsuspend

™
Unit #1202 (2 Bdrm)
QOccupied
Reported By: Guest (Medium)
SIV
Ent Confirm Unsuspend

Are you sure you want to
unsuspend work order?

Ex
80
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Adding Actions Taken for iPhone

1. Tap My Work 2. Tap the Action Taken field 3. Select the Action Taken
f) (o) < Back Q¢ & ¢ Back C & v
0 o

ASGARD |

Sunset West

Bob George #1217 (Master) #1217 -[Master)
Occupied Occupied
Reported By: Guest Call {High) Reported By: Guest Call (High)
SMITH SMITH
Entered by: Jeff Harding Entered by: Jeff Harding
Expected Start: 11/30/2020 1:48:26 PM Expected Start: 11/30f2020 1:48:26 PM

7= Repair Toilet - Master Bathroom NE,::
Tap the Work Order
E’j Action Taken
Note
< Back My Work Orders
Action Taken
Standard Work Order (1)
#1217 (Master) i ] B>

Occupied Details Comm ”
. J Then tap Done
Reported By: Guest Call (High)

4. Add Comments if needed

5. Select New Comment 6. Tap Checkmark to Complete

< Back < ¢ Back
o ®, Comments + New Comment < Back JRrkSderComplate
i 35214 - Repair Toilet

#1217 {Master) (Occupied) #1217 (Master)
Occupied i .
Reported By: Guest Call (High) SEIUY Started: 11/23/2020 12:63 PM
SMITH
Entered by: Jeff Harding = Completed: 1/23/2020 113 PM
Expected Start: 11/30/2020 1:48:26 PM Baby flushed toy

©® Description

I'T K
Tap Checkmark to Review Success! Tap O

?= Repair Toilet - Master Bathroom

= | Success
Note Way to go! Your work order
is complete!
Action Taken
Clogged Toilet ad aFf S L P A A A Y A A A A

Y N
Dgs f,_\—.-.‘, ) a‘\, l\|',gsm o o, ﬁ 1 /

Details Comments (1 Costs (0] Unit Notes {






