ASGARD
LEARNING

Step 1: When entel’lng Create Work Order Active Work Orders/Follow-Up
Model Tasks, those New Blank Work Qrder
which require 'Actions Locstion: FF7ERM oced

. Reported By:  Guest Call ' Reported By Guest SMITH
Taken' will have an S
asterisk (*) at the end of
Scheduled For: [10/24/2022 1254 PM o | Follow-up Required
the task name ,
Qccupied Status J Tasks:
Occupied State: Not Occupied |Repa|r Lighting * - Repair (Engineering) I
Priority:  High v .
sk In the main location itself NOte the dlffe renCe
light Notes: between a task that does
Assist with Lighting Fire Pit - Assist (Engineering) AssignTo: - [Nobody) require Actions Taken
Clean Light Fixture - Cleanir Hi k i
cm: Lgm Fi:d:::.’ Smnr::? I(:iepair (Engrine:iring) *{ [Deliver Extension Cord - Delivery (Engincering) | and one that does not
Deliver Night Light - Delivery (Housekeeping) Priority: | High v
Light Outdoor Heaters - Assist (Engineering) ftem: [Extension Cord
|Repair: Lighting * - Repair (Engineering) | —
Assign To:  [Nobody]

Step 2: When completing the Work Order, compiete Work Graer

. . Actual Start and Completion:
select the appropriate Action Taken from the ESIESE
Started: () Calculate at 6:43 AM
drop-down menu EAfeao
Duration: () Calculate  Days: 0% Hours: 0] Minutes:
Action Taken on each Task A A [A
i Completed:  © Calculate at 643 AM
Task - Action Taken =
Repair: Lighting * hd ] _ -
Repair Toilet* Exit Sign: Replace N () This work order is being backdated (set Expected Startto Actual Start)
Lamp SHade: Install Comment =

Lamp Shade: Repair

Lémp Shade: Replace Action Taken on each Task
Lphl Bulb: I"ﬁal! Task Action Taken
Lphl Bulb: Repair Rapaic Lighiing* L]G
Light Bulb: Replace -
[Create new incomplete work order for this task] Rapainlolet jo
[Create new rework work order for this task]
The work order can not be completed until the Action
OK Cancel
Taken has been selected.
Ste p 3: O ncet h e WO rk O rd er Welcome Page | Create Work Order | Active Work Orders/Follow-Up | Recently Completed Work Orders .~ [42828] Repair: Lighting ~, Repair Toilet =
h b |_ t d Return to Incomplete | Pause Rework | Create Template = Reports '“ Tabbed View | Save Save/Close Print/Close Close
as been com p ete H you can Request Repair Lighting *. Repair Toilet ™ ra Staus:  Complete
view the Actions Taken in the Location, #1216 (GuestVila) =]
Em Start 643 AM [Ehd
H ~ Reported By Guest  SMITH
Work Order Details screen ey [T R S Duepy @0z 7iaAM [~
Type: Repair (Engineering) ~ Priority:  High ~  [] Follow-up Required Overdue By [E10/25/2022 723 AM -
Occupied Status
Occupied State: Occupied ~ GuestName: Assignee: Kayla Lanier ﬂ
e LastAssigned: 7/13/202311:39 AM
Description: a _—
Starled
Completed: 10/25/2022 7:27 AM B~
v Work Time: 22 mins
Entered by Kayla Lanier on 10/25/2022 6:43 AM Resolution Time: 22 mins
Follow-Up Action Taken \ v On: \Dm/zwznzz 6:44 AM [ \ Mobile-Received:
Tasks (2/2) Costs Comments (0) Joumal Entiies Log  Moffications
New Edit Delete | Move Up Move Down | Select All Deselect All Change Selected Tasks to: ~ Add/Edit Notes on Selected
# | Completed Name Category Summary Action Taken
1 [] Repair: Lighting * Lighting ("} In the main location itself ~ |Light Bulb- Install
Repair Toilet * Toilet (*) In the main location itself Lid: Install




