Step 1: Tap Dispatcher from the
Home Screen

A ©

ASGARD

Sunset West
Kayla Lanier

MY WORK ORDERS

Or from the Hamburger Menu

Home
Manage Shift
Dispatcher
New...

2 Work Order

B Inspection

Step 4: Select a Suspend Reason

Suspend Work Order

AsgardMobile fa

Suspend a Work Order - iPhone

Step 2: Tap to open Work Order

< Back Dispatcher %8 =] Y

Unit #12304 (1 Bdrm) ot >
Occupied Lt
11728¢ Alatorre,
o Julie
Unit #30203 (2 Bdrm) Mot M
Ocoupied -
147 Burton
John
High)
Clubhouse, Front Mot ®
Restrooms/Locker Oceupsed -
117295 Rooms, Mens Restroom Alatorre,
S - - Julie
Check-in [ Sales Bldg, Not ®
Fitness Center Occupied -
a8 Rep 1 I Lemon
Amanda
Front Gate House Mot °
Decupied .
c ol Alatorre,
Julie
’*. =7 =]
Standard

Step 5: If necessary, tap
Suspend Overdue Date to
change Overdue Date

Suspend Work Order

© Suspend Options

Suspend Reason:

IWaiUng for Vendor/Contractor

Suspend Overdue Date:
7/29/2023

O

Comments:

Done

\."'.'.'H!ll 1ig for Manager Follow-Up
Waiting for Materials/Parts

Wiaiting for Vendor/Contractor

|
‘ © Suspend Options

Suspend Reason:

Waiting for VendorfContractor

Suspend Overdue Date:
(71312023

O

Comments:

Clear Donej

May 29 2027
June 30 2022

July 31 2023
August 1 2024

September ) 202

Select a new date, click Done

Step 3: Tap the Gray Flag to
Suspend

< Dispatcher

Check-in | Sales Bldg, Fitness Center
Mot Occupied
Reported By: Staff (Medium)

Entered by: Lanier, Kayla

Expected Start: 9/28/2023 8:43:27 AM
Due By: 9/28/2023 8:58:27 AM

Over Due By: 9/28/2023 9:13:27 AM

© Description
|
.= Repair Treadmill - In the main

~ location itself

o ) i [T}

Step 6: Add Comments for
additional insight and clarification

Tap Suspend

Suspend Work Order

© Suspend Options

Suspend Reason:

Waiting for Vendor/Contractor

Suspend Overdue Date:
7/31/2023

O

Comments:

Contacted vender, appointment scheduled...

Suspended Work Orders have a
Gray Banner

< Dispatcher




Step 7: To view Suspended work orders, Filter for Include Suspended

Dispatcher % T Y

¢ Dispatcher Dispatcher Filter &/ e

Location
Assignee

Work Order Name

Include Future

(' Include Suspended

Unassigned Only

Work Order List shows:
Gray Circle for Suspended Work Orders
Blue Circle for Overdue Suspended

Work Orders

Dispatcher %8
#PG-310056

=

Fitness Center

Repair Treadmill

=
=0

Lanier,
Kayla

Step 8: Tap the Blue Flag to Unsuspend
a Work Order

Confirm Unsuspend
Are you sure you want to unsuspend
work order?

N



