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Creating a Standard Work Order MICRO

Step 1. Open the Create Work Orders screen. Step 3. In the Tasks field, search for the request by typing in
one or more keywords.

@ Asgard - Sunset West

File Site Facilities Tools Help
Directory ~ Locations = W PM = Inspections = Supply Chain = Billings Cleans = Project = Task:

Wekome Page | | Create Work Orders _ Ctrl+F1 |L-gH| | = |

A :2::::-02::;:::: E::::; \ Clean Ceiling Light Fixture - General Task (Enginesring)

AAGSQOI Search Ctrl+F4 Clean Light Fixture / Sconce - Cleaning (Housekeeping)

Staff On-Shift Deliver Flash Light - Delivery (Housekeeping)

Add Tools Dashboard Deliver Phone Charger [Lightening) - Delivery (Housekeeping)

o BT [ Ui Grl_Genr ek (Ergncsin

Step 2. Press Tab to advance through the fields. Step 4. Add any additional information, and click Create Workorder(s).

@ Asgard -- Sunset West
File Site Facilities Tools Help

Directory | Locations = | Work Orders v PM + Inspections + | Supply Chain + Bilings - Cleans + Project + Tashs;
VielcomePage . Create Work Order |=:e1]ai| / Replace Light Bulb - Repar (Engineerng) |j ==
@ Location. [Tt #1201 (1 Bam) € Frody:  Medium ~ Estrs Fequest N v
[ =T Reported By Guest ] Staff Name 1= Sublocation: | In the main location itself j
Goest
(Gusst Toxt :
e e Notes: | Bring ladder
@) schedied For: [indSuay Cal G~ Folowup Requied [
Bl © Assicn To: [[hobogy] I
Occupied State: | Not Occupied Guest Name: | o
o Event: [No Event] - ll,—'—' here to add a task |L|

Pending and Recently Completed Work in Unit #1201 (1 Bdm)

"'--..,* Create Workorder(s) Clear

Stats v Work Requested Department Assigned To Start At Tasks

® | e B B B 0
Complete  Repair Internet - No Service Engineering Fisher, Delaine Wed 3/13 10:10 Repair Internet - No Service
Complete  Delver Coffee Maker Housekeeping Fisher, Delaine Wed 3/13 9:55 Deliver Coffee Maker

Begin typing the location. Press Tab to select and advance to the

‘ 1 How urgent is the request? Higher priorities will jump to the top of
next field.

the work order list.

2 Choose Occupant or Staff as the reporter. 2 Any relevant information, i.e., Bring ladder

Leave the default scheduled time for an immediate request, or enter

tuture time for th \ ord 3 If you have Assign privileges, you can assign this work order
a future time for the work order.

immediately. You can also leave it Unassigned.
Note the Pending and Recently Completed Work Order(s). This

4 prevents duplicate work orders, provides insight into the Occupant's 4 You can add multiple tasks to a work order for the same time
experience, and alerts you to recurring issues at this location. and location.
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