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Standard Work Orders Actions Taken

Actions Taken is designed to close the loop between what the guest requests/reports and the actual work
performed to resolve the issue. With Actions Taken, specific task categories, like Lighting, Televisions, and
Appliances, will have a specific list of potential resolutions, one of which must be selected to complete the work
order. If you have any issues with ActionsTaken, contact us at support@asgardsoftware.com.

Step 1: In the Task field, type the keyword of the issue. Select the appropriate task and Tab.

Tasks associated with Actions Taken will be category
specific, with only one option to choose from.

Tagks:

Multiple tasks are available when selecting a
task that is not associated with ActionsTaken.

lighting

Repair: Lighting (AT) - Repair (Engineering)

Clean Armaire - Cleaning (Housekeeping)
Repair Armaire -

Repair Armoire -
Repair Armaire -

Repair Armoire

Broken Door - Repair / Replace (Engineering)
Broken Door Knob - Repair / Replace (Engineering)
Broken Drawer - Repair / Replace (Engineering)

- Missing Hardware - Repair / Replace (Engineering)
Repair Armaire -

Seratch - Repair / Replace (Engineering)

Repair/Replace Armoire - Door Broken - Repair / Replace (Engineering)

The Actions Taken categories and the list of available actions are predetermined by your corporate team.

Step 2: When completing the Work Order on the desktop, select the appropriate Action Taken
from the drop-down menu.

Complete Work Order

Actual Start and Completion

& B
Stared: () Caleulate 5/30/2024 O~ a 11:29 AM
=EE
Duration: () Caleulate  Days 0 Hours: 05 Minutes: 15
o5 o B
Completed: Q) Caleulate 5/30/2024 at 20 P
Vv
(1] This work order is being backdated (set Expected Startto Actual Start)
Comment
Action Taken on each Task
Task Action Taken
Repair Lighting (AT) ~lo

Step 3: Once the
Work Order has been
completed, you can
view the Action
Taken in the Work
Order Details screen.

Asgardsoftware.com

Welcome Page .~ [70285] Repair: Lighting (AT)

Return to Incomplete Pause Rework | Create Template | Reports - [N

Action Taken on each Task
Task

Repair: Lighting (AT)

Action Taken
| v|o

Ballast (Replace)

Breaker (Reset)

Focture (Repair / Replace)

GFI (Reset)

Light Bulb (Replace)

Motion Sensor / Timer (Repair / Replace)
Shades / Diffuser (Repair / Replace)
Switch / Knobe / Button (Repair / Replace)

<angel

0 The work order can not be completed until
the Action Taken has been selected.

Tabbed View | Save Save/Close

Print/Close Close

Request Repair Lighting (3 ’ Status:  Complete
Unit#1204 (2 Bd
e L (28dm) | Expected Start. | 5302024 1128AM [~
Reported By GuestName:  THOMAS =
SPOSSABY:| Guest Due By (B 53012024 1143 AM B
Type: Repai (Engineering) Priority: Medium v 8 Follow-up Required OverduoBy: [8 5502024 12080
Occupied Status
Occupied State: Mot Occupied GuestName: Assignee: menez_Asgard, Jackie
LastAssigned: 5/30/2024 1129 AM
Description
Started: | 5/30/2024 1129 AM
Completect | 5/30/2024 11:44 AW
Work Time: 15 mins
Entered by Lemus, Betsy on 5/30/2024 11:28 AM Resolution Time: 15 mins
Follow-Up Action Taken v| on [ 5B0/2024 1206 PM O] Mobile-Received:
Event  [NoEvent
Tasks (1/1) Costs Comments (0) JoumalEnties Log Mtifications
ew View Delete | Move Up Move Down | Select All Deselect All Change Selected Tasks to: -
# =+ Completed Name Category Summary Notes Action Taken extra Request?
v C] 0 0 0 0 a
R ] Repair: Lighting (AT) Lighting (AT) above sink Light Bulb (Replace) ]
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