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Step 1: Open the Active Inspections
screen for your department.

Active Inspections > Audit
Recently Completed
Schedule

Master Templates

Engineering

Housekeeping

Site Admin

Templates Al

Search oK | FoE7s
Dashboard :

Step 3: From this screen, use the

convenience tools to update the
results of the inspection.

Inspecting the Work Of field is
where you can add the name of
the person whose work you are
inspecting. If you are inspecting
the quality of a location, this

field will show as Nobody.___—>

Step 4: Your organization may
have chosen to default all tasks
to Passed. To update the status

of any Incomplete or Failed
tasks, use the dropdown arrow
in the status column.

If a task Fails, add the failed
reason to the Note field.
If a task is marked Incomplete
add the Skip Reason in the
appropriate column.

Asgard Desktop
Complete an Inspection

Step 2: Use filter bar to find the Assigned Inspection you wish to
complete. Double click the inspection to open the detail screen.

'Inspections -I Supply Chain = Cleans ~ | Incidents ~ Proje

Welcame Page Active Inspection Work - Housekeeping
New Inspection View Mass-Create Assigr/Reassign Unassign Cancel |[J Show Futurelterns  Clear Filter
Select Locetion Filter  Clear Location Filter

Aging - D Location

Work Requested
Lar i} 0 0

Asmgned Tor Irspecting iork OF

A0+ Hara, Gabi L

| Uit #1206 (2 Bekrm)

| HSK villa Urit Inspection 28, | Hars, Gabi

Welcome Page Active Inspection Work - Housekeeping [70676] HSK Villa Unit Inspection 2 Bedroom - QTR | =

Suspend Complete Cancel | Create Template | Reports ~ Tobbed View | Sove Save/Close Print/Close Close

Request: HSK Vila/Unt Ihepection 2 Bedroom - QTR £ Status: | ncomplete (Assigned)
Location: [Lnk #1206 (2 Bdm) . & Epected Stat- | 7/ 1720241200 M [+
ed By Gu St N v —_—
Reported By: | Saff _ e e Due By: (] 8715/2024 1200 A [~ |
Tye=: | Unt Inspection (Housekeeping) v Proty | Medum i Overdue By: 14 £/30/2024 1200 AW (@~ |
Occupied Status Ewires: ] %29:2024 G~
Occupied Rate: | Not Occupied | Guest Name: hasgnes: [Haro, Gal -
oo | Last Assigned: [7/23/2024 4:43 PM
Started: [ 7/23/2024 447PM @ |

Work Tme: |N/A
o E—

Entered by Tree_Denise on 6/17/2024 5:40 AWM
( Inspecting the Work Of: [[Nobody] ) I~

Welcome Page Active Inspection Work - Housekeesing . [70676] HSK Villa/Unit Inspection 2 Bedroom - QTR®
Suspend Complete Cancel = Create Template = Reports = “
Tasks (97/56, 100.00%) Costs Commerts (1) Joumal Entdes log  MNotfications
Edit Delete = Move Up Move Down | Select Al Deselect All Change Selected Tasks to: + Add/Edit Notes on Selected = New Standard Work Order

£+ Weght Name Status Nates Summary ExtraRequ.. Skip Reason
1= = @ = 0 0 B -
7 1 Baseboards Migh Dustng Passed Overal Vila
8 1 Carpets/Floors/Tie/Grout Passed Overal vila
I = S - [T ey N N
0 1 Chars Incomplets: e Cveral Vila
1 1 Door Trads / Overal ila
1 Doors Clean Overal Vila
1 Draperies/Rods Blinds Overal vila
14 1 Har x Overal Vila
1 High Dusting Passed Cveral Vila
16 1 Lamps/Shades Bulbg . | Incompizte Overal vila el 4,
17 1 Light Fixture (Clean) Passed Overal Vila
a8 Ta

If all tasks are defaulted to Incomplete use the Select All button, move two buttons to the right, click the
Change Selected Tasks to: button, and select Passed. Update the status of any Incomplete or Failed tasks by

Tasks (3556, 100.00% Coms  Comments (0 Jowmal Enfries  Log

using the drop-down arrow.

Meotfizations

Edit Delete | MoveUp Meve Dewn I Select Al Deselect All - Change Selecked Tasks to: 'I.ﬂudli'Ex.Ill.I"u:u:. on Selected | Mew Standard Work Onder

®  Weight  Name
¥ e

Slahe Incomplete ] Summary ExlraReque_.. | Skip Reasan

—f b Ll i

1 1 Card Reader Operational On First Passed Failed Enfrance

d :

3 1 Exterior Door and Frame
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Step 5: The New Standard Work Order button creates a work order with the Location and Reporter fileds
populated. It also includes a comment indicating that the work order was generated from this inspection for

re-

tracking and reporting purposes.

Tagke (3658, 100.00%) Costs Commenis () Joumal Eniries  Log

Hetfications

Edit Delete | MovelUp MoveDown  Select All Deselect Al Change Selected Tasks to: = Add/Edit Motes on Selected || Mew Standard Work Grder

# |Weght Name Slats Males SuRmary Esxtra Reque.._ | Skip Reascn
t == 0k - il i =l —
1 Cerd Reader Operational OnFirst ... Pagsad Enlrance
»HM-:-—
1 Exterior Door and Frame Fassed Entrance
Step 6: Comments/Photos can be Tasks (9698, 10000%) Costs [Commerts (1) ] Joursl Enties Log  Notficafions
added on the Comments tab, by | esCommen ot doee | = _ L
clicking the New Comment button. pote | Conmert SN A IR

; 7;23{332-}5:23’?4
Make sure that the photo is
saved to your desktop. Click
Browse to locate the photo
within your files.

Weloome Page

Step 7: Once all data has been
added, click the Complete button.

Mew Comment
Date

7 =

Step 8: Update the Complete Work Order dialog box
with two of the three parameters - Start time/date,
Duration, or Completed time/date. The third parameter
will be calculated by the system.

Step 9: Click Ok to complete the work order.

Active Inspection Vaork - Housekaeping
Suspend Cancel  Creste Template  Reporis = “

Tasks {5658, 100.00%) Costs

8 } [

A comment [
u

EBrowse

Picture:

Cancsl

[70676] HSK Villa/Unit Inspection 2 Bedroom - QTR*

Commenta I Joumal Eriries  Log Motifications

&  Commert By

Complete Work Order
| mpletion;

Stated: () Calculate

~ ~ ~
| 7/23/2024 [E~ | a |5 [|37|[Pm
: ~ “ ~

Duration: () Calcuiste Days 0% Hours: 5 ea: 250
l_ lT lT
Completed: (@) Calcuate
l_ v l_
[ This work order is being backdated (set Expected Startto Actual Stat)

Comment

Step 10: Click Save/Close.

Welcome Page Active Inspection Wark - Housekeeping

Suspend  Cornplete Cancel | Create Template Rmuns-m

Request: |H5K Villa/Lint Inspection 7 Bedmom - QTR
Location: Ll #1206 (2 Bem)
Fepored By Siaff | Rapoted By Gueat Staff Name:
Type: Ui inspaction {Housekesping) v Promy: | Madium -
Qecupied Stabus

Ocougied Stabe: | Mot Oocupied w | Gues Mama: |
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[70676] HSK villafUnit Inspection 2 Bedroom - QTR*

— Cancel
v
Tabbed View  Save | Sawe/Close | Print/Close  Close

Cd Stsbus:  Complete

Epected Stat- | 7/ 1720241200 AM G-
Due By, B 8152024 120080 ()= |
B Beanea0za 120080 G-
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-]

Owerdue By:
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