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Step 1: Tap the
Work Orders tile.
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Create a Work Order (HSKP) iPhone

Step 2: Tap Select Location.

< Back Work Order

Q Location

Select Location

Enter at least 3 characters,

Step 3:
Pending/Recent
button indicates any
work orders within
14 days.
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Step 4: Tap to switch Reported By to
Guest or Staff, as needed. If you choose
Guest, the Guest Name is Required.

<& Back Work Order

Q Location

Unit #1202 (2 Bdrm) = The name of the

user entering the
work order will
automatically
populate in the
Staff field.
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Tap New Task.

o

| (L Coffee

Deliver Coffee Mug - Delivery
(Housekeeping)

Add keyword(s)

to Search field,

Tap on the Task
to select, Tap OK.

Deliver Coffee Pot - Delivery
(Housekeeping)

Deliver Coffee, Decaf - Delivery
(Housekeeping)

Deliver Coffee, Regular - Delivery
(Housekeeping)

Cancel

Asgardsoftware.com

Tap Details to return to your

work order, not the Back arrow.

Step 5: Add Sub-Location
using the search bar or
scrolling through the list.

Create Location Task
Q Sub-Location
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Kitchen

Sel up on counter

LLLREE

In the Notes field, add
Quantity and/or additional
information as needed.

Create Stock Item Task
B Stock Item Tasks

Stock Item

Cancel

Coffee Pot
L1 |
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Set up for guest

Step 6: Tap Create.
< Back Work Order

Q Location

Unit #1202 (2 Bdrm)

Edit
Reported By

Guest

Tap the appropriate
Assignment button.

Work Order Self Assign

Self-assign?

© Un-Assigned @ Self-Assigned

Success! Tap OK.

Success

Success! Your work order has
been created.
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