AAA asgard Asgard Desktop
Learning Portal Mass-Completing PMs

Step 1: Select the group of PMs that you want to Mass-Complete.

@ r
File Site Facilities Tools Help
Directory | Locations ~ | Work Orders - PM ~ Inspections ~ Supply Chain ~ | Cleans -

Welcome Page -~ Active PM Work - Engineeri H
View Ass\gnj;easslgn Inassign "'9 ete '::gancel Mass Actions = [ Show Future ltems Clear Filter Press and ho',d the Shlft key to
T T T select sequential work orders, or
Aging > D +  Location Work Requested Occupled State ... | Assigned To Days S the contro' key to seIeCt random

D IR, e e work orders.
70147 Unit #3202 (2 Bdrm) A/C Filter Change PM-QTR Not Occupied [Mone]
70148 Unit #1200 (2 Bdrm) AJC Filter Change PM-QTR Not Oceupied [None]
70151 Unit #3102 (2 Bdrm) A/C Filter Changa PM-QTR Not Occuplad [Mone]
70152 Unit #2202 (2 Bdrm) A/C Filter Change PM-QTR Not Occupied [Mone)

70153 Unit #1103 (1 Bdrm) A/C Filter Change PM-QTR m [Mone]

70154 Unit #1109 (1 Bdrm}) AJC Filter Change PM-QTR Not Occupied [Mone]

Step 2: To Assign a team member or vendor to the
highlighted PMs for completion, click Assign/Reassign.
Select an assignee and click OK.

Step 3: Click Compilete.

Welcome Page ~ Active PM Work - Engineering

View | Assign/Reassign| Unassign Complete Cancel Mass Actions - |[_) Show Future Items  Clear Filter Welcome Pags " Active PM Work - Engineering
Select Location Filter !iimit-' Filter View Assign/Reassign Unassign | Complete | Cancel Mass Actions = [_] Shd
Aging v | D ~ Location Work Requested Oceupied State calect Location Filter  Clear Location Filter \
_____ Aging - | ID ~  Location ‘Work Re

70146 Unit #1301 (1 Bdrm) AJC Filte

70147 Unit #3202 (2 Bdrm) AJC Filte
70148 Unit #1200 (2 Bdrm) A[C Filte

i
Assign To: Austin, Trevor ﬂ |
I

0 K AJC Filter Change PM-QTR Not Occupied

' To mass-complete PMs, ensure that all PMs were
® completed by the same person on the same day.

Step 4: Tracking work time:

o 1
Dates and Times: O Calculate Duration O Calculate Complation
complete Work Order Screen: - Set the Same Value for All Work Orders
71262024 10:18 AM P
© Durations to: 02 = 15[
1. Select Calculate Start radial T S wintes
b () Completion Date/Times to: 126/2024 10.18 AM
utton (3]
o

2. Enter the duration time or | ? |

| Name Started Duration Completed |
estimate AIC Filter Change PM-QTR 17126 0:03 AM | 7/26/2024 10:18 AM

A/C Fikter Change PM-QTR 000 days 00:15 7/26/2024 10:18 AM |
3. C|ick Go AIC Filter Change PM-QTR 000 days 0015 7126/2024 10:18 AM

. . ALC Fifir Change PM-QTR 000 days 00:15 7/26/2024 10.18 AM

4 & 5. A" times w|" be updated A/C Filter Change PM-QTR 000 days 00-15 7/26/2024 1018 AM

AUC Filter Change PM-QTR 000 days 00:15 7/26/2024 10:18 AM
in the ye"ow fields A/C Filter Changs PM-QTR 000 days 00-15 7/26/2024 10:18 AM
6. Select OK.

Comments (for all)

Completed PMs can be viewed from the Recently Completed PM Work Screen
up to the last 7 days
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