
Step 4: You can also print Projects directly from the Active Screen. Simply highlight the Project you
wish to print, right-click, and select Print All Details for Selected Work Orders.
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Step 1: From the Projects dropdown, select
Active Projects.

Step 2: The Active Projects screen lists all of your
property’s current Projects. 

Step 3: Open a project by double-clicking or highlighting and selecting the View button. You can see
the Project Description, who Entered the project, the Labor Source, the Estimated Cost (if available),

and a list of the locations where work needs to be completed.

To access the report Preview, hover your mouse over the Asgard icon to display
the Preview, then click to open, view, and print.
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The user managing the project must update it on the
desktop by opening the Project and checking the boxes

in the Completed column for each location.

Step 5: The person assigned to the Project work
order checks the boxes next for the locations where

the work was completed.

Once all the information has been updated, click
Save/Close. The completed locations will be saved,
and the next time the Project is printed, it will display

both the completed and uncompleted locations.

Step 6: When the work has been completed at all the locations, click the Complete button,
then select Save/Close.

Remember the Project must be
assigned to a user before it

can be completed.


