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Step 1: In the Work Orders drop-down,
select Search.

PM - Inspections - Supp

Create Work Orders  Ctrl+F1
Active/Follow-up Ctrl+F2
| Recently Completed Ctrl+F3
| Search Ctrl+F4
Staff On-Shift

Dashboard

Auto Assign Rules

Step 3: To access the report Preview, hover
over the Asgard icon to display the Preview,
then click to open and view.

Use the Parameters outlined below
to fill in the required information.

FacilitiesDepartment  All Facilities Departments
From: 12/1/2024
To: 12/26/2024

Work Order Dept: All Departments

9 Assigned to: All Assignees
i Work Order Type: All Types

F@ FReported By: All Reporters
;) Group By: Category

i) Show Watermark No

Asgardsoftware.com

Step 2: From the top/center of the Search
screen, open the Reports dropdown and
select Frequency of Actons Taken.

IRepnr‘ts 'I

Summary Counts

Average Response Times

Productivity Statistics by Assignee
Productivity Statistics by Department
Productivity Statistics by Work Order Name

Completion/Follow-Up Counts by User
Completion/Follow-Up for a User

Staff Reporting Counts

Work Order Billing by Unit

Failed Inspections by Task

Quarterly Progress

Period Progress

Labor Usages 4
Labor Costs for Standard Work Orders

Labor vs Work Time

Frequency of Actions Taken

Perfect Vacation Log

Preview

1.Facilities Department - defaults to your site.

2.From - expected start date (defaults to the
first day of the current month).

3.To - expected end date (defaults to today's
date).

4.Work Order Depart - the specific department
for which the report is generated.

5.Assigned To - team member responsible for
the work order.

6.Work Order Type - select the category of
work order for the report.

7.Reported By - select who reported the work
order for the report to be generated.

8.Group By - the method for organizing the
report.

9.Show Watermark - choose yes or no if you
want the report to display a watermark.

support@asgardsoftware.com | (424) 203-3295



https://asgardsoftware.com/
mailto:support@asgardsoftware.com

To view additional options for the following parameters, click on the drop-down arrow.

Parameters A x Parameters 2 x Parameters rox
FacilitiesDepartment  All Facilities Departments - FacilitiesDepartment | All Facilities Departments - FacilitiesDepartment | All Facilities Departments -
e - From: 12/1/2024 -
From: 12/1/2024 - rom 12/1/2024
. To: 12/27/2024 -
To: 12/27/2024 -
To: 12/27/2024 - . -
Work Order Dept:  Engineering - Work Order Dept: | Engineering
Work Order Dept: Engineering g ) S— Assigned to: All Assignees =
All Departments / Assigned to: All Assignees P
Assigned to: B . A Work Order Type: | All Types 4
Engineering Work Order Type: i” mﬁ."ees. / All Types
. BellStaff VEN_Kim, Lindsay \ Reported By:
Work Order Type: Standard Work Ord
Adtivities Reported By: Acuna, Renee andard Work Order
d By: Adwell, Rebecca GIoUD By- Villafunit PM
Reported By: Safety & Security Group By: Alstorre, Evee Public Area PM
Housekeeping . ; Show Watermark | potel Room PM
Group By: . Show Watermark Alatorre, Jennifer Equipment PM
Grounds Maintenance Alatorre, John Project
Show Watermark x 4 x 4 =
Parameters & x Parameters A x
FacilitiesDepartment | All Facilities Departments - FacilitiesDepartment Al Facilities Departments -
From: 12/1/2024 -
From: 12/1/2024 -
To: 12/27/2024 -
To: -
Work Order Dept: | Engineering = 12/27/2024
Assigned to: All Assignees . Work Order Dept: Engineering T
Work Order Type:  All Types - Assigned to: All Assignees -
Reported By: All Reporters 3 Work Order Type: All Types -
= . All Reporters
roup By: Cuest Reported By: All Reporters -
Show Watermark
Group By: Category
Mid-Stay Call Catego
Show Watermark 800t
x Assigned Usar

Step 4: Once you have filled in all the necessary parameters, click on Submit. Your report will be
displayed on the right side of the page.
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Parameters 2 x =

:::mammem ?!I:::‘::s pepermens Frequency ()Ffﬂ.?;t'::::; l?ken Report

To: 12/26/2024 d Actions Taken From 12/1/2024 to 12/26/2024

Work Order Dept:  Engineering - Aclion Taken Count

Assigned to: Al Assignees - Bathtub I Shower (AT)

:E:::;:Tvm: );:::es j Fixture (Repair / Replace) 4

EEOEE Category . Curtain Rod (Repair/ Replace) 3

Show Watermark o - Surface (Repair) 2

’/ Unclogged 2
i Caulking (Repair / Replace) 1
Faucet (Repair / Replace) 1
All the familiar features Leak (Repaired) ;
Of MI,CrOSOft Word are Tile / Grout (Repair / Replace) 1
readily accessible for Cabinets (AT)
your convenience. Drawer/ Door / Unit (Repair/ Replace) 1
Ceiling (AT)
Paint (Repair) 2
Drywall (Repair) 1
Ceiling Fan (AT)
Blades (Repair/ Replace) 1
Motor Chain (Repair/ Replace) 1
Clothes Dryer (AT)
Electronic Components (Repair / Replace) 1
Clothes Washer (AT)
Electronic Components (Repair / Replace) 4 .
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