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Step 1: In the Work Orders drop-down, Step 2: From the top/center of the Search
select Search. screen, open the Reports dropdown and
select Work Order Billing by Unit.
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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.

Preview

File View Background

[ &% B aec QA ¥a a 1.For Period - Choose the month for which you
- want to generate the report.
2.Billing Amounts - Select the type of report you
For Period: (none) - wish to create.
Billing Amounts: Billed Amounts Only - 3.Include Internal Notes and Comments - Indicate

yes or no regarding the inclusion of notes and

comments in the report.

Inlude Billed Action Photo No - 4.Include Billed Action Photo - Specify yes or no

Include the Common-Area 'Site Unit'  No . on whether to include photos in the report.

5.Include the Common-Area ‘Site Unit’ - Indicate
if the report should feature location information.

Show Watermark No - 6.Work Order Type - Select the specific work
order type for the report.

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

Include Internal Notes and Comments No -

Work Order Type: 85 selected (All) -
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To view additional options for the following parameters, click on the drop-down arrow.

Parameters Parameters a x Parameters x
r]
For Period: September, 2024 (9/1/2024 12:00: For Period: (none) - For Period: (nane) -
I rl
- December, 2024 (12/1/2024 12:00:00 ... . y . X .
B 3 Billing A ts: Billed Ar ts O = Billing Amounts: Billed Ar its O -
Billing Amounts: Navermber, 2024 (11/1/2024 12:00:00 . illing Amoun ;I e Amm;:‘ nly 9 jlled Amounts Only
Include Internal Notes and Comments | October, 2024 (10/1/2024 12:00:00 AM... Include Internal Notes and Comments | 0 21V TS Include Internal Notes and Comments o i
October, 2024 (10/1/2024 12:00:00 AM... S rmole ) Yes
Include Billed Action Photo September, 2024 (8/1/2024 12:00:00 .. Include Billed Action Photo Include Billed Action Photo e
luly, 2024 (7/25/2024 12:00:00 AM - 8 o o
Include the Co -Area 'Site Unit! Indude the Common-Area 'Site Unit' Include the Common-Area 'Site Unit' | No -
clude the Lommon-hres ™| April, 2023 (4/1/2023 12:00:00 AM - 7/~
Work Order Type: x A Work Order Type: ‘Work Order Type: 85 selected (All) -
Show Watermark No . Show Watermark x Show Watermark No -
Parameters e Parameters 2 x Prremeten : =
For Period: (none) -
For Period: (none) - For Period: (none) - Billng Amounts: Billed Amounts Only -
Billing Amounts: gilled Amounts Only - Billing Amounts: Billed Amounts Only - Fhcie armal Notes and Coments | ko N
Include Billed Action Photo
Include Internal Notes and Comments | No 1 Include Internal Notes and Comments | No hd
Indude the Common-Area 'Site Unit'
Indude Billed Action Photo No Include Billed Action Photo Ho vJ Work Order Type:
IV (Select All) -
Indlude the Comman-Area 'Site Unit' | '° I Include the Common-Area 'Site Unit’ o - Sl A/C Task (Engneering)
No Yes Amenities (Housekeeping)
Work Order Type: . : Appliance Task (Engineering)
o ler Type: 85 selected (All) Work Order Type: o ' Assist (Safety / Security)
] Assist (Site Admin)
Show Watermark No - Show Watermark No - ¥ Assist (Safety & Security) -
| ok | cancel |
4
For Period: (none) -
Billing Amounts: Billed Amounts Only -

Include Internal Notes and Comments
Include Billed Action Phato

Include the Common-Area 'Site Unit'
Work Order Type:

Show Watermark
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No
85 selected (all)

No
Yes
Ho

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 e L J ~
For Period: September, 2024 (9/1/2024 12:01 -
Billing Amounts: From Any Bill -
ra e rom Any e One Valley Lodge #L1524 (2 Bdrm 2 Bath)(Rental)
Inchde Intermal Hetes and Comments | ves N Work Complete in September, 2024 (9/1/2024 12:00.00 AM - 9/30/2024 11:59.59 PM)
Include Billed Action Photo Yes - Wi0: 21152 Department: Engineering Deduction Type None
Include the Common-Area 'Site Unit'  Yes. - Assigned to: Martinez, Miguel Completed: 9/8/2024 12.09 PM
o T Replaced grill propane tank
jork Order Type: -
ype: selected (All) " Action T
Shows Watermark No - Assist - Grill Deck
Replace propane tank
Repairs Made or Actions Taken
el Assisted - Grill
Parts Quantity Billed
. | PROPANE TANK 1 $68.00
All the familiar features Billng Mthod Labor Hours
g Time and Materials 025
of Microsoft Word are Work O vt
read”y accessible for Labor:  $000 Parts:  $6800 Subcontractors: $000 SalesTax:  $000  Billed: $68.00
. WiO: 21153 Department: Engineering Deduction Type None
your Convenlence~ Assigned to: Martinez, Miguel Completed: 9/7/2024 1:30 PM
Pull sink p-trap and snake drain line
Reported Issues Location Action Taken
Repair Drain - Clogged Master Bathroom
Sink will not drain
Repairs Made or Actions Taken
Repaired Drain
Billing Method Labor Hours
Time and Materials. 1.00
Work Order Total
Labor:  $5400 Parts: 5000  Subcontractors: 8000  Sales Tax: $0.00 Billed:
Grand Total:
100% =) ) ©)
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