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Step 1: From the Projects dropdown, select
Active Projects.

@ Asgard -- One Valley Lodge (Training Org)
File Organization Site Facilies Tools Help
Directory Account List Expense Search  Locations - Work Orders - PM ~ Inspections - | Project ~
Welcome Page | PM Schedule |

Project Search

L, asgard

Step 3: Enter a Project Name.

File Organization Site [Facilities Tools Help
Directory = Account List Expense Search = Locations - | Assets - Work Orders -

—ad

Asgard Desktop
Create a Project

Step 2: From the Active Projects screen, select
New Project Work Order.

Welcome Page PM Schedule -~ Active Project Work

New Project Work Order | View Assign/Reassign  Unassign Complete Cancel

Drag a column header | ‘N group by that columr
Aging v ID
OVERDUE 50083 Tub/Shower repair

()= InlV = 50084  Ceiling damage
50086 Tile Replacement

m 50097 Drapes Project

Project Name # of Locat | Deparime | Assigned
6 Engineeri. Gustivo, N
1 Engineeri. Todd, Jam
1 Engineeri_ [None]
5 Engineeri. [Nane]

Step 4: Select the Type (Department) for the
project’s work.

Welcome Page Active Project Work Create Project Work Order™

Welcome Page

N

Active Project Work Create Project Work Order™

I Name: DoorLock Replacement

Type: ~ @

Name:

Door Lock Replacement

I Type: |

v|.,_‘;

Start At
Labor Source:

Reported By:
Descrpton:

Amenities (Housekeeping)
Fumiture (Engineering) = _
Landscaping (Engineenng)
Lighting (Engineering)

Linens (Housekeeping)

orject Contractor (Engineering
Repair/Replace (Engineering)

hy G

Step 5: Enter any available information in the relevant fields.

Welcome Page Active Project Work Create Project Work Order®

Mame: PoorLock Replacement

Type: Repair/Replace (Engineering)

Assigned To: | |[Nobody]

|Swr| At | 1/30/2025 1113 AM [ERg Due: [E 2013/202511:13 AM [ Overdue: (B 2/20/2025 11:13 AM :J-l
© In-House ) Out-Sourced Estimate: | ] 0Ls: Priority: | Medium

Repored By]  Staff
replace front door locks on units listed to upgrade locks

Add Locations.. = Remove  Select All

» Assigned To: If you have Assign privileges, and
your property uses this configuration, you can
assign the project immediately or leave it
unassigned.

» Schedule Project: Allows you to set the Start At,
Due By, and Overdue dates and times for the
project.

« Labor Source: Indicate whether the project will
be completed by your site or a third-party source.

Asgardsoftware.com

Reported By Guest Name:

—
Etaﬂ‘ Name: ﬂ

Priority: Select the importance of the project
from the drop-down menu.

Reported By: Defaults to Staff.

Staff Name: Select the Staff Name from the
drop-down menu.

Description: Write the description of the work
being done.
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Step 6: To add the locations where this project will be Welcome Page | _Actve Froject Work,~ Create Project Work Order*
taking place, click the Add Locations button and

Door Lock Replacement

Name:
select From List. Type: | RepaiRisplaca (Enginesring
StatAt | 1/30/2025 11:13AM [
Labor Source: © In-House O OutSourced Est
Reported By:  Staff v Reponed By Guest N:

Description: ~ replace frort door locks on units listed to upgrade lacks

Add Locations... -] Remove | Select All
Where the path contains: Search All Units
]
18 Search among distinct locations only All Floors
Select All | Clear Filter All Buildings
Path Location Type All Phases
LA 0 - All Units in Location
Unit #1209 (1 Bdrm) 18drm .
Where Assets Exist
Unit #1210 (2 Bdrm) 2 Bdrm
Unit #1300 (2 Bdrm) 2 8drm From List Y
Unit #1301 (1 Bdrm) 1 8drm From Location Tree
unit #1302 (2 Bdrm) 2 Bdrm From an Excel spreadsheet...
Unit #1303 (1 Bdrm) 1 Bdrm
Unit #1304 (2 Bdrm) 2 8drm
Unit #1305 (1 Bdrm) 18drm
Unit #1306 (2 Bdrm) 2 8drm
Unit #1307 (1 Bdrm) 18drm
Unit #1308 (2 Bdrm) 2 8drm
Unit #1309 (1 Bdrm) 18drm
Unit #2101 (1 Bdrm) 18drm

unit #2102 (2 Bdrm) 2 Bdrm -

To search for an area, zone, unit, or location type, enter the search criteria into Where
the path contains field. To select units only, enter the # sign. To search for a specific
area, enter the name and click Search.

Use Select All to select all locations.
To select specific locations, hold down the Ctrl key while using your mouse to select the
preferred locations or by clicking or dragging your mouse to highlight the locations.

Once your locations have been selected, click Select to add them to the project.

Step 7: Once you have added all of the required information, select Create.

Welcome Page Active Project Work Create Project Work Order*

Name: Door Lock Replacement

Type:  RepairfReplace (Engineering) v Assigned To: |[Nobody]
StatAt 1302025 113AM (7 Due: [ 21132025 11:13AM Jv| Overdue @ 2/20/2025 11:13AM B
Labor Source © InHouse () OurSourcad Estimate: | [ Priofity.  Medium
ReportedBy:  Staff Reporied By GuestName: StaffName: ~|

Description: ~ replace front door locks on units listed to upgrade locks

Add Locations... - Remove | Select All

Unit #1300 (2 Bdrm)
Unit #1301 (1 Bdrm)
Unit #1302 (2 Bdrm)
Unit #1303 (1 Bdrm)
Unit #1304 (2 Bdrm)
Unit #1305 (1 Bdrm)
Unit #1306 (2 Bdrm)
Unit #1307 (1 Bdrm)
Unit #1308 (2 Bdrm)
Unit #1308 (1 Bdrm)
Unit #1310 (2 Bdrm)

Coneel

Projects can only be created and completed in Asgard
Desktop and are not currently available on AsgardMobile.
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