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Step 1: Tap the
Work Orders tile.
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Step 4: Tap to switch Reported By to
Guest or Staff, as needed. If you choose
Guest, the Guest Name is Required.

< Work Order

AsgardMobile

Create a Work Order (Activities) - Android

Step 2: Tap Select Location.
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SELECT LOCATION

Enter at least 3 characters.
Select “Search”. You must
tap on the selected location.
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Step 5: Add Sub-Location
using the search bar or
scrolling through the list.

Create Location Task
@ Sub-Location

Step 3:
Pending/Recent
button indicates
any work order D
within 14 days.

Tap Details to return to your
work order, not the Back arrow.

€ Work Order

PENDING/RECENT (6)

incomplete

Expectef

Guest: A

Unit #1209 (1 Bdrm)

Assigned ot o y

Tasks: Dl Reported By: Guest (Medium)

Complete
Entered by: Fisher, Delaine
Expectg¢d Start: 3/6/2025 12:34:23 PM I
Guest: RIGEL -
Assignad T -,\73?&\“(;
Tasks: D&#er Pagdage

¢ . Tap on the work order to open
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'E, it and view the specifics.

Step 6: Tap Create.
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Reported By populate in the
| staff | Staff field.

Reported by Guest

Staff

Fisher, Delaine (Safety & Security)

Occupied

Not Occupied \

Add keyword(s)

Tap New Task.

|gues| needs welcome package delivered |

ADD TASK

In the Notes field, add
Quantity and/or additional

Tap the appropriate
Assignment button.

Work Order Self Assign

Self-assign?

information as needed. i i

Create Stock Item Task
B Stock Item Tasks

. Q Dac X Stock Iterr
to Search f|e|d, P Guest Activity Kit
Tap on the Task
to select, Tap OK. | &y o v 5
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Success! Tap OK.

Success

Success! Your work order has been

created.
B Notes

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



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

