Ly asgard

Learning Portal

Step 1: From the Work Orders drop-down, select
Create Work Orders.
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The Create Work Orders screen is designed for
rapid entry. No need for a mouse. Everything can
be entered by typing, then Tabbing, or using the

Arrow Keys on your keyboard.

Step 3: Select the Reporter, and select or enter
the Reporter’'s name.
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If your property has an interface between Asgard and
your Property Management System, the Guest Name and
Occupied Status will populate automatically

Asgard Desktop
Create Standard Work Order

Step 2: Enter the Location. Asgard will filter the
available choices as you type. Use the arrow keys
to highlight the correct location and Tab.
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Welcome Page ~ Create Work Order
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Uit #71104 (1 Bdrm)
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Step 4: If the requested work is for a future Date
and/or Time, update the Scheduled For field by
highlighting or using the drop-down calendar.

@ Azgard - Sunget West [Sunget Vacation Resorts)
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Directory  Account List Expense Search  Locations = Assets = Work Orders = PM
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In the center of the screen, take note of any Pending and Recently Completed Work Orders associated
with the location within the last 14 days. This proactive approach prevents duplicate work orders and
alerts you to recurring issues at the location.

Panding and Recenty-Completad Work in Ling 11105 (1 Bdmy)
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The duration can be changed to reflect the past 7 or 30 days
based on your site's preferences.
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Step 5: In the Tasks field, enter the request's most distinctive keyword (i.e., Thermostat). Avoid

generic terms like “deliver,” “assist,” or “repair.” Select the task and Tab. Fill in the necessary fields

with the required information.

Wikcoms Page | Create Work Oder

New Blank Work Order Refresh Lists

Locabon: Linat £19109 (1 Bom| i
Repongd By, Guest GuestMama  SMITH
Scheduled For | 182024 557 AM
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Tasks
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» Extra Request - optional

* Quantity (if applicable)

» Sublocation (where needed) indicates the precise task location

» Notes - provide any additional information that the associate may need to complete
the work order successfully

» Assign To - If you have Assign privileges, and your property uses this configuration,
you can assign this work order immediately or leave it unassigned

» Add as many additional Tasks as necessary for the same location. Asgard will
automatically separate the tasks by which department will complete the work.

Step 6: Once you have added all of the required information, Tab to the
Create Workorder(s) button and press Enter.
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AAA asgard Asgard Desktop
Learning Portal Reported By Field at Creation

The Reported By field captures who originated the request - Guest, Staff Member, Owner, etc.
It is a critical data point directly correlating to owner/guest satisfaction. Guest requests are
easily recognized on mobile devices and always have a higher priority.

Step 1: Enter a Location and tab. The next required field is Reported By. Click the
dropdown menu and choose the correct option from the list.
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e Select Guest or Owner if the Guest or Owner originated the request by phone
or in-person to any staff member. For example, if Mrs. Smith calls to request
additional towels to be delivered to her room.

e Select Staff if the Staff Member originated the request. For example, if a
Housekeeper noticed the towel rack was broken and needed to be fixed.

Step 2: When selecting Guest or Owner, the guest name is required, as indicated
by the red icon.

@ Azgard -- Sunzet Vacation Resorts [Sunset Vacation Resorts) — a x
ile Drganization Site Facilities Jools Hefp
Directory  Account List Expense Search  Locations = | Assets = Work Orders = P = Inspections = Supply Chain = Billings = Cleans = Incidents = Project = Training,How To.

Welcome Page Create Work Order

New Blank Woek Order

=
Refresh Lists Close
Locaton  Unit #2304 (1 Sdim

|Guest Text

-

Note: The guest name will populate automatically if your site
has an interface with the PMS system. If not, it must be
entered manually.
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Step 3: When selecting Staff, you can add a staff member by typing their name or

choosing from the dropdown field.

£ Asgard - Sunset Vacation Rasorts (Sunset Vacation Resorts)

Directory  Account List - Expente Search  Locations = Assels -  Work Orders = PM - intpections - Supply Chain = Billings -
Welcome Page  Create Work Order
Mew Blank Work Order

Locoson Usst@23M {1 Bdemj

o x

Eile (Owganization Site Facdites Jools Heip

Cleans = Incidents = Project -
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Tradnang,/How To..
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Refresh Lists Close
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Asgardsoftware.com

Feporied By, Staf Faporied By Guest SalName Jas -| Use the Staff Name drop-
g g down to select the name of
Schedeled For | ¥ 120 1222PW 7] FoagPacana Chavaz Asgasd, Joa the Staff member who
i N Mo Uk requested the work. If that
s e e m:;}*‘?’ﬁ'.g_’:‘:. person is you, leave this field
- : s Ragerd Yare blank. Your name will be
Nerys_Asgerd, Dais attached to the work order.
Event Mo Eveeq Poul_Asgard? Pam
Step 4: These data points are visible on the Active Screen.
Welcome Page | Creste Work Ondst - Aetive Work Orders Follow -Up
View Assign/Reassign Unassign Psuse Stari Complete Cancel (1) Show Futute Mems [] Show Suspended lems  Clear Filier Print -
Select Locaton Filter ear Location Filler /
Aging Paused Liscatian Wark Requested Assgned Te Department Reparted By Entened bry Reported By Name
+ 4 2 a ‘@ a 4 O ‘0 4
L} Unit #2705 (2 Bdrm) Repair Jor Maker - Hot Warking Weles, George Enginesring Lemus, Betsy VINCENT
L Unit #4106 (2 Bdrm) Repair Dresser - Broken Drawer George, Bob Engineering Staff Liermurs, Betsy
L Unit: #1802 (2 Bdrmn) Ripair [ Riplace Light Frdure Femener_Asgard, ). Enginesring Guest Liermurs, Bty GALAX
= Unit ®#234405 (7 Bdrm) Repair Ormn - Clogged Jones_Asgard, Teresn  Enginesring Guest Lemas, Betsy THOMASON

REITela oMY is the Guest or Staff that reported the issue.

who created the work order.
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AAA asgard Asgard Desktop
Learning Portal Create Future Work Order

Step 1: From the Work Orders drop-down, select Step 2: Enter the location. Asgard will begin filtering
Create Work Orders. the available choices as you type. Use the arrow keys
to highlight the correct location and Tab.

@ Asgard -- Sunset West (Sunset Vacation Resorts)
e Asgard -- Sunset West (Sunset Vacation Resorts)

File Organization Site Facilities Tools Help
File Organization Site Facilities Tools Help

Directory | Account List Expense Search | Locations = | Assets = | Work Orders =| PM = Inspections = | Supply ¢ Dlred'ory Account List Expense Search | Locations - | Assets
Welcome Page Create Work Orders  Ctrl+F1 H Welcome Page Create Work Order
/ Active/Follow-up Ctri+F2 New Blank Work Order
= Recently Completed  Ctri+F3
Abasgard NLOC&W” nit #1102 (2 Bdm
Search Cirl+F4
Staff On-Shift 1102
Reported By .
pr— Dastiboaid Unit #1102 (2 Bdrm)
Unit #11102 (2 Bdrm)
| P ——— Scheduled For | ynit 231102 (1 Bdrm)

The Create Work Orders screen was designed to be
rapid entry. There is no need to use your mouse.
Everything can be entered by typing, Tabbing and
using the Arrow Keys on your keyboard.

Step 3: Select the reporter, and, if Staff Reported, select or enter the reporter’'s name.

Welcome Page -~ Create Work Order
New Blank Work Order

If your property has an interface
between Asgard and your

Location; Unit #1102 (2 Bdm)

Reporad By: IRepUr!edB‘,’ Guest FULLMER Staff Name: M Property Management System,
Guest Tex the guest name and occupied
Schedud For. |MdtSiay Ca B rotorwheqind (] status will populate automatically.
Occupied Staus If not, you will be required to

Occupied State:  Occupied

Cansihmes: |Filioat enter this information.

Step 4: The Scheduled For field defaults to the time that the screen was opened. Use the drop-down to
access the calendar or arrow over to change the date and/or time as requested.

Welcome Page ~ Create Work Order
MNew Blank Work Order

2/ 5/202410:20 AM [Br] |
L tion: Unit#1102 (2 Bdrm)
Gk ' K February 2024 b
Repored By,  Staff Reported By Gues, ULLN sun Mon Tue Wed Thu Fri  Sat
28 29 30 1 1 2 3
4 5 6 7 8 9 10
- 11 12 13 14 15 16 1V
Scheduled For. | 2/ 6/2024 23 AM J*| FollowupReqd 13 10 20 21 22 23 24
7 1 2
Occupied Status 2? 2? 2__ 2? 2? i o
Occupied State: Qccupied GuestMam [ | Today: 2/5/2024

The future date/time selected affects all tasks added to the work order. If,
for example, the guest asks for Coffee to be delivered now and a crib
tomorrow, you must make two separate work orders.

Asgardsoftware.com 1 support@asgardsoftware.com | (424) 203-3295



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

Step 5: In the Tasks field, enter the request's most distinctive keyword (i.e., Regular, Decaf). Avoid
generic terms like "deliver," "assist," or "repair." Select the task and Tab. Fill in the necessary fields
with the required information.

Welcome Page ' Create Work Order

Nl B Work i « Extra Request - the guest asks for more
Locebon; Ln#1 18 Rdm) of what is stocked in the room, i.e.,
Reported By: Guest “  GuestName: FULLMER

hangers, towels, coffee
» Quantity (if applicable)

D“;ﬂ'g‘: B e « Sublocation (where needed)
L &b » Notes - any additional information that
the associate may need to complete the
Event  [No Event] w work order
Tasks » Assign To - It is best to leave a future
Dakvsr Cafiss: Reguar- Delvary (Housekacping) = work order unassigned, but if you know
D‘[:y |:g: P : i i :: 1 - who will be on-shift when the work order

populates, and they are in the drop-down,
you can assign it now

Notes:  Knock loudly

\:59'9"“' [Nobecy] = Add as man -
. y additional tasks as
Typohero o addutan = necessary for the same location. Asgard
automatically separates the tasks based
\ on the department responsible for
T = completing the work

Once you have added all of the requested future
tasks, Tab to the Create Workorder(s) button
and press Enter. The work order will appear in

Asgard at the specified future date/time

Step 6: To view your future work orders, open the Active/Follow-Up screen and check the box
Show Future Items. Work Order status is shown as White N/A indicating they are Not yet Available.

Welcome Page | Create Work Order Active Work Orders [ Follow-Up

View Assign/Reassign Unassign Pause Start Complete Cance Show Future Items [_] Show Suspended Items | Clear Filter
Select Location Filter Clear Location Filter
Aging a s [ ID Location Work Requested Assigned To Mobile Receive Delay Response
E 0 H s sl s a ]
o] ' J 119... Unit £20201 (2 Bdrm) Redlean Unit George, Bob 1 day, 2 §
_ J 119.. Unit #1102 (2 Bdrm) Repair Wall - Damaged Fullmer, Fam 9 mins
NfA 119... Hole #13 Comfort Station AC Repair - Filter Change  [Mone] 0 ming
B NfA J 119... Urnit #1103 (2 Bdrm) Deliver Coffee, Regular _ 0 mins
NfA J 119...  Unit #1203 (2 Bdrm) Pick Up Loaned fem - 1 ... [Mone] 0 mins
B NfA J 119... Unit #1201 (1 Bdrm) Pick Up Fan [Mone] 0 mins
17 Work O...
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Asgard Desktop

A
iyasgard . . :
Assign During Work Order Creation

Learning Portal

Step 1: From the Create Work Order screen, enter the required information.

Create Work Order Screen Key:

.F-IIE Organization. Site  Facilities Toois. Help . 1. Location - Where the Work needs to
Directory Account List Expense Search = Locations ~ | Assets ~ | Work Orders -~ PM ~ Inspections ~ Supply € b | t d
| Welcome Page - Create Work Order € Comp ete
New Blank Work Order 2. Reported By - Guest or Staff
© Locaion Unie1304 2B6m) 3. Scheduled For - allows you to
€@ Reporieasy: Guest GuestName: JONES schedule the work to be done at a
future date and time
©scheduiedFor [ 3 82024 854AM (g 4. Select the requested Task(s) and
Oceupied Status any additional information in the
Occupied State:  Away GuestName: Notes field
Event  [No Eveni] >
rass @ If your property has an interface
asKs
between Asgard and your PMS
Deliver Bath Towel - Delivery (Housekeeping)
system, the Guest Name and
Priority:  Medium e Extra Request  Yes e . A
Occupied Status will populate
ltem Bath Towel v| ay: 1= >
automatically.

Notes:  Pemission to enter without knocking - Guest at pool

Step 2: In the Assign To field, type the appropriate assignee name or choose from the drop-down.

Deliver Bath Towel - Delivery (Housekeeping)

Priorty:  Medium Extra Request  Yes

tem:  Bath Towel v | ay U

MNotes Permmission to enter without knocking - Guest at pool

Assign To: vI
Mguyen, Vincant

pe hare to add 2 | Ramas, Celia

Rodriguez, James
Todd, James The drop-down list is filtered for users
Webb, Anthany on-shift for the department responsible
Yakushev, Vania for completing the task.
[Mobaody]

Step 3: Once you have filled in the required fields and assigned the task(s), Tab to the Create
Workorder(s) button and press Enter.

Assign To!  Smah. Jessica ﬂ

Create Workorder(s) Claar

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

Learning Portal

L2
step 1: Highlig ht File Organization Site Facilities Tools Help
the work order Directory  Account List Expense Search  Locations = | Assets = Wo
you would like to WelcomePage .~ Active PM Work - Engineering |

add a photo to Assign/Reassign Unassign Complete Cancel Mass Actions ~
and click View. Seiﬁtw"ﬁ“er ear Location Fiter

A. = ID Location Work Reguested Assigned To
t 0 0 0

0 0
B ok | 118644 | uret 18311 (1Bdem) | vilajeit P-ANIY

Step 2: Make sure BN LR
that the photois
saved to your
computer.
Click Browse to
locate the photo
within your files.

Step 4: After adding your photo, you must include a
comment. Once the photo and comment are
attached, click OK. The comment/photo will be date
and time stamped and records the user who attached
it to the work order.

-

Equipment Invoice

‘\

Picture:  |C:\Lisers\Gabi Perez'\Deskiop'invoices\invaice_307 jpg Browse

P il e

i \ The easiest way to add a photo to
T\P. awork order is using the Comment
=== putton on your mobile device!

Asgardsoftware.com 1

Asgard Desktop
Add Photos to a Work Order

Click the Comments tab above the task list,
then click New Comment.

Tasks (0/118) Costs [ Comments 0] joumal Ertries  Log

Mew Comment Edit  Delete

o & Comment
¥ e|

Step 3: When TR e > ke w10 2
the file window = “»7 " Al
opens, select =3
the desired [—
photo and |
click Open. i

File namse: |invoice 307 Images

—_— =

Add as many photos/jpgs as needed, including
pictures of documents, to a work order.

=
o
el
=
w
(TS
o
> .
z

P P S

Adding Word Docs/PDFs is in
our development queue for

future enhancement.
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S asgard

Learning Portal

Asgard Desktop

Complete Standard Work Order

If your site utilizes AsgardMobile, most of the work orders will be completed on mobile devices. However,
circumstances might arise where you will need to complete a work order. Understanding how to complete a
work order is critical to capturing accurate data on work time. This job aide will guide you through the various
methods for capturing accurate work time data.

Step 1: Highlight the work order that was assigned/started and click the Complete
button. Remember a work order MUST be assigned to be completed.

Facilities Tools Help
Work Orders -~ PM - Inspections -

File Site
Directory Locations ~ Supply Chain - Cleans -
Welcome Page shift Management

View Assign/Reassign Unassign Pause

Active Work Orders/ Follow-uUp

Cancel |(C) Show Future Items [} Show Suspended It{

Select Location Filter Clear Locatic

Aging + Paused i Location Work Requested Assigned To 1

v a o 0 0 a
o n  E2Y Bldg 1, Pool Assist with Pool Music  Lemus, Batsy (OfF-S...
@ 2 - : 57567 Elevator 1 Replace Light Bulb in Ele... Chavez_Asgard, Jose... J
a T I o Unit #1309 (1 Bdrm) Deliver Coffee, Regular  Deckard, Rick
ek = pPEE Unit £1207 (1 Bdrm) Clean Balcony Deckard, Rick
' n 68063 Unit #1308 (2 Bdrm) Deliver Crib Fisher, Delaine I

9 Work Orders

When the Complete Work Order dialog
box opens notice that the started work
order has captured the correct work time.
Simply click OK.

You know a work order has been
started when the assignee’s
name appears in Bold.

Acts i and Complefion.
a1~ ~
Staried: () Calculate 2/16{2024 | a 9:02 AM
¥ [~ I~
Duration:. () Calculate  Days 0% Hours 03 Minutes: 182
[
Completed: @) Calculate 2/16/2024 at 9 20 AM Work Time
!'il v v
[] This work order is being backdated (set Expected Start to Actual Starf)
Comment
— 0K Cancel

Step 2: To complete an un-started work order (In case you forgot to click Start!) and capture work time
you must know one of the following combinations:

+ What time did they finish, and how long were they there (Completed and Duration)?
+ What time did they start, and how long were they there (Started and Duration)?
+ When the work order was started and when it was completed (Started and Completed).

Actual Start and Completion \
[~ ~ A
Started: ° Calculate at g g AM
Rl
Duration: () Calculate  Days 0% Hours: O m
[A [~ ~
Completed Calculate 2{16/2024 Bl aa 9:20 AM
[™ v (v
[T This work order is being backdated (set Expected Start to Actual Starf)
Comment:
| OK Cancel

The Start time is updated by the system

Asgardsoftware.com 1

Example 1: An associate calls and tells you he
just completed his work order. Since the
screen defaults to when you open it, the

Completed time will be correct. You need to
find out either when he started or how long he
was there. He says he was there for 12
minutes. What do you do?

Click what you don’t know, what you want the system to calculate for you - the Started radial
Add the Duration (work time) of “12 minutes” to the Minutes field and Tab

The Completed Time defaults to the time you open the screen

support@asgardsoftware.com | (424) 203-3295
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Aclual Start and Completion: \

S——
Started: _) Calculate 2{16{2024 [+ | at 1210 PM
Example 2 - An associate calls and o (R
uration _) Calculate  Days + Hours -
tells you she forgot to call when she T
completed her work order. She started Completed @ Calcuiate | 216/2024 a 1 PM
at 1:10 PM, and she was there for 8 / =z
mlnutes. What do you do? [_] This work order is being backdated (set Expected Startto Actual Star)
Comment

| 0K | Cancel

Click what you don’t know, what you want the system to calculate for you - the Completed radial
Enter the Start time of 1:10 PM

Add the Duration (work time) of “8 minutes” to the Minutes field and tab

The system calculates the Completed time for you

10N

Actual Start and Completio _ \ e e
. Started: ) Calculate 2/16/2024 (v | at 10: 20 AM

Example 3 — An associate calls and tells ; '

yOu that he Started at 10:20 AM and | Duration:  €) Calculate  Days: 0% Hours: 03| Minutes: i |

finished at 10:35 AM. [

What do you do? Completed Calculate 2/16/2024 [~ at 10:35 AM

¢ EEx

S w

[C] This work order is being backdated (set Expected Start to Actual Starf)

Comment

‘ 0K ‘ Cancel

Click what you don’t know, what you want the system to calculate for you - the Duration radial
Enter the Start time of 10:20 AM

Enter the Completed time of 10:35 AM and tab

The system calculates the Duration time for you

Step 3: If needed, you can add a comment in the Comment Box. Once you have entered all the
information, simply click OK, and the work order leaves the Active Screen and can be viewed on the
Recently Completed Screen.

Actual Start and Completion:

B A
Statsd: () Calculate 2/16/2024 [Hv| a 10:20 AM

[~ v 2
Duration: ) Calculate  Days: > Hours 02 | Minutes: Sk

| A A ~
Completed ) Calculate 2/16/2024 [Hv| a 10:3 AM
B

(] This work order is being backdated (set Expected Startto Actual Start)

Comment

| OK | Cancel

Asgardsoftware.com 2 support@asgardsoftware.com | (424) 203-3295
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AAA asgard Asgard Desktop
Learning Portal Managing Standard Work Orders

Step 1: From the Work Orders drop-down, open the Active/Follow-up screen.

@ Asgard -- One Valley Lodge (Training Org)

File Organization Site Facilities Tools Help
Directory Account List Expense Search | Locations = Assets = | Work Orders =) PM = Inspections = Supply Chain =

Welcome Page | Create Work Order Create Work Orders  Ctrl+F1
/| Active/Follow-up Cri+F2
ly Cor 1+F
aﬁbasgard Recently Completed  Ctrl+F3
Search Ctrl+F4
Staff On-Shift
Add Tools Dashboard
cmm - 0-1% | Auto Assign Rules
Coash b City  Chamma | site

Step 2: The Active/Follow-Up screen is split into two screens, with Active (Incomplete) Work Orders for
all departments appearing in the top half of the screen and the Follow-Ups (Completed) Work Orders in
the bottom half.

Weliome Page Create Werk Ovder Active Work Grders/ Follow-Up L]
A I 3 & Sra gk [ Show Future Items Show Suspended Mems | Clear Filler Print - Hide Follow-up Alert Messages Alert Sounds  Refresh Close

Select Location Filter  Clear Location Filt

Aging - o Location Work Requedted Assgned To Mobile Recere Deloy  Responss Time Entered by Réported By Department Start At
v 0 CIE 0 o 0 0 E I
[ 119... Unit #12308 (1 Barm)  Deliver Lamp Algtzdrie, Jubs 31 mina Limis, Batay Stalf Housekeaping  Tue 213 715
= 115 Unk #1104 (i Bdren)  AC Repair - Filter Change Haro_Asgard, Gabi 0 mins 31 mins Perez, Gabi Guest Engineering Tue /13 7:00
] ’ i 15... Unk #23208 (2 8drm)  Repair Sink - Clogged Lanier, Kayla (2 2; FL 1-3) 23 mins Lomiss, Betsy Guest Engineering  Tue /13 7:27
v 105, Unit #23206 (2 Bdrm)  Raepair Dryer = Notsy Fishar, Dataire 35 ming Lomiss, Betsy Guest Ergnaanng Toe 313 237
(2| = 3 105, UnR #9112 (2 Bdrm)  Ful Cesn Walks, George [ Gust Tt Mousskeeping Wl /7 8250
—
20 Work O,

Clear Filter Print ~
[[+] Location Work Requessed Foliow-Up Time V| Reported B | Type Dupanimae Completed A1 | Response Tme Ensered by
|
119884 Unit #21308 (1 Bdm) Roepair Water Issue - No Hot Water 1 min LARRIS Repair / Repla_  Engineern. Tue 213833 2 howrs, 4 mins Lamus, Bastsy

If you don’t need to see the Follow-Up Work Orders, click
Hide Follow-Up at the top right of the screen.

Step 3: There are four Aging statuses for Standard Work Orders. They tell you how long a work order has
been in the system. The system will sort the work orders based on the priority from highest to lowest.

. REWORK _ Work was either nOt welc.cme ra?e Create Work Order “:::imme.“”wm'lr . .
. View Assign/Reassigr \assigr o ! mplet ncel | Show Future ltems B Show Suspended I:en.sl
completed or the guest was not satisfied ... ocuion sier cronr tocaiontie /
(Highest)

To view Suspended and Future work

 OVERDUE - Time expected to complete Location orders. olick the checkboxes on the "
the work has exceeded guest tolerance -Ut:“m . toolbar. 'Fpture work orders will appear
« DUE - At least halfway through the ey 2 @ WIS NFATN the Aging column. .,

tlme |t Should take to Complete the .. Unit #23208 (2 Bdrm)  Repeir Sink - Clogged Lanier, Keyla (Z 2; FL 1-3)
task (typlcally 10_20 or 20_40 minuteS) .. Unit S23208 (2 Bdrm]  Repair Dryer - Noigy Feshér, Delaing
- Unit P19112 (2 Bdrm)  Full Cléan Wales, Geonge

e OK- New|y created (Lowest) .. Unit #31304 {2 Bdrm)  Repair Refrigerator - Too Hed | Hot C.. _
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Step 4: Take note of the most critical columns when managing work orders.

Welcoms Page | Create Work Order

fause  Start

fiew Assign/Reassign

Select Location Filter Clea

Active Wark Orders Follow-Up

phete

Show Future ltems. (] Show Suspended Items | Clear Filter Print =

Liscaticn
0

.. Junit #12308 (1 Bdrm)

.. |Unit #2204 (1 Bdrm)

.. |unit #23208 (2 8drm)

.. |un #23308 (2 Bdrm)

. |Unit #15112 (2 Bdrm)

Waork Requésted

0

Déliver Lamp

AL Repair - Filtar Changs
Rapair Sink - Clogged
Repair Dryer - Notsy

Full Clean

Assigned To

‘0

Alatarre, Julie
Haro_Asgard, Gabi
Lanigr, Kivla (2 2; FL 1-3)
Fisher, Delaine

Wales, George

20 Wark 0.

or a Guest

Hide Follow-up ] Alert Messages Alert Sounds  Refresh  Close
Maobile Receive Deloy | Resporse Time Erbered by Department tort At
0 a ‘0 a
31 ming Lemus, Betsy Housekesping [ Tue 2/13 715
0 mins 31 mins Paraz, Gabi Enginsering Tus 2/13 F:00
23 mine Lomus, Bty Engingering (Tee /13 7:27
35 mins Lemus, Betsy Enginetring Tue 2/13 7:27
Lamus, Betsy Housebeeping  |Wed 27 2:40

Location - Where the work needs to be completed
Work Requested - What needs to be done

Department - Which Department is completing the work
Reported By - Shows if the issue was reported by Staff

The columns in any of the grids in
Asgard can be rearranged by
clicking and holding on a column
header and dragging it to the
desired location.

Step 5: The Assigned To column allows you to assign/reassign or unassign the work order using the
drop-down arrow. The drop-down list is filtered for users on-shift for the department that is responsible
for completing the task. The Assign/Reassign & Unassign buttons on the top menu bar allow for single
or mass assignment.

| Welcom

e Page Create

Waork Order

ViEWI Assign/Reassign Unassign |Pause Start Comy

. Unit #23203 (2 Bdrm)
. | Unit #12308 (1 Bdrm)

Select Location Filter Clear Location Filter

Aging - D Location
v [l =
2| 119... Unit £23203 (2 Bdrm)

. Unit #1104 (1 Bdrm)
. Unit #23208 (2 Bdrm)
. Unit #23208 (2 Bdrm)

Clear Filter Print =

7T (R . p——

Jlete  Cancel

Work Requested

Repair Convection Oven, Repair Coff...

Clean Dishwasher

Deliver Lamp

AC Repair - Filter Change
Repair Sink - Clogged
Repair Dryer - Noisy

sac

Active Work Orders/Follow-Up |
Show Future ltems

f[rlunE'_I

Show Suspended ltems | CI
Assigned To Mobile Recy
Hu. 'E;

Alatorre, Evae

Alatorre, Evee
- -

User Full Hame -

[Mone]

Alatorre, Evee

Alatorre, Julie

Fisher, Delaine

Fullmer, Fam

George, Bob

Gordon, Melissa =

*®

el L e

[ D P——— T I

Step 6: The Mobile Receive Delay column indicates how long it took the assignee to acknowledge
the work order on their device after it was assigned to them. The Response Time column shows
how long it has been since the work order was created.

Welcoma Page . Active Work Orders, Follow-Up
fig Reassigr Start Complete

Assion/Reassian U Pausa
Select Location Filter ear Location Filte
Aging - B Locatan
+ ok |43
(] LW 110, Uit 221203 (2 Bdrm)
(] :3 119, Urit #23203 (2 Bdrm)
L | | L 119, Unlt 221204 (2 Bdrm)
(5D 119, Urt #23208 (2 Bdrm)
= L

Asgardsoftware.com

Cance

Work Reguested
0

| Show Future ltems

Clean Sofa Bed / Couch [ Slewper Sofe

Clean Dishwasher

Repair Intarnat - Ho Sendce

Repair Difyer - Noisy

] Show Suspended ltems

Assigned Te
a

Jones_Asgerd, Teresa

Alatorre, Eves

Paul_Asgard, Pam
Fusher, Delame

Clear Filver Print -

Mobile Recene Delsy | Response Time
‘0 ‘0
2 mins 31 mins
31 ming
& ming 23 ming
35 ming
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Step 7: The font of the work order indicates the following:

Aging .. DD Location Work Requested Assigned To Mobile Rec
v & & g i e | 8

[ B985  Unit #22408 (2 Bdrm Repair Drain - Clogged Lanier, Kayla (Z 2;

1] B966 Unit #23208 (2 Bdrm)  Repalir Dryer - Noisy Fisher, Delaine

[ B967  Unit #23208 (2 Bdrm Repair Sink - Clogged anier, Kayla (£ 2; F

[ BOGB  Unit #21203 (2 Bdrm)}  Repair Tollet - Leaking Jimenez_asgard, Jackie |l:l mins

[ Unit #21203 (2 Bdrm Repair Shower Head - Loose, Repair Outlet - Not Working | Lanier, Kayla (£ 2; FL 1 1 min

[# Unit #21203 (2 Bdrm}) Clean Sofa Bed J/ Couch / Sleeper Sofa Jones_asgard, Teresa / 2 mins

[ 8996  LUnit #21204 (2 Bdrm) Repair Intemet - Mo Service IPal.ﬂ_Asgard, Pam IE mins

The work order has been assigned to a user with a mobile device,

I and the user has not acknowledged the work order

Standard The assignee has acknowledged the work order and the Mobile Receive
Black Delay time is visible

A bolded assignee name shows the work order has been started and

— indicates where the assignee is working

Step 8: The green bar at the top of any grid is a multi-level filter bar. Data can be filtered
within any of the columns.

Hover over a column header, and a
small funnel appears on the right.
Clicking the funnel opens additional
dynamic filter options.

Text Filters |

walcome Fage - Active Work Bgders/FOllow-1 e
p r guse  Start

Filters help you manage work, but can
also hide work. It's important to clear your
filters by clicking the Clear Filter button,
which clears all filters at once.

\

;_Item-s. [C) Show Suspended ltems Print =

£ . o
Select Location Filter Clear Location F -
(I} - B
Unit #1104 (1 Bdrm)
Unit #12308 (1 Bdrm)
Unit #13100 (2 Bdrm)
Aging - | I Location unit #17203 (1 Bdrm) !'l:l Maobile Recerve Delay  Response Time
Unit #19112 (2 Bdrm) [ I
¥ B » " " .
* |0 g R 23268 Unit #20201 (2 Bdrm) 0 0
[ . 119... Unit #23208 (2 Bdrm Unit #21104 (2 Bdrm) ine B min:
- ot 2208 { } Unit #21203 (2 Bdrm) h 3 A
= _ J: 9... | Unit #23208 (2 Unit #2120+ (2 Bdrm) a2
Unit #23203 (2 Bdrm) I
close |

2 Work Or...

Step 9: To sort columns in ascending order (A-to-Z or 1-to-10), click once on a column header. To reverse

Asgardsoftware.com 3

the sort order, click again. For example, clicking on the "Assign To" column header groups assignees
alphabetically, aiding in workload management during assignment or reassignment of work orders.

Location Work Requested Ihs&igned To - I
B g 0 0 0

Repalr Convection Oven, Rep... Alatorre, Evee

Unit #23203 (2 Bdrm)
Unit #23203 (2 Bdrm)
Unit 20102 (1 Bdrm)
Unit #23208 (2 Bdrm)
Unit #17203 (1 Bdrm)
Unit #21204 (2 Bdrm)
Unit #21203 (2 Bdrm)
Unit #21203 (2 Bdrm)

Clean Dishwasher Alatorre, Evee

Dealiver Conditioner Fisher, Delaine
Repair Dryer - Noisy Fisher, Delzine
Replace Light Bulb Fullmer, Fam
Deliver Crib, Deliver High Chair George, Bob
Repair Toilet - Leaking Jimenez_Asgard, Jackie

Clean Sofa Bed / Couch [ Sle... Jones_aAsgard, Teresa
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AAACISerd o . .I-\sgard Desktop
Learning Portal Mass Assigning/Re-assigning Work Orders

Step 1: From the Active Work Order screen, use the green filter bar to sort the work orders by department.
You can only mass assign/reassign work orders of the same department.

Active Work Orders/Follow-Up | Create Work Order

Lsign  Unassign Pause Start Complete Cancel [ ) Show Future ltems (] Show Suspended ltems | Clear Fi
ter Clear Location Filter
Paused i) Location Work Requestad \Depaﬂ!‘nent Assigned To
a o .
58089 Unit #3210 (2 Bdrm) AC Repair - Not Working  Engineering Andrews, Christing
E 67606 Unit #1101 (1 Bdrm) Repair Door - Broken Engineering Webb, Anthony
m 68644 Unit #2209 (1 Bdrm) Repair Sofa - Leg Broken  Engineering
58099 Unit #2205 (1 Bdrm) Repair Floor - Tile Engineering
E 57300 Bldg 1, Pool Assist with Pool Music Engineering
E 68643 Unit #1208 (2 Bdrm) Repair Qven Engineering
57567 Elevator 1 Replace Light Bulb in Ele... Engineering

Step 2: Select the work orders you want to assign by clicking and dragging your mouse to highlight
the work orders or by holding down the Control key while using your mouse to select the work orders.
Once selected, click the Assign/Reassign button.

| Welcome Page - Active Work Orders/ Follow-Up | Create Work Order |
View | Assign/Reassign |Unassign Pause Start Complete Cancel [ Show Future Items [_| Show Suspended Items | Clear F

Select Location Fmewn Locat
| You can only Mass Assign/Reassign
25 work orders at a time.

| Aging =  Paused m Location Work Requested De,
| a0 0 e o0 eng e
| 3 m 58089 Unit #3210 (2 Bdrm) AC Repair - Not Working  Engineering Andrews, Christine
! 67606 Unit #1101 (1 Bdrm) Repair Door - Broken Engineering Webb, Anthony
! 68644 Unit #2208 (1 Bdrm) Repair Sofa - Leg Broken  Engineering  [JNORE]
| B 58099 Unit #2205 (1 Bdrm) Repair Floor - Tile Engineering Rodriguez, James
| B 57300 Bldg 1, Pool Assist with Pool Music Engineering Lamus, Betsy
B Il e 8ldg 1, Pool Delwver Poal Chair Engineerng  [fllBRel
| E! 58543 Unit #1208 (2 Bdrm) Repalr Oven Engineering  [{lRe)
Step 3: The Reassign Work Orders box will Step 4: To Mass Unassign work orders,
only include team members On-Shift-Ready repeat the process in Step 2 and select the
for the Department responsible for Unassign button.
completing the work.
Select an Assignee from the drop-down | Create Work drder ,/ Active Work Orders/ Follow-tp
and C“Ck OK sslgn".:u_:c Start Complete Cancel |[) Show Future ltems [C) Show Suspended Items = Clear F
ter Cles 3 _w
rRe = Work Order x 1 Paused D Location Work Requested Department Assigned To
assign wWorl ers l o o 0 e eng 0
mﬁnﬁ“ Unit #2209 (1 Bdrm) Repair Sofa - Leg Broken ~ Engineering Deckard, Rick
| A55'9” To: ﬂ | m 58009 Unit #2205 (1 Bdrm) Repalr Floor - Tile Engineering
| | 57300 Bldg 1, Pool Assist with Pool Music Engineering Deckard, Rick
Cancel 68645 Bldg 1, Pool Deliver Pool Chair Engineering  Deckard, Rick
68643 Unit #1208 (2 Bdrm) Repair Oven Engineering  Deckard, Rick

| | 57367 Elevator 1 Replace Light Bulb in Ele... !Engmeenng Deckard, Rick
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S asgard

Learning Portal

Asgard Desktop

Complete Follow-Up Work Orders

Follow the steps below to complete the Follow-Up to a Standard Work Order. Follow-Up work orders can only be
completed in the main Asgard Desktop app. For assistance with managing work orders, please contact
support@asgardsoftware.com.

Step 1: From the Work Orders drop-down,
open the Active/Follow-up screen.

File  Organization

Directory  AccountList Expense Search | Locations »

File Organzation Site  Facilities Tools Help

Site  Fac

Step 2: Highlight the work order and double-click or click the

Follow-Up button.

cilities  Tools  Help

Bssets + Work Orders v PM « Inspections ~  Supply Chain ~ Billings ~ Cleans =  Incidents ~ Project =

WeicomePage  Active Work Orders Follow-Up |

Directory = Account List Expense Search Locations » || Work Orders »| PM = Inspections ~  Su View Assign/Reassign Unassign Pause Stert Complete Cancel [ Show Future ltems [] Show Suspended ltems | Clear Filter Print ~ / Hide Follow-up |[] Alel
T ! on Filtet Clear Location Filter
Welcome Page Create Work Orders  Ciil<F1 Sekt Lo TR
[ AdivelFollowup  Cul-F2
F’.ECEI’W‘)‘ . p‘ﬂEd Ctri=F3 Aging . 5nus£dr o Location Work Requested Assigned To Resporse Time Priority « Reported By Department R
&, asgard ' s . : Tk ‘
AA Cut-F4 ]
Staff On-Shift 2 C DUE 120034 Unit 226404 (2 Bdrm) Repair Sink - Clogged Jmenez_Asgard, Jadde Lhour, 37 mins. High Guest Engineenn; ] Be
B 120035  Unit #12100 {2 Bdrm) Repair Dryer - Mo Heat Hoover, JonE 1hour, 49 mins Medium Staff Engineering ]
Add Tools Dashboard = T 120105 Unt#2202(2Bcm)  Clean Broken Class. \Wales, George s7mns Critical Guest Housskesong 1)
Auto Assign Rules 5 Work Orders
View] Follow-Up | Clear Fiter Print +
Work Requesied Follow-UpTime 77| Reported By N | Type Depariment Completed At | Response Time | Enlesed by

D Locaiion /

120113
120100

Urit £20210 {2 Bdrm)

¢
TP
—

Unit #1104 (1 Bdrm) | Dediver Bath Towel

Pests Inside Villa 13 mins

If your property or department does not make
follow-up calls, click the Hide Follow-up button on
the top right of the toolbar. Your screen will only
display incomplete active work orders.

Step 3: When the Follow-Up dialog box opens, you will see:

e Location and Guest Name

Follow-ype Detver Bath Towel, chiieis. B X » All Completed Tasks for the same
\Locu.um: | it #11104 (1 Bdm) location . .
et Name: [WOLF e Any Comments or Plcture‘s (double click
on picture icon to enlarge image)
' Vo G : ¢ Pending or In-Progress Work
= == e A e + The drop-down menu to select the
2 - E:”:"‘::R" e o Action for the Follow-Up
« The option to add a Comment under the
— selected Action, if needed
Date Comment By Pichure \ -
¥ | 2/28/... ' Found fridge daor ... Perez, Gabi N
@, @, X [Drag-Pan | Rubber-Band Zoom Magnifying Glass
Pending Work (In-Progress)
Agng Name At Responge Ti... Summary
v [IIECE Clean Foor - Soill | wet Wed 2/2.

/

Comment: [Spoke wih Guest
Texted Guest
Left Message

| No Folow Up Required

Cancel

#  Note: Your management team determines the
Action list.

Asgardsoftware.com 1
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If all of the tasks are completed to the guest’s
satisfaction...

Step 4:

Follow-up: Defiver Bath Towel , others... (] e

Location; | Unit #1104 (1 Bdm)
Guest Name: WOLF

Tasks Completed
Fai #  Name Summiary Exira Request
1 Delver Bath Towel In the man location iteslf v
¥ 1 Delver Coffee, Reguar 1 Coffee, Regular vl

Choose an Action from the drop-down
and click Complete.

P

elected Tasks

[ Cancel

If the guest is dissatisfied with the work or a task
wasn't completed, click the Fail checkbox next to
the specific task(s), all other tasks will pass.

Follow-up: Deliver Bath Towel , others... o x

Location: | Unit £11104 {1 Bdm)
Guest Name: | WOLF

Tasks Completed
Fai #  Mame Summary Extra Request
1 1 Delbver Bath Tows! In the main lcation itself i
v| W =i Deiver offee, Regar | 1 Coffee, Regular ]

Select an Action, add Comments describing the
problem, and click Fail Selected Tasks.

Adlion: | Spoke with Guest l v

: /

Faill Sefected Tasks 1

Guest received decaf coffee. not regular

C.annd

When a task is Failed, Asgard automatically generates a Rework work order, which immediately appears on the
Active Screen to be assigned as soon as possible. Ensuring that any failed tasks are promptly addressed,
allowing for guest recovery and satisfaction.

WelcamePage " Active Work Orders (Follow-Up |

View Aszign/Reassign  Unassign Pause Start Complete Cancel

Select Location Filter Clear Location Filter

[] Show Euture lkems  [] Show Suspended ttemns

Clear Filter Print = Hide Follow-up  [] 4

Assigned To Respanse Time Reperted By Department
Al a4 i ac

3 mns Guest Housekeeping
Jmensz_Asgard, Jacke 2 hours, 9 mins Guest Enginesring
Figher, Delaine 27 ming Gues! Hovsskesping
Wales, George Gmns Guest Housekeeping

& Woark Orders

Agng = | Paused D Locatian Work Requested

i [ 1ﬂ:

120115  Unt #11104 (1Bdrm)  Debver Coffee, Reguiar

120034 Unit #25404 (2Bdrm)  Reparr 5k - Clogged
GipE 120114 Ut ®11104 (1Bdrm)  Clesn Foor - Spill f Wet
B U 005 Unts202(28dm)  Clean Broken Glass
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