Ly asgard

Learning Portal

Step 1: Log into
AsgardMobile using
your Asgard username
and password

Leg into your account

Welcome back! Please enter
your login:

tejones

Note: If you don't know your
login credentials or can't
support@asgardsoftwane.com
remember them, contact us at v
support@asgardsoftware.com s opa

Step 3: The Manage Shift button is the Clock within a
blue circle and enables you to change your status from
Ready to On Break, Ending Shift, or Off Shift.

Tap the clock to open the Shift Status
screen. Select your status

A (0
aa

Sunset West

Teresa Jones_Asgard

%

DISPATCHER

Qe

WORK ORDERS LOCATION SEARCH

On Shift - Ready

On Shift - Break \

On Shift - Ending Shift

Off shift

asgard

Need Some Help?

=Je

Asgardsoftware.com 1

Step 2: AsgardMobile
opens displaying your
site and your name

Contact Customer
Support by email,

AsgardMobile
Overview - Android

A
ad

Sunset West

Teresa Jones_Asgard

% B

DISPATCHER MY WORK ORDERS

Qe

WORK ORDERS LOCATION SEARCH

Need Help?

phone, or text

» O
Ad
On Shift-Ready: First thing you do is

put yourself in On Shift-Ready status
to receive work orders

On Shift - Break
00h:01:m Ab o

On Shift-Break: Provides a courtesy
timer to let you, they system, and
front desk know how long you have

been on Break
S - )
Ad

On Shift-Ending Shift: Recommended
15 minutes before you leave for the
day, allowing you to finish up your

work
AAA. o

Off Shift: Make sure you change to
Off-Shift before you log out for the
day

support@asgardsoftware.com | (424) 203-3295
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Step 4: The four tiles allow you to navigate to different features and functionalities

A o
Al

Sunset West

Teresa Jones_Asgard

‘? | d

DISPATCHER MY WORK ORDERS

Qe

WORK RE LOCATION SEARCH

assigned to you, including Standard, PMs, and
Inspections. It's your one-stop place to track and
e complete your work orders.

[ My Work Orders - shows the number of work orders
-v

0.0 Dispatcher - is permission-based and designed to
"a grant users dispatcher capabilities and work order

management from within the mobile application.
DISPATCHER

o New Work Order - allows you to create a new
work order directly from the Home Screen

WORK ORDERS

of work orders for a specific location and

@? Location Search - allows you to search all types
provides filter options to narrow your search

LOCATION SEARCH

Step 5: The Hamburger Menu includes all of the options from the Home Screen, plus a few more, including:

aad

Good Afternoont
Home
Manage Shift
Dispatcher
Mew...
My Work Orders
Location Search
Training
Change Site
Emors
About

Logout

asgard

DEV
Version 2.32.0.20695

Asgardsoftware.com

The ability to create a Standard or Inspection Work Order by tapping
on + New...

The option to Change Site, to access your training site, or if you have
permissions for multiple sites.

About is a convenience feature that includes the AsgardMobile version
number and OS version of your device. This information is helpful if you
need to call Support.

Logout logs you out of the application but does not take you Off Shift.
Remember to put yourself in Off Shift status before you log out!
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AAA asgard AsgardMobile

Learning Portal Location Search
Step 1: Tap Location Step 2: Tap the Step 3: Type the first Step 4: Tap on the
Search on the Home Pencil to search for three characters of the Location you're
Screen. a location. location and tap Search. looking for.
A o Location Search At e Cocation Search
A A = o 0 o
Sunset West
Rts Lankir | unit #1201 (1 Barm) |

Unit #1202 (2 Bdrm) ™

i W0/2023
:‘.‘ End Entry Date Unit #11203 (2 Bdrm)
(] /82023 e Unit #11204 (1 Bdrm)

[HEPATCHER MY WORK ORDERS 1l213laisl6l7zlglalo Unit #11205 {1 Bdrm)

Done

Type

[ Unit #21203 (2 Bdrm)
o @ ) standard el e Eslalel -
e “meonn I B
W DROERS 0 S5 AR M
Status ABC Spate m

Step 5: Enter your search parameters: Step 6: Tap Search after all

parameters have been chosen.

« Begin Entry Date & End Entry Date
defaults to the last 30 days—adjust

as needed ; = 9 |-,::._|-:u-. .
0N02023 Unit #1207 (2 Bdrm)
Use the on/off toggle buttons or tap the banner | o _
headings to either select or deselect all. e
l Typa 0/10{2023
« Type: Filters for Standard Work Orders, € simtar e
Inspections,PMs or All Types 5
« Status: filters for Incomplete, L OL L
Complete, Cancelled, Expired, and - @ ) spections
Superseded @0 corpere @ wevs

Slatus

» Department: Provides filters for

Housekeeping, Engineering, Activities, etc. “m
Step 7: Banner headings will Tap the Banner to view Step 8: Tap the Reset symbol to
separate Work Orders by the work order list. reset to the default parameters.

Defaults are:
Last 30 days
Type: Standard Work Orders
Open any vyork # 2080; ADA Property Review PM-ANN $tatu|§' COTplet?
order to VIeW Last Status Date: 2/14/2023 9:31:37 Al Our epar men
details such as:  reponedsy:suit

their Status.

< Lecatien Results

h Location Results

Incomplote (8]

Complete (1) " ot e
« Notes / 2079: Air Handler PM-QTR Soesin el /' &
Cancalled (1) Last Status Date: 21142023 5:31:37 AM O ol Edit #
e Comments | aeporedey: st . =
Expired (3) e Photos # 2067 Emergency Lighting PM-MTH Unit #2011 o)
Last Status Date: 2{14/2023 3:35:52 AM B Entry Dates
Superseded (1) Reported By: Stalf
n Begin Entry Date
¥ 2059: Building Inspection (Weekday)- DLY
Last Status Date: 213/2023 4:20:30 PM 10/10/2023
Reparted By: Staff End Entry Date
h Standard B 2056: AC Unit Annual Maintenance 11/8/2023
Note: |f no results match Last Status Date: 2/13/2023 4:18:29 PM
your search criteria you E’ Inspection t:’:ﬂ:: ‘“;Lw Damaged | Broken s
. i air - Damag
will get a message Last Status Date: 12/18/2022 4:41:39 PM @ ) standara
letting you know. ‘/. M Reported By: Staff

@ ) AipMs

@ L) Inspections
Complote (2) > =

Asgardsoftware.com support@asgardsoftware.com | (424) 203-3295
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AAA asgard AsgardMobile
Learning Portal Managing My Work Orders - Android

Step 1: Tap My Work Orders Step 2: Blue banners

A o divide Supertypes
Standard Work Order (3) o Standard Work Orders

A A » Inspections

Sunset West

€ MyWorkOrders % 8 T

1179786: Repair Cabinet - Door Loose / Hinge B
Loose, Repair / Replace Door Handle e PM’s

Kayla Lanier

Unit #21207 (2 Bdrm)

Sorted by Priority
Not Occupied /
Reported By GL;E:\‘.

And by Status

Black : Rework Status
Unit #23108 (2 Bdrm)

Not Occupied

LOCATION SEARCH

Reported By: Guest (High)
Red Circle indicates the number of work _ <o Yellow: Due Status
orders assigned to you
Green : OK Status
Unit #11106 (2 Bdrm)
Occupied
Step 3: Work Order quick view shows: Step 4: Tap on a Work
« Work Order ID Order to open 'tt ‘?I”d
e Task [\lame view more details Unit #11106 (2 Bdrm)
e Location e Comments Occupied @
* Reported By « Work Order Details .
 Sublocation 2
* Notes
Unit #23108 (2 Bdrm) = Q at
Not Occupied )
Reported By: Guest (High) DETALS o eope
(Started) o Icon Definitions
Unit #11106 (2 Bdrm)
nit # 6 (2 Bdrm eported By: Staff (Medium)
[ a = Standard Work Order
Ol:CLll’Ji%‘(i Entered by: Lanier, Kayla

Assign/Reassign
(permission based)

Due By: 11/9/2023 10:10:52 AM

(NOt Started) -.0 Over Due By 023 10:25:52 AM

U Gugst reported Work Ordt_ars. .= Repair/Replace Mirror - Broken /
designated by red take priority over *= Loose - Master Bathroom
e =

Start Work Order

Expected Start: 11/9/2023 9:55:52 AM E

reported designated by green.
e Overdue Work Orders take priority
over or

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

Learning Portal

Step 1: Tap My Work Orders
rom the Home Screen.

A O
Al

Sunset West
Kayla Lanier

1

MY WORK ORDERS

Qe

LOCATION SEARCH

WORK ORDERS

Note: If you do not have the
Dispatcher permission the tile
will be disabled.

Step 4: Tap the Checkmark
to apply filters.

< My Work Orders My WorkFi... |+ | Y

Location
1202
Include Future
Include Suspended
Aging Status
- @LT
| @, OK
WL, ) Due
| ) Overdue

W, Rework

Reported By

_1;) Guest
\_,:‘ Guest Text
@) mic-stay call

) star
.

Asgardsoftware.com

AsgardMobile

My Work Order Filters - ENG

Step 2: Tap the Funnel to open
the Filter Screen.

< Back My Work Orders 82 &g

Standard Work Order (4)

118222: Repair Wall - Damaged

Unit #1202 (2 Bdrm)
Not Occupied

-0
Unit #1202 (2 Bdrm)
Not Occupied
Reported By: Guest {High)
@
-0

Unit #22206 (2 Bdrm)
Not Occupied
Reported By: Guest (High)

Inspection (1)

PM (T)

Step 5: The "My Work Order"
screen will now display only the
desired work.

¢ Back My Work Orders 8 5§

Standard Work Order (2)

118222: Repair Wall - Damaged

Unit #1202 (2 Bdrm)
Not Occupied

Unit #1202 (2 Bdrm)
Not Occupied
Reported By: Guest (High)

Inspection (1)

117328: Air Handler QTR

Unit #1202 (2 Bdrm)
Not Occupied

Unit #1202 (2 Bdrm)
Not Occupied

A

Step 3: Choose the desired filter
parameters.

TIP: Tap the banner heading to
select/deselect all.

ors My Work i, o (O

Localion

1202 I

Aging Status

@ ) Rework

Reported By

B ) Guest
) -

. ) Guest Text

{3 !_ ) Mid-Stay Call

s. ) Staff

IMPORTANT: Filters will persist
until you Exit the My Work Orders
Screen or tap the Reset Button.

&£ My Work Orders My Work Fi... \/ e

Location

1202
Include Future

Include Suspended

Aging Status

:f‘ N/A

19 '¥J,:‘ oK
@) Due

) Overdue

L Rework

Reported By

{0 ) Guest
LJ Guest Text
i t/‘ Mid-Stay Call

8 ) staff
h.

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

Learning Portal

Step 1: Tap My Work Orders
from the Home Screen.

A o
Al

Sunset West
Kayla Lanier

1

MY WORK ORDERS

Qe

WORK ORDERS

LOCATION SEARCH

Note: If you do not have the
Dispatcher permission the tile
will be disabled.

Step 4: Tap the Checkmark
to apply filters.

< My Work Orders My Work Fi... | 4 C'

Location
1201
Include Future

Include Suspended

Aging Status

| N/A

L/

) OK

W,

| Due

W,
L ) Overdue
\ ) Rework

Reported By

L) Guest

\ ) Guest Text

) Mid-Stay Call
) staff
|
Asgardsoftware.com

AsgardMobile

My Work Order Filters - HSKP

Step 2: Tap the Funnel to open
the Filter Screen.

< Back My Work Orders &

Standard Work Order (4)

Deliver Hair

Unit #1201 (1 Bdrm)
Not Occupied

Reported By: Guest (High}

118251: Deliver Coffee, Decaf

Unit #1201 (1 Bdrm)
Not Occupied

Reported By: Guest Text (Critical)

-
Unit #32302 (1 Bdrm)
Not Occupied
Reported By: Guest (High)

a0
Unit #23206 (2 Bdrm)
Occupied
Reported By: Guest (High)

a0

Step 5: The "My Work Order"
screen will now display only the
desired work.

< Back My Work Orders %8

Standard Work Order (2)

118224: Deliver Hair Dryer (HSK)

Unit #1201 {1 Bdrm)
Not Occupied

Reported By: Guest (High)

118251: Deliver Coffee, Decaf

Unit #1201 (1 Bdrm)
Not Occupied

Reported By: Guest Text (Critical)

Step 3: Choose the desired filter
parameters.

TIP: Tap the banner heading to
select/deselect all.

< My Work Orders My Work Fi... «/ c

Location

|1201 |

Aging Status

) N/A

-

) ok

W,

L. ) Due

") overdue

\_ Rework

Reported By
| ) Guest
.

& ) Guest Text
\_/

@ ) wmid-Stay Call
S

[) statf

IMPORTANT: Filters will persist
until you Exit the My Work Orders
Screen or tap the Reset Button.

< My Work Orders My Work Fi... s/ c

Location
1201

./
W,

L) Overdue

. Rework

{1 )ocuest
| ) Guest Text
_ Mid-Stay Call

L ) Staff

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

Learning Portal

Step 1: Tap the
Work Orders tile.

A
ad

Sunset West
Kayla Lanier

AsgardMobile

Create a Work Order (ENG) Android

Step 2: Tap Select Location.

< Work Order

.I

DETAILS

Q@ Location

SELECT LOCATION

Enter at least 3 characters.
Select “Search”. You must

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 (3)

tap on the selected location.

]
u Expected Start: 11/27/2023 7:34:38 AM
Q| 120 X Guast:
MY WORK ORDERS Ad i ]
Location Search DETAILS
Tal
) Q 120 X :
e " L Complete ’ I
[unit #1201 (1 Barm) | Unit #1201 (1 Bdrm)
Unit #1202 (2 Bdrm 9jo EX| Reported By: StafffFisher, Delaine (Medium)
WORK ORDERS LOCATION SEARCH 303 B Naolp e} I

Assigned To: Lanier, Kayla

als|difiglh]ilk]!
Tasks: Deliver Hair DryeNHSK)
Bl z | x|clv|b|nj|m|Es

:P‘ Tap to open and view
T work order specifics

Step 5: Add Sub-Location Step 6: Tap Create.
using the search bar or

scrolling through the list.

Create Location Task
Q Sub-Location

DETAILS The name of the | Di Ol

user entering the - «
Dining Room

work order will
Reported By

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

< Work Order

< Work Order CREATE

.I

DETAILS

Q Location

Unit #1201 (1 Bdrm = .
automatically
popuiateinthe  CITINEE——
Guest | Staff field. —
|chlncc dining room chair - leg broken | .
Reported by Guest Tap‘the apprOprlate
A Assignment button.
Occupied Cancel
\ Work Order Self Assign
In the Notes field, add Quantity SalaEsE?
A " . -assign
Tap New Task. and/or additional information ' - _
as needed' @ Self-Assigned
Create Stock Item Task = ol =
B Stock Item Tasks
Add keyword(s) Q. chair X Stock Item SucceSS! Tap OK'
to Search field, Hopal: Gl « rokenLgg - Carpertry s Chair
Tap on the Task e e e R G | Success
to select, Tap OK. o ' = : Success! Your work order has been
Asgardsoftware.com 1 support@asgardsoftware.com | (424) 203-3295
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S asgard

Learning Portal

Step 1: Tap the
Work Orders tile.

A O
aad

Sunset West
Kayla Lanier

u
MY WORK ORDERS

LOCATION SEARCH

‘2 ©

WORK ORDERS

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

< Work Order

.I

DETAILS
Q Location
Unit #1201 (1 Bdrm| =z

Reported By

Guest |

Reported by Guest
A

Occupied

7= Tasks + New Task

Task Search
Q. coffee |><

The name of the
user entering the
work order will
automatically
populate in the
Staff field.

Tap New Task.

AsgardMobile

Create a Work Order (HSKP) Android

Step 2: Tap Select Location.

& Work Order

o

DETAILS

SELECT LOCATION

Enter at least 3 characters.
Select “Search”. You must
tap on the selected location.

Location Search

Qo | %
Q 120 X
|\ t #1201 (1 Bdrm) |'|DDth
Unit #1202 (2 Bdrm 13 9 0
Lirlalaiz B . lilo p

S .

als]difllofhlijlkl!

Bz x[clv|ib|n|m

# English (US) . IE

Q Di

Step 5: Add Sub-Location
using the search bar or
scrolling through the list.

Create Location Task
9 Sub-Location
X

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

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

PENDING/RECENT (3)

Incomplete

Expected Start: 11/27/2023 7:34:38 AM
Guel L] »

| DETAILS
Assi,

Tash

I Unit #1201 (1 Bdrm)

Complete

Reported By:|Staff Fisher, Delaine (Medium)
Expf
Guest: SMITH
Assigned To: Lanier,

Tasks: Deliver Hair Dryer (HSK)

Tap to open and view

<
\
’ﬁ, work order specifics

Step 6: Tap Create.

& Work Order CREATE

.I

DETAILS

Q Location

Dining Reom

nit #12 1 Bdrm =

Reported By

Guest

Iﬁﬂace dining room chair -Teg broken |

ADD TASK

In the Notes field, add Quantity
and/or additional information as
needed.

Create Stock Item Task
B Stock Item Tasks

Add keyword(s) = o
to Search field, LT SIES A= CoR/mES i

Tap on the Task
to select, Tap OK. [0 o™

Asgardsoftware.com

Deliver Coffee Pot - Delivery (Housekeeping)

Tap the appropriate
Assignment button.

Work Order Self Assign

Self-assign?

© Un-Assigned @ Self-Assigned

Success! Tap OK.
sekeeping) Coffee Pot
\ |1 | Success
Success! Your work order has been
CANCEL
1 support@asgardsoftware.com | (424) 203-3295
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Ly asgard

Learning Portal

Step 1: Tap New Work Order.

A o
Al

Sunset West

Kayla Lanier

MY WORK ORDERS

WORK ORDERS LOCATION SEARCH

Step 3: Tap Take or Select to activate
the camera or to open the photo library.

You must enter a
Comment with a photo

< Work Order

COMMENTS/PHOTOS

& Comments

@ Photo

19
Enter comment:

B Take l B Select

Asgardsoftware.com

AsgardMobile
Add a Photo at Create (ENG) Android

Step 2: Select:
3 Work Order CREATE

« Location that the o
Work Order is being

DETAILS
created for

@ Location

 New Task that needs

to be completed @
» Reported By adjust Reported By
as needed
Staff
Reported by Guest
THEN
Staff

Tap Comments/Photos.
TIP: You may need to
swipe to access.

Lanier, Kayla (Housekeeping)

Occupied

+ New Task

Step 4: Then, tap Create
or return to Details.

< Work Order CREATE

COMMENTS/PHOTOS

B Photo

When your work order
is created, you will
receive a Success
message! Tap OK.

v

Success

% Comments

wall before

@ Take

B Select @ Remove

Success! Your work order has been

created.
[ox]

S
g i
g,

\

If you need to re-take
the photo, click
Remove and select or
take a new photo

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

Learning Portal

Step 1: Tap New Work Order.

[o o
ad

Sunset West
Kayla Lanier

MY WORK ORDERS

WORK ORDERS LOCATION SEARCH

Step 3: Tap Take or Select to activate
the camera or to open the photo library.

You must enter a
Comment with a photo.

= Work Order

gl
g

COMMENTS/PHOTOS

a

@ Photo

Take l B Select

Asgardsoftware.com

» Reported By - adjust

Tap Comments/Photos.

AsgardMobile

Add a Photo at Create (HSKP) Android

Step 2: Select the:

< Work Order

« Location - that the
Work Order is being

created for g

Q Location

B"

Reported By

 New Task - that needs
to be completed

as needed
Staff

Reported by Guest

THEN

Staff

Lanier, Kayla (Housekeeping)
TIP: You may need to

. Occupied
swipe to access.

4+ New Task

Clean Mirror - Cleaning (Housekeeping)

Step 4: Then, tap Create
or Details to return to the
Work Order.

< Work Order CREATE

I."-]

COMMENTS/PHOTOS

& Comments

I

When your work order
is created, you will
receive a Success
message! Tap OK.

@ Photo
[cRELE B Select

mirror before

| I

Success
Success! Your work order has been
created.

0K

If you need to re-take
the photo, click
Remove and select or
take a new photo

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

Learning Portal

Step 1: Tap My Work Orders.

A o
o Qe

One Valley Lodge

Jackia Jimenaz_Asgard

DISPATCHER MY WORK ORDERS

Tap here to open the Work Order
you are ready to complete.

Standard Work Order (3) v

Step 4: Tap Comments to add
comments/photos, as needed.

< €

o
DETAILS

Light Bulb (Replace)

Asgardsoftware.com

AsgardMobile

Action Taken - Android

Step 2: Tap on the white space
under the Action Taken header

to utilize the Keyword Filter.

« SIS

o

DETAILS

© Description

= Repair: Lighting (AT) - In the main location itself

Step 5: Tap New Comment,
enter comment and Save.

|0Id light bulb replaced with LED bult4

Tap Details button, then the
Checkmark to review.

€ € & v

DETAILS

Step 3: Type the keyword for
the action you took.

The available Action Taken
options will automatically
filter. You must tap to select
the appropriate Action Taken.

Action Taken Search

Action Taken Search

: £ £ % EO Jel
je)

F
,
CANCEL

Tap OK

Step 6: Tap Checkmark to
complete.

< Review to Complete v

70186 - Repair: Lighting (AT)

arted:

5/28/2024 11:32 AM
Success! Tap OK.
Success

Way to go! Your work order is complete!

]

1 support@asgardsoftware.com | (424) 203-3295
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AAA asgqrd AsgardMobile
Learning Portal Complete a Work Order (ENG) Android

Step 1: Tap My Work Orders. Step 2: Select a Work Order.

Step 3: Review Details Screen for

¢  MyWork Orders %8

important information.
Tap Start when you begin the work.
AAA ° Standard Work Order (2)

Sunset West
Kayla Lanier

-8

MY WORK ORDERS

(_

Unit #22206 (2 Bdrm)
Not Occupied

0
DETAILS

Unit #22206 (2 Bdrm)
Not Occupied

Reported By: Guest (High)
Unit #11109 (1 Bdrm)
o O SADDLER
k Q Occupied

Entered by: Lemus, Betsy
Reported By: Guest (High)

Reported By: Guest (High)

WORK ORDERS LOCATION SEARCH

Expected Start: 11/27/2023 7:36:19 AM
)
- Due By: 11/27/2023 7:36:22 AM

Over Due By:

© Description

Step 4: Add additional Step 5: Tap Comments, +New

Notes, if needed. Comment, to add Comments & .— Repair HVAC - Air Handler Unit - In
Photos. Once entered, tap Save. =

"~ the main location itself

What to expect

COMMENTS (1)

.= Repair HVAC - Air Handler Unit - In

- Comments

+ New Comment

Tap Save After saving your photo, you can
| Tap the Details button when Edit or Remove it by pressing and
finished, not the back arrow. holding the saved photo.
Work Order Notes

# Repair HVAC - Air Handler Unit

EDIT REMOVE|
not heating COMMENTS (1)
Heating coil replaced

& comments + New Comment

COMMENTS (1)

& Comments + New Comments

3 5:48:38 AM by

Heating coll Replaced. Heat is now working

o

o

L

Work time is automatically calculated

Step 6: Tap Checkmark

- : Success! Tap OK.
to complete. Tap the Checkmark again. P
& Review to Complete \f
< Q atv '
— 118225 - Repair HVAC - Air Handler Unit Success
o Not Occupied Bcrm) Way to go! Your work order is
e Started: Comp]ete!
11/28/2023 9:45 AM
Completed:
11/28/2023 10:06 AM
Duration:
20m
Asgardsoftware.com 1

support@asgardsoftware.com | (424) 203-3295
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AAA asgard AsgardMobile
Learning Portal Complete a Work Order (HSKP) Android
Step 1: Tap My Work Orders.

Step 2: Select a Work Order.

Step 3: Review Details Screen

for important information.
<B My Work Orders @ 55 Tap Start when you begin the
a ° work.
A A Standard Work Crder (2)
Sunset West
Kayla Lanier

Unit #1204 (1 Bdrm)

DETAILS
Occupied
Reported By: Guest {High)
2o
Unit #1204 (1 Barm)
Qccupied
Unit #11104 (1 Bdrm) Reported By; Guest (High
(X7
Mot Occupied
Ent i Kayla
WORK ORDERS
a0

Step 4: Add additional Step 5: Tap Comments, +New
Notes, if needed. Comment, to add Comments & Photos.
Once entered, tap Save.

= Clean Shower - In the Guest Bathvoom

VWhat 1o expect

= Clean Shower - in the Guest Bathroom

= Commanis

+ New Comment

&

After saving your photo, you can
Edit or Remove by pressing on
Tap the Details button when finished, the saved photo.
not the back arrow.

Tap Save.

COMMENTS (1)
Work Order Motes

5 Comments

+ New Commiant

# Clean Shower

COMMENTS (1)

- Comments + New Comment
grout neeeds to be cleaned

Grout cleaned - after

Step 6: Tap Checkmark

Work time is automatically calculated. Success! Tap OK.
to complete. Tap the Checkmark again.
Success
(1] oy 5 " Way to go! Your work order is
DETAILS 1/3/2024 3.01 AM complete!
/32024 5.01 AM IZI
Unit #1204 (1 Bdrm) :nlml :
Asgardsoftware.com

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

Learning Portal

Step 1: Tap My Work Orders.

A o
Al

Sunset West
Kayla Lanier

B

MY WORK ORDERS

@f

LOCATION SEARCH

e

WORK ORDERS

Open a Work Order.

Unit #22105 (2 Bdrm)
Not Occupied

Step 4: Select a Pause Reason.

Pause Work Order

'y

\LAssisting Staff Member

Helping Guest

Lunch/Break

CANCEL

Tap Pause.

Pause Work Order

Assisting Staff Member

If there are no Pause Reasons
listed, your organization has
elected not to allow the Pause
functionality

CANCEL

Asgardsoftware.com

Step 2: Work Orders must be
Started in order to be Paused.

:

AsgardMobile
Pause a Work Order - Android

Step 3: Tap the Three Dots to
pause the work order.

Tap the Start icon.

DETAILS
DETAILS
o Unit #22105 (2 Bdrm)
= Mot Occupied
2105 {2 Bdrm 1
Reported By: Staff [High)
Mo coupied 5 =
Reported By: Stall (High)
Entered by: Lemus, Betsy 6:50:35 AM
Expected Start: 11/29/2023 6:50:35 AM

© Description

Then select Pause to pause
work time.

.= Repair Garbage Disposal - Not
"~ Working - Kitchen

Step 5: Paused Work Orders will be
marked by the Pause symbol on
the Work Order's banner.

<_

orders can go overdue during

DETAILS

Step 6: To resume the Work
Order, Tap the three dots.

My Work Orders C B T )

DETAILS

Tap Resume.

D | Resume

Tap Yes to Confirm Resume.

Confirm Resume

Since the Pause feature only

Are YOU sure you want to resume

pauses work time, work
the work order?

the paused period.

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

Learning Portal

Step 1: Tap the
Work Orders tile.

A (o
ad

One Valley Lodge

Jackie Jimenez_Asgard

L)

DISPATCHER

AL

WORK ORDERS

LOCATION SEARCH

AsgardMobile

Create a Future Work Order - Android

Step 2: Tap Select Location.

< Work Order

.I

DETAILS

Q@ Location

SELECT LOCATION

Enter at least 3 characters.
Select “Search”. You must
tap on the selected location.

Location Search

afm |

Location Search

Q 120 X

|\,'|:r|.w Bdrm) |"h

Unit #1202 (2 Bdrm) 9jo

Unit #1203 (2 Bdrm) o p
aisidifigihijik |
Bl z | x|clv|b|n|mjs

Step 3: Click Schedule for Future Items
to create the future work order.

<« Work Order

DETAILS
#1201 (1 Bd &
Reported By
Guest
Reported by Guest
SMITH

Occupied

Occupied

10/23/2024

12:00 AM

= Tasks + New Task

The date and time defaults to
the current date.

®

Step 4: Tap on the Date or Time to change as needed.

= Work Order
o

DETAILS

t #1201 {1 Bdrm)
Reported By
Guest
Reported by Guest
SMITH
<

Occupied

Occupied

Schedule for Future ltems 1B

10/23/2024

12:00 AM

r]

Thu, Oct 24

October 2024 >

i= Tasks + New Task

Asgardsoftware.com

Next, tap OK.

< Work Order
i ]

DETAILS
t #1201 {1 Bdrm) 4
Reported By
Guest
Reported by Guest

SMITH

- 10:00:

Occupied s L
50 10
Schedule for Future Items 45 15
0 20

4

10/23/2024 v om
30 =

12:00 AM CANCEL

=GR 4+ New Task

support@asgardsoftware.com | (424) 203-3295
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Step 5: Tap New Task to
add the work requested.

<  Work Order

[ ]
DETAILS
r.g
Reported By
Guest
Reported by Guest
SMITH
Occupied
Occupied
Schedule for Future Items
10/24/2024
10:00 AM
+ New Task
Add ofdshwasher |x
keyword(s) to |
Search field,
Tap on the
Task to select, | e BN
Tap OK.

“ e

Step 8: Tap Dispatcher,
to view & manage
Future Work Orders.

A o
Al

One Valley Lodge

Jackie Jimenez_Asgard

[ ]
03

DISPATCHER

e

WORK ORDERS

LOCATION SEARCH

Step 6: Add Sub-Location
using the search bar or
scrolling through the list.

Create Location Task

Q Sub-Location

O\Iklt IX

P Notes

Guest requested to repair dishwasher after
their checkout tomorrow.

ADD TASK CANCEL

In the Notes field, add
additional information as
needed. Next, Tap on
Add Task.

Step 9: Tap the Funnel to
open the Dispatcher Filter.

< Dispatcher CRY
A
STANDARD
03 (1 Bdr

o ot &
Assist with : Fisher,
Delaine

t# (2 Bdrm - .

. Qccupied o

To include future work
orders, toggle the Include
Future button, then tap the
Checkmark to confirm.

& Dispatcher Filter v e

1201

| @ 'nciude Future

Step 7: Tap Create.

< Work Order CREATE

o

DETAILS

9 Location

Reported By

Guest

Recommend leaving Future
Work Orders Un-Assigned.

Work Order Self Assign

Self-assign?

@ Sself-Assigned

© Un-Assigned

Success! Tap OK.

Success

Success! Your work order has been
created.

Step 10: The Dispatcher
screen will now display
Future Work Orders.

<  Dispatcher CREY
.

STANDARD

@ I #1ZC T Occupied 2

g WL #l T Occupied s

Important Filters will
' persist until you change
® any parameters or tap
the Reset Button.

& Dispatcher Filter 3 e





