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Asgard is a fully integrated, customer-centric
property management platform developed by Asgard
Software. This facility and resort performance
optimization platform is built with integrated modules,
including Work Order management, Preventive
Maintenance, Inspections, Projects, Guest Incident
management, Assets and Reserves, and much more.

Asgard is designed to capture and report actionable
data trends and promotes excellent customer service
for Owners, Members, and Guests. Your Annual
Service Agreement includes ALL features and
benefits!

ASGARDLEARNINGPORTAL.TALENTLMS.COM/KNOWLEDGE-BASE


https://asgardlearningportal.talentlms.com/knowledge-base

Logging In

Type in your

A asgard
provided 44
User Name .
Log in to your account
Welcome bock! Please anber your dataills.
Username
asgardusernams
Possword
Enter
your ) FEFEESIEEEEEEEE
Password Remember me [
AONCE
Fongot My Fa ofc ontact L
/ Asgard Version 2.33.0
Click here 07-2024 Asgard Software, Inc.
toreset
Scan for detailed Password your
Reset instructions Password Check box for
. Asgard to
El R <
; e remember Need help?
o Ca s 2 your Username.
X : Just enter your
=] e 1} password
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Welcome Page Overview

@ Asgard -- Sunset West (Sunset Vacation Resorts)

File  Organization Site  Facilities Tools Help

Directory | AccountList Expense Search Locations = Assets = | Work Orders = PM = Inspections = Training/How To...

Supply Chain = Billings = | Cleans =  Incidents = Project =

¥

Welcome Page

A
S asgard 2 3
Add Tocls Print Refresh Close
7 pm—— aac s EE -
1 Occupancy:  100% Asgard Software
Checkouls: 15
Amvals: 13 New look for Asgard!
Owner Amivals: 8 .
e A unified & refreshed brand now appears on
As of 11712022 AsgardMobile, Desktop & new website.
N HE8 .
== Need Help? Team Asgard is Here. 4
3
Current Pool, Spa and Sauna ~
Availabili 24/7 system Emergency Support Colenda =] -Nx|
Contact Now 4 March 2024 4
« Clubhouse Roman Soaking Tub is ’\- A24-00-SaR | | sum Mon Toe Wed Tho Fi st
operational 25 26 271 28 29 12
+ Womens Steam room is operational = & e e 3 4 5 & 7 8 9
» Plaza South Indoor, Plaza North Weather ~l=]x| v 1T 12 13 14 15 18
Indoor and Outdoor . . . L R I
« Clubhouse Fitness Center is Closed Switch City Change Units Refresh | 214 2.5 26‘- 27 ESI 2;9 3[_:'
until further notice Long Beach, CA, US — Torl.ay: 33172004 "
Today Tomomow Tuesday Wednesday Thursday
nﬁ A, A, Aa \, v
y - / i ¢ / ¢ .
T < “"i s 3 g .
y A ~ ” < - - ’ -
5 % * 5 ~ r!{ 5 -~
Hi61F Hi64 F HITOF HiG3F HiG1F
Lo51F Lo52F Lo S54F Lo S3F Lo 52 F

1. Personalize your Welcome Page by adding additional tools, using the Add Tools button

2. Site News or Asgard Updates will be posted in the News or Asgard News Tools

3. The downward arrow icon will give you settings options or information about the tool, the dash icon will

collapse the tool window, and the X icon will remove the tool from your Welcome Page

4. Click on the blue tool header to drag and drop to another place on the screen

5. Adjust your Weather to your locale with Switch City, view the Extended Forecast, or Change Units (°C or °F)
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Creating Work Orders

Scan for detailed instructions
on how to Create Standard
Work Orders

] Asgard -- Sunset West (Sunset Vacation Resorts)
File Organization Site  Faciliies Tools Help

Directory  Account List Expense Search  Lecations ~ | Assets = Work Orders ~ PM ~ Inspections = | Supply Chain = Billings ~ | Cleans = Incidents ~ Project ~

Welcome Page .~ Create Work Order
Mew Blank Work Order

X

Training/How To...
v

Refresh Lists  Close

1 =Y Location; [Une #1101 (1 Bam) -
Repotted By: Guest v| Guest Name: [JACKSON
/Schcouled For | 3/31/2024 1:13PM B
2 Occupied Status
Occupied State: | Not Occupied Guest Name:
3 Event:  [No Event]
/ Pending and Recently-Completed Work in Unit #1101 (1 Bdm)
i
Stafus Work Feguested Department Guest Name
+ . o 0 . | - | e
5 Incomplete Repair [ Replace Wallpaper Engineering  JACKSON
Complete Deliver Bath Towel (Exchange) Housekeeping | SMITH
\ Tasks:
6 Dieliver Coffes, Regular - Delvery (Housekesping) H Remave
Priaiity: | High Exira Request  Yes w
hem: :Cuﬂce,Reguar ) Qty: 35
7 H MNotes: :'{no:k softly, baby sleeping
Assan To: | [hobody]
[ W | -
Create Workorder(s) Clear
1. Enter the Location fOr the WOIK OFTEr .. ... uiiieeieiieee ettt e eete e e e sttt e e e s sareeesesssrbaeessssssssaessnnnsens []
2. Indicate whether the Work Order is Guest or Staff REPOITEQ.............uuueevieeeeieeeeecccereeee e []
3. Work Orders can be generated for @ futUre date.......uuiiie ittt e e are e ]
4. Pending and Recently Completed Work Orders for the last 14 days in the same location..................... L]

5. Type in a Keyword t0 SEArCh fOr @ TaSK ... i e e e e e e e e e e e e e enanaaaaaeeas
6. Select if Extra Request and enter the Quantity if needed
7. Add notes if applicable. Never add additional work in this field

8. Add as many tasks for this location, for any department, as needed. Asgard will generate separate
WOrK Orders aUtOMAtICAllY....ccouviiiiiiiieeeeeeitee ettt ettt e et e e e e sttt e e e e ssssbteeessssssbaeesenssseaessnnsees []



Active Work Orders

Notes

Scan for detailed instructions
on how to Manage Standard
Work Orders

@ Asgard -- Sunset West (Sunset Vacation B - a x

File  Organization Site  Fa S 2
Directory  Account List Locations =  Assets ~ WorlNygders = PM = Inspections = Supply Chain ~ Billings = Cleans = | Incidents ~ Prgg Training/How To
T ers [ Follow-Up
View Assign/Reassign Unassign Pause Start Commplete Cancel ] Show FutuMgems [] Show Suspended ltems | Clear Filter Mhint = Hide Follow-up | ] Alert Messages [ Alert Sounds  Refresh Close

Welcame P

Select Location Filter  Clear Location Fitte

i) Location ‘Work Requested Assigned To Mobile Receive Delay Response Time Priority Reported Department Reported By Name
- g Qe o 0 0 ‘o o g
120685  Unit #28104 (2 Bdrm) Repair Distwiasher - Mot Working Hoowver, John E 29 mins Critical Guest Engineering MITCHELL
120756 Unit #1101 (1 Bdrm) Repar [ Replace Wallpaper Hoowver, John E 1hour, 31 mins High Guest Enginesring JACKSON
120757  Unit #1104 (1 Bdrm) Delver Bath Towel George, Bab 25 mins High Guest Housekeeping WILSON
120759  Unit #1102 (2 Bdem) Delver Bath Towel (Exchange) Perez, Gahi 2 mins Hgh Guest Housekeeping Fulmer
120666  Unit #32412 (2 Bdrm) Repar Celing - Leaking Lemaon, Amanda 18 mins Hagh Guest Enginesring PERRY
4

1. Use the Assign/Reassign and Unassign buttons or the Assign To column to update Work Orders

2. The green bar at the top of any grid is a multi-level filter bar. Remember to clear your filters by clicking the
Clear Filter button, which clears all active filters at once

3. Aging status key and Work Order Priority:
- REWORK: Work was either not completed or the guest was not satisfied; top priority
- OVERDUE: The time expected to complete the work has exceeded brand standards; high priority
- : At least halfway through the time it should take to complete the task (10-20 or 20-40 mins)
- OK: Newly created

4. Work Order font key:
- Grey: Work Order has been assigned to a user with a mobile device but has not yet been acknowledged
- Standard Black: Assignee has acknowledged the Work Order, and the Mobile Receive Delay time is visible
- Bold: Assignee has started the Work Order; indicates where the assignee is currently working



Work Order Follow-Up

B Asgard -- Sunset West (Sunset Vacation Reserts) - o B

File  Organization Site Facilities Tools Help
Directory  Account List Expense Search | Locations »  Asgets +  Work Orders + PM ~ Inspections »  Supply Chain » Billings + Cleans ~  Incidents ~ Project = Training/How T¢

Welcome Page Active Work OrdersFollow-Up
View Assign/Reassign Unassign Pause Start Complete Cancel |[] Show Future ltems [ Show Suspended ltems | Clear Filter Print » Hide Follow-up  [] Alert Messages [ ] Alert Sounds  Refresh  Close
Select Location Filter Clear Location Filte e
Follow-up: Deliver Coffee, Regular, others... O x
Aging a Paused I Location Work Requested

-

E o @ 0 | Location: |Uinit #1101 (1 Bdm)
U 120555 unit=28104(26dm)  Repar Dshwasher - Not Workng
| Bl 1075 unt=1o1(i8dm)  Repar /Replace Walpaper

O -
| /@
=
5

]
=]
i
L

Guest Name: [JACKSON

L 20757 it #1504 (1 5dm) Deliver Bath Towel

: Tasks Completed
[l 207 it #1102 (28dm) Deliver Bath Towel (Exchange)

= Ne: e

120655  Unit #32412 (28drm)  Repar Ceiing - Lesking Fail # Mame SUMMAF Exftra Request

1 Delver Coffes, Regular 1 Coffee, Regular

a

1 Repair [ Replace Walp In the main location itself

& Work Orders \ Comments
View [Follow-Up || Clear Filter Print ~ Date Comment By Picture
D Location | Work Requested Follow-Lip Time. Reporizd By I‘IJ
Follow-U |
120757 Unit#1104 (1 Bdrm) Deliver Bath Towel 4 mins WILSON | Pending Work (In-Progress)
120761 Unit#1104 (1Bdm)  Deliver Coffee, Regular ONES A . N = = - _
20763 Unt#1101(1 Bdrm) * Deliver Coffee, Regular 15 mifte S gng Name t esponze Time  Summary

— Action:  Spoke with Guest w

Comment:

=

When a Guest Reported Work Order is completed, a Follow-Up Work Order is created. This starts a new

clock for completing the Follow-up. The Follow-up call should be made within 15 minutes of completing the

__Scan for detailed original Work Order.
instructions on how to

C°m\5’v'§§§ 5?22!2‘“" Double click on a Follow-Up Work Order for the completion window:

- Once you have selected a Work Order, it becomes locked so no one else can select it

- If all of the tasks are completed to the guest’s satisfaction, leave all of the Fail checkboxes blank
- You are required to select an Action as indicated by the red exclamation balloon

- Add a comment, if necessary

- Click Complete



Rework Work Orders

0?&% Follow-up: Deliver Bath Towel (Exchange) , others... O o

Location: |Unit #1101 (1 Barm) |

1 Guest Name: [JACKSON |
\ Tasks Completed

Fai # MName Summary Extra Reguest
1| Deliver Bath Towel (Exc.. 1Bath Tows
1 Deliver Coffee, Regular 3 Coffee, Regular v

3 4 1 Repair Faucet - Leaking... In the main location itself
Comments
Date Comment By Picture

Pending Work (In-Progress)

2

Action: | Spoke with Guest 4 v

@ Asgard -- Sunser West (51 Comment: |Faucet stil leaking| - 5 ”
File  Qros - A
Directory | &3 < B L | Teaining/How Ta...

ctive =

Moo - Fai Selected Tasks Cancel £ -
View Assign/Reassign  Unj 8lert Sounds  Refresh Close
Select Location Filter  Clear Location Filtsr |

Locaton Work Requested Assgned To Mobile Receive Delay  Department Aesponse Time Priarity = | Reparted By Type

0 0 ] 0 B 0 L 0

Unit #1101 (1 Bdrm) Repar Faucet - Leaking (Time & Materiag) Figher, Delane Engnesring 5 mins High Guest Repair / Replad
Uinit #1102 {2 Bdrm) Deltver Bath Towel (Exchange) Perez, Gabi Haousakeeping 3 hours, 14 mins High Guest Delrvery
Unit £32412 (28cdm)  Repair Ceiing - Leaking Perez, Gabi Ergresring 2 hours, 58 mirs Hgh Guest Repair | Replad
Uit £1202 (2 Bdrm) Repair Drain - Clogged Burtor, Jehn Erginesring 2 hours, 43 mirs High Guest Repair | Replad
Uit #32115 (2 Bdm) Deliver Sath Towel, Deliver Comfort Pilow, Deliver Crib | Bolard_Asgard, Nicole Housekeesing 30 s High Guest Delivery

Scan for detailed
instructions on how to

Comvri/'etﬁ gOgOW'UP 1.If the guest is unhappy with the work or a task wasn’t completed, click the Fail checkbox. All other tasks pass
or raers

2.Select the Action that reflects your follow-up

3.Add Comments describing any guest feedback or next steps needed, if necessary

4.Click Fail Selected Tasks if any tasks were unsatisfactory

5.0nce a task is Failed, a Rework Work Order is automatically created and will appear in the Active Work Orders
list to be assigned immediately




