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Step 1: Tap My Work Orders. =3 Step 2: Blue banners divide

¢ Back My Work Orders %S

Supertypes:
A o Standard Work Order (4)
« Standard Work Orders
A A £ 2pair - Leaking . Inspect|ons
One Valley Lodge Unit #2103 (1 Bdrm) « PM's

Delaina Fisher Uccupied

MY WORK ORDERS

Sorted by Priority
82359: Repair: TV / Television (AT)

Unit #1301 (1 Bdrm)
Not Occupied

e (of [eaum] . Black : Rework Status

Unit #1302 (2 Bdrm)
Red Circle indicates the number of work Occupied Yellow : Due Status
orders assigned to you. Reported By: Guest (High

And by Status

S Green : OK Status

Unit #1209 (1 Bdrm)
Not Occupied

MY WORK ORDERS =0

Step 3: Work Order quick view shows: Step 4: Tap on a Work
« Work Order ID Order to open it and
« Task Name view more details. 09 (
e Location « Comments @
* Reported By « Work Order Details .
o Sublocation i

Unit #1301 (1 Bdrm)
< My Work Orders

Not Occupied

(Started)

Icon Definitions

(Medium

Unit #1302 (2 Bdrm)

Entered by: Fisher, Delaine e Create a hew
Occupied Exp Start: 12/16/2025 12:37:01 PM Standard Work Order

Due By: 12/16/2025 12:57:01 PM

Reported By: Guest [High) Over Due By: 12/16/2025 1:17:01 PM
(Not Started) :. @ Description Assign/Reassign
(permission based)
Best Practices: = Eigi;gr?lif::;fesher- Leaking - In the main
* Guest reported Work Orders designated Leaking from bottom g o Start Work Order
in red take priority over reported
designated in green. Compieted
» Rework is top priority, and Overdue Work o
Orders take priority over or Ok, pera
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