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Step 1: Tap the
Work Orders tile.

< Work Order

Q Location
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One Valley Lodge

Gabi Haro
]
v

MY WORK ORDERS
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LOCATION SEARCH

e

WORK ORDERS

asgard
Need Some Help? Q 130
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Unit #1301 (1 Bdrm)
Unit #1302 (2 Bdrm)

Unit #1303 (1 Bdrm)

Unit #1304 (2 Bdrm)

Unit #1305 (1 Bdrm)
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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
Q Location

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

Unit #1304 (2 Bdrm)

(e N
Reported by Guest

( o
Occupied

[Occupled - \

Schedule for Future Items []

+ New Task

Tap New Task.

Task Search

CQ Cof

Deliver Coffee Maker - Delivery (Housekeeping)

D)

Add keyword(s)
to the Search
field, Tap on the
Task to select,
tap OK.

Deliver Coffee Mug - Delivery (Housekeeping)

Deliver Coffee Pot - Delivery (Housekeeping)

Cancel

<
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Step 2: Tap Select Location.

Select Location

Enter at least 3 characters,
then tap Search.
Select the location.

Location Search

Incomplete

G 130
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Complete

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

Create Location Task

Q Sub-Location

@«

Kitchen

Replace coffee pot - won't turn on

LUCRERS Cancel

11 @) <
In the Notes field, add

Quantity and/or additional
information as needed.

Create Stock Iltem Task

8 Stock Item Tasks

Stock Item
Stock Item
[ Coffee Pot -
[ Quantity
q

®)

[ Set up for guest

TP

' Tap Details to
[ ]

AsgardMobile

Create a Work Order (HSKP) - Android

Step 3: The
Pending/Recent button
indicates any work orders
in the last 14 days.

[

Tap to open and view work
order specifics.

< Work Order

Incomplete -Clean Floor - Mop
&< Work Order

Assigned To:

Tasks: Clean H
B Incomplete - 82001: Clean Floor - Mop

Unit #1304 (2 Bdrm)
Not Occupied
Reported By: Staff Freeman, Edgar (Engineering) (Medium)

Details
- r

Expected Star|
Guest:

Assigned To: k
Tasks: Clean F

Pending/Recent (2)

return to your work order, not
the Back arrow.

Step 6: Tap Create.

&< Work Order CREATE

©Q Location

Unit #1304 (2 Bdrm)

Reported By ]

(o :
& Reported by Guest
IAA'AA'AIAIA";

Tap the appropriate
Assignment button.

Work Order Self Assign

Self-assign?
Success! Tap OK.
Success

Success! Your work order has been created.
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