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LEARNING :
BORTAL Asgard Desktop Job Aide

Assign During Work Order Creation

Follow the steps below to assign a work order at creation.

Note: The ability to assign a work order at creation is a configuration at the site-level and permission-based at the user
level. For assistance with work order creation or assigning, please contact support@katanasoft.com.

Step 1: From the Work Orders drop-down, select Create A o e o B
Wo rk Orders. Directory | Account List Expense Search | Locations = | Assets » || Work Orders | PM = Projects = Inspections
" Welcome Page | Create Work Orders  Crl+F1
/ Active/Follow-up  Ctrl+F2
g Recently Completed  Ctrl+F3
Search Ctrl+F4
PN Bk Staff On-Shift
Add Tools Dashboard
’mw e v_-_r_.-f_} Auto Assign Rules
e w—o all

L

Note: 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 and using the Tab and arrow keys on your keyboard.

Li Asgard -- Sunset West (Sunset Vacation Resorts)
Step 2: Enter the location. Asgard will begin filtering the (Tt ot A S e

avallable ChOICGS as you type Use the arrow keys to Directory | Account List Expense Search | Locations = | Assets = | Work Orders = PM = Proje
Nelcome Page__/:' Create Work Order |

highlight the correct location, and Tab. o, A

Location: |321i}|
it
Unit #23210 (2 Bdrm), Kitchen
Unit #32101 (2 Bdrm Hearing .Impairecf)
Unit #32101 (2 Bdrm Hearing Impaired), Kitchen
Unit #32102 (1 Bdrm)

Scheduled For:

Step 3: Select the reporter in the Reported By field, and enter the reporter’s name.

Directory | Account List Expense Search | Locations v | Assets » | Work Orders » PM ~ Projects » Inspections » Supply Chain = | Cleans ~

“Welcome Page,“". Create Work Order |
New Blank Work Order

Location: |Unit #2302 (2 Bdrm) /
Reported By: || Staff

Reported By Guest: | | Staff Name:

Scheduled For: Follow-up Reguired [ ] Red Exclamation
denotes a required
COcoupied Status field
Pécﬁﬁiéd State: | Not Oceupied V|I Guest Name; |

’ Note: If your property has an interface between Asgard and your PMS system, the Guest Name and
Occupied Status will populate automatically.



Step 4: If the requested work is for the future, update | WelcomePsge  CreateWorkoOrder |

. Mew Blank Work Order
the Scheduled For field.

Location: |Unit #32103 (2 Bdm)

Reported By: | Guest | Reported By Guest: [MANGONA
Bill To: | Primary Cwner of Unit |

Scheduled For: | 5/13/2019 .13 AM B~ | Falowp Beguiee

Step 5: In the Tasks field, type the keyword for the request. Select the desired task and Tab. Fill in the requested fields:

e Extra Request (HSKP tasks, only)  Welcome Page,* Create Work Order |

Mew Blank Work Order

e Sublocation (where needed)

Location: [Unit #32103 (2 Bdm)

e Quantity (if applicable) Reporte By: | Guest | Fopoted 8y Gued
e Notes — any additional information that the associate may e
Scheduled For: | 5/13/2019 10:13 AM @~
need to complete the work order Gocupied Stats
Occupied State: |Occupied o| GuestMame: [ ]

Add as many additional tasks as necessary for the same location.

Event:  [No Event] v
Asgard will automatically separate the tasks by which department —
W|I| C0mp|ete each task. |DelwerEalhTuwel{Exchange)-De{ivery{HuusekeeD\ng)
Priorty: | High ~ Exira Request | Mo v

Notes: |Pemmission to Enter w/o Knocking - Guest at Pool

Step 6: In the Assign To field, type the appropriate assignee name or choose from the drop-down.

Tasks

‘De\iver Bath Towe! {Exchange] - Delivery (Housekeeping)

Priority: H|gh ~ Exira Request | No v

\otas: ‘Panmssion to Enter w/o Knocking - Guest at Pool

Assign To |-‘

Johnstone, Andy ~

Type here to add 2 Jones, Teresa

Kent, Emilia

Paul, Pam

Perez, Gabi
Schwammer, James
Test, Sherri

N

Kabala, Katie

Note: The drop-down list is filtered for users who are On-Shift for the department that should complete the
task.

Step 7: Once you have filled in the required fields and assigned the task(s), Tab to the Create Workorder(s) button and
press Enter.

Notes: |Permission to Enter w/o Knocking - Guest at Paol

Assign o [Paul, Pam |-




