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Mass Assigning / Re-assigning Standard Work Orders

Follow the steps below to assign or reassign more than one Standard Work Order at the same time. For assistance with
managing work orders, please contact support@katanasoft.com.

File  Organization Site  Facilities Tools  Help

Step 1' From the Work Orders drop_down’ Open the Directory | Account List Expense Search = Locations = | Assets = | Work Orders ~| PM = Projects = Inspections

ACtiVG/FO"OW-up screen. Welcome Page ] Create Work Orders  Ctrl+F1
Active/Follow-up  CtieF2 |

4 P Recently Completed  Ctrl+F3
' Ctrl+F4

Search
Staff On-Shift
Add Tools Dashboard
i I View Sh= Aute Assign Rules ]
Home Owner Contact - New (& < || . -
A . Welcome Page Active Work Orders/Follow-Up
Step 2: YOU can Only ASSlgn/ReaSS|gn View Assign/Reassign Unassign Pause Start Complete Cancel |[] Show Future ltems Show Suspended Items | Clear Filter Print
one Department's work orders at a Select Location Filter Clear Location Filter .
time. Use the green filter bar to filter N
the WOrk Orders . Pause il;t L“;ctaﬁnn ':‘:Erk Requested Department :\;iigned To
_ 58202 Lagoon, Public Restrooms Deliver Toilet Paper Hnusekeeping -
‘ _ 58156 Unit #20101 (2 Bdrm) Deliver Crib, Deliver Bath Soa... Housekeeping -
| O sss Unit #1021 (2 Bdrm) Deliver Frying Pan Housekeeping  [GREII
‘ _ 58181 Unit #20101 (2 Bdrm) Deliver Coffee, Regular Housekeeping -
s ERE Unit #20303 (2 Bdrm) Deliver Crib Housekeeping  [GREI
‘ _ 58163 Unit #30101 (2 Bdrm) Correct Glass Presentation Housekeeping -
Step 3: Select the work orders that you want to Welwometage, Active Work OrdersfFallov Up
. L. . View |Assign/Reassign | Unssign Pause Stert Complete Cancel |[] Show Futureltems [] Show Suspended ems | Cler Filter Print =
assign by CIICkIng and dragglng your mouse to Select Ln(:mn F\Iterg arLc:maniltsr i -
. . ign/Reassign
highlight the selected work orders or you can cherry 4@
pick by holding down the Control key while youuse |, ™%, 7 e e i —
your mouse to select the work orders. Once LR Lo S s e ousekeepng |
| s Unit 20101 (2 Bdrm) Delver Crib, Deliver Bath 5o Housekeeping NGRS
selected click the Assign/Reassign button. | I s Uk #0211 (25cm) Delver ring Pan Fouseiezpng BRI
g / g = Unit #20101 (2 8drm) Deliver Caffee, Regular Housckeeping  [INGHEIN.
| sess Unit £20303 (2 Bdrm) Deliver Crib Housekeeping  [lanel
‘ | T sess Unit #30101 (2 Bdrm) Correct Glass Presentation Housekeeping  [GREIN
Note: You can only Mass I T TV M ey
. . | _mml Unit #30101 (2 Brm) AssistiHome - Set Alarm Housekeeping -
ASSIgn/ReaSSIgn 25 Work Orders ata | se1s4 Unit £20303 (2 Bdrm) Pick Up Crib Housekeeping  [INGREDY
time | S seis Unit £20101 (2 Bdrm) Pick Up Crib Housckeeping  [INGHEIN.

Step 4: The “Reassign Work Orders” box will only include team members who are on-shift in Staff On-Shift for that
department. Select an Assignee from the drop-down and click OK.

14 If the assignee is assigned a
Reassign Work Orders % x . i
mobile device, the work orders
Assign To: NI |~ will immediately be dispatched.
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