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Creating and Saving a Search Query

Asgard Desktop Job Aide

Follow the steps below to create and save a work order search query. The steps below can be used to search for and save
Standard Work Orders, PMs, and Inspections. For assistance with work order queries, please contact

support@katanasoft.com.

Step 1: In the Work Orders drop-down, select =
Search.

Organization  Site

Facilities  Tools Help

Directory | Account List Expense Search | Locations = | Assets = || Work Orders =| PM = Projects = Inspections =

- Welcome Page Create Work Orders  Ctrl+F1
r— Active/Follow-up Ctrl+F2
Recently Completed  Ctrl+F3
5 - y Comp

Search Ctrl+F4
Staff On-Shift

Add Toels Dashboard

‘hu’rd View = = Auto Assign Rules

sl

Step 2: In the top half of the screen, use the following fields to select your search criteria:

Welcome Page -~ Work Order Search ]
}? Search Now  Clear Search Criteria | My Queries + Save in My Queries | Import/Export + Reports +
[ ] Keywords: ot | n | Name/Descrption - Is Rework: | Ether -
Locations: | | Clear
Entered by: [[Anyboy] |~ Assigned To:  [[Anybody] v -~
Status: ‘Complete P Reported By: | [Arnybody] v
Follow-up: | Any oo Occupied State: | [Any] w Suspended: | Either w

e Keywords

e Locations — use the Ellipses button to select
e Is Rework

e Entered by

e Assigned To

e Status — defaults to Incomplete
e Reported By

e Follow-up

e Occupied State

e Suspended

@ Note: The ID field is used to search for a specific work order.
If you know the ID and are searching for only one work order,
enter the ID and click the Search Now button. All other fields
can be left at the defaults.

Welcome Page .~ Work Order Search

7 Search Mow  Clear Search Criteria | My Queries = 3

Locations:



mailto:support@katanasoft.com

Step 3: In the Advanced Search Criteria section, add additional criteria as needed

— | Advanced Search Criteria
Priority From: | Critical e e Types:
. Dz O To: D2 O :
Expected to Start From: [ > | Days Ago o: ] 03| DaysAgo [JFrort Office
From Tme: [(J1140AM @~ | to [[J1140AM @~ ] [ 5afety & Security
[[JHousekeeping
l Completed From: 9015-| Days Ago | 3/26/2019 | To 015 Days Ago | 6/24/2019 -~ [IPEXPT
Fom Tme: [(J11:40AM @~ | to [J1140AM @] Ef:'es & Marketing
[ Include Future Scheduled ftems Includes an "Extra Request”: | Ether ~

e  Priority From

e Expected to Start From or Completed From date range

e Include Future Scheduled Items

e Isthe work order task an “Extra Request”
o Types - the Department completing the work

L 4

pull).

Step 4: Once you have entered all of your search criteria, click the Search Now

button in the upper left.

A list of all work orders matching the criteria will populate at the bottom of the

Note: Leaving the dates unselected will return all matching work orders in Asgard (which can be a large data

‘Work Order Search

My Queries -

Welcome Page

Search Mow | Clear Search Criteria

ID: |:| Keywords:  |toilst
Locations:

screen.

ltems Found

View ltem Assign/Reassign Mass Edit Mass Incomplete Delete | Clear Filter (i Summarize/Chart Results PrilResults -

Aging | ID Status Entry Date Location Request A | Assigned To Completed | Department Expected Start Last Assignmen

~ E

57622 Complete 4/15/2019 8:03 AM Unit #23301 (2 Bdrm) Repair Toilet - Clogged Edwards (KATANA TEST),. 4/152013 8 Engineering 31220191230 PM 4/15/2015 8:02 AM
57876 Complete 662019 11:40 AM Unit #12200 (2 Bdrm) Repair Toilet - Clogged Johnstene, Andy B/6/2019 11:. Engineering 6/6/2019 11:40 AM 6/6/2019 11:40 AM
57877 Complete 662019 11:41 AM Unit #12200 (2 Bdrm) Repair Toilet - Clogged Hamp, Josh 6/6i2019 11:_ Engineering 6/6/2019 11:41 AM 6/6i2019 11:41 AM
57748 Complete 5i82019 2:45 PM Unit #32303 (2 Bdrm) Repair Toilet - Clogged Edwards (KATANA TEST),.. 5/1412019 10.. Engineering 511472019 10:30 AM 582019 2:45 PM
57754 Complete 5/8i201% 2:58 PM Unit #12300 (2 Bdrm) Repair Toilet - Clogged Edwards (KATANA TEST)... 5/1412019 10.. Engineering 51472019 10:35 AM 5/8/2019 2:58 PM

5 ltems

Step 5: If you are satisfied that the search is
providing the data you need, click the Save in
My Queries button.

When the Name Query box opens, enter a descriptive name

and click OK.

Welcome Page .~ Work Order Search ]

|} Search Mow  Clear Search Criteria | My Queries v| Save in My Queriesl Import/Export = Reports -~

1D: l:l Keywords: |t0ilet | in Name/De
Marne Query
Query Name: R
—>




Step 6: There are two ways to retrieve/view Saved Queries:

1. Onthe Welcome Page, click the Add Tools button, check the box for Work Order Queries, and click Add.

" Welcome Page

A

ASGARD

Add Tools Select Tools to Add ®

[] Aerts

[] Asset With Expiring Warranty
Home Owner Contact  |[] Expired Yendor Insurance

[] Find Expenses... ped
[] Invoices Without Check Numbers
[] Pending Expenses

[] Performance Standard of the Day
[ VIF Guests

[] Watched Work Orders

| Work Order Gueries

25un

sqarn
stem
blish

o[ ad || Cancel | fate ]

The Work Order Queries tool will be added to your Welcome Page. Highlight the Query and click Run This Query.

Run This Query I

Cleaning Hotline Incomplete

tical Priorty Work Orders
| [ENG Toilst WOs Last 90 Days
Future Cleaning Hotline Tasks
Toilets Done Last 100 Days

The system will open the Work Order Search Screen displaying the results of the query.

2. Onthe Work Order Search screen, open the My Queries drop-down and select the search you want to run. This
is also where you manage your Queries

Dwectory  Account List Expense Search  Locations »  Assets v+ Work Orders + PM « §
Welcome Page ~ Work Order Search L
)2 Search Now  Clear Search Critenia || My Quenies »| Save in My Quesies | Import/Export +

—_—
1D | Keywa Cleaning Hotline Incomplete —_—
| ‘ | Critical Priority Work Orders ‘— Cancelled Work Orders

n"]————kt Clogged toilets
ENG Toilet WOs Last 90 Days -
Ertered by {IW] , Future Cleaning Hotline Tasks M) BS;E;ET]” n tg?ﬂlaﬂ 30 da:.rs ENG

Manage Queries >

Rename Delete

Status.  Complete ! Toilets Done Last 100 Days Cwemight Wark Orders
Folowsp: | Ay | Mansge Queries e B 3te [ Supzended WO
: —_— : Wipe Site

Work Orders Last 7 Day




