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Mass—Completing PM Work Orders

Note: Follow the steps below to Mass-Complete PM work orders in the Asgard desktop application.

PM " Projects ~ Inspections ~  Supply Chain ~ Billings ~
Step 1: Open the Active PM work drop down from the PM menu tab. Selecta || Active PM Work > Audit
De partment Recently Completed Engineering
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Step 2: Select the group of work orders that you want to Mass-Complete.
View Assign/Reassign Unassign Complete Cancel Mass Actions ~ |[_] Show Future ltems  Clear Filter
Select Location Filter Clear Location Filter
Aging - ID + Location Work Requested Occupied State...  Assigned To Last Completed ‘ N .
- T - = = = ,ﬂ\? * _ Press and hold the Shift key to select
Unit #2002 (1 Bdrm) VilfUnit PM-ANN Not Ocaupied — [None] 2/25/2020 / i
i, ; : sequential work orders, or the Control
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DA key to select random work orders.
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Step 3: Assign a team member to a work order for completion. Step 4: Click the Complete button on the
Click the Assign/Reassign button. Select an assignee and click OK. main toolbar.

View Assign/Reassign Unassign Complete Cancel Mass Actions = |[_] Show Future Items  Clear
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Step 5: Tracking work time: S — O Calcuiate Dvration O Caketito Comploton
—| Set the Same Value for All Work Orders
; : 2
(1) Select Calculation Start radial button = s —E
(2) Click the Duration to radial button O cppon Dt st 71472021 1111 AN
(3) Enter the duration time or estimate L P ﬁ
N Name Started Duration Completed
(4) Click Go and AC Filter Change PM-QTR p ODOy500.15 71142021 11:11 AM |
. . . . A/C Filter Change PM-QTR 000 days 00:15 71472021 11:11 AM
(5) All times will be Updated in the yeIIow fields A/CFiIlefChaxPM-QTR OOOda:s(XHS 71412021 11:11 AM
AIC Filter Change PM-QTR 2 000 days 00:15 711472021 11:11 AM
(6) Select OK. AIC Filter ChagPM-QTR A OOOda:s 00:15 711472021 11:11 AM
A/C Filter Change PM-QTR 000 days 00:15 711472021 11:11 AM
A/C Filter Change PM-QTR 000 days 00:15 711472021 11:11 AM
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to the last 7 days.



