STANDARD WORK ORDER TRAINING WORKBOOK SPRING 2022




01 introduction
02 Logging in to asgarc

03 welcome Page overview
04 Creating Work Orders
05 rctive work orders

06 work order Follow-up

0? Rework Work Orders



Asgard

Asgard is a fully integrated, customer-centric property
management platform developed by Katana Software.

This facility and resort performance optimization
platform is built with integrated modules, including Work
Order management, Preventive Maintenance,
Inspections, Projects, Inspections, Assets and Reserves,
and much more.

Asgard is designed to capture and report actionable
data trends and promotes excellent customer service
for Owners, Members, and Guests. Your Annual Service
Agreement includes ALL features and benefits!

KATANASOFTWARE.TEACHABLE.COM/COURSES
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Type in your Asgard
provided User Name
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1 Enter Asgard Password
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User Name: |asgardusemame

Check box for Asgard to

remember your User Name.
Just enter your password

———
Scan QR Code for
detailed password . Need help?
reset instructions Click here for P
] Password reset = |
ol o . |
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Need a Hero?

b Asgard Customer Support

Mon-Fri: 7am to 6pm PDT
Weekends & Holidays: 8am to Spm PDT

‘.. 247 System Emergency Support

Phone or Text: 424-203-3295 | support@katanasoft.com | In Asgard: Help —> Contact Us

1. Personalize your Welcome Page by adding additional tools, using the Add Tools button.

2. Adjust your Weather to your locale with Switch City, view the Extended Forecast, or Change Units (°C or °F).
3. The downward arrow icon will give you settings options or information about the tool, the dash icon will

collapse the tool window, and the X icon will remove the tool from your Welcome Page.

4. Site News or Asgard Updates will be posted in the News or Katana News Tools.

03 5. Click on the blue tool header to drag and drop to another place on the screen.



Scan QR Code for detailed
instructions to
Create Standard
Work Orders

Asgard -- Sunset West (Sunset Vacation Resorts)

File %#e [Facilties Tools Help

Welcome Page - Create Work Order
ew Blank Wark Order
Location: | Unat 11205 (1 Bdm)

Reported By:  Guest ~| PRepoded By Guest: |MCCARTHY

Scheduled For: | 31872022 1233 PM @]
Ocoupted Statws

Decupied State: | Mat Occupied Guast Hame: [

\{O Pending and Recently-Completed Work in Lint £11205 (1 Bdm)
@ Status Work Requested

Department
O
Engineering

Housekeeping

A

Directory | Account List Expense Search | Locations = | Assets = | Work Orders = PM ~ Projects = Inspections =  Supply Chain = Billings = | Incidents =

Remave

Training/How Ta...

¥

Refresh Lists  Clase

=

L
Incomplete Repair [ Replace Wallpaper
Complete Debver Crib
' Tasks:
Q Deliver Cofiee. Fiegular - Deivery (Housekeeping)
an:r Coffee, Regular = LQBME — ;:: ;:J
f@-‘-ﬁﬂcﬂr Knock softly, baby sleeping
Assign To: |NDWY] j
1. Enter the Location for the Work Order...........cncncicnncnninsincn.
2. Indicate whether the Work Order is Guest or Staff Reported
3. Work Orders can be generated for a future date...........cocvcvuevuvcunenence
4. Pending and Recently Completed Work Orders for the last 14 days in the same location
5. Type in a keyword to search for a task...........cvcnninnnee
6. Select if Extra Request and enter the Quantity if needed .

7. Add notes if applicable. Never add additional work in this field

Work Orders automatically..........cecrnccnrincenincnnencnnnscnnnsesnsescnnens

8. Add as many tasks for this location, for any department, as needed. Asgard will generate separate

O OOOooOodd




Asgard -- Sunset West (Sunset Vacation -

File Organization Site  Facilip

Disectory | Account List

View Assign/Resssign Unassign Pause

Select Location Filter

Aging s Paused
v 0 8 o
"
ez
: .
a- 2 N e
B 1 108324

nse Search  Locations - | Asséd

ark Orders[Follow-Up

Stat Complete Cancel [] Show

Location Work Requested
‘0 0

Uit #1104 (1 Bdrm)
Ut 32105 (28drm)  Delver AN Cable
Unit 21301 (1 Berm)
Uit #3104 (1 Bdrm)

Work Orders -

Defiver Coffes, Regular

Diiver Todet Paper Roller
Deliver Towel Set (Exchanges)

PM = Prejects = Inspections = Supply Chain ~ | Cleans -

Incidents ~

dure tems [] Show Suspended ttems | Clear Filter Print =

0 0 O
16 mins

L hour, 16 ming

14 ming

10 ming

Mobie Recefve Delay  ResporseTime P

Show Follow-up D Alert Messages

Reported By Guest Name | Last Assignment Actual Start
0
SHITH 3342022 3:45:16 P

INI0ET 34551 FM

3/34/2022 3:41:01 PH

ARMAS IB42022 F41:45PM 3B1022

1. Use the Assign/Reassign and Unassign buttons or the Assign To column to update Work Orders.

Training/How To...

C Alert Sounds

Due Date

A 142022 3:36:02..

HIYMIT T:50:33

IHIY022 348:08.
322 3:57:19.

=
Refresh Close

Werk Time:

Hfa

M/a

MA

3 ming

2. The green bar at the top of any grid is a multi-level filter bar. Remember to clear your filters by clicking the

Clear Filter button, which clears all active filters at once.

3. Aging status key and Work Order Priority:

- REWORK: Work was either not completed or the guest was not satisfied; top priority

Scan QR Code for
detailed instructions to
Manage Standard -
Work Orders

4. Work Order font key:
- Grey: Work Order has been assigned to a user with a mobile device but has not yet been acknowledged
- Standard Black: Assignee has acknowledged the Work Order, and the Mobile Receive Delay time is visible
- Bold: Assignee has started the Work Order; indicates where the assignee is currently working

- OVERDUE: The time expected to complete the work has exceeded brand standards; high priority
: At least halfway through the time it should take to complete the task (10-20 or 20-40 mins)
- OK: Newly created



Asgaed -- Sunset West (Sunset Vacation Resoris)
File Organizaticn Sice Faclities Took Help

Directory | Account List  Expense Search | Locstions = | Assels » | Work Orders » PM = Projects = Inspections = Supply Chain » | Cleans = | Incidents = TrainingHow To...

Weltame Pags Actve Work Crders | Follow-Up
View Assign/Resssign Unmssign Peuse Start Complete Cancel |[[] Show Futurelterns [ Show Suspended lbemd  Clear Filler Print -
Salect Lecation Filber ficn Filt

Follow-up: Deliver Cookie Sheet, Deliver Towel Set , others...

o L s Lacation: [Unt #1201 (1 Bdem)

Unit #1104 (1Bdm)  Dedver Coffee, Reguiar moaver, John E Guest Name :DEW

Uit #2105 (2 Bdrm) Dorenr AV Cable Hogver, John E Torks Completnd

Unit 21301 (1 Bdm)  Dielver Todet Paper Roller - Fai ¥ Name Summary Extra Request
Urit #3104 (18drm)  Delbver Towsl Set (Bxchange)  Hars, Gabi 1 Delver Cookie Shest 1 Cookie Sheet

2 Deliver Towel Set 1 Towel Set
1 Repair Faucet - Leaking... In the main location itsalf

Scan QR Code for
detailed instructions
to Complete Follow-Up
Work Orders

View |Follew=Up| Clear Fier Prine = "\\

D & | Location \mhork Fleguested

Comments

Fodiow-Uip Tire

108319 Uit §1704 (1 Bdr) Dietrrer Colles. Regular
108411 Unit£1107 (1 Bdrm) Disdiver Coflee Filiar
108412 Unit 81207 (1 Bdrm) Fiepaer Faucel - Leakang (Time & blaterals)

Pending Work (In-Progress)
At

Summary

Response Time

When a Guest Reported Work Order is completed, a Follow-Up Work Order is created. This starts a new

clock for completing the Follow-up. The Follow-up call should be made within 15 minutes of completing the
original Work Order.

Double click on a Follow-Up Work Order for the completion window:
- Once you have selected a Work Order, it becomes locked so no one else can select it
- If all of the tasks are completed to the guest’s satisfaction, leave all of the Fail checkboxes blank
- You are required to select an Action as indicated by the red exclamation balloon
- Add a comment, if necessary
- Click Complete



Follow-up: Deliver Cookie Sheet, Deliver Towel Set , others... O

Location: | Link #1201 (1 Bdrm)
Guest Name: |DEYO

" Tasks Completed
N0 Fai & Name Summary Extra Reguest

1 Dediver Coolde Sheet 1 Cookie Sheet
* 2 Deliver Towel Set 1 Towel Set
i 1 Repair Faucet - Leaking... In the main location itself
Comments
Date Comment By Picture

p Pending Work (In-Progress)
Aging Mame At Response Time  Summary

Commert: |Faucet still leaking
/o — Hide Fallow-up [ Alert Messages [] Al
: / Fai Selected Tasks Cancel

N Tagng - Pased 1D "Lecaton | Work Requested "assigred To "Mable Recere Delay  Resporse Troe Priarity Reported By | Type Start At
o0 L 0 0 {0 0 0 O 1 3
| 103414 Uit 21201 (1 Bdnw) Pepasr Faucet - Leaking (Time & Matenials)  Valswik, Jordan S hours, 5 mins High [rT 2 Repar | Replace Fri 41 8:44
U 109323 Ut s104(18dm)  Ochver Coffee, Reguar Hogwer, John € 22houwrs, 23mns Hgh Guest Devery Th 3/31 15:30
U 103324 wnit #3104 (18dm)  Delver Towel Set (Exchangs) Haro, Gabi 22hours, lGmne  High Guest Delivery Tha 331 15:37
Ll o520 wnit=t4102 (260m)  epar Faucet - Lesking (Tme & Materisis)  Lemus, Betsy Zzhowrs, S2ming  Madum Staff Regar | Reglace Thu 331 15:01
2 - W e uossn0n(iBanm) | Delver Todet Paper Roler Harg, Gabl Zihows, Zimns  Medum Staff Dedvery Thu 331 15:33

Scan QR Code for

ingtffl(cl:ltli%(rjws 1. If the guest is unhappy with the work or a task wasn’t completed, click the Fail checkbox. All other tasks pass.
to Rework Work 2. Select the Action that reflects your follow-up.
Orders

3. Add Comments describing any guest feedback or next steps needed, if necessary.

4. Click Fail Selected Tasks if any tasks were unsatisfactory.

5. Once a task is Failed, a Rework Work Order is automatically created and will appear in the Active Work Orders
list to be assigned immediately.




