Completing an Inspection

Step 1: To complete an Inspection on the Desktop. Open
the Active Inspections screen for your department.

Inspections - Supply Chain ~ Cleans ~ Incidents ~
[ Active Inspections » ” Audit
Recently Completed Engineering
Schedule ‘ Housekeeping
Templates Site Admin
Search All
Dashboard ]

Asgard Desktop

5

Step 2: Use filter bar to filter for the Assigned
inspection you wish to complete. Double click the
inspection to open the detail screen.

Welcome Page  Active Inspection Work - Housekeeping
New Inspection View Mass-Create = Assign/Reassign Unassign Cancel

Select Location Filter

Show Future ltems  Clear Filter

Aging
v 0

Location Work Requested

Guest Suite Inspection

Assigned To
+[)¢ Gordon, Melissa

Inspecting Work OF
‘0

| [None)

Unit #13102 (1 Bdrm) | Gordon, Melissa

Step 3: From this screen use
the convenience tools to
update the results of the
inspection.

Welcome Page Active Inspection Work - Housekeeping

Request Guest Suite Inspection

Location:  Unit #13102 (1 Bdim)

ReportedBy.  Staff Reported By Guest

. Type: Inspection Task (Housekeeping)

Occupied Status.

Inspecting the Work Of
field is where you can
add the name of the
person whose work you
are inspecting. If you
are inspecting the
quality of a location it
will show as Nobody.

OceupiedState: Not Occupied

Descripion: 64 Point Inspection to prepare for guest arrival.

Entered by Gordon, Melissa on 12/19/2022 5:18 AM

Event  [NoEvent]

Inspecting the Work Of  [Nobody]

[112968] Guest Suite Inspection®
Suspend Complete Cancel | Create Template  Reports - [N
Main  Tasks (7373, 10000%) Biling Costs Associaled Bilings Comments (0) Joumal Enties Log

£ Stas.  Complete
= Expecied Start [1222/2022 1200AM [~
Staff Name:
e DueBy: B 2/20/2023 1200 AM O~
Friohy: |Medun = OverdueBy (@ 32320231200AM [~

Guest Name:

¥
Default View Save Save/Close Print/Close Close
Motifications

Assignee:. Gordon. Melissa

LastAssigned: 1/27/2023 10:03 AM
Started: | 1/27/2023 10:12 AM

Completed. | 1/27/2023 1012 AM

Work Time: 0mins

Mobile-Received

Step 4: Your organization may
have decided to default all
task to Passed. Update the

Welcome Page Active Inspection Work - Housekeeping

[112968] Guest Suite Inspection™
Suspend Complete Cancel | Create Template = Reports - LS
Main  Tasks (72/73, 10000%) Billing Costs Associated Bilings Comments (0) Joumnal Entries Log

Edit Delete | Move Up Move Down | Select All Deselect All Change Selected Tasks to: ~

Motifications

Add/Edit Notes on Selected = MNew Standard Work Order

# | Wei | Name Status Motes Summary Extra Request?  Skip Reason
status of any Incomplete or P
H H 1 1 Furniture clean, dry, spot free and in good repair. Passed Living Room O
Fa’led tas ks by u s I n g th e 2 1 All drawers clean, empty and sealed to cabinet prope | Passed / Living Room O
H 3 1 Mirrors and pictures clean, shiny, smudge free Passed Living Room m]
dropdown arrow in the status | py e T .
5 1 Privacy doorknab card readily available Living Room (@]
CO l-u m n . [ 1 Closets equipped with adequate number of hangers, _ et Living Room O
7 1 TVs and DVD players clean and in good candition. |- 24ed Living Room 0
. . 8 1 Management approved television channel listing Passed Living Room (m]
If a task Falls’ add the fa| led 9 1 Washer and dryer in unit clean and dust free Passed Living Room (0]

. 10 1 Telephane operational, clean and with a pensmshsslie Incomplete Living Room Sl NA

reason to the Note field. 11 1 In Unit directory available, well presented Passed Living Room u]
73 T;:i.ﬁ ' - ' o .

If a task is marked Incomplete
add the Skip Reason in the
proper column.

If all tasks are defaulted to Incomplete use the Select All button, move two buttons to the right, click the
Change Selected Tasks to: button, and select Passed. Update the status of any Incomplete or Failed tasks by
using the drop-down arrow.

Main

Tasks (T3/73. 100.00%) Biling Costs Associated Bilings Comments (0) Joumal Enties Log

Motfications

| Chang

Edit Delete Move Up Move Down | Select All Deselect All
| Incomplete

# | Wei | Nome
Passed
1 Furniture clean. dry. spot free and in good repair

Failed

=] Add/Edit Notes on Selected New Standard Work Order

Summary Extra Request?

Living Room ]
Living Room
Living Room |




Step 5: New Standard Work Order button creates a work order with the Location and Reporter pre-populated. It

also notes that the work order was created from this inpsection for tracking and reporting purposes.

Main  Tasks (73/73. 10000%) Biling Costs AssociatedBilings Comments (0) JoumalEnties Log  Notifications

Edit Delete | Move Up Move Down  Select All Deselect All Change Selected Tasks to: = Add/Edit Notes on Selected i New Standard Work Order

# | Wei Neme Status Notes Summary Exira Request? | Skip Reason
New Standard Work Order
1 1 Furniture clean, dry, spot free and in good repair. Passed Living Room (|
clean, empty and sealed to cabinet prope se

Living Room

3 1 Mirrors and pictures clean, shiny, smudge free Passed Living Room O

Ste P 6: Comme nts/ Photos can wan Tases (73(73. 10000%) Biling Cosls Associated Billings [Comments (1] Joumsi Enties Log

be added on the Comments tab, | Newcommen Edit Delete | New Comment

. . Date » Comment P .
by clicking the New Comment | \ > ' O &= ¥ 5| |
button. g 1/30/2023 12:14 PM |

0
is required
| Make sure that the photo is

® saved to your desktop. Click
Browse to locate the photo
within your files.

Picture:

Cancel

Step 7: Once all data has been added, Welcome Page Active Inspection Work - Housekeeping [112155] Guest Suite Inspection™ [

click the Complete button uspendd Complete | Cancel Create Template Reports -

ain  Tasks (73/73, 100.00%) Biling Costs Associated Bilings Comments (0) Joumal Entries Log  Notifications
New Comment Edit Delete
Date =~ Comment
* = -u:
| Complete Work Ord
Step 8: Update the Complete Work | Compiete Work Order
Order dialog box with two of the three Actual Start and Completion: p——
parameters - Start time/date, Duration, Stated () Calulate 130203 7| at E 7 PM
. . s G W
or Completegl time/date. The third Dwstox O Culdei  Doye 03] Hous O Morases. ie
parameter will be calculated by the =
SyStem. Completed Q) Calcuiate 30/2023 | s 1217 PM
e
(] This work order is being backdated (set Expected Start to Actual Start)
Comment a
Step 9: Click OK to complete the work N
order. s x| | coe

H Suspend Complete Cancel Default View ;m Print/Close Close.
.
Step 10: Click Save/Close. l T
Request Guest Sue Inspection s’ Stas: Complete
il S 112200 2 Bdm) ﬂ Expected Start |10/25/2022 12:10 PM

ReportedBy. St ~  Reported By Guest StafiName: [Lanier. Kayla ~

Type: Inspecton Task (Housskeeping) ~ Priorty. Medium

Occupied Status.

Oecupieasiat: N Assignee: Lanier Kayia

Completed: | 1/30/2023 1217PM

Work Time: 4 mins
Entered by Lanier. Kayla on 10/25/2022 1210PM

Duesy @1224/2022 1210PM
Overdue By: (8 1/24/2023 1210PM

asthssigned: 10 1210PM
Description: 64 Pointnspeetonto prepare for guestariva S sy V25020221210 EM .

Startedt | 1/30/20231217PM

Mobile-Received: 10/25/202212:10 PM
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Evert  [NoEven)




