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INTRODUCTION

This document was developed to exhibit the revised standard operating procedures (SOP) for using AiM 9.1
at North Carolina State University. These instructions are intended to guide you through those changes that
became effective 11/1/2017. Testing and re-testing have been completed to ensure that the user will have an

effortless transition to this tool. It is the user, however, who applies the daily, authentic experience. While we
have attempted to uncover and resolve all issues, there may be instances where additional attention is needed.
Should you experience a challenge with AiM or a need for more expansive instructions or training, please
email.

Suggestions

» Use Chrome or Firefox operating system. Internet Explorer does not perform consistently.

¢e@

E ‘WorkDesk X
. & | https;//aim.oit. .
> Do not use the web browser back button for AiM .X.-- S
i
Click on the AiM logo to move back to the WorkDesk. —-cea=--- » Customer Service

) -( Back

Some pages will have a Back button. -
. QkC R

Some pages will have a Done button. - ome e

Save
Remember to always click on Save whenever it appears.

» Fields Contact Phone and Contact Email are text formatted only.
Enter only full phone number and email address. If you prefer not to

[T 2]

get automatic emails place an “x” in the email box.

» When navigating in AiM, use only single-clicks. After double-clicking, all links will essentially be disabled
until you refresh by pressing F5, Ctrl+R, or the Reload []icon.

Instructions will be enhanced/revised as new information and processes becomes available.
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WORKDESK

ADDING AIM TO YOUR DESKTOP

Open the following AiM URL using Chrome or Firefox: httpS: / / aim.oit.ncsu.edu / fmax

OPTION 1: Drag icon to Desktop

1. Left-click and hold the icon beside the AiM 5] aim x|+
URL. Drag and drop to yout desktop ’ & :--ﬂ-Ir.:'_ps:,—-’_.-'ai”..Ci:.ncsu.edu,-"' 1ax/login
FE— |

OPTION 2: Save icon to Desktop

1. Right-click your mouse anywhere on the new screen and choose Save Page As (if using Chrome)
or Save As (if using Firefox)

AssetWORKS

m—t-p_o g |
I 1
User Name
Save Page to Pocket

Password View Background Image

Select All

Yew age Source

View Page Info

Inspect Element (Q)

2. Choose Desktop and click Save

@ sovens X
« « o [ > ThisPC > Desktop v D Search Desktop 0

Organize * Mew folder EEENR 4 e

~ [ This PC A Name Date modified Type Size

> [ Desktop
@ Documents
‘ Downloads
J‘! Music
= Pictures
m Videos
== wrsteven Home
i, Local Disk (C:)
== FACILOPS Share

v £ >
File name: | AiM o
Save as type: | Web Page, complete ~
o ———
# Hide Folders 1 Save 1 Cancel
e e e |

3. View the new AiM icon on your Desktop. Double-click icon to
open AiM.

AiM

(Google Chrome) (Mozilla Firefox)
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NOTE: You can also Bookmark the AiIM URL by clicking the star on your URL line

- O X
[ M x S
1
— 1 -
€ va https://aim.oit.ncsu.edu/fmax/login c Q Search 1 * |=E ¥+ @ -
T -
* Page Bookmarked
MName: | 4 |
Folder: | . Other Bookmarks ~ v
Tags: | Separate tags with commas | v
ASSGtWOR KS Remove Bookmark

LOGGING INTO AIM

AssetWLRKS

Password

User Mame

@

a. User Name — Enter your Unity ID
b. Password — Enter your Unity account password

¢. Login — Click the login button
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THE WORKDESK

The WorkDesk keeps important business information at the user’s fingertips. The goal of the WorkDesk is
to project out to users the information needed to manage work.

AiM Program Title Bar — from left to right:
e AiM — clicking on this title will return you to the WorkDesk from any screen.

e Module — clicking on this link returns you to the module menu.

¢ Logout — clicking on this link will log the current user out of AiM. \

-—

L
LEBURRIS  Abourl Logout |}

Personal Query Count Quick Links

WORK ORDER REQUEST

Work Management ® 59 Customer Service -~ Customer Request ~ APPROVED CUSTOMER REQUESTS

Customer Service @ 0 Customer Service ~ Customer Request ~ PENDING CUSTOMER REQUESTS
Proparty ® 70 Work Management ~ Work Order ~ OPEN PM FOR HOLLADAY Report Listing
System Administration 33 Work Management ~ Work Order -~ OPEN WORK ORDERS FOR HOLLADAY 385-WO PHS COST ANALYSIS
- 972-AVAIL & LOST TIME DSH
Quick Search @ = 973-RESP & TURNAROUND DSH
| | Customer Request 974-WO COMPLETION DSH
[ ]a WorkOrder 975-AVG DAYS IN STATUS

976-WRK CODE ACTIVITY DSH
977-WORK ORDER AGING
978-ASSET PERFORMANCE
979-ACCOUNT SUMMARY
980-COST PER SQUARE FOOT
BUILDING COST BY CATEGORY

The lower body of the WorkDesk, below the dark gray bar, will contain ‘channels’, or blocks, based upon
needs of the user for their specitic AiM responsibilities. Content may contain:

a. Menu — shows the menus available for the active module. Each menu item ops to
its own WorkDesk with sub menus displayed.

b. Personal Query Count — list of personal queties, ot searches, that also provide the
number of results that each query returns.

€. Quick Links — may link to web pages, AiM screens, or AiM reports.
d. Quick Search — list of modules searchable from the Work Desk.

e. Report Listing— list of reports generated by Business Systems staff
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CUSTOMER REQUESTS

CREATE A NEW REQUEST

The process begins with a request for maintenance or repair entered electronically into the AiM system by
“customers” or in-house employees.

1. Click Customer Service located under Menu WorkDesk

Work Management

infpie i
Customer Service |

[Property

2. To create a new request, click the paper icon beside Customer Request

Customer Service

—_
[ :Customer Request

-l
NOTE: You can also ) 33 Work Management - Work Order - OPEN WORK ORDE | 385-W
click Customer Request, o728
located in Quick Search, M 973 R Customer Request
: C R 974-W
then click New (] oy CustomerRequest I
E— o754
976-W

3. A blank/empty form will open already populated with some fields already populated. Complete all

required fields.
REQUIRED fields LUl Customer Request LEBURRIS About  Logout
are highlighted in
red. Click the zoom (™ Tnoa | E
: : y 23524 by LEBURRIS On 08/04/2017 03:19
Q. icon beside the | swesesen P
. Comments
field to see options. pcMisetun !
Notes Log P
Status History
Related Documents .
Category
CSU
e A I Y
Additional O.ptlons Requestor i ==\ Desredome
for that particular / _m__l
. eferance
request will appear e S
on the left Of the Created By LEBURRIS
screen under View ComactPhone [
Er ] : pesat E] Date Created  Aug 04, 2017 0319 PM
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Please place the account to pay for the work in the request’s description field. Do NOT enter information
into the Account Setup field. Account Setup will be populated by the Customer Service Center.

it Customer Request

Last Edited

23410 by LEBURRIS On 01/09/2016 09:53

Extra Description AM
Cogments
ADMIN Iil - NEED A NAME PLATE CREATED AND HUNG FOR DAVID
AccgfI\t Setup WITHERINGTON - ROOM 1244,
FPe——————
Motes Log jlaccounT 123356 ) F
Status History o = o e

OPTIONAL: Open Extra Description to add any additional information related to View
the Customer Request. After entering the data, click Done m =% Extra Description
Comments
e If reviewing a particular Customer Request and simply moving through Acci it Setup
/\
. . . < Back . )
the View options, click Back to return to the beginning of that
particular request. Status History
e To add a Related Document while entering a request see the following Related Documents
page.

.Yl Customer Request

4. When all information has been entered, click Save.

e To return to the Customer Request module, click the “hamburger” icon EI

e To return to the main WorkDesk, click the

AiM icon m

23410

— ADMIN Il - NEED A NAME PLATE O
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Add a Related Document to a Request (OPTTIONAL)

View A Related Document may be added during or after entering a Customer Request.
Extra Description Typical documents include emails conﬁjfmlng accounts to charge, signed service
agreements, or other files related to the issuance of the work order.
Comments
A 1. Click Related Documents
Notes Log = Related Documents
Status History . .. . .
— NOTE: Click Edit if not already in Edit mode
_____________ y
: Related Documents |l

2. Click Add

Document Listing Attach Remove

B Thumbnail Tide Current \ersion Document Type Related On

3. Locate the appropriate file by clicking Choose New Document
Files; Click Next

Please select document(s) to load:
-

Upload File(s) 1 | Choose Files ido file chosen

New Document
4. Usethe @ zoom icon to choose an appropriate

file Type; Click Next

Cancel

Title 15579 ISSUE pdf
Upload File(s]

R S—
. . Add Meta Data —
5. Click Next one last time “ == !

6. Save your changes
a.  Ifyou entered Edit mode from the Related Documents screen. ..

i. Click Save AM Related Documents Related Documents

ii. Click Back

Cancel

b.  If you entered Edit mode from the Customer Request screen. ..

F.Y M Related Documents

L.Y"l Customer Request

i. Click Done ii. Click Save

Cancel

Cancel

NOTE: To discard a file, check the box beside the Thumbnail and click Remove. Save all changes.

-

Cd
Document Listing Link ,\~

B  Thumbnail  Tide Current Version  Document Type

—_— 15573 155LE. paf 10 AIMDOCUMENT Aug 07, 2017
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Edit Customer Request
A Customer Request may be edited only if its subsequent Work Ozrder has not yet been issued. Call the

Customer Service Center at 5-2991 if the Work Order has already been issued and changes need to be
made.

1. Locate the specific request (Follow the instructions in the Search for Customer Requests section)

2. Click the hypetlinked Transaction number

LY"l = Customer Request LEBURRIS About Logout

Transaction Requestor Desired Date  Contact Property Description Date Created I

144368 GROUMDS WHITNEY 215 ADMIM I, RM 3314 - PLEASE HANG Sep 20, 2017
1 1
[ AMNAGEMENT STEVEMS MAMEPLATE FOR WHITNEY 1253 PM

Grounds Requests - Past Week

3. Click Edit

Customer Request

144368

ADMIN Il RM 331A - PLEASE HANG

144368

Extra Description
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SEARCH FOR CUSTOMER REQUESTS

1. Click the Q zoom icon beside Customer Request located in the Quick Search channel (a/so

located in the Customer Service module)

V1" B WorkDesk LEBURRIS About Help Logout

Personal Query Count a F Quick Links

Work Management B 617 Customer Service ~ Customer Request ~ APPROVED ClU  WORK ORDER REQUEST
Customer Service ® 0 Customer Service ~ Customer Reguest - PENDING CUSTO
Property B 2176 Work Management ~ Work Order ~ ALL OPEN WORK ¢ Report Listing
System Administration © 23 Work Management ~ Work Order ~ OPEN PM FORHOLL ~ 10-WORK ORDER PRINT
® 57 Work Management ~ Work Order ~ OPEN WORK ORDER! ~ BUILDING COST BY CATEGORY
CALL BACK REPORT
eateh - CCDO RED FLAG
[ J Q] Customer Request CE NO COST SUMMARY
[ ] Q. Work Order LAPSED PLANNED WORK
OPEN WO FOR CE

NOTE:
Requestor
will default
Display Order Sort depending on
e Transaction the logged in
Reference
View user
Status Q]
APPROVED CUSTOMER REQUESTS ”

PENDING CUSTOMER REQUESTS

Organization

Requestor

Desired Date

[~ v]
i
)
Request Category |_v|
=
=
S

UUDUUUU

Contacs [ x

Sort will allow for Ascending or Descending.

Operator

Unless you have the exact wording, set the Operator for text fields to “contains” and enter a partial phrase to
get all possible records.

Operator allows for additional specific criteria. Only those allowed for the particular field will
be displayed.

Examplc: [:] Description -v =contains A name plate i
]

e ——
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All requests meeting the criteria will display. In this search, 176 records meet the criteria. Click Search to
add/edit criteria and further refine the search.

Example:

WHITNEY About Logout

Reference  Status Organization Contact Phona  Contact Email

APPROVED (CUSTREQUEST  CFLSTRUCTURES ENGIMEERING-14 CIVIL, CONST, JERRY
ACCT. LAB ENVIRC ENGR ATKIMSON
NAME PLATE FOR

CFFICE DOOR

ROOM 220

" M. NAU®

ACCT: 762235

513-1729 flathins@ncsu.edu

1336 APPROVED CUSTREQUEST  WINSLOWHALL EQUAL EQUAL LISA 515-1151 lisa_pierson@ncsu.edu NCSU My
- NAME PLATES ~ OPPORTUNITY-  OPPORTUNITY PIERSON e
FOR NEW OFFICE 38
FOR

INSTITUTIONAL
EQUITY AND
DIVERSITY
**SEE EXTRA
DESCRIPTION
FOR LIST OF
NAME PLATES**
ACCT: 215020
QUC: 382101

1677 APPROVED CUSTREQUEST  NAME PLATE AG & LIFE TOMICOLOGY JAMNET ROE  513-1011 janet_roe@ncsuedu NCSU  CE
NEEDED: SCIENCE-11
DR. CATHERINE
LEPREVOST
THE "P* IN
LEPREVOST IS
CAPITALIZED

ACCT 769077~
05700

a0 - AR 00 KIS BLCLSAL ARIN LSk BTV Sac A7 g ——— —————— i

.
Page of 8 Display: 25 50 100 i i Records Found = 176

APPROVED (CUSTREQUEST  CFL STRUCTURES
ACCT. LAE

NAME PLATE FOR
QFFICE DOOR
RCOM 220

" WL AU
ACCT: 762235

1326 APPROVED CUSTREQUEST  WINSLOW HALL  EQU

\ - NAME PLATES OPH

\ LoD RISV AECISE S0

...Or view the details of a particular Customer Request by clicking its hyperlinked Transaction number
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SAVE CUSTOMER REQUEST SEARCH (CREATE A QUERY)

To save a Customer Request “search” for repeated use, create a query.

Example: All Customer Requests made by Requestor “GROUNDS MANAGEMENT” within the past
week

1. Enter query criteria as if you were performing a search. Click Execute if you want to test your

search criteria; otherwise, click New Query

Customer Request

Display Order

E] Transaction - v = v [:]
C] Reference - x| = v :]
C] Status - v = v [ Q]
C] Request Category - = v S]
C] Organization - oow| = v [ Q]
Requestor - v = v| [GrouNDs MaNAGEMENT Q|
Desired Date - x| = v
@ Contact - = v [ ]
C] Contact Phone - v = v :]
C] Contact Email - v = v [
C] Region - v = v [ Ql
C] Facility - owl| = v [ Ql
Property - owl| = v [ Ql
C] Location - v = v [ Ql
C] Asset - = v [ Q]
Description A~ contains ¥ l
e

Reactor Transaction - v = v
) L ]
C] Created By - v = v [ l
Date Created Asc v | [within v :] Week ¥
C] Editor - = v [ Ql
C] Edit Date - v = v
C] Extra Description - v | |contains ¥ l

NOTE: Edit Display Order and Sort to adjust the appearance of your query results.

Any field with a Display Order number will be appear in your results. Fields without a Display Order
may or may not appear in your results. The field with the lowest Display Order number will appear
first.

Ascending and Descending ate the available Sort options.

11| Page



NC STATE

UNIVERSITY
Facilities Division
2. Enter Personal Query preferences; Click Done when complete. Fields highlighted in red are

required.

Personal Query WHITNEY About  Logout

Cancel

[Grounds Requests - Past Week N | LastEdited by On Module Customer Service

Requests entered in the past week with Reguestgp=cgunds Management”
e Screen Customer Request
Yellow | 1 Query L\ﬂing@ No

Red | 5 1 Query Count

a. Enter an appropriate title
b. Enter additional query description

c. Choose whether you want the query visible in your Listing, Count, or both.

d. You may set your color levels to catch your eye at any numeric value you choose if choosing

Query Count.

3. Review your search criteria, edit if desired, then click Save

Customer Request

Cancel

Grounds Requasts - Past Waak
REQUESTS ENTERED IN THE PAST WEEK WITH REQUE
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EXECUTE AN EXISTING QUERY

If you chose “Yes” for Query Listing or Query Count, your query will automatically appear in the respective
channel. Click it to execute the search.

Y1 B WorkDesk LEBURRIS About Help Logout

Personal Query Count 1 Quick Links
Work Management 1 ® 1 Customer Service -~ Customer Reguest ~ Grounds Requests - Past Week : WORK ORDER REQUEST
Customer Service ! ) .
Property Quick Search Report Listing
Systemn Administration :] Q Customer Request 10-WORK ORDER PRINT
:] @ Work Order 400-PAST DUE WORK ORDER

401-PAST DUE PHASE

The query will also appear on the Customer Service search screen, regardless of whether or not you chose
Query Listing or Query Count.

1. Click the @ zoom icon beside Customer Request (located in both the Quick Search channel and

the Customer Service module)
F.Y1" W Customer Service

:’ Q :Customer Request OR
T

Grounds Reguests - Past Week 1

| Action E!!!! !!

AUl = Customer Request LEBURRIS About Logout

Transaction Reguestor Desired Date  Contact Property Description Date Created

144368 GROUNDS WHITNEY 213 ADMIN I, RM 331A - PLEASE HANG Sep 20, 2017
MANAGEMENT STEVENS MNAMEPLATE FOR WHITMEY 1253 PM
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WORK ORDERS

After a Customer Service Request has been submitted, the Customer Service Center (CSC) reviews and
approves.

The Contact for the Customer Request is alerted via email that Work Order has been approved.

YOUR FACILITIES CUSTOMER REQUEST HAS BEEN ACCEPTED ]
nbox = MNCSU Technology x
facilities_service@ncsu.edu 2:05 PM (0 minutes ago) - -
tome [~

Your request number 144368 has been accepted and is in processing.
Your Work Qrder information is below.

‘Work Order:  18-012450
Description:  ADMIN 1ll, RM 331A - PLEASE HANG NAMEPLATE FOR WHITNEY

Extra Desc:

Contact: WHITNEY STEVENS
Phone: X

Email: wrsteven@ncsu.edu
Property: 215

Location: INA

If you have any guestions comments or concemns plesse feel free to contact the Customer Service Center

Regards, . .
Facilities Customer Service | A link exists to the
515-2991 final Work Order and
facilities_service@ncsu edu may be o pene d for
Click Here to View the Worlk Order: review.

hitps:/faim.oit ncsu. edulfmax/screenWO VIEVW?proposal=18-012460

— Click here to Reply or Forward

SEARCH FOR WORK ORDER

These instructions are similar to those in the Search for Customer Requests section.

If you know the Work Order number, simply enter it into the Work Order field of the Quick Search

channel and click the ® zoom icon. This will take you directly to the Work Order.

.Y W WorkDesk LEBURRIS About Help Logout

Quick Links

Personal Query Count a F

Work Management ® 1 Customer Service -~ Customer Request ~ Grounds Requests - Pa:

WORK ORDER REQUEST

Customer Service

Property Quick Search P Report Listing
System Administration — @, Customer Request 10-WORK GRDER PRINT
Q Work Order 400-PAST DUE WORK ORDER
- 401-PAST DUE PHASE

Follow the directions on the following page if you do not know the Work Order number or want to search
for more than one Work Order.
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1. Click and click the @ zoom icon beside Work Order in the Quick Search channel (also located in
the Work Management module)

.Y WorkDesk LEBURRIS About Help Logout

Quick Links

Personal Query Count A T

Work Management B 1 Customer Service ~ Customer Request ~ Grounds Requests - Pa:

WORK ORDER REQUEST

Customer Service

Quick Search P Report Listing

Property
System Administration [ Ja CustomerRequest 10-WORK ORDER PRINT
" a Work Order 200-PAST DUE WORK ORDER

- 4

4071-PAST DUE PHASE

2. A blank search screen opens allowing for the input of criteria to locate a specific Work Order or a

group of Work Orders. The search function is similar to that in the Search for Customer Requests
section. Follow the same directions for Sort and Operator.

Work Order

LEBURRIS About Logoy

Advanced Search

Display Order Sort Operator

() Workorer S C_ )
[ ] Description [~ w| [contains ¥ l l
Grounds Work Orders in Progress :] Created By [- = v [ Ql ‘
C] Date Created [ = v &
C] Status [« [- v Q
[ ] Region [ ~][- vl al

NOTE: Advanced Search allows for additional search fields and additional fields in the output.

3. When all the search criteria has been entered, click Execute

Work Order

Advanced Search

4. If desired, export or print the results of your Work Order search

Work Order LEBURRIS About Logol

Work Order ' Description Category 0 ili Property Date Created

Export I 18-012167 PAGE HALL - CAMCELED A REPAIR Jul 31, 2017
) 1 THE ENTIRE 09:50 AM
Print i SECOND FLOOR

e 1S VERY HOT

View SPECIFICALLY

ROOM 2564

Grounds Work Orders in Progress

18-011770 ADMIN T - CAMCELED A REFAIR NC5U MAIN 215 Jul 26, 2017
BOOK 142 HAS CAMPLIS 01-02 PR
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SAVE WORK ORDER SEARCH (CREATE A QUERY)

To save a Work Order “search” for repeated use, use the same process outlined in the Save Customer
Request Search (Create a Query) section

VIEW WORK ORDER

To view Work Order details, click the hyperlinked Work Order number

LY = Work Order

Work Order ' Description

Export 1 18-012167 | PAGE HALL- CAMCELED
print I ____l1 THEENTIRE
Prim SECOMD FLOOR
IS VERY HOT
View SPECIFICALLY
ROOM 256A

Grounds Work Orders in Progress
18-011770 ADMIN. 111 - CANCELED
ROOM 132 HAS
AN AC UNIT
THAT IS
LEAKING. JERRY
MOCRE HAS
ALREADY BEEN
CONTACTED.

18-011752 WOLF RIDGE CANCELED
TOWER | ON

THE S -

End SOP for Liaison.
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