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Introduction

This manual will provide an overview of the AiM application, modules, and step-by-
step instructions to complete individual screens within the modules.

Based on an individual’s role the setup and modules available will determine the
options available to users for use when working with this application.

Overview

In this manual you will learn how to:
e Logon to the AiM 4.1 application
e Identify terminology
e Identify icons
e Select a module
e Work with screens
e Perform a Search Query
e Create a Personal Query
¢ Use Note Logs
e Create a timecard using Rapid Timecard Entry
e Make corrections/changes to timecards
e Add descriptions to timecards
e Approve timecards
e Complete material and equipment requests
e Approve material and equipment requests
e Complete a Pick Ticket
e Complete a Counter Release
e Complete a Counter Return
e Create a Work Order
e Create a Phase for an existing Work Order
e Assign Work Orders
e Close work orders and phases
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AiM Navigation

Getting Started

This section is designed to provide general navigation information that is needed when
working with the AiM 4.1 application. It includes terminology and steps for accessing
and navigating the system.
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Terminology

This list provides a description of terms referenced in this manual and used in the AiM

application.

Closed work
order

A closed work order indicates that all work has been completed and all
materials have been charged to the work order. It does not imply that all
charges have been billed.

Customer The customer request is the screen used to submit on-line requests for work.

Request It defines what work is to be performed, who the work is for, and where the
work is located. A customer request must be approved to become a work
order.

Multi-shop These are work orders that require involvement of multiple shops to get a job

work orders

done. The first shop assigned to a multiple shop work order is the
“responsible” shop for coordinating the closure of the work order.

Non-
Reimbursable

A work order is considered non-reimbursable if the work is routine
maintenance to I&G funded buildings. An example of a non-reimbursable
work order is moving furniture on campus.

Open work An open work order is a work order that is being actively worked on by

order shops. Shops can charge time and material to an open work order.

Non-Shop Inventory that is maintained in the Main Warehouse.

Stock

Phase The phase is used for tracking each task performed in a work order. It defines
the specific task details including: the work to be performed, the location of
the work, who will perform the work, which asset or equipment is worked on,
and when to perform the work.

Property Identifies the building and is represented by an assigned number in the AiM

system.

Reimbursable

A work order is considered reimbursable if the work includes non-routine

(Billable) maintenance of I&G funded buildings or is not I&G related. Examples of
reimbursable work are moving furniture off campus or setting up tables and
chairs on campus.

Rapid The rapid timecard entry screen is used to quickly enter multiple time card

Timecard records in a single entry screen. This will be the method for time entry for all

Entry non-exempt employees.

Shop Stock Most of the OFS inventory is maintained in the Warehouse, but some areas
maintain a small inventory within their shops. This inventory is known as
shop stock.

Single shop Work orders that can be completed within a single shop. A single shop work

work order order may evolve into a multiple shop work order.

Work Order The work order is the main screen used for tracking work in the system. It

defines what work is to be preformed, who the work is for, where the work is
located, and how the work is classified.

Closed phase

A work order may have multiple shops (phases) involved. If a work order
phase is closed for a particular shop, that shop cannot charge time or
materials to that work order. Other shops assigned to work order may charge
time and material to the work order as long as the phase is still open.

September 2010




AiM 4.1User Manual

Logging on Process

AiM supports authenticated user access, meaning that the system verifies your
credentials and you are given access to the system based on your assigned security.
To use AiM as an authenticated user, you must successfully logon by providing your
credentials: MyNMSU Username and Password.

AiM can be accessed from any Internet browser such as Internet Explorer, Netscape, or
Mozilla Firefox.

1. Type http://fms-prod.nmsu.edu/fmax in the address bar of your web browser
and press Enter.

The logon screen will be displayed.

2. Enter your User Name and Password in the field boxes.
3. Click on the Login button.

Tip:
Tea™

8 You can create a bookmark in your browser for quick access to the AiM system.
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Once you have logged on the WorkDesk will be displayed.

=AM Hello, RNGO1  Logof. About Help
@ WorkDesk 9 E

@ Customer Service
@ Inventary
@l Project Management
| @ Property
@ Purchasing
| @ Space Management
1 @' Time Management
| @ System Administration

3 -flenu & ‘
@Work Management

|

|

4 Report Listing * edit
) 370-W0 TRANS DETAIL RPT
" 428-UTILITY CONSUMPTION
Tl 429-UTL & ENE USG BY SQFT
Personal Query Listing * edit
(£) 2010 AssetWarks
1. AiM icon identifies the vendor.

w I

® N

Note: When navigating away from the WorkDesk and working within the
application it may be necessary to return to the WorkDesk. This can be
performed by clicking on the AiM icon.

The header will display the WorkDesk and a Module once selected.

. Menu will display Modules available for use (based on security Menu options may

vary).
Reporting Listing will display a list of available reports. Reports listing will also
be accessible from various Modules.

. Greeting and User ID are displayed and identify the current logged on user.

Logout link is displayed and used to exit the application.

Note: It is recommended to logout properly from the application by using the
logout link.

About provides vendor information and version of application.
Help provides access to on-line Help (this information comes with the
application).

Tip:
Teanl Once logged on, use the icons within the application to navigate; do not use the

browser options available. To properly logoff, use the Logout link; do not use
the X (exit browser options).
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Navigation Icons

Below is a list of the common navigation icons that may be displayed while working
within the application.

Icon Description Keyboard Icon Description Keyboard
Short Cuts Short Cuts
New Alt +1 Quick Find Alt+F
\ Filter
/ Edit Alt + E Q Zoom Alt+Z
\-\P/ Back to Alt + B @ Cancel Alt + C
b Browser
ﬁ Save Alt+ S P:U Done Alt+ O
| l Copy Record Alt+Y g | Previous Alt+ P
e — Browse
< | Email Alt + M » Next Browse Alt+ N
e &
Record
h Print Alt+] \E/ First Browse Alt + F
' | Export Alt+V wi Last Browse Alt+ L
B »
( ‘l Execute Alt+ S O Go Alt+ G
- &/
— | Search
Next
-\ Search Alt+ S E{> Alt + 3
2 Intentionally | Intentionally Intentionally
© |Help Alt + left blank | left blank left blank
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Below is a list of additional icons that may be displayed while working within the

application.
Icon Description Keyboard Icon Description Keyboard
Short Cuts Short Cuts
&’ | Add Detail Record Alt+ A I Error Log Alt + L
@ Delete Detail Alt+D ‘ Error Flag | Intentionally
Record J left blank
_ =
va Approve/Yes Alt+ A < Reset Alt+R
¢ | Reject/No Alt+ R o\ Add Query Alt+ A
Generate Alt+ G ' Remove Alt+D
QN
Query
Add Reset Alt + R
D_] Content(WorkDesk) Alt+1 @ (WorkDesk)

Note: The keyboard short cuts are dependent on the screen displayed.

10
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Navigation from WorkDesk to Module to Screen

Displayed below is the flow to access a screen from the WorkDesk. This process is
applicable for accessing all modules.

&<y WorkDesk

JAIM
Menu 1 R -
[@ Wark Management | P J arlaye

@ customer Service

—JAIM

Material Request

Menu "
@ Inventory
(® Project Management &  work Order Transaction

@' Froperty @ (@ material Request
{8 Purchasing Description
(@) Space Management

= Setup "
@ Time Management

=
s B n - . (=4
() Systemn Administration 8

isti i Report Listi A edit
Report Listing A edit po ng .
A70-WO TRAMNS DETAIL RPT 370-W0 TRANS DETAIL RPT

428-UTILITY COMNSUMPTION
429-UTL & EMNE USG BY 3QFT

aterial Request Status

Personal Query Listing * edit

1.  Select desired Module. Module will be displayed.
2. Select desired Screen. Screen will be displayed.
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Selecting A Module

When working with a Module, screens are available for selection allowing required
activity to be performed based on the user’s role.

=JAIM Hello, TRHGO1  Logout

About Help
@ WorkDesk e E

Menu

@ Wiark Management
@ Customer Service

@ Inventary

@ Project Management
@ Property

Furchasing

@ Space Management
@ Time Management
@ System Administration

Report Listing A edit
(7] 370-W0 TRANS DETAIL RFT

[0 428-UTILITY CONSUMPTION

[0 429-UTL & ENE USG BY SQFT

Personal Query Listing A edit

(c) 2010 AssetWorks

1. To select a Module place cursor over the desired Module and click to select.
Module will be displayed. Once in a Module a list of screens will be available for
selection as displayed below.

VR

IAM 2 Hello, TRNGO1  Logout About Help

g Menu
& Work Orde 4
@ (93 Material Request

Setup 6 =
@ MUSI Status

Report Listing * edit

[ 370-W0 TRANS DETAIL RPT

(c} 2010 AssetiWorks

Selected Module and Menu options will be displayed.

The Icon identifying the Module will be displayed. When working in a screen,

clicking on the Module Icon will return the Module Menu.

4. To go directly to a Screen, click on desired Screen name from the menu list.

5. The Search icon directly opens the Search options for that screen, allowing a
quick search of a record or data on the screen displayed.

6. By clicking on the New icon, it opens a new record in edit mode, ready for

information to be entered.

W
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Working in a Screen

Once a screen is open it will always be in a query state. To create a new or edit a

record, use the applicable icons displayed in the header on the right hand corner of the
main title bar.

=JAIM Hello, TRNGO1  Logout About  Help
Material Request view:
Transaction Editar Status
Edit Date
Description
Total $0.00
Work Crder Requested By University
Campus
Phase
Date Needed
Property
Deliver To
ST Location or
Room
Line Line Type Part/Equipment Description Uom Quantity Unit Cost SubTotal Status

1. To request new Material Request click on the New icon which will open the screen
and place it in a ready state for fields to be completed.

2. The View field provides additional screens available while working within a
screen.

September 2010
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JA|M Hello, TRHGO1  Logout About Help
Materlal Request view: BN e @ (|
Transaction |14425 Editor TRNGD1 Status ENTERED
Edit Date Sep 29, 2010 09:21 AM
Description
Total $0.00

Work Order Requested By University : aQ
HESE —/ Date Neaded 1 o =
£ O —
Room
r Line Line Type PartEquipment Description uom Quantity Unit Cost SubTotal Status

3. When working on a new screen or editing a screen, required fields are outlined in

red. Information is segmented into data Blocks with headings (example: above
shows Work Order, Requestor and Location blocks).

14

September 2010




AiM 4.1User Manual

Search Screen Defined

The Search screen is a very powerful option within the application that gives users the
ability to perform various types of searches based on criteria entered. This section will
provide a general overview and introduction of the options available on the Search
screen. The Module displayed will determine the data criteria that are available for
selection.

When performing a Search ask the question, “What information am I looking for?”
This will assist when keying in the exact criteria needed to perform the Search.

:IA|M Hello, TRNGO01 ~ Logout

Work Order E oN @

Work Order

Hide AlliShow All
Work Order

Description ( * v

Created By
Date Created

u“
D

Status
University
Campus

Property

Project

Organization
Requestor
Contact
Contact Phone

£ |0 0] 5= [ [ S| B | [ 5] |2 [ |

Contact Email

Budget
Desired Date

<

:
:

Customer Request

D

Reference
Shop

Shop Persen
Cash Flow Yr 1

Cash Flow Yr2 \ -

Cash Flow Yr 3

JRLERNRRTARURLRUNLNR NNATRL]

LSS EN S S | K B N S S S E S SN S S | S A E N RS N e S

—— _/

With the Search screen displayed perform a search by using the various search options
listed below.

v

1. Ascending/Descending fields. This option can be used to have search results in
Ascending/Descending order. From the drop down list make desired selection.

2. Sort sequences fields. This is optional and not required to perform a Search. To
sort your Search results in a specific order you can use the Sort Sequence fields.
In the box enter your order by placing 1, 2, etc. This will display and sort the
fields on the results screen.
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3. Operator (text qualifiers) field, drop down box: Use any of the standard

operations to assist in narrowing searches to find the exact information desired.

Standard Operations

= | Equal

< less than

> | greater than

>= | greater than or equal to

<= | less than or equal to

<> | not equal to

Starts with (starts w/string entered)
Ends with (ends w/string entered)
Contains (contains the string entered anywhere in the
field)

Null (must contain a value)

Not null (must Not contain a value)

In (list items to include)

Not in (list items to omit)

Between: Dates only (fill in as required)
Within: Dates only (fill in as required)
Older than (select desired option)
Newer than (select desired option)

4. Criteria field: Within the field box, enter the information needed to perform the

iP:
Tea™

-

search, or by using the Zoom icon the appropriate selection options will be
displayed.

Note: If searching in a Description field, consider selecting Contains from the
operator field and then using the Wild Card % (percent sign) before and after the
criteria entered to define your Search. It is recommended to keep a Search to
one or two words. Example: looking for the word “Air”, enter %Air% in the
description field. If using two words, enter %Air%%conditioning%.

While working in the Search Screen you may find that some fields may be
hidden. To display hidden fields click on Show if you want to hide fields click on
Hide.

16
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Performing a Search Query

Below is an example of performing a Search Query. Remember based on your Module

selection, criteria fields displayed may vary.

With the Search screen displayed, search for all open work orders for a shop by

completing the following steps.

Hello, TRNGO1 ~ Logout

=AM =
Work Order e i

Work Order

Work Order

<[l €
£ [¢

Description

Created By

Date Created
Status
University
Campus
Froperty
Froject
Common Problem List
Type

Category
QOrganization
Requestor
Contact
Contact Phone

L N A N N N N S NN R S g |

Contact Email

Budget

Desired Date
Customer Request
Reference

Shap

Shop Person
Cash Flow Yr 1
Cash Flow Yr 2

SNENRNNINENSUREVAL RNREISER

S ([ €[[€|[ €[ L]/ €] €] €[/ €] €[ %[ €[] €] €[ €[[£/[£[| €] €] €[ €[ £] £

Cash FlowYr 3

—

. Type “open” in the Status field (fields are not case sensitive).

2. Type “HVAC” or desired Shop in the Shop field.

Note: To display a listing of the data fields, use the Zoom icon. Leave the Shop
field blank. Click on the Zoom icon and select a shop.

3. Click on the Search icon located on the main title bar.
4. The search results will be displayed based on the criteria entered.
5. To perform another query, go back to the Search screen (click Search icon) and
make modifications to run another Search.
L

= To return to the Module Menu click on the module icon to the left of the Module

title.

September 2010
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Looking at your Search Query Results

With the search results displayed review the screen below.

=AM Hello, TRNGO1  Logout About  Help
Work Order 1 e m®
/. a
Mork Order 7 Description Status Type Category University Campus Property Requestor /Ae Created
< 11-004640 ADD ELECTRICAL OUTLET TO OFFICE OPEN MAINTENANCE CORRECTWE | NMSU LAS CRUCES 288 OFS3 FACILT ¢ 23, 2010
ADMIN AN 6
11-004832 TESTING OPEN MAINTENANCE ACCESS NMSU LAS CRUCES 4128 CENTER FO 'p 21, 2010
LOCK CHA LEARNING & Pl
TESTING! L ANGE/KEY'S.
NEED ARC B SUITE 106 REKEYED AND OFFICES WITHIN SUITE C 1068,108C, 106F, 106D
11-004631 TESTING'! LOCK CHANGE/KEY'S. OPEN MAINTENANCE ACCESS NMSU LAS CRUCES 4128 CENTER FOR Sep 21,2010
NEED ARC B SUITE 106 REKEYED AND OFFICES WITHIN SUITE C 106B,108C, 106F, 108D LEARNING & PRO
11-004827 TEST PM TEMPLATE - CUP CHILLERS ANNUAL P OPEN MAINTENANCE PREVENTWVE NMSU LAS CRUCES 289 OFS OPERATIONS Sep 21,2010
UTILITES
11-004626 TEST PM TEMPLATE - CUP CHILLERS ANNUAL PI OPEN MAINTENANCE = PREVENTWVE NMSU LAS CRUCES 288 OF3 OPERATIONS Sep 21,2010
UTILITES
11-004825] TEST PM TEMPLATE - CUP CHILLERS ANNUAL P OPEN MAINTENANCE PREVENTWVE NMSU LAS CRUCES 289 OFS OPERATIONS Sep 21,2010
UTILITES
11-004624 TEST PM TEMPLATE - CUP ABSORBERS ANNUAL PM QPEN MAINTENANCE | PREVENTWVE | NMSU LAS CRUCES | 269 QOFS QPERATIONS Sep 21, 2010
UTILITES
11-004823 TEST PM TEMPLATE - CUP ABSORBERS ANNUAL PM OPEN MAINTENANCE PREVENTWVE NMSU LAS CRUCES 288 OFS OPERATIONS Sep 21, 2010
UTILITES
11-004821 TEST PM TEMPLATE - CUP CHILLERS QPEN MAINTENANCE | PREVENTWVE | NMSU LAS CRUCES | 289 QFS OPERATIONS Sep 17, 2010
UTILITES
11-004520 TEST PM TEMPLATE - CUP CHILLERS OPEN MAINTENANCE PREVENTWVE NMSU LAS CRUCES 288 OF3 OPERATIONS Sep 17,2010
UTILITES
11-004619 TEST PM TEMPLATE - CUP CHILLERS OPEN MAINTENANCE = PREVENTWVE NMSU LAS CRUCES 289 OFS OPERATIONS Sep 17,2010
UTILITES
11-004516 AIR FLOW CONTROL OPEN MAINTENANCE CORRECTWE  NMSU LAS CRUCES 126 ICT UNNMERSTTY Sep 15, 2010
COMPUTER C
11-004815 AIR FLOW CONTROL OPEN MAINTENANCE CORRECTWVE | NMSU LAS CRUCES | 128 ICT UNIERSITY Sep 15, 2010
COMPUTER C
11-004508 AIR FLOW CONTROL OPEN MAINTENANCE CORRECTWE  NMSU LAS CRUCES 4128 CENTER FOR Sep 14, 2010
LEARNING & PRO
11-004807 FACULTY OFFICE, BC324, 1S NOT COOLING PROPERLY OPEN MAINTENANCE CORRECTWVE | NMSU LAS CRUCES | 388 BUSINESS CULLECE@
Page of14 @ /\ [ <4 > M Records Found = 343

@ (4l:§ )

1. Column headings are Work Order, Description, Status, Type, Category,

University, Campus, Property, Requestor and Date Created.

Columns can be sorted by clicking on one of the column headings.

Page Navigation is located at the bottom of the screen. This will represent the

number of pages available for review. To go directly to a specific page, enter the

page number in the field and click on the green Go icon.

4. Page (DVD) Navigation: forward/backward icons, and first page/last page icons.

5. Records Found identifies the number of records found for the search selection.

6. Icon bar displays the additional available icon options on the screen displayed.
By holding your mouse over the icon, it displays the function of the icon.

w N
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Create a Personal Query

Personal Queries, that provide Searches for information specific to the users, can be
created and added to the WorkDesk for easy access.

This example creates a Personal Query to list all work orders assigned to an employee.

1. First open any Search screen and select Work Order from the Work Management
Module.

Hello, TRNGO1 Logout About Help

N O - ..

Work Order Hide AlliShow All

-

LK

Description

Created By
Date Created

<

|

|
Status
University
Campus
Froperty
Froject
Commaon Problem List
Type
Category
QOrganization
Requestor
Contact
Contact Fhone

L A A A A S

Contact Email

Budget

Desired Date
Customer Request
Reference

Shop

Shop Person
Cash Flow Yr 1
Cash Flow Yr 2

JLULLCEL DL U L

L 0 0 L S | S R R S

Cash Flow Yr 3

2. While working in the Search screen the scroll bar will be available.
3. With the Search screen displayed use the scroll bar, moving down, to locate the
data elements Status and Shop under the Phase block.
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=JAIM Hello, TRNGO1  Logout About  Help

Work Order = @ oN @

Status

Description

Estimated Start Date
Estimated End Date
Work Code

Shop

N—

4. Enter Assigned in the Status field.

5. Select contains from the operations field drop down list (click on the down arrow
to display operation choices).

6. Enter the name of the shop in the Shop field, or click on the Zoom icon to select a
Shop.

7. Scroll down again until you locate the Shop Person Assignment block.

=IAM Hello, TRHGO1  Logout About  Help
Work Order 0 =, é ~ @
Cash FlowYr 3 - w = v ~
Condition Assessment = l:' Q

Priority * l:l v

Fiscal Year v = v 1

Extra Description v |:| = ~ ‘ |

Editor vl = v Ja

Phase

Account Setup

Offset Account Setup

Shop Person Assignment

Shop Person = -

Primary = v v 8

Assigned By = - a
Assigned Date - " l:l “ |:| b |

8. Enter employee User ID in the Shop Person field box.
9. Click on the Add Query icon.
10. The following Personal Query screen will be displayed.
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=JAIM Hello, TRNGD1  Logout About
Personal Query 06

Query [ASSIGNED WORK ORDERS ‘ﬁ/l 1

Description

Module Work Management

Screen Work Order

Query Listing Yes =

1)
N
11. Enter a name for the Personal Query (e.g. Assigned Work Orders).
12. Click the arrow next to the Work Desk field and select Yes (results will be
displayed in the Personal Query list on the WorkDesk).
13. Click the arrow next to the Work Desk Count, select Yes. This will provide a
count in front of the work order Personal Query on the WorkDesk.
14. Though not required, the same information or name given to the Personal Query
(step 11) can be entered in the Description field.
15. When finished click on the Done icon to return to the previous Search screen.
16. Click on the Save icon (not shown) located on the header.
17. Click on the AiM icon (not shown) to return to the WorkDesk.
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Using Note Logs

When creating a record (Timecard, Customer Requests, etc.) the Description field is
often used; however, the number of characters (text) that can be entered is limited, and
descriptions can be changed, deleted, etc. After creating and saving a record the Notes
Log, which is a valuable feature in the AIM application, becomes available. The Notes
Log is not limited in the number of characters (text) that can be entered and, once
entered, becomes a permanent record.

The following screen shot represents a record that has been created and saved in the
AiM application. To use the Notes Log, complete the following steps.

(1)

Hello, DOLAREY ogout About Help
@ customer Request view: EXEIEE [2 IS A NRE A

Transaction 16833 Editor DOLAREY Request Status SUBMITTED
Date Created Sep 29, 2010 01:11 PM
Request Details Work Order
Common LOCK CHNGE/KEYS Desired Date
Problem List
Description LOCK CHANGE/KEYS.
STANDARD LOCK NEED TV/O DRAWER FILE CABINET IN ARC B 101. LOCK REPAIRED AND KEY REPLACED WILL NOT LOCK Reference
UNOCK.
QOrganization E00603 Index P University NMSU
CENTER FOR LEARNING & PROF. DEV. NEW MEXICO STATE UNIVERSITY
UMAN RESOURCE SERVICES FUND: 111280 ORG:530250
Requestor CENTER FOR LEARNING & PRO HIUHAN RESOURCE SERVICES FUND 111200 DRES20350 Campus LAS CRUCES
LAZ CRUCES
Acct Code 758500
Contact DEE O'LAREY Property 4128
Contact Phone  646-7176 PPD SERVICES ACADEMIC RESEARCH B
Contact Email - dolarey@nmsu.edu Location or Room  106A

1. Click on the View Select arrow, select Notes Log from the drop down list, and
the following screen will be displayed.

=AM Hello, DOLAREY ~ Logout About Help
e Notes Log e o
Transaction 1 6833 Editor DOLAREY Add to Main Workdesk No s

Date Created Sep 29, 2010 01:11 Pl
Add to Medule Warkdesk | g«

Description LOCK CHANGE/KEYS.
STANDARD LOCK NEED TWO DRAWER FILE CABINET IN ARC B 101. LOCK REPAIRED AND KEY REPLACED WILL HOT LOCK
| 2
Page[T  Joi1 ® M o< > M Redy

Notes Log
Edit Date Editor Name Note Type Notes

2. Click on the Add Notes icon (green plus sign) and the following screen will be
displayed.
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=JAM Hello, DOLAREY  Logout About
Transaction 16833 Editor DOLAREY
Date Created Sep 29, 2010 01:11 PIA
Description LOCK CHANGE/KEYS.
STANDARD LOCK NEED TWO DRAWER FILE CABINET IN ARC B 101. LOCK REPAIRED AND KEY REPLACED WILL HOT LOCK
UNOCK.
Entry Date Sep 29,2010 01:18 PM
Login DOLAREY ‘@
Notes

@7

Click on the Notes Type Zoom icon and make the appropriate selection. For
example, give AUTHORIZATION to use a specified index number.

Type the desired information in the Notes field. This will store the Note with the

attached Customer Request.
Click on the Save icon.

September 2010

23




AiM 4.1 User Manual

Rapid Timecard Entry

Employee Timecards are generated through the process of Rapid Timecard Entry.
After employees complete the process of entering time, Timecards become available
for supervisor review and approval. The following Rapid Timecard Entry steps must
be completed for each day in the pay period.

After logging on, the AiM WorkDesk will be displayed.

=JAIM Hello, TRNGO1  Logout About Help

£} WorkDesk

@ Work Management
@ Custamer Service
0 Inventory

@ Project Management
@ Property

@ Purchasing

@ Space Management
@ Time Management:
@ Systern Administration

Report Listing +  edit
[0 370-WO TRANS DETAIL RPT
[ 428-UTILITY CONSUMPTION
[0 429-UTL & ENE USG BY SQFT

Personal Query Listing

(c) 2010 AssetiWorks

1. Click on Time Management and the following screen will be displayed.

M

@ Time Management

Menu ‘
& © Timecard
Rapid Timecard Entry

@ Leave Wanager

(c) 2010 AssetiWorks

2. Click on Rapid Timecard Entry and the following screen, used to create default
data for subsequent Line Items, will be displayed.
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3 4

Work Date Shop Person Type Leave Code Work Order Action Taken Hours
ift Phase
14 4
L1 ~[ & & | |a | & | & | CNE] #
L s L e

3. Select a Work Date by clicking on the calendar icon.

4. Enter employee Username in Shop Person field then click the Zoom icon which
will validate the field if the Username is correct. Or click on the Zoom icon and
select the appropriate Employee ID, or use the Search feature described in the
Search Query section of this manual.

Note: Time Type and Shift fields will automatically populate.

5. Click on the Add Timecard Item icon once for each Line Item that will be entered
for the Work Date and the following screen will be displayed. For example, if the
employee wants to record 4 hours of work on two different Work Orders click the
Add Timecard Item icon twice to create two Line Items.

Note: Default data selected in steps 3 & 4 will automatically populate to the
added Timecard Line Items.

=AM Hello, SREL  Logout About Help
@ Rapid Timecard Entry 9 @ (|
Work Date Shop Person Time Type Leave Code ‘Work Order Action Taken Hours
Shift Phase
[17 ] sep v2010 | JAPADILL J& [rec Ja [ Ja | ES
JOHN PADILLA REG LY
i\ '/\‘
Time 6 Work Order
™ wWork Date Shop Person Shift Leave Code Action Taken Hours
r i I S il e [ES s | . S — ] —
JOHN PADILLA REG Q
r [17 ] sep v2010 = JAPADILL & [Rec Ja [ S S| Ja | |
SRR AL REG a

6. Click on the Zoom icons if Time Type (e.g. overtime, on-call pay, etc.) or Shift (e.g.
swing or graveyard shift) fields need to be changed.

Note: Any work performed over 8 hours for a Work Date (day) will be recorded
as overtime.

7. If leave was taken, click on the Zoom icon and select the appropriate Leave Code.

Note: Time Type and Shift fields will clear.
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i =JAM Hello, SREL  Logout About  Help
@ Rapid Timecard Entry 0 @ =1
Work Date Shop Person Time Type Leave Code Work Order Action Taken Hours
Shift Phase
Sep (v 2010 |[ JAPADILL Ja [REG Ja | El
JOHN PADILLA REG a
Time Type Work Order
™ work Date Shop Person Shift Leave Code Phase
I~ sep v 2010 I [JAPADILL Ja [REc Ja | Ja |
JORN PADILLA REG a
~ Sep v |[2010 || [JAPADILL ]a [rREG Ja | Ja |
SUIECIETE REG a

8. Enter work order and phase numbers in Work Order and Phase fields, or click on
the Zoom icon to use the Search feature described in the Search Query section.

Note: A Work Order is established to record Administrative time, and will have a
different Phase for each calendar month.

9. Enter the hours worked, or leave, for this Work Date Line Item. A standard Work
Date (day) is 8 hours.

Note: Time must be entered in one hour and/or one-quarter hour increments.

For example: .5=1/2 hour, 1.0=1 hour, 1.25=1 1/4 hours, 1.5=1 1/2 hours, and
1.75=1 3/4 hours.

10. Repeat steps 8-11 for each Line Item. After entering information, the screen will
look like the one below.

wIAM Hello, SREL  Logout About Help
@ Rapid Timecard Entry é @ 2
Work Date Shop Person Time Type Leave Code Work Order Action Taken
Shift Phase
[i7 | ser w200 i JAPADILL la | Ja | Ja | ES E 11
JOHN PADILLA Y
Time Type Work Order
™ work Date Shop Person Shift Leave Code Phase Action Taken Hours
~ Sep v i paPADILL & [res ja | |a  [11-003076 Ja e |[o |
JORNPADILLA REG a 004
r Sep v [baPADILL Ja [or Ja | J]a [1o03078 & | Ja [t |
JOHN PADILLA REG a 004

11. Review all data entry for accuracy and click on the Save icon. The following
screen will be displayed and the Timecard is now available for supervisor

approval.

12.
Note: If an employee has not been assigned to a Work Order Phase, when the
Rapid Timecard Entry is saved in Step 11 a screen will be displayed which states,
“Shop person not assigned to the phase. Do you want to continue?” Click on the
Yes icon.
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=IAM Hello, SREL  Logout About Help
@ Rapid Timecard Entry O0H
Work Date Shop Person Time Type Leave Code Work Order Action Taken Hours
Shift Phase
[7 |ser w00 & JAPADILL B Ja | Ja | la | = 1K
12 JOHN PADILLA a ™
51 43; Sep 17, 2010 JAPADILL REG 11-003076 8.00
JOHN PAD REG O e
51439 Sep 17, 2010 JAPADILL oT 11-003076 1.00
JOHN PAD REG 9.04.7??:_‘7;7.: i
13. Click on the Timecard number and the following Timecard screen will be
displayed.

E;AiM Hello, SREL  Logout About  Help
@ Timecard view: EIEEEE (7 BRI = NS
Transaction 51439 Editor SREL Status Not Posted

Edit Date Sep 21, 2010 11:15 AM
Description

Shop Person

JAPADILL

Non-Leave Hours

17.0

0 || Original Cost

Total Cost

$491.65

JOHN PADILLA Leave Hours 0.00 | [ Adjusted Cost $0.00
Work Date Sep 17,2010 Total Hours 17.00 | | Total Cost $491.65
Line ltems
Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total  Adj Line
1 REG REG 11-003076 004 5 5226.96
2 REG REG 11-003076 204 8 $226.96
3 ot REG 11-003076 204 1 53773

14. Print the Timecard by clicking on the Print icon and give to the supervisor.

Tip:
Tea™

T

Depending on the work performed on a particular day, more than one
Timecard Line Item may be required

The Rapid Timecard Entry process is now complete!
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Corrections/Changes to a Timecard

Changes can be made to a Timecard as long as it has not been approved by the
supervisor, after which the supervisor must request a time card adjustment through
OFS Human Resources. If a Timecard is Rejected by the supervisor, employees will
have a Personal Query link on their AiM Work Desk to alert them of Timecard
Rejections. Line Items originally entered through Rapid Time Entry can be deleted from
the Timecard and new Line Items can be added.

To make changes to a Timecard, the following steps must be completed.

1. Select the Time Management module and the following menu will be displayed.

ZIAM Hello, SREL  Logout About Help
@ Tlm'é Management 9 =
Menu
; 2
@ © Timecard

Rapid Timecard Entry

@ Leave Manager

(c) 2010 AssetWorks

2. Click on Timecard and the following screen will be displayed.

=am Hello, SREL  Logout About Help
(©) Tmecard e EZE [N

Transaction Editor Status
Edit Date
Description 3

Total Cost

Shop Person Non-Leave Hours 0.00 || Original Cost $0.00

Leave Hours 0.00 | | Adjusted Cost $0.00

Work Date Total Hours 0.00 | | Total Cost $0.00

Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total Adj Line:

3. To locate the Timecard that needs to be changed, click on the Search icon and the
following screen will be displayed. Or use the Search feature as described in the
Search Query section.
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Hello, SREL  Logout Help

Shop

Employee Profile

Timecard

Transaction - l:l
Description ~“ = - ‘
Shop Persan ~ = ~ e
Work Date 3 l:l = 3 l:l "l:lJ
Created by v I:l = v ] S
Status v :l = W L4
Edit Date Y= Y] =
Editor ~ = v | Ja
Timecard Line ltem Show
4. Click on the Execute Search icon and the following screen will be displayed.
=JAM Hello, SREL  Logout About Help
~Jde
Transacti \@ Last Name First Name Work Date Entry Date Status 4
1438 /[L PADILLA JOHN Sep 17, 2010 Sep 21,2010 Not Posted

5. Select the Transaction number (Timecard), associated with the Shop Person and
Work Date, that needs to be changed and the following screen will be displayed.

=JAM Hello, SREL  Logout About Help
(©) Timecara T JO v | 1@ Im
I N
Transaction 51439 Editor SREL Status Hot Posted
Edit Date Sep 21, 2010 11:15 AM
Description 6
Total Cost
Shop Person JAPADILL Mon-Leave Hours 17.00 | | Original Cost $491.65
JOHNM PADILLA Leave Hours 0.00 | | Adjusted Cost $0.00

Work Date Sep 17,2010 Total Hours 17.00 || Total Cost $491.65
Line ltems

Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total AdjLine

1 REG REG 11-003076 004 3 5276.96

2 REG REG 11-003076 004 ] $226.96

3 oT REG 11-003076 004 1 $37.73

6. Click on the Edit icon and the following screen will be displayed.

September 2010 29



AiM 4.1 User Manual

wJAM Hello, SREL  Logout About Help
(©) Timecara view BT (2NN
Transaction 51439 Editor SREL Status Not Posted

Edit Date Sep 21, 2010 11:15 AM
Description

Shop Person
JAPADILL

Shop Person
JOHN PADILLA

Work Date Sep 17,2010

MNon-Leave Hours

Leave Hours 0.0

17.00

=1

Total Cost

QOriginal Cost

Adjusted Cost

$491.65

$0.00

Total Hours

17.00

Total Cost

$491.65

™ Line Time Type Shift

-1 REG
) Z}EG @
roz or

Description

Work Order

11-003076

11-003076

11-003076

Leave Code Hours Line Total _Adj Ly

7. To delete a Line Item, click on the box to the left of the Line number and a check

mark will appear in the box.

8. Click on the Delete Timecard Item (red subtraction sign) icon and the following
screen will be displayed.

Modal Message

< B

Are you sure you want to delete?

9. Click on the YES icon (green check mark) to delete the Line Item or the NO (red
“X”) icon if a Line Item has been selected in error. Repeat steps 7-9 if additional
Line Items need to be deleted.

10. To add new Line Items click on the Add Timecard Item icon (green plus sign) and
the following screen will be displayed. If no new Line Items are needed, go to step

18.

30
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=JAM Hello, SREL  Logout About  Help
@ Timecard Line Item view: EX- S (2 XF) m
™
Line s 6 Editor SREL Status Not Posted
Edit Date Sep 21, 2010 02:28 PM 16 '
Description

Shop Person Labor Rate Line Totals

Shop Person JAPADILL Time Type REG Q Hours
REGULAR STAFF EARNING| {
JOHMN PADILLA ) 15
Shift REG a
ine Total 0.00
S Sep 17,2010 REGULAR NONEXEMPT ne Tota $
Labor Rate
Work Order
Work Order l:l Q Leave Code l:l a Mon-Leave Hours
Leave Hours 0.00
Total Hours 26.00

11. Enter a Description (optional).

12. Enter work order and phase numbers in Work Order and Phase fields, or click on
the Zoom icon to use the Search feature described in the Search Query section.

13. Click on the Zoom icons if Time Type (e.g. overtime, on-call pay, etc.) and Shift
(e.g. swing or graveyard) fields need to be changed.

14. If leave was taken, click on the Zoom icon and select the appropriate Leave Code.

15. Enter the hours worked, or leave, for this Work Date Line Item.

16. Click on the Done icon. Repeat steps 10-16 if additional Line Items need to be
added.

17. After clicking on the Done icon, the following screen will be displayed.

:I Hello, SREL  Logout About Help

() mimecard ]9 ©
Transaction 51439 Editor SREL Status Not Posted

Edit Date Sep 21, 2010 11:15 AM 18
Description

Total Cost

Shop Person JAPADILL Mon-Leave Hours 26.00 || Original Cost $756.34
JOHN PADILLA Leave Hours 2.00 | | Adjusted Cost $0.00
Work Date Sep 17,2010 Total Hours 28.00 | | Total Cost $756.34
Line Items L
[ Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total  AdjLine
r 1 REG REG 11-003076 o4 2.00 5226.96

8 $226 96

=

|2 REG REG 11-003076

18. Click on the Save icon and the following screen will be displayed.
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Description

Edit Date Sep 21, 2010 11:15 AM

Status

=JAM Hello, SREL  Logout About  Help
@ mimecara * e O @ | 1O m
Transaction 51439 Editor SREL

Hot Posted

Shop Person JAPADILL

Mon-Leave Hours

Total Cost

26.00 | | Original Cost $756.34
JOHN PADILLA Leave Hours 2.00 | | Adjusted Cost $0.00
Waork Date Sep 17, 2010 Total Hours 28.00 | | Total Cost $756.34
Line ltems
Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total  AdjLine
1 REG REG 11-0030768 004 8 5226.98
4 REG REG 11-003076 004 8 $226.96

19. Print the corrected Timecard by clicking on the Print icon and give to the

supervisor.

!
Teal!

Corrections/Changes can be made to Timecards any time prior to

8—' supervisory Approval/Rejection by following the previous steps.

The Corrections/Changes to a Timecard process is now complete!

32
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Adding Descriptions to Timecards

When entering time through Rapid Timecard Entry, descriptions cannot be provided

for Line Items entered; however, descriptions can be added by going to the employee
Timecard and completing the following steps.

1. Select a Timecard and the following screen will be displayed.

=JAM Hello, SREL  Logout About Help
(®) Timecard ed O v || /O~
Transaction 51439 Editor SREL Status Hot Posted

Edit Date Sep 21, 2010 11:15 AM
Description

Total Cost
Shop Person JAPADILL Mon-Leave Hours 26.00 || Original Cost $756.34

JOHN PADILLA Leave Hours 2.00 || Adjusted Cost $0.00
‘Waork Date Sep 17,2010 Total Hours 28.00 || Total Cost $756.34
Line ltems
Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total Adj Line
1 REG REG 11-003076 o4 8 $226.96
2 REG REG 11-003078 00 8 $226.96

L
2. Click on the Edit icon and the following screen will be displayed.
=IAM Hello, SREL  Logout About Help
(®) Timecard view: T [ZXCRE
Transaction 51439 Editor SREL Status Not Posted
Edit Date Sep 21, 2010 11:15 AM

Description

Shop Person

Total Cost

JAPADILL Mon-Leave Hours 26.00 | | Original Cost $756.34
JOHN PADILLA Leave Hours 2.00 | | Adjusted Cost $0.00
‘Waork Date Sep 17, 2010 Total Hours 28.00 | | Total Cost $756.34
Line ltems L
™ Line Tim, Shift Description Work Order Phase Leave Code Hours Line Total  Adj Line
r & REG [}3 11-003076 004 & 5226.96
r|z RE REG 11-003076 204 & 5226.95

3. Click on the Line Item number that needs a description and the following screen

will be displayed.
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- A‘M Hello, SREL  Logout
AUUH Select m
Line 1 Editor SREL Status Hot Posted
Edit Date Sep 21, 2010 02:50 PM 5
Description

Shop Person JAPADILL

JOHN PADILLA

Waork Date Sep 17, 2010

Time Type

Shift

Labor Rate

REG

Shop Person Labor Rate

Q

REGULAR STAFF EARNINGS

REG

REGULAR NOP

Q

\EXEMPT

$28.37

Hours

Line Total $226.96

Wark Order 11-003076

Phase

=

04

Action Taken

PAINTERS PAINT RO!

H

Work Order

Q

COMPLETE DEFERRED MAINTENCE, OFEN

a

1 TO CARPENTERS

Leave Code

Leave

Timecard Totals

Mon-Leave Hours 26.00
Leave Hours 2.00
Total Hours 28.00

4. Type a description in the Description field.

5. Click on the Done icon and the following screen will be displayed. Repeat steps 3-
5 as needed.

ZIAM Hello, SREL  Logout

@ Timecard Vie

Transaction 51439 Editor SREL Status Not Posted

Edit Date Sep 21, 2010 11:15 AM
Description 6
Total Cost
Shop Person JAPADILL Mon-Leave Hours 26.00 | | Original Cost $756.34
JOHN PADILLA Leave Hours 2.00 | | Adjusted Cost $0.00

‘Waork Date Sep 17, 2010 Total Hours 28.00 | | Total Cost $756.34
Line ltems L
" Line Time Type Shift Description ‘Work Order Phase Leave Code Hours Line Total  Adj Line

o1 REG REG 11-003076 004 8.00 5226.96

rl2 REG REG 11-003078 004 8 5226.96

6. Click on the Save icon and the following screen will be displayed.
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A i)
=JAM Hello, SREL  Logout About  Help
© Timecard view: EEIE (2 BSNE RNV = RSl
Transaction 51439 Editor SREL Status Hot Posted
Edit Date Sep 21, 2010 11:15 AM
Description 7
Total Cost
Shop Person JAPADILL MNon-Leave Hours 26.00 | | Original Cost $756.34
JOHN PADILLA Leave Hours 2.00 | | Adjusted Cost $0.00

Work Date Sep 17, 2010 Total Hours 28.00 || Total Cost $756.34
Line ltems

Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total  Adj Line

1 REG REG 11-003076 204 8 5226.95

2 REG REG 11-003078 004 8 $226.96

7. Click on the Print icon to print the Timecard.

The Adding Descriptions to Timecards process in how complete!
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Timecard Approval

After employees have entered their time through Rapid Time Entry, Timecards must be
reviewed by the supervisor for approval, or rejection if the employee needs to make
corrections to the Timecard, by completing the following steps.

1. Select the Time Management module and the following will be displayed.

ZIAM Hello, SREL  Logout O
@ Time Management e m
Menu .

& (@ Timecard
Rapid Timecard Entry 2
Timecard Approval
Timecard Generator

@ (@ Leave Manager

(c) 2010 AssetWorks

2. Click on Timecard Approval and the following screen will be displayed.

=IAM Hello, SREL  Logout About Help
@ Timecard Approval o _‘ 2 SR Y

Hide All/Show All

Timecard

3. Click on the Shop Zoom icon to conduct a Search of Timecards waiting for
approval, select the appropriate Shop, and the following screen will be displayed.

=IAM Hello, SREL  Logout About Help
@ Timecard Approval 9 - @ oN

Hide Alli%

= ] [PamT a

Timecard

4. Click on the Execute Search icon, or use the Search feature described in the
Performing a Search Query section to narrow the Search to a specific Shop, and
the following screen will be displayed.
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Hello, SREL  Logout About Help
@ Timecard Approval e “ 2| x|
Select All Less Detail More Detail
N\
" Shop Person AVARELA Total Days 1
Name HECTOR VARELA 5 Total Hours 8.00
\ /
[~ Shop Person CZAP \/ Total Days 1
Name ISAAC PAZ Total Hours 8.00
[~ Shop Person JAPADILL Total Days 2
Name JOHN PADILLA UHE [} TS24
[~ Shop Person RLIMON Total Days 1
Name RANDALL LIMON Total Hours 8.00
[~ Shop Person RMADERO Total Days 1
Name RUBEN MADERO I T T
[~ Shop Person TONYM Total Days 1
Name ANTHONY MONTES Total Hours 8.00
5. Click on the More Detail link and the following screen will be displayed.
=AM Hello, SREL  Logout About  Help
@ Timecard Approval 6 - 7] %

[~ Select Al Less Detail More Detail

[~ Shop Person AVARELA
Name HECTOR VARELA

7 N\

Total Days 1
Total Hours 8.00

6

Y
Work Date Tra nsaclpv{ /L Hours  Leave Hours Total Hours
[~ | 0823z010 51390 0.00 2.00
[”  Shop Person CZAP Total Days 1
Name ISAAC PAZ Total Hours 5.00
Work Date Transaction Non-Leave Hours Leave Hours Total Hours
| 08232010 51394 .00 0.00 .00
[ Shop Person JAPADILL Total Days 2
Name JOHN PADILLA Total Hours 39.50
Work Date Transaction Non-Leave Hours  Leave Hours Total Hours
[~ uenTzi 51439 26.00 200 28.00
| 0253022010 51442 11.50 0.00 1150

6. To review the employee’s Timecard, click on the Work Date Transaction number

and the following Timecard will be displayed.
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=AM

Hello, SREL

0 . /O~

Logout

About Help

Transaction 51442 Editor SREL Status Hot Posted
EditDate  Sep 24,2010 04:25 PM 7
Description
Shop Person Total Cost
Shop Person JAPADILL MNon-Leave Hours 11.50 | | Criginal Cost $350.02
JOHM PADILLA Leave Hours 0.00 | | Adjusted Cost $0.00
Work Date Sep 30, 2010 Total Hours 11.50 | | Total Cost $359.02
Line ltems
Line Time Type Shift Description Work Order Phase Leave Code Hours Line Total  Adj Line
1 REG REG ASSIGNED NEW PROJECT 11-002078 oo4 8 $226.96
2 oT REG 11-003078 004 1.5 $56.60
3 ot REG LEAVE WITHOUT PAY 11-003078 o004 2 575.46

7. After reviewing the Timecard, click on the Done icon and the Timecard Approval

screen will be reappear. Repeat steps 6 and 7 to review additional Timecards.

Less Detail

| More Detail

Hello, SREL

Logout

About Help

Shop Person AVARELA

Name HECTOR VARELA

Total Days 1
Total Hours 800

11.50

Work Date Transaction Non-Leave Hours Leave Hours Total Hours
— 3, 51390 2.00 0.00 8.00
" shop Pe Total Days 1
Name ISAAC PAZ Total Hours 8.00
Work Date Transaction Non-Leave Hours  Leave Hours Total Hours
[~ oazazon 51394 2.00 0.00 8.00
[~ Shop Person JAPADILL Total Days 2
Name JOHN PADILLA UTEITT 2040
Work Date Transaction Non-Leave Hours  Leave Hours Total Hours
[~ eMTiZ00 51439 26.00 2.00 28.00
[  D8E02010 51442 11.50 0.00

8. To Approve or Reject a Timecard for a Shop Person, click on the box next to the
Work Date and a check mark will appear in the box.

9. More than one Timecard can be selected (step 8), or all Timecards waiting for

approval can be selected, as long as they require the same action (approval or
rejection), by clicking on the box next to the Shop Person name.

10.

Click on the Approve icon, or if changes need to be made by the employee, click

on the Reject icon. The following screen, in this case showing a Timecard was
approved, will be displayed.

38
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Modal Message

‘\

Approved: 1 - Failed: 0

11. Click on the Done icon. Repeat 6-11 to Approve/Reject additional Timecards.

Note: Employees should create a Personal Query link on their AiM Work Desk to
alert them of Timecard Rejections.

The Timecard Approval process is now complete!
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Material Requests

All materials (Parts) used to complete Work Orders must be recorded through Material
Requests. Materials are obtained either through the OFS main warehouse or a shop
warehouse.

Note: When processing a Material Request a Part # or Part name will be required.
Consider performing a search before starting to create the Material Request.
This can be completed by going to the Inventory Module and clicking on the
Search icon next to the Inventory Part Profile. With the Search screen displayed,
click on the Zoom icon on the Class, select the desired Class and execute search.
This will expedite the process.

The followings steps must be completed to request materials.

After logging on the AiM WorkDesk will be displayed.

et /i1 1] Hello, TRNGO1  Logout About Help

e WorkDesk

Menu

@ ‘Work Management:
@ Customer Service

@ Inventory

@ Project Management
@ Froperty

(&) Purchasing

(%) space Management
(@ Time Management
@ System Administration

Report Listing +  edit
[0 370-W0 TRANS DETAIL RPT
[0 428-UTILITY CONSUMPTION
[0 429-UTL & ENE USG BY SQFT

Personal Query Listing

(c} 2010 AssetWarks

1. Click on Work Management and the following screen will be displayed.

=JAM Hello, TRNGO1  Logout About  Help
Work Management e E
Menu

@  Work Order 2

& (@ Waterial Requesf

Setup x

@ Material Request Status

Report Listing * edit

-1 370-WO TRANS DETAIL RPT

(¢) 2010 AssetWorks

2. Click on Material Request and the following screen will be displayed.
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=IAM Hello, SREL  Logout About Help
Material Request view: EXEIEE (2 2SN
Transaction Editor Status
Edit Date 3
Description
Total $0.00

Work Order

Requested By

University

Campus
Phase
Date Needed
Property
Deliver To
gy [}s Location ar
Room
Line Line Type Part/Equipment Description Uom Quantity Unit Cost SubTotal Status
3. Click on the New icon and the following screen will be displayed.
ZIAM Hello, SREL _Logout Aboul Help
Material Request view: EX=E (2SN
Transaction |14413 | Editor SREL Status Q
Edit Date Sep 23, 2010 08:56 AM
Description

—

Total

$0.00

Shop

Requested By

Date Needed

Deliver To

I

Location

University

Campus

Property

Location or
Room

s
1
1
1

r Line Line Type

Part/Equipment

Description uom

‘Quantity

Unit Cost

Status

SubTotal

for the request in the Description field.

Type in a description of the materials being requested, and the purpose/reason

Enter work order and phase in Work Order and Phase fields, or click on the Zoom

icon to use the Search feature described in the Search Query section.

Note: The Location block fields will automatically populate after selecting a
Work Order and Phase.
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=JAM Hello, SREL  Logout About Help
Material Request view: EEE 2 XS
&3
Transaction |14413 | Editor SREL Status ENTERED Q
Edit Date Sep 23, 2010 08:56 AM 8
Description
Total $0.00
Work Order Requestor Location

Work Order I:I Q Requested By l:l Q University I:I Q

Phase |:| Date Needed -
N e—
Deliver To a
Shop Lacation or ] 9

Room

1
|

I Line Line Type Part/Equipment Description Uom Quantity Unit Cost SubTotal Status

6. Enter employee Username in the Requested By field then click the Zoom icon
which will populate the Requested By and Deliver To fields if the Username is
correct. Or Click on Zoom icon and select the Shop Person requesting the
material.

7. Click on the calendar icon to select the Date Needed.

8. Status field should default to Entered. If not, click on Zoom icon and select
Entered from the Status column.

9. Click on the Add Line Item icon and the following drop down list will be
displayed.

Line tem Type

Please Select:

Broys =

Add Stock Part by Warehouse
Add Catalog Part by Vendor
Add NonStock Fart

’F‘ Add Equipment Rental

10. Click on Add Stock Part by Warehouse radio button.
Note: Do not ever select Add NonStock Part radio button.

11. Click on the Next icon and the following screen will be displayed.
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=JAM Hello, SREL  Logout About Help
Line Item view: T (2
Line 1 Editor SREL Status
Edit Date Sep 23, 2010 10:06 AM
Description
Line Type Stock v

Unit Cost $0.0000
Class

Total $0.00
Green No

12. Click on the Warehouse Zoom icon and select the appropriate Warehouse.

13. To locate the Part (material) being ordered, click on the Zoom icon and perform a
Search as described in the Search Query section. After selecting the Part, the
following screen will be displayed.

Note: The Description and Commodity fields populates when you select the Part.

=AM Hello, SREL  Logout About  Help
Line Item view: e CEEEC NS
Line Editor SREL Status -en w
1 Edit Date Sep 23, 2010 10:06 AM o
Description 1 5
PAINT THINNER PAINT
% Line Type Stock v
N CT
Warehouse Q Quantity I:I
MAIN WAREHOUSE
Unit Cost $0.0000
Class
Commodiy a Total $0.00
Green HNo
14. Enter a Quantity (how many) of the Part (material) being requested.
15. Click on the Done icon and the following screen will be displayed
43
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ZJAM

Hello, SREL  Logout About Help
Material Request view: @0 H
Transaction |14414 | Editor SREL Status ENTERED Q

Edit Date Sep 23, 2010 09:59 AM 1 7
Description PAINT TO REMOVE GRAFFITTI ON WALLS
Total $0.00
Work Order PRJFEE 1209 Requested By University NMSU Q
NEW MEXICO STATE UNIVERSITY
PAINTING ART GALLERY
Campus LAS CRUCES
PRJFEE-1208 Date Needed Sep v|010 |2 LAS CRUCES
. . . Property
5 NEED ESTIMATE FOR PAINTING ART GALLERY IN
Deliver Te | CORBETT CENTER
Shop PROJECT DEVELOPMENT —— — 16
R Room
F00470:PROJECT DEVELOPMENT SHOP
™ Line Line Type PartiEquipment Description uom Quantity Unit Cost SubTotal Status
|1 Stock 2545 PAINT THINNER PAINT EA 0.0000 $33.9600 $0.00 | Open

16. Additional materials can be requested by clicking on the Add Line Item icon once
for each Part being requested, and repeating steps 11-15.

17. Click on the Save icon and the request will be sent for supervisor approval. The
following screen will be displayed.

JA!M

Hello, SREL  Logout About Help
Materlal Request view: EENEGE 9 s L A4 D & o=
Transaction 14414 Editor SREL Status ENTERED
Edit Date Sep 23, 2010 10:34 AM 1 8
Description PA;;JT TO REMOVE GRAFFITTI ON WALLS
Total $0.00
Work Order PRJFEE-1209 Reqguested By University NMSU
NEW MEXICO STATE UNIVERSITY
PAINTING ART GALLERY
Campus LAS CRUCES
Phase PRJFEE-1209 LAS CRUCES
Date Needed Sep 30, 2010
NEED ESTIMATE FOR PAINTING ART GALLERY IN Property 285
Deliver To CORBETT CENTER
Shop PROJECT DEVELOPMENT Location o
Room
FO0470:PROJECT DEVELOPMENT SHOP
Line ltems
Line LineType Part/Equipment Description uom Quantity Unit Cost SubTotal Status
1 Stock 2545 PAINT THINNER PAINT EA 0.0000 $33.9600 $0.00 | Open

18. Click on the Print icon to print a copy of the Material Request.

The Material Request process is now complete!
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Equipment Requests

Equipment Requests are initiated in the same fashion as Material Requests by

completing the following steps which begins after Add Line Item for a Material Request.

ZIAM
Add New Line ltem

Please Seledt

“A'Add Equipment Rental

Hello, SREL  Logout

About Help

&

1. Click on Add Equipment Rental radio button.

2. Click on the Next icon and the following screen will be displayed.

= JAM Hello, SREL  Logout About Help
Line Item view: Ez XEEC RS

Line

=

Editor
Edit Date

Description

SREL

Sep 23, 2010 01:28 PM

=

Status

Line Type

Rental

Rental Detail

Equipment Group

Pick-Up Date

1

A 1

Pick-Up Time
Return Date

Return Time

D

|

yel

10

Di
4 [
i

CQuantity

Rate Type

Rate

Unit Cost

L s

1

$0.0000

Total

$0.00

3. Type in a description of the equipment being requested, and the purpose/reason
for the request in the Description field.

4. Click on the Equipment Group Zoom icon and the following screen will be

displayed.

Equipm&nt Group

Equipment Group

Description =

Editor =
Edit Date =

2 on ®

5. Click on the Execute Search icon and the following screen will be displayed.
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3 Equipment Group - Microsoft Internet Explorer

T N < .

lII ment Grouy Description
AERIAL LIFTS - T1 MAN LIFTS, SISSOR LIFT, BUCKET TRUCK
AERIAL LIFTS - T2 MAN LIFTS, SISSOR LIFT, BUCKET TRUCK
AlR COMPRESZORS LARGE TRAILER MOUMTED AR COMPRESSORS USED TO RUN IMDUSTIAL AR TOOLS SUCH AS JACK HAMMERS
ASSIGNED TOOLS TOOLS THAT ARE ASSIGNED TO AN INDIVIDUAL
COMPACTION R IBRATING SOIL COMPACTORS
CRAMES >
EARTHMOMING TREMCHIMNG-T1 BOBCAT
EARTHMOWING/TREMCHING-T2 BOBCAT ATTACHMENTS; KUBOTA TRACTOR
EARTHMONINGTREMCHING- TS BACKHOE
EARTHMOWINGTREMCHING-T4 BOBCAT ATTACHMENTS INCLUDED IN RENTAL

7

Page[t  Jors & | M| 4| > | M Records Found = 25

6. Select the appropriate Equipment Group item and the following screen will be

displayed.
wJAM Hello, SREL  Logout About mg
Line Item o seet |
Line 1 Editor SREL Status Opgn
Edit Date Sep 23, 2010 01:28 PM
Description EAGLE LIFT 1 1
Line Type Rental
Rental Detail 8
%:H LIFTS, SISSOR LIFT, BUCKET TRUCK
Pick-Up Date Sep J N
Pick-Up Time : N v 7
rRate $190.00
Return Date
sep v [2010_]7] Unit Cost $0.0000
Return Time : P Total $0.00

7. Complete the Rental Detail block by clicking on the calendars to select Pick-Up
and Return Dates, and by entering times for Pick Up and Return and selecting
AM or PM (click on arrows).

8. Enter the Quantity (how many) being requested.
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9. Click on the Rate Type Zoom icon and make appropriate selection.
10. Status should default to Open. If not, click on the arrow and select Open.
11. Click on the Done icon and the following screen will be displayed.

ZIAM

Hello, SREL  Logout About  Help
Tr— view: EXTERE (2] 9_/&
T[f\aénsammn |14_417 | Editor SREL Status Q 1 2

EditDate  Sep 23,2010 01:24 PM
Description FORKLIFT N
Total $0.00
Work Order Q Requested By Q University Q
NEW MEXICO STATE UNIVERSITY
PAINTING ART GALLERY ROBERT BILBAD
PRJFEE-1209 Date Needed Sep vleoto_ |7l LAS CRUCES
Fropey
NEED ESTIMATE FOR PAINTING ART GALLERY IN
Deliver To q CORBETT CENTER
Shop PROJECT DEVELOPMENT N
. R
F00470:PROJECT DEVELOPMENT SHOP ROBERT BILBAO eem
Line ltems L)
™ Line Line Type Part’iEquipment Description uom ‘Quantity Unit Cost SubTotal Status
|1 Rental AERIAL LIFTS - EAGLE LIFT 1.0000 $63.3300 $63.33 | Open

12. Click on the Save icon and the following screen will be displayed.

JAIM Hello, SREL  Logout About  Help
Material Request B seec v I P [ I =
Transaction 14417 Editor SREL Status ENTERED

Edit Date Sep 23, 2010 02:04 PM 14
Description FORKLIFT
Total

563.33‘

Location

Work Order PRJFEE-1209 Requested By BROBERT University HMSU
AN AT AL NEW MEXICO STATE UNIVERSITY
AINTING ART GALLERY R 5
ROBERTBILEAD Ccampus LAS CRUCES
FPhase PRJFEE-1209 LAS CRUCES
Date Needed Sep 30, 2010
NEED ESTIMATE FOR PAINTING ART GALLERY IN Property 28
Deliver To BROBERT CORBETT CENTER
Shop PROJECT DEVELOPMENT e
- - Room
F00470:PROJECT DEVELOPMENT SHOP ROBERTEILEAD
Line ltems
Line Line Type Part/Equipment Description uom Quantity  Unit Cost SubTotal Status
1 Remtal AERILLFTS- | EAGLE LFT 1.0000 $62.3300 $63.33 Open

13. Click on the Print icon to print a copy of the Equipment Request.

The Equipment Request process is now complete!
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Material/Equipment Request Approval

Material and Equipment Requests must be approved by the supervisor by completing
the following steps. This example is for material from a Shop Warehouse.

After logging on the AiM WorkDesk will be displayed.

=iaMm Hello, SREL  Logout About  Hel

E

=3 WorkDesk

Menu

(&) work Managemen
Asset Management
@ Customer Seniice
(L) Estimating

() Finance

(%) Human Resources
@ Inventory

(#) Preventive Maintenance
(® Project Management
(@ Property

(&) Purchasing

l’i\‘ Space Management
@ Time Management

(©) System Administration

1. Click on Work Management and the following screen will be displayed.

AiM Hello, SREL  Logout About Help
@ Work Management 6 U_l
Menu

& (@ Work Order

@. @_‘1 Daily Assignments

@. @_‘1 Material Request
Shop Stock Approval

Shop Stock Adjustment

@

Rapid Status Update For Wark Order
Rapid Status Update For Phase

2. Click on Material Request and the following screen will be displayed.
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=AM Hello, SREL  Logout About Help

Material Request oo selet | e/f\ v ||

Transaction Editor Status
Edit Date 3
Description
Total $0.00
Work Order Requested By University
Campus
Phase
Date Meeded
Property
Deliver To
Shop Location or
Room
Line Line Type Part/Equipment Description Uom Quantity Unit Cost SubTotal Status

3. Click on the Search icon and the following screen will be displayed.

Hello, SREL  Logout About

Material Request e - 2] oN

, @F

Transaction R, l:l = -

Description R, l:l = v ‘ |
Work Order N E v [ e

P — S8 e

Date Needed B E ~ l:l v l:lJ
Requested By - l:l = - l:l q

University T l:l = v l:lq

Location or Room o e l:l = v l:lq

Deliver To o e l:l = v l:lq

Exira Description - e l:l = “ ‘

Edit Date - v l:l = - l:l - l:lJ

Editor N E vl | Ja

Line Items

4. Click on the Shop Zoom icon and the following screen will be displayed.
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T - © -

ENGINEERING

GROUNDS

ENERGY MGMT

HEAWY EQUIPK

JENT

HEAWY EQUIPMENT FUEL

Sho Description

CARPENTRY FO0458: CARPENTRY SHOP
CONSTRUCTION ™~ FO0472:CONSTRUCTION SHOP
Cup FOO0457:CENTRAL UTILMY PLANT
CUSTODIAL F STODIAL SHOP
ELECTRIC CTRIC SHOP

500850:ENERGY MANAGEMENT SYSTEMS

FO0462:ENGIMEERING SHOP

FO0483:GROUNDS SHOP

500617 HEAWY EQUIPMENT

S00617; HEAVY EQUIPMENT

5. Click on the appropriate Shop and the following screen will be displayed. Use the
Page Navigation (DVD) buttons at the bottom of the screen to look for additional
Shops.

JA|M

Hello, SREL  Logout

Help
Materlal Request e @

About

Transaction

Description

v:l

- |

6

N

6. Click on the Execute Search icon and the following screen will be displayed.

»IAM Hello, SREL  Logout About Help
Material Request ~ L =l @
Transactio Work Order Phase  Date Needed Placed By Status University Campus Property Location or Room Location ID Shop Person
10007 10-006005 003 Jun 09, 2010 CASJOSEP CLOSED NMSU LAS CRUCES 366 CASJOSEP

10009 10-011513 PAINT Jun 09, 2010 CASJOSEP CLOSED NNSU LAS CRUCES 221 CASJOSEP

10025 10-006005 003 Jun 08, 2010 CASJOSEP CLOSED NMSU LAS CRUCES 366 CASJOSEP

10031 10-009438 002 Jun 08, 2010 RMADERO CLOSED NMSU LAS CRUCES 536 RMADERO

10035 Jun 08, 2010 JANMET CLOSED NMSU LAS CRUCES 184 JANNET

10054 Jun 10, 2010 CASJOSEP CLOSED NMSU LAS CRUCES el CASJOSEP

10059 Jun 10, 2010 FREDROD CLOSED NMSU L&S CRUCES 184 FREDRQD

10079 10-011808 001 Jun 10, 2010 JAPADILL CLOSED NMSU LAS CRUCES 187 W156 W156*1 JAPADILL

10134 10-012013 001 Jun 10, 2010 CZAR CLOSED NMSU LAS CRUCES 288 201 2011 CZAP

10152 10-01160& 001 Jun 10, 2010 JAPADILL CLOSED NMSU LAS CRUCES 187 W156 W1561 JAPADILL

10165 10-011513 PAINT Jun 11, 2010 RPUENT CLOSED NMSU LAS CRUCES pral RPUENT

10179 j 10-012013 001 Jun 11,2010 CZap CLOSED NNSU LAS CRUCES 288 20 201 CZAP

7. Click on the appropriate Transaction number and the following screen will be
displayed.
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=dAM

Hello, SREL

About Help

Logout
Material Request Vie ® .9 |42~
|

Transaction 44423 Editor SREL Status ENTERED
Edit Date Sep 27, 2010 01:33 PM 8
Description SAND PAPER
Total $0.96
Work Order 11004636 Requested By JAPADILL University HMSU
T R OAL AT LT T hap NEW MEXICO STATE UNIVERSITY
S o JOHN PADILLA Campus LAS CRUCES
Fhase 001
Date Needed Sep 30,2010
GRAFFITI REMOVAL AT DELTA ZETA ASAP Property 187
Deliver To JAPADILL CHEMISTRY BUILDING
Shop PAINT Location or 034
- JOHN PADILLA Room
POST DOC OFFICE
Line ltems
Line LineType PartEquipment Description uom Quantity UnitCost  SubTotal  Status
1 Stock 9117 PNT SANDING PAPER 3M 3204 KWALS #2274500 EA 1.0000 £0.9600 $0.96 Open
8. Click on the Edit icon and the following screen will be displayed.
=IAM Hello, SREL  Logout About Help
Material Request o0oH
~
Transaction 14423 Editor SREL Status ENTERED &
Edit Date Sep 27, 2010 01:33 PM
Description SAND PAFER
Total $0.96
Work Order 11-004636 Q Requested By JAPADILL a University NMSU Q
NEW MEXICO STATE UNIVERSITY
GRAFFITI REMOVAL AT DELTA ZETA JOHN PADILLA
Campus LAS CRUCES
Phase Date Needed Sep |2 RUCES
o - Froperty
GRAFFITI REMOVAL AT DELTA ZETA
Deliver To JAPADILL a CHEMISTRY BUILDING
Shap PAINT
Location or 034
FOO JOHM PADILLA Room
PNST NOC NEFICE
Line ltems
™ Line Part/Equipment Description uom Quantity Unit Cost SubTotal Status
r 1 A PNT SAMNDING PAPER 3M 320A KWALS #2274600 EA 1.0000 £0.9600 $0.96 | Open
™

9. Click on the Line Item number to review the Material Request, including which
warehouse the material was ordered from, and the following screen will be

displayed.
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=JAM Hello, SREL  Logout About Help
© Line ttem view: JOO oM™
Line 1 Editor SREL Status
Edit Date Sep 27, 2010 01:33 PM 1 1
Description PNT SANDING PAPER 3M 3204 KWALS #2274600
Line Type Stock v

Warehouse MAIN a Quantity 1.0000

MAIN WAREHOUSE
Part 9117 a

PMT SANDING PAPER 3M 3204 KWALS Unit Cost $0.9600
Class UNKNOWHN

UNKMOWN

Total $0.96

Commodity ONKNOWH qQ
Green No %

10.In this example, the material will come from the Main Warehouse as reflected in the
Warehouse field.

11.Click on the Done icon to return to the Material Request screen.

=AM Hello, SREL  Logout About Help
Material Request A seiet v @ ® M
Transaction 14423 Editor SREL Status ENERED
Edit Date Sep 27, 2010 01:33 PM
Description SAND PAPER
Total $0.96

Work Order 11 004636 Requested By papaDiL ] University IEN] a
NEW MEXICO STATE UNIVERSITY
GRAFFITI REMOVAL AT DELTA ZETA ASAP JOHN PADILLA Temrs 55 CRUCES
Prass CI— s cruces
001 Date Needed B Jser oo o | LAS CRUCES
Froperty 187
GRAFFITI REMOVAL AT DE%’— ZETAASAP
Deliver To JAPADILL q CHEMISTRY BUILDING
Shop PAINT Location or 034
FO0458 PAINT SHOP JOHN FADILLA Reom
PN&T NOC NEFICE
Line ltems ee
" Line LineType PartEquipment Description uom Quantity Unit Cost SubTotal  Status
o1 Stock 9117 PNT SANDING PAPER 311 3204 KWALS #2274600 EA 1.0000 50,9600 50.96 | Open

12.Click on the Status Zoom icon and the following screen will be displayed.
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Material Request Status ﬂ ~ @ fu

Status

Description

EWTERED

MAT-APPROWED

RNT-APPROVED

SWH-APPROVED

MATERIAL REQUEST HAS BEEN
ENTERED

MATERIAL APPROWAL BY
SUPERVISOR

RENTAL APPROVAL BY
SUPERVISOR

APPROWVED FOR THE SHOP
VWAREHOUSE

MATERIAL REQUEST HAS BEEN
CANCELLED

13.Since this example is for a Material Request from a Shop Warehouse, to change the
status click on SWH-Approved under the Status column and the following screen

will be displayed.

Note: If the material was requested from the Main Warehouse, Mat-Approved
would be selected from the Status column. For equipment requests, select RNT-
Approved from the Status column.

[*JAIM Hello, SREL  Logout About Help
Material Request View: Se\ect e @ 1
Transaction 14423 Editar SREL Status [SWHAFFROVED |

Edit Date Sep 27, 2010 01:33 PM 14
Description SAND PAPER
Total $0.96
Work Order 1 004636 Requested By JAPAD”_L University MSU
NEW MEXICO STATE UNIVERSITY
GRAFFITI REMOVAL AT DELTA ZETA ASAP JOHN PADILLA
Campus Las cRUCES |
= I s cRuces
001 Date Needed |\BU | Sep v |2E|1E| |J | LAS CRUCES
R a—
GRAFFITI REMOVAL AT DELTA ZETA ASAP
Deliver To JAPADILL Q CHEMISTRY BUILDING
Shop PAINT "
Location or 034
FO0488:PAINT SHOP JOHN PADILLA Rea
POST NN OFFINF
Line ltems L
™ Line Line Type  Part/Equipment Description uom Quantity Unit Cost SubTotal Status
W 1 Stock 9117 PNT SANDING PAPER 3M 3204 KWALS #2274600 EA 1.0000 50.8500 S0.95  Open

14.Click on the Save icon and the following screen will be displayed.
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SIAM

Hello, SREL  Logout About Help
Material Request View: Wl
Transaction 14423 Editor SREL Status SWH-APPROVED
Edit Date Sep 27, 2010 02:45 PM 1 5
Description SAND PAPER
Total $0.96
Work Order 11-004636 Requested By JAPADILL University
% ) STATE UNIVERSITY
GRAFFITIREMOVAL AT DELTAZET (LN PADILLA
o h Campus LAS CRUCES
Phase 001 LAS CRUCES
Date Meeded Sep 30, 2010
GRAFFITI REMOVAL AT DELTA ZETA ASAP Property 181
Deliver To JAPADILL CHEMISTRY BUILDING
Shop BAINT Location or 034
. § Room
8:PAINT SHOP JOHNPADILLA
Line ltems
Line LineType PartiEquipment Description uom Quantity Unit Cost SubTotal Status
1 Stock 91T PNT SANDING PAPER 31 3204 KWALS #2274600 EA 1.0000 50.9500 50.86 Open

15.Click on the Print icon to print a copy of the approved Material Request.

The Material/Equipment Request Approval process is now complete!
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Pick Ticket

Whether for the Main Warehouse or Shop Warehouse, after material/equipment
requests have been approved in the AiM system the following steps must be completed
for inventory tracking purposes. This example will be for a Shop Warehouse.

=JAM Hello, SREL  Logout About Help
@ WorkDesk o_l
Menu -

'@' Work Management

@ Asset Management
& customer Senice

(L) Estimating

(%) Finance

@ Human Reso

@ Inventory

'Z:.f'_‘i' Preventive Maintenance

1. Select the Inventory module and the following will be displayed.

=JAIM Hello, TRNGO1  Logout About Help
@ Inventory g -
Menu

Inventory Part Profile

Counter Release
Counter Return
Pick Ticket

Warehouse Transfer

External Inventory Adjustment
External Inventory Adjustment Approval
Warehouse Bin Definition

Inventory Reorder Generator

Physical Count Generator

Physical Count Worksheet

Inventory Kit

PP @ePOEE@E@E@

2. Click on Pick Ticket and the following screen will be displayed.
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[STAIM

Hello, SREL

(® Pick Ticket

vew: ETERIE [2 RSN

A
Transaction Editor Status
Edit Date Warehouse 3
Description
Date Needed
Time Needed
Work Qrder University
Campus
Phase FEELY
Location or
Room
Line Part Description uoM Unit Cost Status
3. Click on the New icon and the following screen will be displayed.
wIAM Hello, SREL About Help
(® Pick Ticket view: Exrm— XSRS
Transaction 6796 Editor Status q
Description

Date Needed

Time Needed

‘Work Order

Fhase

L s

Campus

[ e

Location or
Room

Line ltems

Line Part Description uom

Load Material Request # &

Unit Cost Status

4. Click on the Warehouse icon and the following screen will be displayed.
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N - ©

Warehouse | /\ Description |
PAINT 5 ) PAINT WAREHOUSE |

5. Select the appropriate Warehouse, in this example Paint, and the Pick Ticket
screen will reappear.

wiAM Hello, SREL  Logout About Help
(® Pick Ticket e 2]O O
Transaction 6797 Editor SREL Status a

Edit Date Sep 27, 2010 03:07 PM

Warehouse PAINT a

PAINT WAREHOUSE

DafeNesded ™| IR
Time Needed l:l : l:l v

Description

‘Waork Order I:I a University |:| Q

Phase — PR 1
cmrar
Room

Line ltems Load Material Request # &

r Line Part Description uom Bin Requested Quantity Unit Cost Status

6. Click on the Load Material Request icon and the following screen will be
displayed.

=JAM Hello, SREL  Logout About Help

@ Load Material Request

Results 1 ( 9
8 ) Transaction Line Warehouse Work Order Phase Part Quantity Status \‘/

11077 16 MAIN 10-013093 (] 2784 1.0000 Open

11077 MAIN 10-013093 001 2756 5.0000 Open

11128 MAIN 10-012787 001 2245 1.0000 Open

1114\

11436 1 MAIN 10-005251 001 4101 100.0000 Open

7. Click on the Transaction number(s) to review the Material Request, then click on
the Done icon to return to the Pick Ticket screen.

8. To select items for the Pick Ticket, click on the box(s) next to the desired
Transaction number(s) and a check mark will appear in the box(s).

9. Click on the Done icon and the following screen will be displayed.

Note: When the Done icon was clicked, all required fields on the Pick Ticket screen
automatically populate.
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Hello, SREL

Logout

view: ECTEN)

SJAM .

. Material Request
Transaction 444273
Description SAND PAPER

Editor SREL

Edit Date

Sep 27, 2010 02:48 PM

Status

SWH-AFFROVED o9

Total

$0.96

Work Order 11-004636 Requested By JAPADILL University NMSU
T RO AL A DL A 2t aap NEW MEXICO STATE UNIVERSITY
S T JOHN PADILLA Campus LAS CRUCES
Fhase 001 LAS CRUCES
Date Needed Sep 30,2010
GRAFFITI REMOVAL AT DELTA ZETA ASAP Propery 1a7
Deliver To JAPADILL CHEMISTRY BUILDING
Shop PAINT Location or 034
~ Room
o PAINT SHOP JOHN PADILLA
Line ltems
Line LineType Part/Equipment Description uom Quantity Unit Cost SubTotal Status
1 Stock 9117 PNT SANDING PAPER 311 3204 KIWALS #2274500 En 1.0000 50.9600 50.96  Open
10. Click on the Status icon and the following screen will be displayed.
=JAM Hello, SREL  Logout About  Help

K

Material Request

view: EXTR]

Q0 H

Trznsacton 14423 Editor SREL Status S APPROVED @ 6
Edit Date Sep 27, 2010 02:43 PM 1 1
Description SAND PAPER
Total $0.96
Wark Order 11.004636 Requested By JAPADILL University NMSU
NEW MEXICO STATE UNIVERSITY
GRAFFITI REMOVAL AT DELTA ZETA R )
10| AL A
JORNPADILL Campus LAS CRUCES
Phase 00 LAS CRUCES
Date Needed Sep 30, 2010
GRAFFITI REMOVAL AT DELTA ZETA ASAP FEE 187
P — JAPADILL CHEMISTRY BUILDING
Shop PAINT Location or 034
. . Room
PAINT SHOP JOHNPARILLA
Line ltems
Line LineType PartEquipment Description uom Quantity UnitCost  SubTotal  Status
1 Stock 9117 PNT SANDING PAPER 3M 320A KWALS #2274500 EA 1.0000 £0.9600 $0.96  Open

11. Click on the Save icon and the following screen will be displayed.
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=JAM

Hello, SREL  Logout

About Help
Material Request view: ETZEEEEEY (2 2SR AN
Transaction 14423 Editor SREL Status SWH-APPROVED
Edit Date Sep 27, 2010 04:02 PM 1 2
Description SAND PAPER
Total $0.96

Work Order 11004636 Requested By JAPADILL University HMSU
NE STATE UNIVERSITY
GRAFFITI REMOVAL AT DELTA ZETA S PA A
JORNPADILL Campus LAS CRUCES
Phase 001 LAS CRUC
Date Needed Sep 30, 2010
GRAFFITI REMOVAL AT DELTA ZETA e 181
Deliver To JAPADILL CHEMISTRY BUILDING
Shop PAINT Location or 034
~ § Room
PAINT SHOP JORNPACILLA
Line ltems
Line Line Type PartiEquipment Description uom Quantity Unit Cost SubTotal Status
1 Stock 9117 PNT SANDING PAPER 3M 3204 KWALS #2274500 EA

1.0000 $0.9500 $0.96  Open

12. Click on the Print icon to print a copy of the Pick Ticket.

The Pick Ticket process is now complete!
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Counter Release

Whether for the Main Warehouse or Shop Warehouse, after material/equipment
requests have been approved and a Pick Ticket has been completed, a Counter Release
is completed when the employee picks up the material or equipment. The following
steps must be completed for a Counter Release; in this example to release material
from a Shop Warehouse.

AIM Hello, SREL  Logout About Help

@; WorkDesk (2 N

Menu

(@ work Management
@ AssetManagement
(& customer Senvice

(L) Estimating

(%) Finance

@ Human Resour
& Inventory
(#) Preventive Maintena
hﬁ Project Management
@- Property

[8) Purchasing

(@) Space Management
(@ Time Management
Dl Systern Administration

1. Select the Inventory module and the following will be displayed.

WNM Hello, SREL  Logout About Help
@ Inventory é U_I
Menu

@ (@ Inventory Fart Prafile
@ (@ Counter Release
@ (@ Counter Retur

@ (@) Pick Ticket

@ @ Warehouse Transfer

@ External Inventory Adjustment

2. Click on Counter Release and the following screen will be displayed.
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wIAIl Hello, SREL  Logout About Help
(™ counter Release view: EEEET (2NN
Transaction Editor Reference Mumber
Edit Date 3
Warehouse
Description
Total Cost $0.00

Released By

Released To

Line Part Description Bin Release Quantity Return Quantity Work Order Phase Pick Ticket

3. Click on the New icon and the following screen will be displayed.

=AM Hello, SREL  Logout About Help

@ Counter Release view: EEEEEEET [ZECRE

Transaction 13276 Editor SREL Reference Number l:|
Edit Date Sep 28, 2010 02:39 PM

Total Cost $0.00

Default Work Order |q |

Line ltems Load Pick Tickets # &

r Line Part Description Bin Release Quantity Return Quantity ‘Work Order Phase Pick Ticket

4. Click on the Warehouse icon and the following screen will be displayed.
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Warehouse E ~ @ u
Warehouse | Description
CARPENTRY. CARPENTRY WAREHOUSE
CONSTRUCTION CONSTRUCTION WAREHOUSE
ELECTRIC ELECTRIC WAREHOUSE
GROUNDS GROUNDS WAREHOUSE
HWAC HWAC WAREHOUSE
LOCKSHOP LOCKSHOP WAREHOUSE
MAIN MAN WAREHOUSE
MECHANICS MECHANICS WAREHOUSE
PAINT PAINT WAREHOUSE
PLUKBING PLUMBING WAREHOQUSE

5. Click on the appropriate Warehouse and the following screen will be displayed.

=JAM Hello, SREL  Logout About  Help
[ §
(W counter Release s —]0 O i
Transaction 13276 Editor SREL Reference Number l:l
Edit Date Sep 28, 2010 02:39 PM
Description Warehouse PAINT a
PAINT WAREHOUSE
Total Cost $0.00
Default Work Qrder ‘q |

Line Items

r Line Part Description Bin Release Quantity

Return Quantity

Lo

Work Order Phase

ad Pick Tickets & &

Pick Ticket

6. Click on the Load Pick Ticket icon and the following screen will be displayed.
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=JAM Hello, SREL  Logout About Help
= -
( !5 Load Pick Tickets - @ m
By

Page of1 @ L Results 1 - 20 of 20

r Tra/ 7 \ Line Work Order Phase Part Bin Requested Quantity Released Quantity

r 5261 10-012317 005 2418 03-C:2418 3.0000 0.0000

r 5260 9 10-012317 005 2421 03-C:2421 2.0000 0.0000

r 5316 1 10-013103 002 1855 34-E2:1855 1.0000 0.0000

7. Click on the Transaction number(s) to review the Pick Ticket, then click on the
Done icon to return to the Counter Release screen.

wJAM Hello, SREL  Logout About  Help

(%) Load Pick Tickets :Om
K 4 » W 2 Resu\ls(
9

Line Work Order Phase Part Bin Requested Quantity Released Quanlity\

10-012317 005 2416 03-C2416 3.0000 0.0000

8. To select desired transaction, click on the box next to the desired Transaction
number(s) and a check mark will appear.
9. Click on the Done icon and the following screen will be displayed.

=JAM Hello, SREL  Logout About Help
(® counter Release view: ETENEE (2N Ne
Transaction 13280 Editor SREL Reference Number |:|
EditDate  Sep 28, 2010 03:06 PM
Description FROVIDE PLUNBING FOR LAB/OFFICE AREA AND GETEIETEE MAIN
RESTROOMS FOR HORSE FARM BARN
MAIN WAREHOUSE
/_\ Total Cost $24.75
Release Persons
Default Work QOrder | ‘ Q ‘

i oad Pick Tickets
Line Items Load Pick Tickets # &
™ Line Part Description Bin Release Quantity  Return Quantity Work Order Phase Pick Ticket
r 1 2418 PVC PIPE 1" BELL END SIEERRA IRG 0S-C:2416 3.0000 0.0000 | 10-012317 005 5260

10. Click on the Released By Zoom icon and the following screen will be displayed.
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e N - - ©

Employee 1D

11 First Name Last Hame

ABELZ ABEL ZAPIEM

LEQONARD LEONARD BANEGAS

11. Click on the appropriate Employee ID and the Counter Release screen will

reappear.
=IAM Hello, SREL  Logout About Help
(™ counter Release View: O0H
Transaction 13283 Editor SREL Reference Number l:l
Edit Date Sep 28, 2010 03:23 PM 1 3
Description FROVIDE PLUMBING FOR LABIOFFIGE AREA AND LRI MAIN
RESTROOMS FOR HORSE FARM BARN
MAIN WAREHOUSE
Total Cost $24.75

Released By ABELZ a

ABEL ZAPIEN

Default Work Order ‘ Q |

Line ltems Load Pick Tickets # &
™ Line Part Description Bin Release Quantity ~ Return Quantity  \Work Order Phase Pick Ticket
-1 2418 PVC PIPE 1" BELL END SERRA RG 05-C:2416 3.0000 0.0000 | 10-012317 00s 5250

12. Click on the Released To Zoom icon and select the appropriate Shop Person.
13. Click on the Save icon and the following screen will be displayed.

=JAM Hello, SREL  Logout About Help
(2} counter Release View: (7 RO RN
Transaction 13283 Editor SREL Reference Number
Edit Date Sep 28, 2010 03:28 PM 1 4
Warehouse MAIN
Description PROVIDE FLUMBING FOR LAB/OFFICE AREA AND RESTROOMS FOR HORSE FARM BARM
MAIN WAREHOUSE
Total Cost $24.75

Released By ABELZ

ABEL ZAPIEM

Released To JAPADILL

JOHN PADILLA

Line Part Description Bin Release Quantity Return Quantity Work Order Phase Pick Ticket

1 2418 PVC PIPE 1" BELL END SIERRA RG 0s-C:2418 3.0000 0.0000 10-012317 005 5260

14. Click on the Print icon and the following screen will be displayed.
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About Help

=JAM Hello, SREL  Logout

Counter Release

50-COUNTER REL SE RECEIPT
384-COUNTER REL S SUMMARY

15. Click on 60-Counter Relse Receipt and the following screen will be displayed.

BIRT Report Viewer
CINCINE NE =

Showing page 1 of

w = e Counter Release
iA| 16 13283 13283

Counter Release Receipt

«di 4 ¥ I Gotopage: a

Counter Release

Description: PROVIDE PLUMBING FOR LAB/OFFICE AREA AND RESTROOMS FOR HORSE FARM BARN

|[Released By: ABELZ (ABEL ZAPIEN) [Reference:
|[Released To: JAPADILL (JOHN PADILLA) |warehouse: WAIN (MAIN WAREHOUSE)
Release Date: Sep 28, 2010 3:23 Pl Total Cost: $24.75
Line ltems
Line [Part: 2416 (PVC PIPE 1" BELL END SIERRAIRG) Unit Cost: 58.25
Bin: 0S-C:2416 (PVC PIPE 1" BELL END SIERRAIRG) UOM: EA)
Equipment: [ty on Hand: 10.00
[Work Order: [10-012317 (PROVIDE NEW LAB/OFFICE AREA AND Released Qty: 300
1 RESTROOMS FOR HORSE FARM BARN (801))
Phase: 005 (PROVIDE PLUMBING FOR LAB/OFFICE AREA AND Returned Qty: 0.00
RESTROONS FOR HORSE FARM BARN)
Pick Ticket: [5260 |Lineltem: |5 |SubTotal: 524.75
Signature Date
Sep 28,2010 3:32PM AIM™ Counter Release Receipt 13283 Page: 1

16. Click on the Print Report icon and the following screen will be displayed.

BIRT Report Viewer
G JE = 2

Showing page 1 of 1

w = s Counter Release
u.lA‘M 1 13283

Counter Release Receipt

dl 4 ¥ ¥ Go to page: a

Counter Release Print Report x
Description: PROVIDE PLUMBING FOR LABIOFF
||Reteased By: ABELZ (ABEL ZAPIEN) Print Format
||Reteased To: JAPADILL (JOHM PADILLA)
O HTIL
Sep 28, 2010 3:23 Pl
Gror

@A\Iuagas Ocurremuage OPages

( Enter page number(s) and/er page range(s). For example: 1-60r 1,36 )

(Work Order: |10-012317 (PROVID

Phase: 005 (PROVIDE PLUIL
RESTROOMS FOR HORSE FARM BARN)
Pick Ticket: _|5260 Jtineitem: |5 [subTotal: | s2475]
Signature Date
Sep 28,2010 3:32PM AIM™ Counter Release Receipt 13283 Page: 1

17. Click on the PDF radio button.
18. Click on the OK icon and the following screen will be displayed.
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ﬁ H |_—'| P ’T I T \\‘j \’_tg & ® s - @ Collaborate = / Sign * m‘ EH >
(=]
* 13 2 8 3 %
~ .
Counter Release Receipt
Counter Release

Description: PROVIDE PLUMBING FOR LAB/OFFICE AREA AND RESTROOMS FOR HORSE FARM BARN

Released By: ABELZ (ABEL ZAPIEN) Reference:

Released To: JAPADILL (JOHN PADILLA) Warehouse: MAIN (MAIN WAREHOUSE)

Release Date: Sep 28,2010 3:23 PM Total Cost: £2475

Line Items
Line Part: 2416 (PVC PIPE 1" BELL END SIERRA IRG) Unit Cast: $8.25
Bin: 05-C:2416 (PVC PIPE 1" BELL END SIERRA IRG) TUOM: EA
Eguipment: Qty on Hand: 10.00
Work Order: |10-012317 (PROVIDE NEW LAB/OFFICE AREA AND Released Qty: 3.00
1 RESTROOMS FOR HORSE FARM BARN (801))
Phase: 005 (PROVIDE PLUMBING FOR LAB/OFFICE AREA AND Returned Qty: 0.00
RESTROOMS FOR HORSE FARM BARN)

Pick Ticket: | 5260 Line Item: | ] SubTotal: $24.75

Signature Date

19. Click on the Print icon.

The Counter Release process is now complete!
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Counter Return

The following steps must be completed to return materials that were not used for a
Work Order to the warehouse. The following is an example of returning material to a
Shop Warehouse.

After logging on, the Aim WorkDesk will be displayed.

=AM Hello, SREL  Logout About Help
@ WorkDesk 9 = ﬁ
Menu

@: Work Management

@ Accounts Payable

@ AssetManagement
@ Contract Administration
@ Customer Senvice

(&) Estimating

(%) Finance

@. Human Res,

@ nventory

1. Select the Inventory module and the following drop down list will be displayed.

iM Hello, SREL  Logout About Help

@ Inventory e 1 m

Menu

@ @ Inventory Part Profil

@ @ Counter Release

@ (@ Counter Retun

2. Click on Counter Return and the following screen will be displayed.

=IAM Hello, SREL  Logout About Help

(™ counter Return view: BT (2SN

Transaction Editor

Reference Number 3
Edit Date
_ ‘Warehouse
Description

Total Cost $0.00

Release Persons

Released By

Released To

Line Part Description Bin Released Quantity Returned Quantity Work Order Phase Pick Ticket Adjustment

3. Click on the New icon and the following screen will be displayed.
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Hello, SREL  Logout About Help
@ Counter Release Transaction Search @ L=l i o @

Counter Release

Transaction

Extra Description

<

v :l = hd

Trans Date v l:l =
Description v l:l - - |
Warehouse - l:l - v I:l q
Released By P “ [ e
Released To v l:' = w |:| q
Reference Number v l:l = v I:|
Editor v l:l = ~| [ S
Edit Date v :|

[ ]

Counter Release Line Item Show

4. Type in a Transaction number or conduct a Search as described in the Performing
a Search Query section.

5. Click the Execute Search icon, select the desired Transaction, and the following
screen will be displayed.

=JAM Hello, SREL  Logout About Help
(® counter Retum 10 O
Transaction 5015 Editor RUPAZ Reference Number
Edit Date Dec 16, 2009 12:15 PM
- ‘Warehouse MAIN
Description ROOF LEAKING HARDMAN HALL 210K, 212 AND 216. WATER DAMAGE CEALING
MAIN WAREHOUSE
Total Cost $83.88
Return Persons Default
Released By RUPAZ Returned By : ™
RUMALDO PAZ
Released To  ALZAMORA Returned To |:| a
ALONZO ZAMORA
Line ltem, Return All
Line B Description Bin Released Quantity Returned Quantity Work Order Phase Pick Ticket Adjustment
1 2428 PNT CAULK VIP SMOOTH 5710 KWAL- | 35-8B2:4444 12.0000 0.0000 | 10-001239 001 1007
HANLEY #5710

6. Click on the Line Item number and the following screen will be displayed.
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=JAM Hello, SREL  Logout About  Help
[ !5 Counter Return Line ltem e m
A
Itern 1 Editor RUPAZ Original Transaction 5015 1 O
Edit Date Dec 16, 2009 12:15 PM 4444
Part 4444 Work Order 10-001239 Returned By 8
ENT CAULK VP SHOOTH 5710 KIVALHANLEY ROOF LEAKING HARDMAN HALL 210K, 212
Fhase 001
Bin %35.552:4444 \
ROOF LEAKING HARDMAN HALL 210K, 212
Uon EA Returned To I:l Q 9
Release Quantity 12.0000
_A
Cost $6.9900 || prior Return Quantity 0.0000
Quantity on Hand 155.0000 | | Return Quantity 0.0000]
Asset Equipment Pick Ticket 100
ROOF LEAKING HARDMAN HALL
Line ltem 1 4

—
SO N

Enter a number in the Return Quantity field.
Click on the Returned By Zoom icon and select the appropriate Employee ID.
Click on the Returned To Zoom icon and select the appropriate Employee ID.

Click on the Done icon and the following screen will be displayed.

=JAM Hello, SREL  Logout About Help
(™ counter Return View: 00 H
Transaction 501 5 Editor RUPAZ Reference Number
Edit Date Dec 16, 2009 12:15 PM 1 1
Warehouse MAIN
Description ROOF LEAKING HARDMAN HALL 210K, 212 AND 216, WATER DAMAGE CEALING
MAIN WAREHOUSE
Total Cost $83.88

Return Persons Default

Released By RUPAZ Returned By a
RUMALDO PAZ

Released To  ALZAMORA Returned To a
ALONZO ZAMORA

HANLEY #5710

Line ltems
Line Part Description Bin Released Quantity Returned Quantity ~Work Order
1 2222 PNT CAULK VIP SMOOTH 5710 KWAL-  35-8B2:4444 12.0000 1.0000  10-001239%

Return All

Phase Pick Ticket Adjustment

001 1007

11. Click on the Save icon and the following screen will be displayed.
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=IAM Hello, SREL  Logout About Help
Slcsusaan -0 . | =
Transaction 5015 Editor RUPAZ Reference Number
EditDale  Dec 16, 2009 12:15 PM 12
Warehouse MAIN
Description ROOF LEAKING HARDMAMN HALL 210K, 212 AND 216. WATER DAMAGE CEALING
MAIN WAREHOUSE
Total Cost $76.89
Release Persons
Released By RUPAZ
RUMALDO PAZ
Released To ALZAMORA
ALONZO ZAMORA
Line ltems
Line Part Description Bin Released Quantity  Returned Quantity  Work Order Phase Pick Ticket Adjustment
2 4444 PNT CAULK VIP SMOOTH 5710 KWAL- 35-8B2:4444 12.0000 -1.0000 10-001238 o 1007 1
HANLEY #5710

12. Click on the Print icon to print a copy of the Counter Return.

The Counter Return process is now complete!

September 2010



AiM 4.1User Manual

Creating a Work Order

There are times when OFS personnel, other than employees working the OFS Work
Order desk, need to create a Work Order that is not initiated as the result of a
Customer Request. The following steps must be completed to create a Work Order.

1. Select the Work Management module and the following list will be displayed.

=JAIM Hello, SREL  Logout About Help
@ WorkDesk e kﬁ
Menu *

'@' Work Management
@ Asset Management
@ customer Senice

@' Estimating

2. Click on Work Order and the following screen will be displayed.

=JAM Hello, SREL  Logout About Help

=

Work Managzant 2 owl
Menu °

@ @ Work Order

@ (@ Daily Assignments

& (@ Waterial Request
Shop Stock Approval

@  Shop Stock Adjustment

3. Click on the New icon and the following screen will be displayed.

=JAIA Hello, SREL  Logout About  Help

©® work order view: EE T [2 35N AN

‘Work Order Created By Status
Date Created Project 3
Description

Desired Date

Budget
‘Organization
Organization University Commaon
Problem List
Requestor
Campus
Type
Contact
Prope
Contact Phone P Category
Contact Email
Phase
Phase Description Location or Room Shop Work Code Priority Status
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About Help

:’A|M k Hello, SREL  Logout
Work Order ] O © i

‘Work Order Created By SREL

Date Created Oct 04, 2010 02:01 PM

11-004647

Description

Organization

Organization

[
Requestor

Contact

Contact Email | |

Status

Project

Desired Date

Budget

I

Classification

Common
Problem List

Type

Category

N

o
()

r Phase Description Location or Room Shop

Work Code

Priority Status

4. Type in a description of the work to be performed in the Description field.

2]

Enter a Contact name, Contact Phone, and Contact Email.

6. Select the University, Campus, and Property by clicking on the Zoom icon. Use

the Search feature to select the Property.

Note: Recommend selecting the word “contains” from the drop down list to the
left of the Description field in the Search screen. Once the building name
appears, select the desired number to populate the Property field. Initially, this
is a drill down process; once familiar with the Property number it can be entered
directly, then click on the Zoom icon to validate and populate the Property block

fields.

7. Click on the Type Zoom icon and make a selection, then make a Category
selection. After making these selections the Status field will populate to the Open

status.

8. Click on the Add Phase (green plus sign) icon and the following screen will be

displayed.
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FIAM
Phase

Hello, SREL  Logout

About Help

oo o m

e

Created By SREL

Date Created Oct 04, 2010 02:14 PM

Description DOORS AND KEY PROBLEM

Status

Work Order 11-004649
Budget

Location or Room

Funding Source

Equipment Group Q

Template

P Standards

L s

Asset Type a

Asset Group

Shop Person WorkGode [ s
Request Methad l:l Q
R —

9. Click on the Shop Zoom icon and make a selection.

10. Click on the Priority Zoom icon and make a selection.

11. Funding Source will automatically populate to Shop and should only be changed
if directed by OFS Accounting by clicking on the arrow and making the

appropriate selection.
12. Click on the Status Zoom icon and select Assigned.

13. Click on the Work Code Zoom icon and make a selection.
14. Click on the Done icon and the following screen will be displayed.

JA!M

Hello, SREL  Logout

About Help

esﬁ

Work Order 11-004649 Created By  SREL Status OF‘EN
Date Created Oct 04, 2040 02:43 PM
Project 1 5
Description DOORS AND KEY PROBLEM
Desired Date l:l l:l—|
Budget g 00
Organization University NMSU Common l:l Q
Problem List
NEW MEXICO STATE UNIVERSITY
e [Las crucEs ]
S LAS CRUCES Type WAINTENANCE | @
Contact SALLY REL LAS CRUCES MAINTENANCE
ContactPhone  [545-7451 Property Category ACCESS
GContact Email  [srel@nmsu.edu COMPUTER CENTER ACCESS TO DOORS AND KEY PROBLEMWS
" Phase Description Location or Room Shop Work Code Priority Status
- DOORS AND KEY PROBLEN CUSTODIAL X0012 2-URGENT NEW

15. Click on the Save icon, then a copy of the Work Order can be printed.
The Creating a Work Order process is now complete!
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Creating a New Phase for an existing Work Order

Only one OFS Shop can order materials, charge time, etc. to any Phase of a Work Order.
Therefore, if another Shop needs to conduct work on a Work Order, a new Phase must
be created by completing the following steps.

1. Use the Search feature to locate and open the Work Order, and the following
screen will be displayed.

wIAM Hello, SREL  Logout About  Help
. Work Order B see | 0 ~¥ Ll |40 | =
Wark Order 1 1 _004642 Created By  SREL Status READY TO CLOSE
Date Created Sep 29, 2010 10:22 AM Praject
Description STRIP AND REWAX FLOOR I[N MEN'S BATHROOM 2
Desired Date
Budget $0.00
Organization University Common
Problem List
NEW MEXICO STATE UNIVERSITY
Requestor
Campus LAS CRUCES
Type MAINTENANCE
LAS CRUCES .
Contact SALLY REL MAINTENANCE
Prope 554
ContactPhone  646-7451 perty - Category CUSTODIAL
ContactEmail ~ srel@nmsu.edu SOFTBALL OFFICE AND LOCKER ROOM REFILLING BATHROOM SUPPLIES
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW

2. Click on the Edit icon and the following screen will be displayed.

=IAM Hello, SREL About Help
. Work Order I celect | e @ -1
Work Order 11-004642 Created By  SREL Status OPEN
Date Created Sep 29, 2010 10:22 AM )
Description STRIF AND REWAX FLOOR IN MEN'S BATHROOM
Desired Date l:l “ l:l—l
Budget $0.00
Organization University IEN] Commaon
Problem List
MEW MEXICO STATE UNIVERSITY
A — .
S lE LAS CRUCES
Type MAINTENANCE
Contact SALLY REL LAS CRUCES MAINTENANCE
ContactPhone  [5457451 ) Category CUSTODIAL 3
Contact Email srel@nmsu.edu ‘ SOFTBALL OFFICE AND LOCKER ROOM REFILLING BATHROOM SUP
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW

3. Click on the Add Phase icon and the following screen will be displayed.
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JA|M Hello, SREL About Help
Phase

90®m

Fhase |002 | Created By ~ SREL Status _
Baa) 5= 29: Zmozan Work Order 11-004642

Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM Budgst T

Location or Room l:l a

Estimated Dates Classification

Work Code Group Q
End - —
L I — R e | —

Request Method l:l a

Equipment Group &

i

4. Type in a description of the work needed for the new Phase in the Description
field.

5. Click on the Shop Zoom icon and select the desired Shop.

6. Click on the Priority Zoom icon and make a selection.

7. The Status field should default to New; if not, click on the Zoom icon and select
New.

JA|M Hello, SREL  Logout About Help

] &

Fhase |002 | Created By ~ SREL Status _ 1 0/%

Date Created Sep 29, 2010 11:02 AM
Work Order 11-004642

Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Budget g 00

Location or Room

Shop USTODI*\L Start l:l l:lJ Funding Source

FO0460:CUSTODIAL SHOP Wark Code Group l:l
End v =
I w— = G | —
Request Method a
FIETY 3-ROUTINE a
Contractor

Equipment Group Q

——

8. The Funding Source field defaults to Shop and should only be changed if directed
by OFS Accounting by clicking on the arrow and making the appropriate selection.
9. Click on Work Code Zoom icon and make a selection.
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10. Click on the Done icon and the following screen, which reflects the new Phase,
will be displayed.

JA!M

Hello, SREL  Logout

O ———— L

About Help

A
Waork Order 11-004642 Created By  SREL Status OPEN
Date Created Sep 29, 2010 10:22 AM ) ]. 1
Prie :n
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Desired Date l:l = l:l =
Budget _$U.UU
Organization University NMSU Commaon
Problem List
NEW MEXICO STATE UNIVERSITY
Revestor [ ] .
A LAS CRUCES
Type MAINTENANCE
Contact ALLY REL LAS GRUCES MAINTENANCE
Contact Phone  [g45-7451 AT Category CUSTODIAL
ContactEmail  [srel@nmsu.edu | SOFTBALL OFFICE AND LOCKER ROOM REFILLING BATHROOM SUPPLIES,
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REWAX FLOOR M MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW
002 STRIP AND REWAX FLOOR N MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW “

11. Click on the Save icon.

The Creating a New Phase for an existing Work Order process is now complete!
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Assigning Work Orders

Upon initiation of a Work Order, Shop Person (employee) assignments may or may not
be made by the OFS Work Order desk. The supervisor has the authority to make
assignments to employees, or change assignments made by the Work Order desk. The
following steps must be completed to make a Shop Person assignment.

1. Select the Work Management module and the following drop down list will be
displayed.

=JAIM Hello, SREL  Logout About Help

L, ©

Menu

@ Work Management
@ asset Management

-
[ﬂ,' Customer Service

A l.h Hello, SREL  Logout

Work Management

About Help

Menu
& @ Work Orde

-@. @) Daily Assignments

@ @ Waterial Request

2. Click on Work Order and the following screen will be displayed.

=IAM Hello, SREL  Logout About Help
Work Order view: EXZIEEY (2 SNE RN
Work Order Created By Status
Date Created Project
Description 3
Desired Date
Budget
B =]
Organization University Common
Problem List
Requestor
Campus
Type
Contact
Frope
Contact Phone &Y Category
Contact Email
Phase
Phase Description Location or Room Shop Waork Code Priority Status

3. Click on the Search icon and the following screen will be displayed.
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=JAM Hello, SREL  Logout About  Help
Do ———
Gategary T v a

Organization 7 :l = - l:lQ

Contact Phone v l:l = v I:l

Contact Email ~ = v |

Desired Date - :l = - l:l vl:lJ

Customer Request ~ = v ]

Referance - :l = - |:|

Shop Person o l:l = I:lq

Cash Flow Yr 1 ~ [ 1[= ~ ]

Cash Flow Yr2 ~ = v [

Cash Flow Vr3 ~ = v ]

Cash Flow Yr4 Y = v [

Cash Flow ¥r5 N E v~ 4
grnigrtilt\;mn.ﬂ\ssessment ~ = ~ e @\
Fiscal Year ~ = v [

Exdra Description - l:l = - |

Editor ~ = ~ Ja

Edit Date = v [ |

Phase Show

4. Use the scroll bar to move down to the Phase block, click on the Shop Zoom icon,
select the appropriate Shop from the screen that is displayed, then the following
screen will be displayed.

Note: If Phase block is not displayed click on the Show to display fields.

A

Estimated End Date
Work Code
Shop

Estimate Hours

=JAIM Hello, SREL  Logout About Help
WorkOrder 9 ‘A @ oN @
Prigrity — — By
Fiscal Year v l:l v l:l

Extra Description v l:l w ‘

Editor o l:l - ‘

Edit Date “ [ l= ] “[

Phase Hide
Description |

Estimated Start Date w |:| v l:lJ

5. Click on the Execute Search icon and the following screen will be displayed.
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wIAM Hello, SREL  Logout About Help
Work Order ~ . m®
PRJFEE-1006 PROJECT FEE CAMPUS EMERGENCY SIRENS READY TO MAINTENANCE CORRECTWE NMSU LAS CRUCES  NON- OFS PROJECT Dec 17, 2009
CLOSE BUILDING MANAGEMENT
PRJFEE-1 UES PRJFEE-WORK ORDER FOR DACC MAIN: REPLACE THE CHILLER OPEN MAINTENANCE | CORRECTWE ~ NMSU DONA ANA 34 DABCC FACILITES Dec 17, 2009
SuPP
PRJFEE-1004 'ROJECT FEE GA ESH AR UPGRADE READY TO MAINTENANCE CORRECTWE  NMSU LAS CRUCES 154 OFS PROJECT Dec 17, 2009
CLOSE MANAGEMENT
PRJFEE 1084 PELYV MENT PROJECT MGT FEE OPEN PROJECTS SUPPORT NMSU LAS CRUCES | 2683 Feb 04, 2010
PRFEE-1088 QCRETE SIDEWALKS BY SPEACH BUILDING READY TO MAINTENANCE CORRECTWE  NMSU LAS CRUCES = ZONE 2200 Feb 12, 2010
CLOSE
11-STO-STOKEY 2011 STANDING WORK ORDER FOR ALL STANDARD KEYS ACTUAL CHARGES OPEN MAINTENANCE = ACCESS NMSU LAS CRUCES 218 OFS LOCKSMITH Jul13, 2010
11-STO-HISECKEY STANDING WORK ORDER FOR ALL HIGH SECURMY KEY'S ACTUAL CHARGES OPEN MAINTENANCE = ACCESS NMSU LAS CRUCES 218 OFS LOCKSMTH Jul13, 2010
11-004642 STRIP AND REWAX FLOOR IN MEN'S BATHROOM READY TO MAINTENANCE = CUSTODIAL NMSU LAS CRUCES | 554 Sep 29, 2010
CLOSE

6. Click on the desired Work Order number and the following screen will be
displayed.

Tip:
Tearﬂ P Supervisors can create a Personal Query link for quick access to Work
8‘ ) Orders assigned to their shops.
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'M Hello, SREL  Logout About  Help
© work order view: T [ 10 SRR =
Work Order 11-004642 Created By  SREL Status OPEN
Date Created Sep 29, 2040 10:22 AM Praject 7
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Desired Date
Budget $0.00
Organization University NMSU Common
Problem List
NEW MEXICO STATE UMIVERSITY
Requestor
Campus LAS CRUCES
Type MAINTENANCE
UICES -
Contact SALLY REL MAINTENANCE
Prope 554
Contact Phone 646-7451 perty = Category CUSTODIAL
Contact Email ~ srel@nmsu.edu SOFTBALL OFFICE AND LOCKER REFILLING BATHROOM SUPPLIES
Phase Description Location or Room Shop Work Code Priority Status
[ STRIP AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3 ROUTNE HEW
7. Click on the Edit icon and the following screen will be displayed.
Hello, SREL  Logout About Help

' 'M

7] O ©

SREL
Date Created Sep 29, 2010 10:22 AM

Work Order
Work Order 11-004642 Created By
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM

Status OFEN a

Desired Date

Budget $0.00
Organization l:l q University T a Comman

Problem List

MEW MEXICO STATE UNIVERSITY
Rewestor [ ]
Campus LAS CRUCES

Type MAINTENANCE
Contact SALLY REL LAS CRUCES MAINTENANCE
Contact Phone  [545.7451 Property Category CUSTODIAL
Contact Email  [srel@nmsu edu SOFTBALL OFFICE AND LOCKER R( REFILLING BATHR(

Phase

=
=

STRIP AND REVWAX FLOOR IN MEN'S BATHROONK

Location or Room Shop

CUSTODIAL

Work Code

CUSTODIAL

Status

Priority

3-ROUTINE NEW

8. Click on the desired Phase number and the following screen will be displayed.
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e AIM Hello, SREL  Logout About Help
Phase AU Select e 0 G [U
Phase 001 Created By SREL Status
Date Created Sep 29, 2010 10:35 AM
X Work Order 11-004642
Deseription STRIP AND REWAX FLOOR IN MEN'S BATHROOM Budget

Location or Room

Priority

Shop CUSTODIAL

FOO USTODIAL SHOP
Primary Person  ATENCIO

DANIEL ATENCIO

3-ROUTINE Q

Start

I —

Funding Source

Work Code Group  [|NTERIORS S
Work Code CUSTODIAL Q
CUSTODIAL

Request Method

U

Equipment

Equipment ‘

S

Equipment Group Q

Asset

I

Aernt Tur,

Type v

E

9. Click on the desired View Select field arrow and the following screen will be
displayed.

=AM

Hello, SREL  Logout

v

Phase

001

Created By SREL
Date Created Sep 29, 2010 10:35 AM

10

Description

STRIP AND REWAX FLOOR IN MEN'S BATHROCM

Shop
USTODIAL SHOP
Primary Person  ATENCIO
DANIEL ATENCIO
Priority .

S T —

Start

[EVH Select

Select
— I
pr Sta Shop Person | Y
Account Setup b
ul
Bu 30.00

Lod :l a

Status History

i

Funding Source

Work Code Group |NTERIORS -
Work Code CUSTODIAL Q
CUSTODIAL

Request Method

U

Equipment

Equipment |

Ja

Equipment Group @

Asset

o

Type 3

10. Click on the Shop Person field arrow and the following screen will be displayed.
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=IAM Hello, SREL  Logout About Help
Shop Person Assignment e @ 2
Phase 001 Created By  SREL Work Order 11-004642
Date Created Sep 29, 2010 10:35 AM
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Al

Shop Person $ =

r Shop Person Name Primary Cerfified Assigned By Assigned Date

[~ | ATENCIO DAMIEL ATENCIO Yes Yes SREL Sep 29, 2010

11. Click on the Add Shop Person icon and the following screen will be displayed.

SIAIM

Shop Person Assignment

Hello, SREL

Logout

FPhase

Description

001

STRIP AND REWAX FLOOR IN MEN'S BATHROOM

Created By

SREL

Date Created Sep 29, 2010 10:35 AM

Waork Order

11-004642

Shop Person

Primary No |»

Add To Daily Assignment | pjg  «

Assigned By SREL

Assigned Date Sep 29, 2010 01:19 PM

12. Enter employee Username in Shop Person field then click the Zoom icon which
will validate and populate the field if the Username is correct or click on the Zoom
icon and select the appropriate Employee ID, or use the Search feature described
in the Performing a Search Query section.

Click on the Primary field arrow, and select Yes, if Shop Person selected is going
to be designated as the Primary.

Click on the Done icon and the following screen, reflecting the Shop Person
assignment, will be displayed.

13.
14.
Note: Additional employees can be assigned to a Phase; however, only one

employee can be designated as the Primary Shop Person for any specific Phase
of a Work Order.
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SIAM

Hello, SREL  Logout About Help
Shop Person Assignment e HII
Phase 001 Created By SREL Work Order 11-004642
Date Created Sep 2, 2010 10:35 AM 15
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Shop Person { ]
r Shop Person Name Primary Certified Assigned By Assigned Date
[~ | ATENCIO DANIEL ATENCIO No Ves SREL Sep 28, 2010
15. Again, click on the Done icon and the following screen will be displayed.
Hello, SREL  Logout About Help

eo op

Phase Created By  SREL Status 5
Date Created Sep 29, 2010 10:35 AM 1 6
; Work Order 11-004642
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Budget $0.00

Location or Room

)Y

Q

Shop

Primary Person

Priority

USTOD\'\L

FC

ARTL

ART LUCERO

3-ROUTINE Q

Start

C 1 & =

End

L &M=

Classification

Wark Code Group [|NTERIORS
Wark Code CUSTODIAL
CUSTODIAL

Request Method

il

Equipment

Equipment Group

N

Q

Asset

L s

Type v

16. Again, click on the Done icon and the following screen will be displayed.

September 2010

83



AiM 4.1 User Manual

Hello, SREL  Logout About Help

] 0 © |

Work Order 11-004642 Created By  SREL Status m
Date Created Sep 29, 2010 10:22 AM

Project
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM

Desired Date l:l - |:|—|

Budget %0.00

Organization University NS Common

Problem List

MEW MEXICO STATE UNIVERSITY
Rewestor [ ]
Campus LAS CRUCES

Type MAINTENANCE
Caontact SALLY REL LAS CRUCES MAINTENANCE
Contact Phone  [545-7451 AR Category CUSTODIAL
ContactEmail  [srel@nmsu.edu | REFILLING BATHR( s,

Phase Description Location or Room Shop Work Code Priority Status

001 STRIF AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW

17. Click on the Save icon and the following screen will be displayed.

wIAM Hello, SREL  Logout About Help
-
Work Order @ L A L) ED e
A
Work Order 11-004642 Created By  SREL Status OPEN
Date Created Sep 29, 2010 10:22 AM e 1 8

Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM

Desired Date

Budget $0.00
Organization University HMSU Commaon

Froblem List

NEW MEXICO STATE UNIVERSITY
Requestor
Campus LAS CRUCES
Type MAINTENANCE
LAS CRUCES ;
Contact SALLY REL MAINTENANCE
Proped 554

Contact Phone  646-7451 g = Category CUSTODIAL
ContactEmail  srel@nmsu.edu SOFTBALL OFFICE AND LOCKER ROOM REFILLING BATH SUPPLIES
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REVAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUsTODIAL 3-ROUTINE NEW

18. Click on the Print icon and give a copy to the employee(s) assigned to the Work
Order.

The Assigning Work Orders process is now complete!
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Closing Phases & Work Orders

When a shop has completed the work required on a Work Order, and Shop Person(s)

time has been entered, the Phase needs to have the Status changed to reflect that the

work has been completed. In addition, when a Work Order has more than one Phase

and once they have all been completed, the Work Order Status must be changed by
completing the following steps.

1. Using the Search feature, open the desired Work Order and the following screen
will be displayed.

=JAM Hello, SREL  Logout About  Help
Work Order view: I [2 ESNENN (4L
Waork Order 1 1 _004642 Created By SREL Status OPEN
Date Created Sep 29, 2010 10:22 AM Project 2
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Desired Date
Budget $0.00

Classification

Organization University NMSU Commaon
Froblem List
NEW MEXICO STATE UNIVERSITY
Requestor
Campus LAS CRUCES
Type MAINTENANCE
LAS CRUCES ) o
Contact SALLY REL MAINTENANCE
Prapel 554
Contact Phone  646-7451 g _ Category CUSTODIAL
Contact Email ~ srel@nmsu.edu SOFTBALL OFFICE AND LOGKER ROOM REFILLING BATHROOM SUPPLIES,
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REVWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW

A

2. Click on the Edit icon and the following screen will be displayed.
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=IAM Hello, SREL  Logout About Help
Work Order view: XN (2 XN =
4
Work Order 11-004642 Created By  SREL Status OPEM Qa
Date Created Sep 29, 2010 10:22 AM .
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM

Desired Date

I —

Budget 50.00
Organization University MNMSU Common
Problem List
MEW MEXICO STATE UNIVERSITY
Campus

LAS CRUCES Type MAINTENANCE
Contact SALLY REL LAS CRUCES MAINTENANCE
ContactPhone (5457451 FIEEEL Category CUSTODIAL
ContactEmail  [srel@nmsu.edu SOFTBALL OFFICE AND L¢ REFILLING BATHROON

scription

TRIP AND REWAX FLOOR IN MEN'S BATHROOM

Location or Room Shop

CUSTODIAL

Work Code

CUSTODIL

Priority Status

3-ROUTINE NEW

=JAM | Hello, SREL  Logout About Help
Phase W select Py
B
Phase 001 CreatedBy  SREL Status NEW ~ 5
Date Created Sep 29, 2010 10:35 AM
Work Order 11-004642
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM Budget

Location or Room

Classification

Shop CUSTODIAL Start ] Y[ Funding Source
Wark Code Grovp [FTERIGRS ]
STODIAL SHOP P INTERIORS
End ,, J
R e —
Primary Person ARTL :l :I CLSTODIAL
CUSTODIAL
ART LUCERO
Request Method |:|q
Priarity 3-ROUTINE ]
swpment | E et [ a = v
Equipment Group @

4.
5.
Status, will be displayed.

Click on the Status Zoom icon and make the appropriate selection.
Click on the Done icon and the following screen, reflecting the changed Phase
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Hello, SREL  Logout

About Help

Work Order View: Select e ® 1
Work Order 11_004642 Created By SREL Status F’EN
Date Created Sep 28, 2010 10:22 AM
Project
Description STRIP AND REWAX FLOOR IN MENS BATHROOM
Desired Date :I - I:l—l
Budget $0.00
Organization University NMSU Common
Problem List
MNEW MEXICO STATE UNIVERSITY
campus  [sGRUCES ]
A4S CRUCES Type MAINTENANCE
RUCES -
Contact SALLY REL MAINTENANCE
Contact Phone [545-7451 FAIREEL) Category CUSTODIAL
ContactEmail  [srei@nmsu.edu | SOFTBALL OFFICE AND LOCKER ROOM REFILLING BATHROOM
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REWAX FLOOR IN MEN'S BATHROON CUSTODIAL CUSTODIAL 3-ROUTINE NEW

6. Click on the Save icon and the following screen will be displayed.

Hello, SREL  Logout

Work Order VoA select v 9 “ = L/ ol

About Help

] =

Work Order 1 1 _004642 Created By  SREL Status OPEN
Date Created Sep 29, 2010 10:22 AM Project
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Desired Date
Budget $0.00
Organization University Common
Problem List
NEW MEXICO STATE UNIVERSITY
Requestor
Campus LAS CRUCES
Type MAINTENANCE
Contact SALLY REL MAIMTENANCE
Frope 554
Contact Phone  646-7451 perty - Category CUSTODIAL
Contact Email ~ srel@nmsu.edu SOFTBALL OFFICE AND LOCKER ROOM REFILLING BATHROOM SUPPLIES,
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW

7. Click on the Print icon to print a copy if needed.

8. If all Phases reflect a status of Work Complete, as represented in the screen above,
the Work Order Status must be changed by clicking on the Edit icon and the
following screen will be displayed.
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THA iM Hello, SREL  Logout About Help
Work Order view: I 2 XSRS
Work Order 11-004642 CreatedBy  SREL Status OFEN a
Sep 29, 2010 10:22 AM
Date Created Sep Project |:| & 9
Description STRIP AND REWAX FLOOR [N MEN'S BATHROOM
Desired Date :l = l:| =
Budget 50.00
Organization l:l a University NTEN] ™ Comman
Problem List
NEW MEXICO STATE UNIVERSITY
ampus LAS CRUCES
Type MAINTENANCE
Contact SALLY REL LAS CRUCES MAINTENANCE
Contact Phone 5457451 FREELY Category CUSTODIAL
Contact Email srel@nmsu.edu ‘ SOFTBALL OFFICE AND LOCKER ROOM REFILLING BATHROOM SUPPLIES,
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW

9. Click on the Status Zoom icon and the following screen will be displayed.

N . . ©

¥ Sequence Status Description
10 OPEN OPEN
20 IMMEDIATE CLOSE JMEDIATE CLOSE
30 READY TO CLOSE ADY TO CLOSE
40 CAMNCELLED CANCELLED

10. Under the Status column select Ready to Close if there are Material Requests that
still need to be posted to the Work Order; if not, select Immediate Close and the
following screen will be displayed.
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Hello, SREL About Help

Work Order View: Selem @ Gg

Work Order 1 1%04642 Created By  SREL Status REA\DYTO CLOSE
Date Created Sep 29, 2010 10:22 AM .
Project
Description STRIP AND REWAX FLOOR IN MEN'S BATHROOM
Desired Date l:l l:l
Budget 50.00
Organization University NMSU Common
Problem List
NEW MEXICO STATE UNIVERSITY
Campus
LAS CRUCES Type MAINTENANCE
Contact SALLY REL L RUCES MAINTENANCE
Contact Phone  [545-7451 Property Category CUSTODIAL
Contact Email  [srel@nmsu edu | SOFTBALL OFFICE AND LOCKER R REFILLING BATHR UPPLIES
Phase Description Location or Room Shop Work Code Priority Status
oo1 STRIP AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEW
11. Click on the Save icon, then click on the Print icon if a copy is needed.
Hello, SREL About Help
Work Order view: ETIEET [2 2SN L A L) B om
Work Order 11-004642 Created By  SREL Status READY TO CLOSE
Date Created Sep 29, 2010 10:22 AM Project
Description STRIF AND REWAX FLOOR IN MEN'S BATHROOM
Desired Date
Budget $0.00
Organization University Common
Froblem List
NEW MEXICO STATE UNIVERSITY
Requestor
Campus LAS CRUCES
Type MAINTENANCE
LAS CRUCES ) .
Contact SALLY REL MAINTENANCE
Prope 554
ContactPhone 646-7451 T —_— Category CUSTODIAL
ContactEmail  srel@nmsu.edu SOFTBALL OFFICE AND LOCKER R( REFILLING BATHROOM SUPFLIES,
Phase Description Location or Room Shop Work Code Priority Status
001 STRIP AND REWAX FLOOR IN MEN'S BATHROOM CUSTODIAL CUSTODIAL 3-ROUTINE NEVW

The Closing Phases and Work Orders process is now complete!
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