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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 AiM 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
e Use Note Logs
e Complete a Customer Request
e Make corrections to an incomplete Customer Request
e Check the status of a Work Order
e Cost Reports
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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 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- A work order is considered non-reimbursable if the work is routine

Reimbursable | 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 1&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 order

Work orders that can be completed within a single shop. A single shop work
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 performed, 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.
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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 splash page will be displayed.

o

user name  (EEEEEEEENENNNND
password (D

Login ‘

AssetWQORKS

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

i’
Ted"]

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.

G (o) Q&

Hello, DO(&\REY

L Menu - Administrator Messages - J

~ Work Management
w Customer Service
i® Finance W 0Wiork Management ~ Material Request ~FOR PLUMBING THE MATERIAL REQUESTS NEEDING APPROVAL
| ‘ System Administration - 193 Wark Management ~YWark Qrder ~ NEW WORK ORDERS TO REVIEWY

Quick Links
INDEX LOOKUP
ORGANIZATION LOOKUP

TRAINING YIDED
CUSTOMER REQUEST MAMNUAL

Personal Guery Count

W 374 Wark Managerment ~Wiork Qrder ~ NEW WORKS NEEDING PRIMARY PERSON ASSIGNED

(e 2013 Assetorks

1. AiM icon identifies the vendor.

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 AiMicon.

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).
4. Quick Links will display a list of available reports. Reports listing will also be
accessible from various Modules.
5. Greeting and User ID are displayed and identify the current logged on user.
6. Logout link is displayed and used to exit the application.

w N

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).

o N

Tip-
TeaT 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 E Quick Find Alt + F
~ Filter
a_’,a Edit Alt+ E ":.-"" Zoom Alt+ 7
.
—
< |Backto Alt + B @ Cancel Alt + C
Browser
Eﬂ Save Alt+ S ‘l Done Alt+ 0O
Copy Record Alt+Y @ Previous Alt+ P
=F Browse
« % | Email Alt + M ( “ Next Browse Alt + N
' Record
& Print Alt +] @ First Browse Alt +F
T Export Alt+V @ Last Browse Alt+L
Execute Alt+S @ Go Alt + G
Search
Q‘ Search Alt+S [> Next Alt + 3
- ) 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 2‘, Error Log Alt +L
|§| Delete Detail Alt+D 1 Error Flag Intentionally
Record left blank
5 Approve/Yes Alt+ A 9 Reset Alt+ R
"t@ Reject/No Alt + R Q % Add Query Alt + A
’}q; Generate Alt+ G D-: Remove Alt+D
’ Query
_ Add , Reset Alt+R
-:-3 Content(WorkDesk) Alt + 1 "3 (WorkDesk)

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

@ Customer Service

Menu n &

=~4, | Customer Request

Menu o
Work Management @

[-1 Custorner Service ]

¥ Finance

B Systern Administration

CQuick Links =

INDEX LOCKUP
ORGAMIZATION LOOKLUP
TRAIMING WIDED

CUSTOMER REQUEST MAMNUAL

{ch 2013 Assetiiorks

Customer Request Approval

Setup

Report Listing - ~  adit

A0-CUSTOMER REQUEST PRINT
428-UTILITY COMSUMPTION

429-UTL & EME USG BY SQFT

=JAIM
@ Customer Request

.FTransactinn |

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

March 2013
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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.

ZIAM
@ Customer Service

Hello, DOLAREY

Menu
% Customer Reguest
Customer Request Approval

Setup J

Report Listing  adit

[ 80-CUSTOMER REQUEST PRINT
[ 428-UTILITY COMSUMPTION
[ 428-UTL & EME USG BY SQFT

Quick Links ~ edit

[ INDEX LOOKUP

[ ORGANIZATION LOOKUP

[ TRAINING WIDEQ

) CUSTOMER REQUEST MANUAL

(e 2013 Assetorks

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.

Hello, DOLAREY

Logowt About Help

71 428-UTL & EME USG BY SQFT

Quick Links =

) INDEX LOOKUP

) ORGANIZATION LOOKUP

) TRAINING ¥IDEC

) CUSTOMER REQUEST MANUAL

{c) 2013 AssetWorks

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.

=IAIM Hello, DOLAREY
@ Customer Request view: [

Select

| Transaction Created By [ Status Exira Description
Sent Email
Date Created Motes Log

Status History
Related Docurments

Request Details Work Order
comenon Desired Date
Prablem List
Reference
Description
Organization Index University
Requestor Campus
Acct
Code Prope
Cantact ey
Contact Phaone
Location or
Contact Email Room

1. To process a new Customer 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.

March 2013
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=
JAM Hello, DOLAREY Logout About Help

@(:ustomer Request view: BIE 3 5 @ Ej

[Tranzaction 86120 Created By DOLAREY | | status ?
Date Created Mar 19, 2013 02:29 PM
Cr—
Comman [:] ? Desired Date E}
Problem List
Cescription

Requestor

Organization :] ) Index ( ]F University :]F
Contact :] Cud[} Property [:]
ContactPhane ]

comactEmal (] || o™ )

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 Customer Request, Request Details, Work Order, Requestor, Accounts
and Location blocks).
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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.

Hello, DOLAREY Logout About Help

JAIM
e Customer Requy
P

Customer Request Hide AlliShow All

Transaction

Reference
Status
Cormman Problerm List
Organization
Reguestor

Desired Date

University
Campus
Froperty

Location or Room

LA EA R E AR N E S I E R E A N E AR N mE S RS

O} S
v[ )

ontaing [ ]

3
=
] [ ) p
A
3

Description

Created By

Date Created

Editar

Edit Date

Extra Description \ -

9§

contains [

A EARES IS ES

- 0000 00000000o000000

%

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

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.

March 2013
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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
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%.

oo TP
- 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.
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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 approved customer request by
completing the following steps.

et /1] Hello, DOLAREY

@ Customer Request

Customer Request
Transaction

Reference

Status

Gommon Problem List
Organization

Requestor

Desired Date

Contact

Caontact Phone

Contact Email

University
Campus
Property

Location or Room

L8015 1] 1SS0 1SS £ 1% 18] (€] <] ]

Description contains

Created By
Date Created

Editor

Edit Date

L0000 C000000u0000000

A EAREES | £

Extra Description contains

| |

o

. Type “APPROVED” in the Status field (fields are not case sensitive).
2. Type “Organization number” in the Organization 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.

Click on the Execute Search icon located on the main title bar.

The search results will be displayed based on the criteria entered.

. To perform another query, go back to the Search screen (click Search icon) and
make modifications to run another Search.

S W

o TP
y To return to the Module Menu click on the module icon to the left of the Module
title.

March 2013
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Looking at your Search Query Results

With the search results displayed review the screen below.
N

HNM 1 Hello, DOLAREY Logowt About Help

Customer Request

A -~
Transaction ! Reference Status Common Problem List Description Organization Requestor Contact Contact Phone Contact Email University Campus Property
1659 APPROVED  RECYCLE PICK LIP MEED RECWCLE FODEO3 CENTER FELICIA, B-Td44 tacasti@nmzu edu  NMSL LAS 4128
BIM EMPTIED AT FOR CASTILLC CRUCES
2 MORTH END OF LEARMIMNG
BUILDING, &PRO
LOCATED MNEAR
THE COKE
MACHINE
2014 APPROVED  LOCK CHNGEMEYS CUT FOLLCWING  FOORO3 CENTER FELICIA, B-Td444 tacasti@nmsu edu  NMSL LAS 4128
KEY'E: 2 - SUITE FOR CASTILLO CRUCES
101- SOUTH SIDE ; LEARMIMG
1 - SUITE 106 - &PRO
MORTHSIDE ; 3 -
LAB 101
PARALLEL WO
489618
2253 APPROVED  FURNITURE MOYVE MEEDS MODULAR | FODBOZ CENTER FELICIA B-7444 tacasti@nmsu.edy | NMSL LAS 4128 01
FURNITURE FOR CASTILLO CRUCES
PANELS MOWVED LEARMIMNG
TO STORAGE &PRO
LINIT #35.
2271 APPROVED  TEMP CONTROL THERMOSTAT FOOG03 CENTER FELICIA B-7444 tacasti@nmsu.edy  NMSL LAS 4128
MEEDS TO BE FOR CASTILLO CRUCES
CHECKED IN LAB LEARMING
101. IF POSESIBELE &PRO
MAY NEED TO
MOYE SENSOR
FROMLAB 101
INT O HALLW Y
OF SUITE101.
FOR ARNY
GQUESTIONS
PLEASE COMTACT
SHAROMN LALLA
@ B-5968 OR
ROBEIE GRANT @ 5 |
< = = — 2\
Page of 5 @ Display: 25 50 100 @) @ Records Found = 121

3

1. Column headings are Transaction, Reference, Status, Common Problem List,

Description, Requestor, Contact, Contact Phone, Contact Email, University

Campus, Property, Location or Room, etc.

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 Incomplete Customer Requests.

1. First open any Search screen and select Customer Request from the Customer
Service Module.

Hello, DOLAREY Logout About Help

@ Customer Request

Hide All’'Sh

Customer Request

Transaction
Reference
Status

LIl ESIES

Common Problem List

<

Organization

<

Reguestar
Desired Date
Contact

Contact Phane

Contact Email

SIEE NN S

University
Campus

Property

<
|
<

<

Location or Room

<[|%

<[ |2

Description containg

Created By
Date Created
Editor

LIS NES

s
v
v

Edit Date

Extra Description

= ~

U™ JudoodoooouUn

<<

contains v

(c] 2013 Assetiorks

2. Enter Incomplete in the Status field or click on the zoom icon to select a status.
3. Enter the name of the Requestor in the Requestor field.
4. Click on the Add Query icon.

March 2013
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5. The following Personal Query Screen will be displayed.

—r
=IAIM Hello, DOLAREY Logout About Help

Personal Query

Query l 6 Module
Edit

Description ‘

Customer Service

Screen Customer Request

Alert Level

ellow :] Query Listing Mo w

6. Enter a name for the Personal Query (e.g. Incomplete Work Orders).
7. Click on the arrow next to the WorkDesk field and select Yes (results will be
displayed in the Personal Query list on the WorkDesk).
8. Click the arrow next to the WorkDesk Count, select Yes (results will provide a
count in front of the work order Personal Query and on the WorkDesk.
9. Though not required, the same information or name given to the Personal Query
can be entered in the Description field.
10. When finished click on the Done icon to return to the previous Search screen
11. Click on the Save icon (no shown) located on the header.
12. Click on the AiM icon to return to the WorkDesk.

The Personal Query Process is now complete!
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Using Note Logs

When creating a record (Customer Requests) 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.

()

—
=JAIM Hello, DOLAREY Logout About Help
Cust R t view: [T 2 S Y.
ustomer Reques iew: R Y & YN
Select
Transaction  §61421 Created By ~ DOLAREY SUBMITTED
Date Created  Mar 20, 2013 09:11 AM 1 Notes Log
Status History
Request Details Work Order
Comman RECYCLE PICK UP Desired Date
Froblem List
Reference
Description RECYCLE PICK UP - TESTING
Cr
Organization F00603 Index 0 - SHOP CHARGE - 136G University HNMSU
CENTER FOR LEARNIMNG & PROF. DEV. MEWY MEXICO STATE UMNIVERSITY
Requestor CENTER FOR LEARNING & PRO Carpins LAS CRUCES
Aot 758500 LA CRUCES
Code
Contact DEE O'LAREY Property 4128
ACADEMIC RESEARCH B100% | & G
ContactPhone  646.7176
PPD SERVICES Location or 1068
ContactEmail  dolarey@nmsu.edu Room

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

o
=JAIM Hello, DOLAREY Logout About Help
© s R
(Transaction 26122 Editor DOLAREY | (Add o Main Workdesk Mo )

Date Created  Mar 20, 2013 09:25 AM
Add fo Module Workdesk | Mo«

Description REPLACE LIGHT BULBS

Notes Log

Edit Date Editor Name Note Tvpe Notes

2. Click on the Add Notes icon (green plus sign) and the following screen will be
displayed.

March 2013
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=AM

Hello, DOLAREY

Transaction 86122 Editor DOLAREY

Entry Date Mar 20, 2013 09:28 AM
Date Created  Mar 20,2013 09:25 AM 5

Login DOLAREY
Description REPLACE LIGHT BULBS

Motes
@

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.

5. Click on the Save icon.
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Customer Request

Customer Requests are generated through the Customer Service Module. After the
customer completes the process of entering and saving a request, it will be evaluated
by the OFS Work Order Desk and if complete it will be approved and a Work Order will
be created.

When creating a Customer Request and when completing the Requestor block an
Organization field is required. This number is not the department organization but
rather what is referred to as the F-Level organization number. Keep in mind that this
F-Level Organization is associated to an Index and if a reimbursable request is being
submitted the appropriate Organization (F-Level number) must be used to ensure entry
of that Index number in the AiM system.

Prior to submitting a Customer Request it is recommended that you have available the
Organization (F-Level number).

To retrieve the number needed use either the “Index Lookup” or the “Organization
Lookup” located under the “Quick Links” either on the WorkDesk or through the
Customer Service module. Follow steps below to retrieve the Organization (F-Level
number).

Using Index Lookup

After logging on the AiM WorkDesk will be displayed, select the Customer Service
module to display.

=JAIM Hello, BOLAREY Logout About Help

e Customer Service

Menu o }

X Customer Reguest

Report Listing

&0-CUSTOMER REQUEST PRIMNT
A28-UTILITY CONSUMPTION

429-UTL & ENE USG By’\

Quick Links

TRAINING YIDEQ
CUSTOMER REGUEST MAMUAL

(£) 2013 Assetorks

1.  Click on the Index Lookup link and the following screen will be displayed.

March 2013
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New Mexico State University
STATE]

ICTPDS - Banner Index and F-Level Org Lookup for AIM

ICT Home
ICT Help, Support and You are here. » NMSU  » Banner Index and F-Level Org Lookup

framing Banner Index and F-Level Org Lookup

For Support contact (575) 646-HELP

NMSU Home
Phone Directory
Departmental Listings Search by Index Number
Search
Index Number.
N

©2010 NMSU Board of Regents - Legal Information

2. Enter the desired Index number and click on the Submit button.

Note: Do not use the Enter Key as this will erase the Index number just entered.

— \

< 4 Yoebrmsu. eddujeFmsrevfindex phe MIIEN |[2
File  Edit es  Tools  Help iﬁcanvert - @Select Links
W IFMSHREverse Tndlsse Lookup I } - B b - [2hrage + £ Tooks -

New Mexico State University
STATE]

ICTPDS - Banner Index and F-Level Org Lookup for AiM

ICT Home

ICT Help, Support and You are hera” » NMSU  » Banner Index and F-Level Org Lookup
Training
o Support comac (75) S4Bt ELP Banner Index and F-Level Org Lookup

NMSU Home
(5)

Phone Directory
Departmental Listings ‘ MSGO01: The F-Level organization number for index number XXXXX is I-XXXXXA\/

Search

Search by Index Number

| ©2010 NMSU Board of Regents - Legal Information

3.  This will display the F-Level Organization associated to the index number. That is the
Organization (number) that needs to be entered into the Organization field when
creating the Customer Request.

4.  Close window to return to AiM.
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Using Organization Lookup

To use the Organization Lookup you will need to know the department organization number
and then follow the step below.

M'JNM Hello, DOLAREY Logout About Help
@ Customer Service Y
Menu A

% . GCustorner Reguest

| Report Listing -

[ &0-CUSTOMER REGUEST PRINT
[ 428-UTILITY CONSUMPTION
[ 428-UTL & ENE USG BY SQFT

Quick Links

[ INDEX LOOKUP

[ ORGAMIZATION LOOKUP

) TRAINING VIDEQ

) CUSTOMER REQUEST MANUAL

(c) 2013 Aszetorks

1.  Click on the Organization Lookup link and the following screen will be displayed.
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New Mexico State University
STATE

UCC - Umiveristy Computer Center

ICT Home
ICT Help, Support & You are here: » NMSU » Level 7 Org Lookup

UpENHTE Banner Level 7 Org Lookup

For Support contact: (575) 646-HELP

NMSU Home
Phone Directory
Departmental Listings

Search by Organization Number
Search

Organization Number: | Please Select... v,

2.  Click on the drop down arrow to display a list of department organizations by number.

@\_ 5 v | €] hitpsffbfwebt nmsu. edufFsaflevelievel7arg lookup.asp | [#][x] | IE2

@ Convert - [ Select Links

W I@NMSU:UnivErs\ty Computer Center I } v Bl e= v b Page - 0 Took -

New Mexico State University
STATE]

UCC — Univeristy Computer Center

ICT Home
ICT Help, Support & You are here” » NMSU  » Level 7 Org Lookup

L
raining Banner Level 7 Org Lookup

For Support contact: (575) 646-HELP

NMSU Home
Phone Directory
Departmental Listings

Search by Organization Number
Search

Organization Number: | 530350 -CENTER FOR LEARNING & PROF. DEV. v

3
\_/
3.  From the drop down find the appropriate department organization number and

highlight, then click on the Submit button and the following screen will be displayed.
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ﬁ\ ~ )~ B nttpudiofwebt msu ecuiFSevellevelTorg_buid_her_func.ssp v [#][x] | [2
File Edt View Favortes Tools Help @ corvert + [ Select Links
w o [M HIMBLI; Unitveristy Computer Center ] I % - B = - 2hpage - (0 Took -

New Mexico State University
STATE|

UCC - University Computer Center

ICT Home

ICT Help, Support & You are here » NMSU  » Level 7 Org Lookup
Training

e muess | Hierarchy of: 530350 CENTER FOR LEARNING &
PROF. DEV.

Phone Directory
Departmental Listings

Search
ADDO002 -President Office
B0OO0595 -Senior VP for Admin and Finance
CD0476 -Human Resource Services
00603 -Center for Learning & Prof. Dev.
EQ0B03 -Center for Learning & Prof. Dev. 1
00603 -Center for Learning & Prof. Dev. 2

530350 CENTER FOR LEARNING & PROF. DEV

4.  Locate the number that begins with letter “F”, that is the Organization (F-Level) number
needed to input in the AiM system on the Organization field when creating the
Customer Request.

Note: This process will need to be completed again if using a different Index and the
Organization (F-Level) is not known. Once you are familiar with the Organization
(F-Level) keep this information available for future reference.

5. Close window to return to AiM.
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Creating A Customer Request

A couple of points to note before getting started: 1) a Customer Request type One will
not require an Index number, and 2) a Customer Request type Two will require an
Index number and you will need to have it available for entry. The steps below
introduce a Customer Request type Two.

After logging on, the AiM WorkDesk will be displayed.

& IA;
JAM Hello, DOLAREY Logout About Help

@ WorkDesk

enu e Administrator Messages @

B Waork Management
3 Fuslomer Service Personal Query Count
i¥ Finance

' Systern Administration

W 0wiork Managernent ~ Material Request ~ FOR PLUMBING THE MATERIAL REQUESTS NEEDING APPROVAL
183 wiork Management ~YWork Order ~ NEW WORK ORDERS TO REVIEW
374 wiork Managerment ~YWark Order ~ NEW YWORKS NEEDIMG PRIMARY PERZON ASSIGNED

Quick Links 2

[ INDEX LOOKUP

[ ORGAMIZATION LOCKLUP

) TRAIMIMG VIDED

) CUBTOMER REQUEST MAMNUAL

(c) 2013 Assetiorks

1. Click on Customer Service and the following screen will be displayed.

CFTH
JAM Hello, DOLAREY Logout About Help

@ Customer Service

Menu "
2 Custorner Reques 2

Report Listing o

| [ S0-CUSTOMER REQUEST PRIMT
[ 428-UTILITY COMSUMPTION
[ 429-UTL B EME USG BY SGFT

Quick Links 2

[ INDEX LODKUP

[ ORGAMIZATION LOCKLUP

) TRAIMIMG VIDED

[ CUSTOMER REGUEST MANUAL

(c) 2013 AssetWorks

2. Click on Customer Request and the following screen will be displayed.
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yAM Hello, DOLAREY Logeut Abowt Help
@ Customer Request View: EETES

Trangaction Created By Status

Date Created

Request Details

Commaon Desired Date
Problem List

Reference

Desetiption

Location

Organization Index University

Requesior Carnpus

Aot
Code

Contact ARCEI

Contast PFhane

Location or
Contact Email Room

3. Click on the New icon. The red boxes displayed on the computer screen identify
fields that are required.

Note: The Organization, Contact, Contract Phone, Contact Email and Acct Code are
additional fields that are required but do not have a red box around them.

=IAM Hello, DOLAREY Logout About Help

] = J

Customer Request view: [T 3 Y @ a
Transaction 861 23 Created By DOLAREY

Status SUBMITTED P ‘

Date Created  Mar 20, 2013 09:46 AM

Prablem List
Description ‘

=} o Univarsity :] ]
Requestor :] Campus :]
Contact :] Code Property :]
ContactPhone (T )
comaetEmal () Loesbonor ()

4. Type in a description of the work being requested in the Description field.

Note: If attaching documents to a Customer Request include “see attachment” in
the description field. For steps on attaching documents refer to “How to Attach
Documents in AiM” section.

Guidelines for Attaching Documents
e Documents within AiM are not private. All documents can be viewed by anyone with access
to AiM. Do not attach documents with sensitive or private information.
e Documents attached within AiM should be necessary and relevant to the applicable customer
request or transaction.
e Please be cognizant of server space limitations. Do not attach multiple copies of the same
document(s) and/or picture(s).
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=TAM Hello, DOLAREY Logout Abowt Help
&) customer Request view: BT
Transaction 86123 Created By DOLAREY

Date Created  Mar 20,2013 09:46 AM

Status SUBMITTED f) ‘

Request Details

Work Order
Problem List

Description ‘

Requestor

R —

Enter the Organization number in the Organization field and click on the Zoom
icon to validate.

6. Enter a Contact name, Contact Phone, and Contact Email (this is needed if
communication is required).

Room
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o
=JAIM Hello, DOLAREY Logowt About Help

Customer Request

Transaction 86123 Created By DOLAREY Status SUBMITTED rF
Date Created  Mar 20, 2013 09:46 AM >

Problem List

Description

Requestor Accounts 9

Organization :] P Indesx ( ];: University P
N () D St 1
T — e N e—
ContactPhone [
consetEmal () Loy | )
7. Enter an Index number or view selection options by clicking on Zoom icon. See

8.

Ted

TP
-

Team Tip below.
Enter the Acct Code of 758500 (this will be the standard account code to use).

Note: Though not identified with a red box, Organization, Contact, Contact
Phone and Contact Email are additional fields that are required field.

A University, Campus, Property and Location or Room are required fields; click
on the Zoom icon to select these fields. Use the Search feature to select the
Property location.

Note: Recommend when searching selecting the word, “contains” from the drop
down list to the left of the description field in the Search screen. Once building
name appears select the number to populate the Property field. Initially, this is
a drill down process but once familiar with the Property number, it can be
entered directly.

. Once all of the information has been entered, click on the Save icon.
. The Customer Request is complete and is awaiting final approval from the OFS

Work Order Desk where a Work Order number will be assigned.

Note: An email notification will be sent to confirm the request has been received
by the OFS Work Order Desk.

The Customer Request process is now complete!

When submitting a request for an I&G building in the Index field you can

_gd select to use 0-Shop Charge-I&G for non-reimbursable work. When OFS

Work Order Desk reviews the request if it is determined that the work is
reimbursable the Customer Request will be marked as Incomplete and a
valid Index or Indices will need to be identified.
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Guidelines for Attaching Documents

The related documents function allows you to attach electronic files as part of your customer
service request. You can attach all types of files to your request, including word documents,
spreadsheets, emails, URLs or image files among others. This section will provide detailed
instructions on how to attach a document to a customer request in the AiM system.

Guidelines are listed below.
e Documents within AiM are not private. All documents can be viewed by anyone with access
to AiM. Do not attach documents with sensitive or private information.

e Documents attached within AiM should be necessary and relevant to the applicable customer
request or transaction.

e Please be cognizant of server space limitations. Do not attach multiple copies of the same
document(s) and/or picture(s).
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Attaching Documents

With completed Customer Request displayed follow steps below.

=AM

@ Customer Request

Hello, DOLAREY

Logout Abowt Help

View:

Status SUBMITTED J ]

Transaction 86126 Created By DOLAREY
Date Created  Apr 01, 2013 12:48 PM
Request Details
Comman NAME PLATES P
Proklem List
Description MNAME PLATES AMD TAGS.
SEE ATTACHMENT]
Requestor Accounts
Organization  (FDOBA3 P Index (113799 )
CEMNTER FOR LEARNIMG & PROF. DEY.

Requestar CENTER FOR LEARNING & HUMAN RESOURCE SERVICES FUND:111 260 ORG:530350

Acct 758500 [%)

'
Contact DEE O'LAREY Code
Contact Phone  (g-7176
FPD SERVICES

Contact Email  [dolarey@nmsu.edu

Work Order

) Room

Desired Date

Reference

I

University MMSL P

MEW MEXICO STATE UNIVERSITY

Campus LAS CRUCEE

LAS CRUCES

Praperty 4138

ACADEMIC RESEARCH BAO0% | & G

Lovatn o

(c) 2013 AssetWorks

1.

oo TP

In the Description Field ensure that “See Attachment” is included.

= After entering the description of the work on the description field of the customer

=

request make sure to also state “See Attachment” when sending an attachment;

otherwise, it will not be noticeable by the work order recipient.

March 20
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=AM
@ Customer Request

Hello, DOLAREY

Logout About Help

LUV Select
ct

Transaction Created By ~ DOLAREY

Date Created  Apr 01,2013 12:48 PM

86126

~—

Status

Status History

Request Details

Comman MNAME PLATES  J
Problem List
Description MAME PLATES AND TAGS

SEE ATTACHMEMT.

Requestor Accounts

Work Order
Desired Date

Refetence

Organization FOOGD3 P Indes [112799 ]P University MMSU f )
CEMNTER FOR LEARNING & PROF. DEY. MEWY MEXICO STATE UNIWVERSITY

Reguestor CENTER FOR LEARNING &) HUMAN RESOURCE SERVIGES FUND:111260 ORG:530350 | | Gampus | A5 CRUCES

LAS CRUCES
Acct 758500 }
Contact DEE O'LAREY Code Property 4128
ContactPhone (57176 ACADEMIC RESEARCH B 100% | & G
’ PPD SERVICES Location or
Contact Email  [dolarey@nmsu edu Raom
2. Click on the View Drop Down.

3. Select Related Documents.
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The Related Documents Form will be displayed.

=JAIM Hello, DOLAREY Logout About Help
@ Related Documents
'Transactmn 861 26 Editar DOLAREY
Date Created  Apr 01, 2013 12:48 PM
Description MNAME PLATES AND TAGS.

SEE ATTACHMENT.

Document Listing

_D Thumbnail Title

Current Version Document Type Extra Description

On
o
4. Click on the Add New Document icon.
..'JAM Hello, DOLAREY Logout About Help
G New Document
_ Please select dacument 1o load
I Browse.. .
Upload File
5
Add Meta Data SN—"

Add Attributes

Add Permissions

5. Click on the Browse button.
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CEX

|
¥

File Edit ‘iew Favorites Tools Help |',
e Back ~ </ = P ) Search ‘ H Falders ‘ E\ - .‘l_! Folder Sync
Address |@' Desktop v| G0
Folders x Name Size  Type -
@ Desktop ﬁHyperSnap 7 1KE Shartcuk
lD Iy Documents @anilla Firefox 1KE  Shorkcuk
My Computer |=5) Adobe Captivate 4 Content File Folder
&) Wy Network Places ISy animation File Folder
2 Recycle Bin IC)protakype File Folder
|5) Adobe Caphivate ¢ Content [Zwinzk_xp File Folder
) arimation ﬁTesting 605 KE Adobe Ilustrator
3 protatype @ CR1157 33,859 KB  Application
) winzk_xp ;}Firefnx Setup 3.6.8 8,373 KB Application
ninstaII_FIashJ:nlayer 1,835 KE Application
ﬂ QuickTimeInstaller 21,422 kB  Application
s QuickTimeInstaller(2) 21,422 KB  Application
ﬁWindnws—KBQ43?29—x86—ENU 687 KB  Application
U WindowsP-KEG35080-3P2-Deploy Tools-ENU 1,681 KE (Cabinet File
& | NMSU Login - powered by SunGard SCT Inc, 1 KB Internet Shorkout
| Blue 93KE IPEG Imags
5

6. Select the document file.

Hello, DOLAREY

_ Please select document to load:

IC:\Documents and Settingsldolareleesktop'LEilue.jpgl Browse..

Upload File

Add Meta Data

Add Attributes

Add Permissions

7. Click on the Next icon.
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—
ZIAIM Hello, DOLAREY

Title BLUE.JPG
Upload File 8

Add Meta Data /-\

Tags

Add Attributes

Tags

Add Permissions

File Name Bluejpg

8. In the Title field enter the name of the file if not already displayed.
9. C(lick on the Type Zoom icon.

Document Type
' Type Name I Description
BIRT REFORT BIRT REPCRTS
CAD DREAMMNG AUTOCAD DWG FILES
COMYERTED CAD DRAWING  COMNYERTED CAD DRAWING
CUSTOMER IMNYOICE CUSTOMER INWOICE
EMAIL EmaIL
EMAIL TEMPLATE EMAIL TEMPLATES
GEMERAL UNCATEGORIZED
IMAGE IMAGES
QUTBOUND EMAIL OUTBOUND EMAIL
SCRIPT SCRIPTS

Page of 2 ® Dizplay 10 25 @ @ Records Found = 11
.

10. Select the Type Name. On this example Image will be selected.

oam TP
= Make sure to select the proper category type for your attachment. The type attribute
8 drives the behavior of how a document gets handled in the system.

March 2013
37




AiM 6.2.1 User Manual

=TV
=JAIM Hello, DOLAREY Logout About Help
Title BLUE.JFG
Upload File
Add Meta Data
Type IMAGE W
Add Attribartes
Tags
Tags
Add Permissions
File Mame Blue.jpy

11. Click on the Next icon three times.

Note: Do not make roles assignment to the attach documents as it will limit individuals
from seeing the attachments.

SIAIM Hello, DOLAREY
@ Related Documents

| Transaction 86128 Editor DOLAREY
Date Created  Apr 01, 2013 03:12PM

Description MNAME PLATEE AMD TAGE
GEE ATTACHMEMT

Document Listing

[ Thumbnail Title Current Version Document Type Extra Description Related On

AprO1, 2013

O BLUE.JPG 10 IMAGE
‘ ]

12. Click on the Done Flag.

13. Repeat steps 2 - 12 if you need to attach additional documents on the same customer
request; otherwise skip to step 14.
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ZIAM

Hello, DOLAREY

Logout About Help

view:

@ Customer Request

'Transactmn

Created By
Date Created  Apr 01,2013 12:48 PM

86126 DOLAREY

Status

SUBMITTED }

Request Details

Comman MNAME PLATES 2
Problem List
Description MAME PLATES AMD TAGS.

SEE ATTACHMENT]

Requestor Accounts

Organization  (Fo0&03 P Index (113799 ) p
CENTER FOR LEARNING & PROF. DEV.
Reguestor CENTER FOR LEARNING & HUMAN RESOURGCE SERVICES FUND- 111260 ORG 530350
Acct 758500 P
Contact DEE OLAREY Gaa
Contact Phane 67176
FPD GERVICES
Contact Email  (dolarey@nmsu.edu

Desired Date

Reference

J |

University P
MEWS MEXICO STATE UNIVERSITY
LAS CRUCES
rapery
ACADEMIC RESEARCHB100% | &G
Location or
Room

() 2013 Assetiorks

14. Click on the Save button.
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Printing a Customer Request

Once a Customer Request has been submitted for review a print copy can be obtained by
completing the following steps.

IAIM

Hello, DOLAREY

Logout Abowt Help

= O
@ Customer Request View: 2 RAXS 4 ¢ 5o
(Transaction 8121 Crested By  DOLAREY (tatus SUBMITTED
Date Created  Mar 20, 2013 09:11 AM 1
Request Details Work Order
Common RECYCLE PICK UP Desired Date
Froblemn List

Reference
Description RECYCLE PICK UP - TESTING

S D (TR

Qrganization F00603 Index 0 - SHOP CHARGE - 1&G University NMSU

CEMTER FOR LEARMING & PROF. DEY. FEWY MERICO STATE UNIVERSITY

Requestor CENTER FOR LEARNING & PRO Campus LAS CRUCES

Acct 758500 LAS CRUCES

Code
Contact DEE O'LAREY FUGRIEG 4128

ACADEMIC RESEARCH B 100% | & G
Contact Phone  646.7176
FPD SERYICES Location or 106B

Contact Email  dolarev@nmsu.edu Room

1. Click on the Print icon to print a copy of the Customer Request and the following
screen will display.
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Customer Request Summary Report

e

' u 2 Customer Request
_JA‘ 86121
Status: SUBMITTED
Customer Request Summary Report

Customer Request
Description: RECYCLE PICK UP - TESTIMG Created By: DOLAREY
Date Created: Mar 20, 2013 9:11 AM
Desired Date:
Problem Code: RECYCLE PICK LIP Reference:
Work Order:
Approver Comment:
Requestor: CEMTER FOR LEARMIMG & PRO {null) Requestor Phone:
Address1: Requestor Email: dolarey@nmsu.edu
Address2:
City: [state: | Zip Code: |
Contact: DEE O'LAREY
Contact Email: dolarey@nmsu.edy Contact Phone: G46-7176
Region: MMSL (MEYY MERIC O STATE Facility: LAS CRUCES (LAS CRUCES)
UNMERSITY
Property: 4128 (ACADEMIC RESEARCHB Location: 1068 (STAFF OFFICE)
100% | & G ELIGIBLE)
Extra Description
Customer Request
Extra Description:
Mar 20, 2013 8:54 AM AW Customer Request 86121 Page: 1

2. Click on the Print Report icon and the following screen will display.
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Customer Request Summary Report

o e 5B 2

Showing page 1 of 1

dl 4 PP Gote page:l

Description:

Customer Req

=JAIM

Customer Request

86121

Status: SLIBMITTED

Customer Request Summary Report

est
RECYGLE PICK UP - TESTING

Problem Code:

RECYCLE PICK UP B E TS

Work Order:

Created By: DOLAREY
Date Created: bar 20, 2013 9:11 AM
Desired Date:

x|

IApprover Comment:

Requestor:

Print Format

CEMTER FOR LEARM O

Address1:

Address2:

o rr—

(Contact:

DEE O'LAREY 3

(Contact Email:
Location
Region:

daolareyi@nmsu.edu

O Current page O Pages:

mber(s) andior page range(s). For example: 1-Bor 1,36

MMSU (NEW MEXICO
UNIVERSITY)

#

Cancel

J

[ o

Property:

ICustomer Request
Extra Description:

4128 (ACADEMIC RESEARCHB
100% | & G ELIGIBLE)

Extra Description

1068 (STAFF OFFICE)

Mar 20, 2013 354 AW

Al Custormer Request 86121

Page: 1

3. Click on the PDF radio button.
4. Click on the OK icon and the following screen will be displayed.
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Ow el (MY & o0ln . ot Lo o @i b

' - Customer Request
u.JA' M 86121

Status: SUBMITTED

Customer Request Summary Report
Customer Request

Description: RECYCLE PICK UP - TESTING Creahed By: DOLAREY
Date Created: Mar 20, 2013 9:11 AM
Desired Date:
Problem Code: RECYCLE PICK UP Reference:
‘Work Order:
Approver Comment:
Contact
Requestor: CENTER FOR LEARNING & PRO (null) Requestor Phone:
Addressl: Requestor Email: dolarey@nmsu.edu
Address2:
City: | State: ‘ Zip Code:
Contact: DEE O'LAREY
Contact Email: dolarey@nmsu edu Contact Phone: 646-7176
Location _
Region: NMSU (NEW MEXICO STATE Facility: LAS CRUCES (LAS CRUCES)
UNIVERSITY)
Property: 412B (ACADEMIC RESEARCHB Location: 106B (STAFF OFFICE)
100% I & G ELIGIBLE)
Extra Descriptio!
Customer Request
Extra Description:

5. Click on the Print icon.
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Corrections to an Incomplete Customer Request

It may be necessary to make changes to the Customer Request if the Status reflects
Incomplete. This would occur after review by the OFS Work Order Desk and an email
will notify customer of what changes need to be made.

To make changes to the Customer Request, the following steps must be completed.

' TN
JAM Hello, DOLAREY Logout Aboat Help

Administrator Messages o J

Menu
Wiark Management 1
wa Custormer Sevic

1. Click on Customer Service and the following screen will be displayed.

Personal Query Count

CETH
JAM Hello, DOLAREY Logout About Help

e Customer Service

Menu o ;

3\ . Customer Request

MER REQUEST PRINT
COMSUMPTION
L & ENE LISG BY SQFT

Quick Links

INDEX LOOKUP
ORGANIZATION LOOKUP
TRAIMING VIDEQ

CUSTOMER REQUEST MANUAL

(0} 2013 Assetiorks

2. To locate the Customer Request 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 Performing a Search Query section.
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Hello, DOLAREY Logout About Help

@ Customer Request

Customer Request aShow All

Transaction

= ~

LIS

Extra Description contains v

D
Reference v ()
Status = C] ]
Comraoh Prablem List s C] = - :};
Organization " C] = v :];«
Desired Date ~ = Vil w
Contact Phong ~ = “ )
Contact Ermnail - C] = - [ ]
University " C] = v :]F
Location or Roam ~ = v :]F
Description v C] containg v ‘
Created By - C] = - [ ]
Date Created v C] = ~ E
Editar ~ = v ( ];\.
Edit Date )

CJ

3. In the Status field click on the Zoom icon and select Incomplete.
4. Click on the Execute Search icon and the following screen will be displayed.
=JAM Hello, DOLAREY Logout Abowt Help
etmstomer Request EY WU
Transaction nce Status Comimon Problem List Description Organization Requestor Contact Contact Phone Contact Email University Campus Property Location or Room
M@ INCOMPLETE | REPLACE LIGHT REPLACE FODG0Z CENTER DEE E7176 dolarey@yahoo.com | NMSL LAS 4128 1068
LIGHT FOR CLAREY CRUCES
BULBS LEARMING
EPRO

5. Select the Transaction number (Customer Request), that needs to be changed and
the following screen will be displayed.
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7
AV Hello, DOLAREY Logout About
.
" . ~ =, 5 S
Customer Request View: S0 Qs < U ¥ N
- - A
Transaction  §6422 Created By  DOLAREY Status INCOMPLETE
Date Created  Mar 20, 2013 09:25 AM
Request Details
Comman REPLACE LIGHT Desired Date
Prohlem List
Reference
Description REPLACE LIGHT BULBS
e
Otganization  FO0GO3 Index  0-SHOP CHARGE - 186 University NMSU
CEMTER FOR LEARNING & PROF, DEV NEW MEXICO STATE UNIVERSITY
Reguestor CENTER FOR LEARNING & PRO Campus LAS CRUCES
Acct 758500 S CRUCES
Code
Contact DEE O°LAREY ATE 4128
ACADEMIC RESEARCH B 100% 1 & G
ContactPhone 67176
FPD SERVICES Lacation or 106B
Contact Email  dolarey@yahoo.com Room

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

Hello, DOLAREY Logout Abowt Help

view: EXTT

Customer Request

Transaction 86122 Created By DOLAREY Status RESUBMITTED
Date Created  Mar 20, 2013 09:25 AM /%l
Request Details Work Order 7
Comman REPLACE LIGHT | » Desired Date ‘_,
Praklem List
Description REFLACE LIGHT BULBS
Organization FOOGO3 ? Index [0- SHOP CHARGE - 180 ] P University MMSL P
CENTER FOR LEARMING & PROF. DEV. MEW MEXICO STATE UNINERSITY
Requestor CENTER FOR LEARMING &) Campus LAS CRUCES
LAS CRUCES
Acct 758500 ol
Contact DEE QO'LAREY Code Property 4178
Contact Phone (57176 ACADEMIC RESEARCH B 100% | & G
FPD SERVICES Location or 1068
.CumaclEmaM dolarey@yahoo.caom Il | | Raom

7. Make the required modification, click on the Zoom icon, then change the Request
Status from INCOMPLETE to RESUBMITTED.

8. Click on Save button.

9. The Customer Request will go back to the OFS Work Order Desk for review.
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Checking the Status of a Work Order

Once a Customer Request has been approved and is assigned a Work Order number, it
can be tracked through the AiM system. The following steps will assist in tracking a
Work Order through a Customer Request.

1. Select the Customer Service module and the following will be displayed.

—
=JAIN Hello, DOLAREY Logout About Help

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

About Help

I?JAiM Hello, DOLAREY Logout

Customer Request

customer Request > All/Show All

Transaction
Reference

Status

Comman Problem List
Organization
Reguestor

Desired Date

Caontact

Contact Phone

Contact Email

University
Campus
Property

Location or Room

€] [€) [ €] [ €[ €] €] €][€][£][€][€]]|] €[] €

Description ontains

Created By
Date Created
Editar

Edit Date

IO D0000uuooo0ody

<] [€[[<] €

Extra Description containg

3. In the Status field, click on the Zoom icon and select Approved.
4. In the Property field enter the Property number. (This will narrow the search.)
5. Click on the Execute Search icon and the following screen will be displayed.
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—IAIM

Logout About Help

A
MMSU LAS

CRUCES

jahallemE@nmsu.edu 4128

Hello, DOLAREY
@ Customer Request R 42
76636 APPROWED  RECYCLE PICK UP WE MEED THE FODE03 CEMTER FOR JENIS GaG-Tdd44
RECY(CLE BIN LEARMING & HALLERM
EMPTIED AT ARC PRO
6 B. THAMKS.

6. A list of all approved transactions will appear. Select the Transaction number
(Customer Request) to view and check the status of a Work Order. The following

screen will be displayed.

/T
=JAIM Hello, DOLAREY Logout About Help
Customer Request View:
Transaction 76636 Created By JAHALLEM [ Status APPROVED
Date Created  Jul 03, 2012 10:44 AM
Common RECYCLE PICK UP Desired Date
Problem List
Reference
Work Order 13.000246
WE NEED THE I EMPTIED AT
Description WE NEED THE RECYCLE BIN EMPTIED AT ARC B. THANKS.
Wiork Order READY TO CLOSE
| Status |
.
Organization  FO0603 index 0 -SHOP CHARGE - 18G University NMSU
CENTER FOR LEARNING & PROF. DEV. MEW MEXICO STATE UNIVERSITY
Reguestar CENTER FOR LEARNING & PRO campus LAS CRUCES
At 758500 LAS CRUCES
Code
Contact JANIS HALLEW ATEGY 428
ACADEMIC RESEARGCH B100% | & G
ContactFhone 6467444
PPD SERYICES Location or
ContactEmail  jahallem@nmsu.edu Room

7. Locate the Work Order block and Work Order number in the field. Click on the
Work Order number link and it will open the work order assigned. The following

screen will be displayed.
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=
=JAIM Hello, DOLAREY Logout About Help
vz PR
- - A=
WorkOrder  13-000246 GCrested By CPOOR Status READY TO CLOSE
Date Greated  Jul 03, 2012 11:00 AM - 10
Deseription  'WE NEED THE RECYCLE BIN EMPTIED AT ARG B. THANKS. {

Desired Date

Budget

$0.00

organization

Organization

Requestar

Contact

Contact Phone

Contact Email

F00603
CEMTER FOR LEARMING & FROF. DEV.

CENTER FOR LEARNING & PRO

JANIS HALLEM
646-7444

jahallem@nmsu.edu

University

campus

Property

Classification

RECYCLE PICK UP

RECYCLE PICK UP
MAINTENANCE

MAINTEMANCE

RECYCLING

WEEKLY PICKUPS, ORGANICS

NMSU Cammon
Frablem List
HEW MEXICO STATE UNIVERSITY
LAS CRUCES Type
LAS CRUCES T
1128
Joh Priarity

ACADEMIC RESEARCHE100% | & G

Location or Room

Shop ‘Work Codle

RECYCLING AND SOLID | X0003
WASTE

B Status
8 WORK COMPLETE

Ted

T

TP
-

The Work Order status and assigned Phase status are listed.
To review the Phase, click on the Phase number if desired.
To exit the Work Order click on the Done (green flag) icon and you will return
back to the to the Customer Request.

If the phase statuses are marked “Work Complete” and work status is marked

“Ready to Close”, the work order has been finalized and can be considered

complete.
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Cost Reports

There are several ways to review the cost associated to a Work Order. Standard reports
available are: 190-History Report, 370-Transaction Detail Report and Cost Analysis
(summary of charges), which will be addressed in this section.

190-History Report and 370 Transaction Detail Report

Report 190-WO TRANS VIERWER, provides the Work Order description and Transaction
History for the assigned Work Order. Report 370-WO TRANS DETAIL RPT, provides the
Work Order description and the detailed transaction for charges applied, for example,
Labor, Material and Equipment.

To access these reports, perform a Search for the desired Work Order through the
Work Management Module.

HAM Hello, DOLAREY Logout About Help
. Work Management 7Y

Menu

%, work Order

1. Click on the Search icon from the Work Management Menu and the following
screen will be displayed.

Hello, DOLAREY

AlliShow All

‘winrk Order

Desctiption

v | [10-001026

contains

2. Enter the desired Work Order number in the field.
3. Click on the Execute Search icon and the following screen will be display.

0
=JAIV Hello, DOLAREY Logout About Help

Work Order 1 Description Status Tupe Cateqory University Campus Property Date Created
LO01026 MAKE NAME PLATES FOR THE FOLLCWMNG EMPLOYEES AND CLOSED ALTERATION SPACE ML LAZ CRUCEE 4128 Dec 14, 2009
ADHERED TO THE WaLL CORRESPONDING THE OFFICE NUMBERS: PER EMAIL SENT 11:28 &M
4 TO TINA PATTON

4. C(Click on the Work Order number and the following screen will be displayed.
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el AV

Hello, DOLAREY Logout About Help
Work Order view: E TR
[iark Order 10-001026 Crested By CPOOR | Status CLOSED
Date Created  Dec 14, 2009 11:28 AM Project 5
Descrigtion MAKE NAME PLATES FOR THE FOLLOWING EMPLOYEES AND
ADHERED TO THE WALL GORRESPONDING THE OFFICE NUMBERS: PER EMAIL SENT TO TINA PATTON
Desired Date
Budget $0.00
Organization  FODG03 University NWMSU Cormmon NAME PLATES
Problem List
CENTER FOR LEARNING & PROF. DEV B MESIC O STATE UNIVERSTY A PLATES A 150
Requestor CENTER FOR LEARNING & PRO
i Campus LAS CRUCES T ALTERATION
ALTERATION
LAS CRUGES
Contact FELICIA CASTILLO CEE SPACE
ey 2B ALTERATIONMODIFICATION TO
ContactPhane 5756467444
Jab Priarity
ContactEmail  facastil@nmsu.edu ACADEMIC RESEARCH B 100% | & G
Phase Description Location or Room  Shop ‘Work Code Priority Status
ool MNAME PLATES AND TAGS SIGNS X000 3-ROUTINE CLOSED
ooz INSTALL WALL MOUNTS AND MAME PLATES CARPENTRY X000 3-ROUTINE CLOSED

5. With the Work Order displayed click on the Print icon and the following screen
will be displayed.

—
=AM Hello, DOLAREY Logout Abowt Help

Work Order

10-WORK ORDER PRINT
180 WORK ORDER PHASE
190 W0 TRANS VIEWER
191 WOPHASE TRANS
260-PM PRINT WO ]
370-WO TRANS DETAIL RPT
371 WO/PHSE TRANS DET RPT
385-WO PHS COST ANALYSIS
4250 EST LEVEL SUMMARY
426 WO EST LEVEL DETAIL

6. Click on 190-WO TRANS VIEWER or 370-WO TRANS DETAIL RPT, or another
section, report and the selected report will be displayed.
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Work Order Transaction History Report
= ol B

Showing page 1 nf

Work Order
’A‘ *10-001026* 10-001026

Status: CLOSED

Work Order Transaction History Report

Work Order
Description: MAKE MAME PLATES FOR THE FOLLCWYIMG EMPLOYEES AMD
ADHERED TO THE WiALL CORRESPONDING THE OFFICE MUMBERS: PER EMAIL SENT TO TINA PATTORMN
||Prniect:
[Budget: $0.00 [Enforce Budget:  [no
Transactlon HIStDry Total Costs for Work Order $85.48
Labor Costs
Transaction Source Sowrce |Description Amount
Date Transaction Line
Jan 26, 2010 1063 WORK ORDER JOURMAL 3262
Jan 26, 2010 1062 WORK ORDER JOURMNAL F{3262
Jan 19, 2010 7583 3 TIME CARD APPROMWAL $16.31
Jan 14,2010 7533 4 TIME CARD APPROMWAL $16.31
Jan 11,2010 G394 13 TIME CARD APPROMWAL §52.86
Subtotal 3548
Total Costs for Work Order 2548
Mar 25, 2013 12:51 PM At Work Order 10-001026 Page: 1

7. The selected report will be displayed. Click on the Print icon and the following
screen will be displayed.

Print Report X

Print Format

O HTML
€>>€> PDF | v |

'@} All pages O Current page {:} Pages:

{ Enter page number(z) and/or page range(z). For example: 1-Sor 1,36 )

[ O Cancel ]

]l

8. Select PDF radio button if PDF format is desired. @

9. C(lick on OK button.

10. A window will open with PDF format displayed; proceed to print report. Close
window.

11. Click on the Done icon when all desired reports have been printed.
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Cost Analysis

Cost Analysis will provide a summary of charges applied to a Work Order.

To view Cost Analysis the Work Order will need to be displayed. Follow Steps 1- 5 from
previous section accessing reports 190 or 370.

With the Work Order displayed follow the process listed below. m
1

=AM Hello, DOLAREY
. Work Order View:

Select

- Select
Wiork Order d Created By CPOOR
10-001026 Reference Data
Date Created  Dec 14, 2009 11:28 AM Account Setup
Cost Analysis
Description MAKE MAME PLATES FOR THE FOLLOWING EMPLOYEES AND
ADHERED TO THE WALL CORRESPOMNDING THE OFFICE NUMBERS: PER EMAIL SENT TO TINA PATTOMN
$0.00
Organization F00603 University NMSU common NAME PLATES
Problem List
CEMTER FOR LEARMING & PROF. DEV.
HEW MEXICO STATE UNIVERSITY MAME PLATES AND TAGS
Regquestar CENTER FOR LEARNING & PRO
campus LAS CRUCES Type ALTERATION
ALTERATION
LAS CRUCES
Contact FELICIA CASTILLO Category SPACE
Froperty 1128 ALTERATIONMODIFICATION TO STRUCTURE OR
Contact Phone 5756467444
Job Priority
Contact Email facastil@nmsu.edu AGADEMIC RESEARCH B 100% 1 & G ELIGIBLE
Phase Description Location or Room  Shop ‘Work Code Priority Status
ool NAME PLATES AND TAGS SIGNS HO009 3-ROUTINE CLOSED
02 INSTALL WALL MOUNTS AND NAME PLATES CARPENTRY %0003 3-ROUTINE CLOSED

1. Click on the Down arrow from the View: Select, and a drop down list will be
displayed.
2. Click on Cost Analysis and the following screen will be displayed.

ZIAM Hello, DOLAREY
. Work Order - Cost Analysis

Wiark Order 10-001026 Created By CPOOR
Date Created Dec 14,2009 11:28 AM

Description MAKE NAME PLATES FOR THE FOLLOWING EMPLOYEES AND
ADHERED TO THE WALL CORRESPONDING THE OFFICE NUMBERS: PER EMAIL SENT TO TINA PATTON

Enforce Budget

Cost Analysis

Subledger Labor Hours Lahor Cost Material Cost Equipment Cost Contract Cost Total Cost
Estimate 0.oo $0.00 $0.00 000 000 $0.00
Actual 3.00 $85.48 $0.00 $0.00 $0.00 485.48
Encumbered $0.00 }0.00 j0.00 j0.00 $0.00
Billed §85.428 $0.00 $0.00 $0.00 $85.48 |

3. Click on the Done icon when finished.
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Looking up Billed Transactions

Using the Billed Transaction screen allows for greater flexibility if wanting to run more
queries. Below is a general example of how a query can be performed but be aware
that various combinations of queries can be performed based on the need.

-..JNM Hello, DOLAREY Logout About Help
@Werknesk B

Menu » Administrator Messages » J
I Witk Managerme

& customer Seni Personal Query Count -~

i® Finance

W 0'Work Management ~ Material Request ~ FOR PLUMBIMNG THE MATERIAL REQUESTS NEEDING AFPROVAL
W 193 Wark Management ~Work Order ~ NEW WORK ORDERS TO REVIEW
W 374 Wiork Management ~VWork Qrder ~ NEW WORKS NEEDING PRIMARY PERSON ASSIGNED

' Systern Administr:

Quick Links =

) INDEX LOOKUP

) ORGANIZATION LOOKUP

) TRAINING ¥IDEC

) CUSTOMER REQUEST MANUAL

ic) 2013 AssetWorks

1. Select the Finance module and the following screen will be displayed.

H
HAM Hello, DOLAREY Logout About Help
Finance B

Menu ~

LY Billed Transactions

Wiaork Order Billing Transaction Review

Report Listing -~

[0 370-W0 TRAMNS DETAIL RFT

[ 428-UTILITY CONSUMPTION

[ 428-UTL & EME USG BY SQFT
[0 707-CAP PROJECT FUNDING

[ 717-CONTRACT ENCUMBR ADJ
) 705-FUNDING GROUP

) T0B-FUNDING SOURCE

[ 708-FUNDING SOURCE ADJ

[ 725-WORK ORDER ALLOCATION

(c) 2013 AssetWorks

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

ZJAM Hello, DOLAREY Logowt About Help
@Billed Transactions (IR o © E S %
pS

Billed Transactions Hide AlShow All BN
Tt [—]

Description

Transaction Tyne -

Transaction Date
Subledger
Project

Work Order
Phase

status

Budget
Gommon Problem List
Priority

Shop

Request Method
Tine

Category

Work Code
Institution

Department

Organization
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The Billed Transactions search screen allows a user to select any of the listed data
fields to perform a query. The additional features can be selected for the desired
query. A query can be set to display in ascending or descending order: Sort Sequence
fields allow for the selecting the order of the columns to be displayed, Operator fields
allow for narrowing the selection of the data fields to be listed on the selected query.

Note: When running a Billed Transaction query if an index is not specified the

report results will include the credits to the Facility Services indexes and
costs will zero out.

Below is an example of running a query for transactions that have been billed for a
specific Index.

=AM Hello, DOLAREY

Logout Abowt Help

@ Billed Transactions Queries

Desired Date
Customer Reguest
University
Campus

Property

Location or R
Location |

Index

3.  Scroll down and find the Index field.

4. From the Operator field, select In from the drop down list.

5. Enter the desired Index number in the Criteria field.

6. Click on Execute Search icon and the following screen will be displayed.
=AM Hello, DOLAREY Logowt Abowt Help
@ Billed Transactions 3
Transaction ! Description Transaction Type Transaction Date Subledger Bill Type Bill Sequence Bill Date Bill A
48771 TIME CARD APPROWAL Timecatd Jan 27, 2010 Labot Debit 1005 Jan 28, 2010 7
51017 TIME CARD APPROWAL Timecatd Jan 19, 2010 Lakot Debit 1005 Jan 28, 2010 a2
51899 TIME CARD APPROWAL Timecatd Jan 27, 2010 Labot Debit 1005 Jan 28, 2010 $335
51891 TIME CARD APPROWAL Timecard Jan 27, 2010 Labar Debit 1005 Jan 28, 2010 F16.69
52191 TIME CARD APPROWAL Timecard Jan 27, 2010 Labar Debit 1005 Jan 28, 2010 $50.07

7. To export query, click on Export icon.

Tip: Once the file has been exported and saved, the Bill Date column format will
T need to be changed to a date format so the date is displayed.
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Below is an example of running a query for transactions that have been billed on
multiple indices. The Sort Sequence field will be used to display what transactions are
associated with the Index.

With Billed Transaction Search screen displayed follow these steps.

e
=JAIM Hello, DOLAREY Logout About Help

@Billed Transactions cueries INNNNNET BN SRR =

1 Scroll down and find the Index field.

2. Enter 1 in the Sort Sequence field next to Index.

3. From the Operator field, select In from the drop down list.

4 Enter the two desired Index numbers in the Criteria field.
Note: When searching for multiple Indices ensure that a comma”,” is placed
between the Indices with no spaces.

Hello, DOLAREY Logout About Help
Queries I [N AR N
-~

Hide Al'Show All

Transaction

Desctiption

Transaction Type
Transaction Date
Suhledger

Scroll down and find the remaining fields.

Enter 2 in the Sort Sequence field next to Transaction.
Enter 3 in the Sort Sequence field next to Description.

Enter 4 in the Sort Sequence field next to Transaction Type.
Enter 5 in the Sort Sequence field next to Transaction Date.
Enter 6 in the Sort Sequence field next to Subledger.

CLOPNOW
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Hello, DOLAREY Logout Abowt Help

17 2

Bill Type b
Bill Mathod v

Transaction

Bill Sequence

Bill Date

Estimated Start

Estimated End

Source Transaction

Source Line ltem

Bill Amount

11. Enter 7 in the Sort Sequence field next to Bill Type.

12.  Enter 8 in the Sort Sequence field next to Bill Sequence.

13.  Enter 9 in the Sort Sequence field next to Bill Date.

14.  Enter 10 in the Sort Sequence field next to Bill Amount.

15.  Click on the Execute Search icon and the following screen will be displayed.
=JAIM Hello, DOLAREY Logout About Help

il Description Transaction Type Transaction Date Subledger Bill Type Bill Sequence Bill Date Bill § hount

112799 1503025 CISBURSEMENT CHARGE Purchase Disbursement Sep 01,2011 Material Dehit 1238 Sep 02,2011 786
112793 1501667 TIME CARD APPROVAL Timecard Sep 1,201 Lakor Debit 1233 Sep 0Z, 201 17 Jawss
112783 1596295 TIME CARD APPROVAL Timecard Sep 03,201 Labior Debit 1243 Sep 19,201 $25.22
112799 1558231 TIME CARD APPRONVAL Timecard Sep 03, 2011 Lakor Dehit 1243 Sep 19,2011 2522
112793 1568373 TIME CARD APPROVAL Timecard Sep 21,201 Lakor Debit 1245 Sep 22,201 $7.79
112789 1568303 DISBURSEMENT CHARGE Purchase Disbursement Sep 20,201 Material Debit 1245 Sep 22,201 $10.57
112799 1626907 TIME CARD APPROMVAL Timecard Oct 03, 2011 Lakor Dehit 1255 Oct10, 2011 596
112793 1697603 TIME CARD APPROVAL Timecard Oct 24, 2011 Lakor Debit 1268 Oct 27, 2011 $19.47
112783 1891799 TIME CARD APPROVAL Timecard Dec 02,201 Labior Debit 1287 Dec 12,201 $6.99
112799 1885843 TIME CARD APPRONVAL Timecard Mo 28, 2011 Lakor Dehit 1287 Dec 12,2011 $6.99
112793 1887825 TIME CARD APPROVAL Timecard Dec 07, 201 Lakor Debit 1287 Dec 12,201 $6.99
112789 2445369 TIME CARD APPROVAL Timecard Mar 29, 2012 Lakor Debit 1351 Mar 30, 2012 $25.22
112799 2445717 TIME CARD APPROMVAL Timecard har 28, 2012 Lakor Dehit 1351 har 30, 2012 §25.22

16.  Click on the Index column to group all the same indices.
17.  To export query, click on Export icon.
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Below is an example of running a query and selecting the desired data fields to display
and also using the Sort sequence fields for column field order.

STAM Hello, DOLAREY
@ Billed Transactions

Billed Transactions Hide All/Show All

Transaction

Description

Trangaction Type
Transaction Date
Subledger

Froject

Wark Order B ] 5

Enter a 1 in the Sort Sequence field next to Transaction.
Enter a 2 in the Sort Sequence field next to Description.
Enter a 3 in the Sort Sequence field next to Transaction Type.
Enter a 4 in the Sort Sequence field next to Transaction Date.
Enter a 5 in the Sort Sequence field next to Subledger.

Enter a 6 in the Sort Sequence field next to Work Order.
Scroll down and find the Bill Type field.

N Uk wIND =

mM Hello, DOLAREY Logout About Help

@ Billed Transactions queries | IEEG—_——
- | Jr 1

2 12

Index

=
<
g

Acct Code
Bill Type
Bill Method

Transaction

Bill Sequence
Bill Date

-
-
v
-
Estimated Start - -
-
-
v
-

m betugan v .JanU1 2010 :] Mar 31, 2010 :]],

8. Enter a 7 in the Sort Sequence field next to Bill Type.
9. Enter an 8 in the Sort Sequence field next to Bill Date.

Estimated End
Source Transaction
Source Line ltem

Bill Amount

Note: If you want to narrow the search, you can choose to enter specific dates.
In the Operator field select between, the field will expand and display two fields
select from calendar or enter the billing date to display; use format of month
day, and year (2013).

10. Enter a 9 in the Sort Sequence field next to Bill Amount.

11. Enter a 10 in the Sort Sequence field next to Index. In addition, from the
Operator field select In from drop down list and enter an Index number in the
Criteria field.

12.  Click on Execute Search icon and the following screen will be displayed.
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7\

Hello, DOLAREY

Logout About Help

Transaction Description Transaction Type Transaction Date Subledger Work Order Bill Type Bill Date Bill Amount

49771 TIME CARD APPROWAL Timecard Jan 27,2010 Labar 10-003476 Debit Jan 28,2010 Fa0)

51899 TIME CARD APPROWAL Timecard Jan 27,2010 Labar 10-003476 Dehit Jan 28,2010 56 1 3
51941 TIME CARD APPROVAL Timecard Jan 27,2010 Labar 10-003476 Dehit Jan 28,2010 $669 D00

13.  With query displayed you can choose to Export query.
14. When finished Logout of application.

oo TP

Once the file has been exported and saved, the Bill Date column format will
need to be changed to a date format so the date is displayed.
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