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Navigation 

Logging into AiM 

 

Logging into the system:  

 

 

 

User Name: This field is populated with the user login. 

Password: This field is populated with the password. 

Login: Clicking the login button passes the user login and password information to the system. 
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Shopping Cart Creation 
This method is used to create new “Shopping Cart” Material Requests for stock items in AiM. 

1) Login to AiM™ and click the Work Management Module 
a. Alternatively, if there is a query on your WorkDesk 

that displays the phases assigned to you, click that 
query to display the search results and skip to 
step 5. 
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2) Click Phase.  
 

 

 

3) On the phase screen, click Search.  
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4) Enter the search criteria to find the phase for which you are requesting material.  
a. Note: the “Basic Search” provides search criteria at the work order level, it is 

recommended that you click the “Advanced Search” link, which will list additional search 
fields at the phase level. 

b. Once you’ve entered the search criteria, click Execute.  

 

Note: You can also choose from a list of saved queries by clicking one of the links on the left hand side. 
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5) The phase results are displayed. Click on the phase number to select the phase.  
 

 

 
 

6) If the phase is in a status that allows for material requests, the “Shopping Cart” link will appear 
in the left hand action panel. Click the “Shopping Cart” link. 
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7) On the Shopping Cart header screen: 

a. Enter the Description 
b. Enter the Desired Date 
c. Click the Zoom Icon beside warehouse to select a warehouse 
d. In the line item section, click the “Add to Cart” button 

 

 

  



  INVENTORY 
  MAINTENANCE CREW - END USER TRAINING GUIDE 

AssetWorks Proprietary and Confidential  Page 9 of 35 

 

The shopping cart line item selection screen will appear 

a. Enter your search criteria into the search box and then click on the “Search” link. 
i. Note: The search criteria is based upon the part description. A one or two word 

phrase is recommended unless you know the description of the part as it 
displays in AiM. 

ii. Multi-word searches will only display results for items where the words in the 
part description appear exactly as you typed them in the search box. For 
example a search for “Grease Hi Temp” will display part 6584800 – Lube, Grease 
Hi Temp AP-L 14OZ, but a search for “Hi Temp Grease” will display no results. 

iii. Partial words, such as “Grea” are also acceptable, but most abbreviations are 
not.  

b. You can filter your selection by clicking on a “Class”, and even further by clicking on a 
“Commodity” and “Item” 

c. Enter a number in the requested quantity boxes beside the parts you are requesting and 
then click “Add to Cart” 

i. Note: You may request quantities above the amount displayed in the “quantity 
on hand” field, but be aware that these requests may take additional days to 
fulfill. 

ii. Once added, the blue “Add to Cart” button will change to a green “Added” 
button. 

d. Once all entries have been added, click the “Done” button to return to the shopping cart 
header.  
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8) All requested items will appear in the line items section near the bottom of the screen. If 
needed, you may make any adjustments to the items or their quantities.  

 

 
 

9) If you are not finished with your order but would like to return to it at a later time, you may save 
the order in “OPEN” status. 

10) When ready to submit the shopping cart request, change the status to “SUBMITTED” and click 
the SAVE button.   
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11) If you receive a notification, such as quantity exceeds quantity on hand, clicking Yes will save the 

record, clicking no will return you to the entry screen where you may adjust the parts and 
quantities. 
 

 

 
 

12) Click Back to return to the Phase, or click AiM to return to the Main WorkDesk. 
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GO – O&M – Adding Material Request 
This method is used to add a Material Request from the mobile application.  This requests materials 

from the Warehouse. 

 

1) Login to O&M GO™ and click ‘Work Management’ link from the menu. 
 

 

 



  INVENTORY 
  MAINTENANCE CREW - END USER TRAINING GUIDE 

AssetWorks Proprietary and Confidential  Page 14 of 35 

2) The Assignment tab in the icon tray contains the Work Assignments for today.  This will change daily. 
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3) Select one Work Order. 
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4) Click the ‘Material Request’  icon from the icon tray.  
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5) Optional, add detailed description.  Click the ‘Description’ link.  
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6) Add detailed description.  
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7) Click the  icon.  
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8) Click the ‘Line Items’ Link and then the  icon to add a warehouse part. 
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9) Click the ‘Warehouse’ link.  
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10) Select a Warehouse from the list.  Click the Warehouse identification link.  
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11) Click the ‘Class’ link.  
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12) Select an inventory Class from the list.  Click the Class identification link. 

Note: Scroll to the end of the list, select the ‘Load more…’  link to find 

more items. 

If the Class is known, type the Class in the search ‘Criteria’  box. 

 

 

 



  INVENTORY 
  MAINTENANCE CREW - END USER TRAINING GUIDE 

AssetWorks Proprietary and Confidential  Page 25 of 35 

13) Click the ‘Commodity’ link.  
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14) Select an inventory Commodity from the list.  Click the Commodity identification link. 

Note: Scroll to the end of the list, select the ‘Load more…’  link to find 

more items. 

If the Commodity is known, type the Commodity in the search ‘Criteria’ 

 box.  
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15) Click the ‘Part’ link.  
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16) Select an inventory Part from the list.  Click the Part identification link. 

Note: Scroll to the end of the list, select the ‘Load more…’  link to find 

more items. 

If the Part is known, type the Part in the search ‘Criteria’  box. 
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17) Add desired quantity. 
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18) Click ‘Save’, and then the ‘Back’ link.  
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19) Click the status link and set the Material Request status as appropriate. Click ‘Save’ and then the 
‘Phase’ link. 
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20) Click the ‘Back’ link.  
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21) Click the ‘More’ tab, and then ‘Home’.  
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22) Click the ‘Back To Main’ link.  
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23) The Main Menu.  The process is complete. 
 

 

 


