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AiM Overview and Basic Navigation User Guide

Welcome to AiM! AiM is the Department of General Services’ tool for tracking facilities and maintenance work requests.
The purpose of this user guide is to familiarize all AiM users with the basic functionality of AiM. This user guide covers the
main AiM screens, icons, and search processes that are applicable to all users. Additional user guides are available to
describe specific AiM tasks performed by various users within the system.

AiM Weblink: https://copdgsaimapp.assetworks.com/fmax
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1. NAVIGATE TO AIM

To access DGS’s AiM application, open your web browser and type the link below into the address bar.

’ =)
( & AiM - Windows Internet Explorer
L @l\:) = |= https://copdgsaimapp.assetworks.com/frmax/ = % |"¢| X |

https://copdgsaimapp.assetworks.com/fmax

AiM may be used with Internet Explorer, Mozilla Firefox, or Google Chrome.
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2.LOG INTO AIM

Login to AiM by entering the AiM login credentials provided to you. AiM maintains a separate password than your
Commonwealth credentials.

AssetWORKS

Enaeornrd (I 21T E ]

User Name retomlinso @

Tl

"l 1O

Copyright 2015, Asset\Works LLC

1. User Name - Enter your AiM User Name. For commonwealth employees, this will be your Commonwealth Network
login ID. For non-Commonwealth employees, this will be the local part of your email address (e.g. if an email address
is jsmith@gmail.com, the AiM User ID would be jsmith)

2. Password - Enter your AiM password
3. Login - Click Login

Note: If you do not know your password or are unable to access AiM, contact the AiM administrator
by e-mail at RA_EFMSHelpDesk@pa.gov or by telephone at 717-409-3250. The OA Help Desk does not
manage AiM
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3. AIM NAVIGATION ICONS

AiM uses a variety of buttons, most commonly found in the top, left corner of the screen. These quick reference charts
provide the name, picture and description for each icon.

3.1 HEADER TOOLBAR BUTTONS
These icons appear above many AiM screens. They are used to create new records, find existing records, update
existing records, and view a list of records that the search function found. After a new record has been added or an
existing record has been edited, remember to click Save to commit the changes that were made to the screen.

Name Icon Description
New m The New button is selected to create a new record.
[
Edit The Edit button is selected to update a record.
s The Save button is selected to save edits made on a
Cancel The Cancel button cancels the current transaction/action
without saving.
Browse The Browse button takes the user back to the last search
results list.
Help Help The Help button opens online help descriptions.
Search The Search button opens the search screen tailored to
the primary screen (e.g., Work Order screen).
The Execute button initiates a search based on the
Execute entered search criteria.
The Quick Search icon enables the user to search
quickly without entering detailed search criteria. The
Quick Search m Quick Search performs a search based on the record’s
primary data field. (e.g. A work order search would be
based on work order number.)
Page 6 of 35 Revised July 10, 2019
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3.2 AcTION MENU BUTTONS
The Action menu is available on the left side of the AiM screen and contains several buttons for features like: printing,
emailing, exporting, etc.

Name Icon Description

The Viewfinder button displays a series of hyperlinks to all
ViewFinder ViewFinder transactions associated to the work order/phase. The
viewfinder has two tabs, one for documents, and one for
associated transactions.

The Email button enables the user to send an email with
Email Email the record URL attached. For instance, the user could send
an email with a link to a specific work order.

Print Print The Print button opens the record in a printer-friendly view.

The Copy button enables the copying of the retrieved
record. This button is found on a number of screens

Copy 2 including the Work Order, PM Template, Master Asset
Profile, etc.
Export Exoort The Export button allows you to export the information you

are currently viewing into Excel.

3.3 DETAIL TOOLBAR BUTTONS
These icons appear on the child or detail portions of header screens. They appear in the body or at the top of the detail
screen.

Name Icon Description

The Add Detail Record icon adds a child or detail record to
header records. It can be used to add as many child

record.

The Remove button removes a record that has been

Remove Remove added to a Header record.

The Zoom icon opens a pre-defined list of values for the
selected field (similar to a drop-down list)

Add Detail Record “ records as the user needs to properly define the parent
Q

Zoom

Attach The Attach button is selected to attach documents to a
ac Attach record.

Calendar The Calendar button allows the user to rapidly input dates.

&

The Error Flag icon will appear next to the
Error Flag wy field/transactions that caused the error. This icon is often
found on approval screens to isolate issues as they arise.
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Name Icon Description

The Done button is clicked by the user when they have
Done Done completed the detail record and want to return to the

previous screen.

The Back button allows the user to return to the previous
Back ¢ Back screen. Note: this button only appears when you cannot

edit the information that you’re viewing.

3.4 FOOTER TOOLBAR BUTTONS
These icons appear at the bottom of many screens and are used to quickly navigate between records. When multiple

records are listed on the header screen, these icons will appear at the bottom of the screen. A record count (e.g. Record
1 of 10) will appear at the bottom left of the screen.

Name Icon Description
The Go button enables the user to enter a page or record
Go number on multiple page record retrievals to jump to the
desired page or record.
Previ The Previous button is selected to retrieve the previous
revious m record.
Next m The Next button is selected to retrieve the next record.
. The First button is selected to go to the beginning of the list
First m of records.
Last The Last button is selected to go to the end of the list of
as records.
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4. WORKDESK SCREEN

BECKY About Help Logout

Acninistrator Messages Quick Links

Work Management 3/22/16 4:04 PM - RETOMLINSO - Welcome to the AiM TEST environment. This site is for PRACTICE ONLY! If you need to enter in real work
requests, please go to the live database at: https://copdgsaimapp.assetworks.com/fmax.

Accounts Payable

Asset Management Quick Search

Contract Administration

(o wokoue

Customer Service

o —
Fixed Asset Management (] Requestor
e s — T

Q

Inventory Customer Requests

. i Customer Requests
Preventive Maintenance
@ 38 Customer Service ~ Customer Request ~ MY CUSTOMER REQUESTS

Project M t
foject Managemen # 0 Customer Service ~ Customer Request ~ MY REQUESTS - MORE INFO REQUIRED

@ 20 Customer Requests

Propert;
PTOP;% Y W 714 Customer Service ~ Customer Request ~ NOB REQUESTS
urchasin:
. 9 ® 16133 Customer Service ~ Customer Request ~ ALL SUBMITTED REQUESTS
Time and Attendance © 2 Customer Requests
Gystem Administration Work Orders
Time Cards

W 37012 Work Management ~ Work Order ~ ALL WORK ORDERS
@ 24 Work Management ~ Work Order ~ MY WORK ORDERS
2136 Work Management ~ Work Order ~ NOB WORK ORDERS

W 279 Timecards

Report Listing

1. AiM Program Title Bar

e Module Name - The Module name is displayed; the home screen will display WorkDesk as the module name.
Clicking the module name returns you to the module’s menu.

¢ Name — displays the name of the logged on user
e About — clicking on this link displays AiM version information
e Help — clicking on this link opens the AssetWorks AiM help documentation
e Logout — clicking on this link will log the current user out of AiM
2. Main AiM icon
¢ AiM icon — clicking on AiM will return you to the WorkDesk from any screen
3. Menus
e This section of the screen shows the AiM modules available to the user logged in

e Clicking a menu item will open to the module’s WorkDesk, and the sub-menu options for the selected module
will be displayed

4. WorkDesk Body

The body of the WorkDesk screen will contain varying information depending on the “channels”, or blocks, of
information setup for the user. Each channel (e.g. the gray/white box) can have multiple links within it directing the
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user to different screens. Each channel and link can be customized to the user. WorkDesk content may contain the
following types of information:

e Approvals — personal queries linking the user to transactions requiring the user’'s approval
¢ Quick Links — links to web pages, AiM screens or AiM reports

o Content Image- Pictures or images

o Administrator Messages - Informational messages provided by the system administrator
e Personal Query Count - personal queries or searches linking the user to system activities.

o Daily Assignments - a listing of an employee’s work for the day, as assigned using the Daily Assignments
system function.

5. WorkDesk Content Bar Availability of these features will vary according to user’s permissions.
e Add — Clicking this button allows the user to add or edit WorkDesk channels.

¢ Restore — By clicking this button your current WorkDesk layout will be deleted and replaced with the most
current default layout. You will have the option to continue & reset or cancel & return to your WorkDesk.

¢ 1Q - Clicking this button opens the AiM 1Q reporting tool. Note: this button is not available for everyone.
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5. SEARCHING AIM

AiM has extensive search functionality to build custom searches, or queries, to find information. Each search screen is
made up of the components described below.

5.1 NAVIGATE TO A SEARCH SCREEN
There are two ways to navigate to a search screen.

L.Y\"W = Work Order 0 BECKY About Help Logout

New Search

Work Order @

Phase

Daily Assignments

L ppLe
rr

Material Request

1. Click into the screen listing the item you wish to search (e.g. work order) then click the Search icon.

2. Click the Search icon next to an item in the menu.

5.2 COMPONENTS OF A SEARCH SCREEN

= Work Order

Advanced Search Reset

New Query [:] Work Order | W | | -
) @O e |

ALL ASSIGNED WORK ORDERS [:] Created By [ v [= v| [ Q
ALL CLOSED WORK ORDERS [ ] DateCreated [ V] [= vl [ &
ALL UNASSIGNED WORK ORDERS (] Sws [ V] [= vl | Q)
ALL WORK ORDERS [ ) Region V] = vl Q)
HARRISTOWN PART MODS [ ) Faciiy B v a
MY WORK ORDERS P [ ]

() oo i Co— Q
NOB WORK ORDERS _

D Project |— V| |= Vl [ Q]
PART MODS CLOSED

\C] Problem Code | - W | | = W | [ Q] /

REST CONTROL

Page 11 of 35 Revised July 10, 2019



AiM Overview and Basic Navigation User Guide Asse tWOR KS

5.21

5.2.2

Queries List

The View menu displays a list of saved search queries.

Choose a query from the list to populate the fields with a saved search or create a new query.

Search Body
The first section of the screen displays the most pertinent search fields applicable to the search topic chosen

The four boxes beside each data element control what information the search finds and the way the search
results are displayed

a)

b)

d)

The first box, “Display Order”, sequences the columns that display on the screen. The record’s unique
value (i.e. primary key) will always display first. If you fill in one or more sorting sequence boxes, only those
fields will display, in the order you designate. If left blank, the default selection of data columns will appear in
the search results.

The second box, “Sort”, allows you to choose to sort the search results by the selected data element. This is
an optional field. If nothing is chosen, the search results will automatically sort by the primary field. Asc will
sort data in alpha/numeric ascending order. Dsc will sort data in alpha/numeric descending order. Search
results can be re-sorted on the Search Results screen. See View Search Results for more information
about sorting search results.

The third box, “Operator”, displays operators that instruct the search what information to return and display.

=, >, <, >=, <=, <>: use these operators to find search results based on standard mathematical operators
to find exact matches (=) or numerical values:

Starts With or Ends With: use to find search results that start with or end with the text entered
Contains: use to find search results that contain the text entered anywhere in the field.

= Note: % is a wildcard and can be used effectively (e.g. “white%paint” will find “white
”, “white, enamel paint”, and “white, painter’s coveralls”)

paint, latex”,
Null: use to find search results where the data does not have a value for the selected field
Not null: use to find search results where the data must have a value for the selected field
In: use to choose multiple items from a list and find search results that match any one of the items listed

Not in: use to choose multiple items from a list and find search results that do not match any of the items
listed

Between: use to find search results in between a set of dates (e.g. between 6/1/2014 and 6/30/2014)

Within: use to find search results with dates that fall into the range selected (e.g. within next 7 days)

The fourth box is the specific Criteria you wish to search for. Enter data or use the Zoom icon to search for
the appropriate selection.

5.2.3 Advanced Search Iltems
Some searches have additional panels of related information that can be used to create a more complex search.
Click Advanced Search at the top of the screen to open additional panels of search options.
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5.2.4 Execute Search
e Click the Execute button to run the search.

5.3 VIEwW SEARCH RESULTS

= Work Order BECKY About Help Logout

Work Order 1t

Description Status Category Region Facility Property Date Created

160318-041862  Picked up order from Reading Foundry. CLOSED PROPERTY ROUTINE PA READING READING SOB  Mar 18, 2016
MGT 09:11AM
> 160318-041860  Assistd Otis technician with MARCH elevators Mg Releveled  CLOSED PROPERTY M PA READING READING SOB  Mar 18, 2016
View ash lift top end. MGT 09:08 AM
ALL ASSIGNED WORK ORDERS 160318041859  Primed all basement and janitor closet floor dwefiroughout  CLOSED PROPERTY ROUTINE PA READING READING SOB  Mar 18, 2016
ALL CLOSED WORK ORDERS RSOB. MeT 09:07 AM
ALL UNASSIGNED WORK ORDERS 160318-041858  Reset CW high temp alarm set paint on Metasys and 2017 CLOSED PROPERTY ROUTINE PA READING READING SOB  Mar 18, 2016
e holiday UNOCC schedule after JCI NCE upgrades. MGT 09:04 AM
ALL WORK ORDERS
160318-041845  HEW - Basement - Men's Shower Area - fruit Flies CLOSED PROPERTY PEST PA HBURG- H&W BLD Mar 18, 2016
HARRISTOWN PART MODS MGT CONTROL CAPCMPLX 0716 AM
MY WORK ORDERS
160318-041841 H&W - 8th Floor - Westside - Mice near Door way & CLOSED PROPERTY PEST PA HBURG- H&W BLD Mar 18, 2016
NOE WORK ORDERS Kitchenette MGT CONTROL CAPCMPLX 06:47 AM
PART MODS CLOSED 160317-041814  Keyboard Replacement - Request maintenance support to CLOSED PROPERTY INSTALLATION PA HBURG- BEECHMONT ~ Mar 17, 2016
PEST CONTROL move keyboard from Room 240 Beechmont to replace broken MGT ANNEX 02:12 PM
s keyboard in Room 106 Beechmont
160317-041785  Assisted Mark Yoder of JCl with updating Metasys on NCEto  CLOSED PROPERTY INSTALLATION  PA READING READING SOB  Mar 17, 2016
version 7.0. MGT 12:44 PM
160317-041782  Removed core from Maintenance office #37 door to remove  CLOSED PROPERTY REPAIR PA READING READING SOB  Mar 17, 2016
jammed key. MGT 12:40 PM

e First Previous Next Last Records Found = 33724

Page of 1349 Display: 25 50 100

5.3.1 Column Headings

The column/field names for the search results are displayed across the top of the screen. Clicking on a column heading
will sort data by that column.

« A down-facing arrow sorts in ascending order, e.g. It iig

e An up-facing arrow sorts in descending order, e.g.
¢ No arrow indicates that the field is not currently used for sorting
e You can only sort data one column at a time

5.3.2 Data List
The search results display across the main portion of the screen. The first column will contain an underlined link to
navigate to the selected record.

5.3.3 Footer Page Navigation
o Page Numbers: The page number and total pages display. Type a page number in the box and click Go to
navigate to another page.

o Display Option: Search screens provide an option to change the number of records that appear on a screen.
Click the desired number to refresh the screen to show that amount.
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¢ Navigation Buttons: Navigate between pages by using the buttons on the bottom of the screen. Click Previous
and Next to go backward /forward one page; click First and Last to move to the beginning/end of the list.

o Record Count: Displays the total number of records found for the search selection.
5.3.4 Action Menu

Using the Export or Print buttons, the search results can be exported to an Excel list or printed.

5.3.5 View Menu
A list of saved search queries is displayed; choose a query from the list to execute the saved search.
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6. DATA ENTRY SCREEN

IV Work Order BECKY About Help Logout

Cancel

View 160519-041930 Created By BECKY TOMUNSON On 05/19/2016 02:43 PM Status E
1 Last Edited by BECKY TOMLINSON On 05/19/2016 0243 PM

Extra Description

Reference Data

Account Setup

Budget Change Order

Received Email Organization DGS Q Region oA Q Problem Code :
Notes Log

User Defined Fields DGS

PENNSYLVANIA
S Reuesor [ q] b FOPERTIMET 2
Related Documents Lty HBURG-CAPCMPL Q CRGPERTY MANAGEMENT

ContactPhone () popey NORTHOFF. BLD Q)
N —
Comactmal (] NORTH OFFICE BULLDING

e

W Phase Description Location Priority Status

NOTE: The view and edit screens for a record will have the same fields as the entry screen
1. Body
e All entry screens contain the same format.
e Fields bordered in red are required.

2. Detail Data

e If there is dependent data (Phases are dependent to a work order), there will be a Title Bar across the bottom
section of the screen, with an ‘Add’ (and sometimes a ‘Remove’) record button.
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7. PERSONAL QUERIES

Personal queries are links to data listings that can be added to your WorkDesk. They are defined by each user to provide
relevant and required data at the click of a link.

7.1 ADD A PERSONAL QUERY
Follow the steps below to create a personal query. In this example, the personal query will search for processed customer
requests. Begin by clicking on “Customer Service” from the menu on your WorkDesk.

J:Y1," @ Customer Service

Restore

Menu o

Q|E Customer Request

= Customer Request BECKY About Logout

Sort Operator

C] Transaction = ~
[:] Reference @ \—VI = (V)
ALL SUBMITTED REQUESTS % ::::::m(ode ﬁ H [—QQ]
MORE INFORMATION REQUIRED M [ ]
MY CUSTOMER REQUESTS [ [y EE N CO i | qj
MY REQUESTS - MORE INFO [:] sz [ v Vv Q]
REQUIRED D Desired Date \—VI = v [
NOB REQUESTS ) comac v = v )
C] Contact Phone \_VI = ~
D Contact Email \—VI = [V [ ]
C] Region \_VI = v Q
C] Facility \_vl = v Q
[:] Property \—vl = [V Q
\ (_] Location ‘ - Vl ‘ = Vl [ Q] )
sonal Query BECKY About Help Logout

-M Cancel

Customer Service

Last Edited by On Module

Screen Customer Request

Yellow [: Query Listing No W @
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= Customer Request BECKY About Logout
Cancel
Processed Customer Requests s
Display Order Sort Operator
[j Transaction = V) [:
[j Reference - v = v
[:] Status - v = ~| | PROCESSED| x Q
[j Problem Code - v = ~ Q
Organization ‘ v‘ | = v‘ [ QW
LYl WorkDesk BECKY About Help Logout

Administrator Messages a @ © [ QuickLinks

Work Management 3/22/16 4:04 PM ~ RETOMLINSO ~ Welcome to the AiM TEST environment. This site is for PRACTICE ONLY! If you need to enter in real work
requests, please go to the live database at: https://copdgsaimapp.assetworks.com/fmax.
Accounts Payable

Asset Management Quick Search

Contract Administration

Customer Service [:] Q. Work Order
Finance [:] Q, Customer Request

Fixed Asset Management () a Requestor
Human Resources _ q_ User Security
Q

Inventory Customer Requests e

Preventive Maintenance

® 15456 Customer Service ~ Customer Request ~ Processed Customer Requests

Project Management W 20 Customer Requests

RSO e

E::Esgng 8 0 Custorer Sevice . Castormer Reuest ~ MY REQUESTS - MORE INFO REQUIRED o
Step Field/lcon Description Notes

1 Q Click the search icon on any AiM screen to launch the
search criteria for the selected item.

2 See Components of a Search
Enter the criteria desired in the search screen fields. | Screen to assist you in choosing

the search criteria.

3 New Query Click the New Query button.

4 Query In the yellow Query box, add a descriptive “Name” that
identifies what the search is for.

5 Yellow / Red Enter numeric values in the Alert Level fields, if
desired.
If numbers are entered, the green box beside the
search will change to yellow or red when the value
reaches the number entered. For example, typing 1 in
the yellow text box will change the green square to
yellow when 1 item is found.
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6 Query Listing / | Select Yes or No based on your preference to display
Query Count | the search link on the Work Desk:

¢ Query Listing will list all the records matching
the search on the WorkDesk

e Query Count will display a number count
matching how many records are found by the
search.

e Choosing No for both options will save the
query for future use but will not add it to the

WorkDesk.
7 T Click Done in the upper left-hand corner of the screen.
8 Click Save. The newly saved personal query now
appears in the View menu. Once defined, this query
can be selected and used any time this search screen
is viewed.
9 WorkDesk If Query Listing or Query Count were selected in Step

6, the query will appear on your WorkDesk. Click the
link to view the search results.

7.2 EDIT A PERSONAL QUERY
Personal queries may be changed at any time by navigating to the search criteria of the personal query, making changes
to the search, then re-saving the personal query.

LYVl = Customer Request BECKY About Logout
<

New Query
Edit Query e‘
Display Order Sort Operator

View D Transaction = v :]
o o EYE—y
MORE INFORMATION RE| U\RE (] Swuws [ ~] [netin v [ADDITIONAL INFOREQ Q]
MY CUSTOMER REQUESTS D Problem Code |_V| = v Q
F?’é\( SIERE%ESTS - MORE INFO C] Organization I—VI = v [ Q ]
NOB REQUESTS [ e [ v~ 5y
Processed Customer Requests C] Desired Date I—VI u g}
C] Contact I—VI u [—]
C] Contact Phone |—V| = ~
m Contact Email I_VI = i [
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Customer Request

ALL SUBMITTED REQUESTS

Display Order e Sort Operator
C] Transaction | V| | = V|
C] Reference | V| | = V|
(] Staws |- v| [potin_ w| [ADDITIONAL INFO REQ
D Problem Code | V| | = V| [ Q ]
C] Organization | V| | = V| [ Q ]
C] Requestor | v| = v | [ Q ]
C] Desired Date | V| | = V| [ M]
C] Contact | V| | - V| )
Step Field/lcon Description Notes ‘
1 Click the query, under the View menu, to edit it. Once selected, the query will be
grayed out.
2 Edit Query Click Edit Query to open the editing screen.
3 In the search screens, change the search criteria as See Components of a Search

desired.

Screen to assist you in choosing
the search criteria.

Click the Save button to save the personal query.

:
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8. QUICK LINKS

Quick Links are shortcuts on your WorkDesk to direct you to specific AiM screens or reports, or to external websites.
Quick Links provide a shortcut to the selected screen without having to use the menu structure to navigate to the screen.

8.1 ADD A QUICK LINK

Follow the steps below to add a Quick Link to your WorkDesk. In this example, we’ll be adding a quicklink to the
WorkDesk to create a new customer work request. Keep in mind that the menus & options displayed are dependent on
your user role.

System Administration

IVl WorkDesk

Q, B Document Profile

Quicklink

Contractor Work Surveys

Customer Service

Shop Work Surveys
System Administration @ Change Password
Quicklink
Customer Service @
System Administration @
Customer Service Add

REITENTE Title Type Work Desk Path

Please Select:

(® Screen @

() Report

() Web
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AssetWLORKS

Quicklink

Cancel

Type @ Screen
Title INew Customer Request l
Sequence
Path |CL|stomer Request VI
Work Desk
L J

Step ‘ Field/lcon Description Notes
1 S_y§tem. Click System Administration in the main menu.
Administration
2 Quicklink Click Quicklink in the system administration menu.
Click on the appropriate module name to view the vAvT;[Ie éigh%osg]r? thfer\;r;gg::e’s':‘;uM
3 Module Name | screens within the module that you can create a . kI'pkyf yp . )tlh t P
Gl Al e Quicklinks for screens in tha
: module.
4 Add Click Add on the far right-hand side of the screen.
Screen Select Screen, Report or Web. Screen will create a
5 Report Quicklink to an AiM screen. Report will create a Quicklink
P to an AiM Report. Web will create a Quicklink to an
Web external website address.
6 m Click Next in the upper left-hand corner of the screen.
7 e Enter a Title to display on your Work Desk for
the Quicklink.
Title ) Ent_er a Seq_uence number to arrange the order Typically, you will enter “10” for
Sequence of links to display on the Work Desk. the sequence number and
Path e Choose the desired screen to link to from the choose “Yes” in the WorkDesk
NV Path drop-down Iist'. drop-down.
e Choose Yes or No in the Work Desk dropdown
box to determine whether the Quicklink will
appear on the main WorkDesk screen or on the
module WorkDesk screen.
8 Click Save.
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8.2 DELETING A QUICK LINK

Quicklinks may also be removed from your WorkDesk by following the steps below. To begin, navigate to the Quicklink
administration screen by following steps 1-3 in the previous section.

Customer Service @

Sequence Title Work Desk Path

[~ 10 New Customer Request  Screen Yes CRQ_VIEW

20 @ New Work Request Screen Yes CRQ_VIEW

Are you sure you want to delete?

@ , Yes No

Step ‘ Field/lcon Description Notes
1 Click the checkbox next to the Quicklink that you wish
to delete.
2 - Click the Remove button on the right side of the screen.
Remove
3 If you get an error message

stating that you do not have the
correct permissions to delete a
Quicklink, please contact the
system administrator at RA-
efmshelpdesk@pa.gov.

Y, Click the yes icon in the upper right-hand corner of the
€s confirmation screen.
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9. REQUIRED FIELDS ON THE AIM SCREENS

Fields that are required to save a screen in AiM are clearly identified by a red box circling the field. If you forget to enter a
required field, the system will prompt you with an error message when saving.

.Vl Customer Request

Cancel

so21

Extra Description

| ~
Comments

Account Setup ]

Notes Log

Status History

Related Documents

Organization [ DGS Q ] Region

DGS

Requestor [ Q ] Facility

Error messages appear in a red box and indicate the field name that is missing information. In this example, the field
“Description” (noted in brackets below), is a required field that is missing data. To save a record successfully, enter a
value into the field being referenced in the error message and click the save button again.

Field [Description] is required on record [Transaction [4821]]
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10. ZOOM FUNCTIONALITY

AiM uses the Zoom icon to display lists of pre-defined data choices (Zoom is similar to drop-down lists). When zooming
into a field in AiM, it will take you into a new screen which displays a list of values to choose from. In previous versions of
AiM, a pop-up window appeared; however, in AiM 8.0 there are no longer pop-up windows.

Here is an example of results when the “Property” zoom lens is chosen:

( Title of the Zoom screen

LYl = Property < you are currently viewing

Search Cancel

Region : PA Facility : HBURG-CAPCMPLX

You can move through
the Zoom screens by

Description A /
clicking on these options.
CAPITOL BLD CAPITOL BUILDING
CENTRAL PLANT CENTRAL PLANT
CW PK GARAGE COMMONWEALTH PARKING GARAGE
DGS PRINT SHOP DGS PRINT SHOP
EAST WING EAST WING
FINANCE BLD FINANCE BUILDING
FORUM AUD FORUM AUDITORIUM
FORUM BUILDING FORUM BUILDING
FORUM PLACE BLD FORUM PLACE BUILDING
H&W BLD HEALTH AND WELFARE BUILDING You can scroll through results
using the navigation buttons
HARRISTOWN | HARRISTOWN | - STRAWBERRY SQUARE
HT I-STATE HARRISTOWN | - STATE TOWER

HT I-VERIZON

Previous
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11. CHANGE YOUR PASSWORD

Your AiM password is separate from your CWOPA password. In AiM, you may change your password at any time by
following the steps below. If you forget your password and cannot login, please contact the System Administrator at
717-409-3250 or email RA-EFMSHelpDesk@pa.gov to request your password to be reset.

System Administration

AV WorkDesk

Q, E Document Profile
Quicklink

Contractor Work Surveys

Customer Service

Shop Work Surveys
System Administration @ Change Password

Old Password @ [ ]

New Password [ ]
Confirm New Password [ ]
Step ‘ Field/lcon Description Notes
1 S_y§tem_ Click System Administration in the main menu.
Administration
2 Change Click Change Password in the system administration
Password menu.

3 Enter your current AiM password, then your new AiM
password. Re-enter your new password to confirm.

4 Click Save in the top-left of the screen. The password
change will take effect the next time you login to AiM.
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12. EMAIL NOTIFICATION

AiM sends automatic email notifications to customers as their customer request changes statuses in the system. The
email contains your unique customer request or work order number to be used as reference to follow-up on your request.

The person entering the request into AiM will always receive an email notification if they input their username into the
Requestor field; the system knows the email address associated with a requestor name. If the requestor wishes to have
another person notified, enter the person’s email in the Contact Email field on the Customer Request screen.

Please note, DGS may choose to change the frequency of email notifications at any time based on user feedback on the
frequency of messages
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13. WORKDESK UPDATES NOTIFICATION IN OUTLOOK

AiM support RSS feeds to allow users to be notified via email when a change occurs on their WorkDesk. For example, an

RSS feed could notify you via email when a new work order is assigned to your shop. To setup RSS Feeds for AiM, follow
the steps below.

J.V M WorkDesk

BECKY About Help Logout

Restore
_ Administrator Messages 4 G © | QuickLinks - G O
Work Management 1/28/15 10:39 AM ~ RETOMLINSO - WELCOME TO THE AIM TEST ENVIRONMENT! PLEASE USE THIS SITE FOR TESTING & PRACTICE ONLY. REAL NEW PROJECT
X WORK REQUESTS SHOULD BE ENTERED VIA THE LIVE AIM SITE AT: HTTPS://COPDGSAIMAPP_ASSETWORKS.COM/FMAX
Customer Service NEW TIME CARD
Human Resources Quick Search A G O TIME CARD ADJUSTMENT
Project Management NEW WORK ORDER
Property ] CustomerRequest
Time and Attendance :] Q  Waork Order bl -
System Administration ® 21 Cust R ts
4 @ New Unassigned Work - G . ustomer fleques
= 1 Customer Request
W 0 Work Management ~ Work Order ~ UNASSIGNED WORK ® 8 Timecards

© 0 Work Management ~ Work Order ~ WORK TO REASSIGN
® 1 Work Management ~ Status Update For Phase ~ UPDATE STATUS TO ASSIGNED

_— Y

-
Ll

ravioliies

wuilui@escsBHOEE &M

Personal Query Count

You are viewing a feed that contains frequently updat
feed is automatically downloaded to your computer and car

dbf Subscribe to this feed

normal: 0 Work Management ~ Work Order ~

Today, May 28, 2015, 1 minute ago P

Work Management ~ Work Order ~ UNASSIGNED WORK
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4 gurname@pa.gov

(5] Inbox
(7| Drafts (@ Junk E-mail
(=4 sent tems [3) Outbox
" @ Deleted Heams REE Eaade . .
E‘p 5 |_=J|__§| Cpen in Mew Window
(@ Junk E-mail

[ Outbox 4 Archive L Mew Folder.., @
| fg RSS Feeds |@ fa] D|¥S) Add a Mew RSS Feed...

Search Folders 03 [ Importan OPMLFile...

; X
Microsoft Outlool | ——

Add this RSS Feed to Outlook?
\S

New RSS Feed -

You should only add subscriptions from sources you know and trust.
Enter the location of the RSS Feed you want to add to Outlook:

https://copdgsaimapp.assetworks.com:8443 /fmax/feed?

aed?feedldzﬁ&um:manual&channeIId:1204&moduIe:null|

Example: http://www.example.com/feed/main.xml

@ | Add I Cancel

To configure this RSS Feed, click Advanced. @

Note: You may be prompted for your AiM User Name and Password. If required, enter your User Name and
Password.

15 Inbox (2) = 4 To:({none) (3 tems)

12| Drafts | |8 Ppersonal Query Count normal: 0 Work Management ~ Work Order ~ UNASSIGNED WORK Thu 5/28/2015 11
5 Sent tems |l Personal Query Count normal: 0 Work Management ~ Work Order ~ WORK TO REASSIGN Thu 5/28/2015 11:
& Deleted tems | @]  Personal Query Count critical: 1 Work Management ~ Status Update For Phase ~ UPDATE STATUS TO ASSIGN... Thu 5/28/2015 11;

(g Junk E-mail
(3 outbox @ critical: 1 Work Management ~ Status Update For Phase ~ UPDATE STATUS TO ASSIGNED

A [F] RSS Feeds Personal Query Count
i Personal Query Counfj p {1 On: Thu 5/28/2015 11:41 AM
Personal Query Count

[£3 Q{J Search Folders

Work Management ~ Status Update For Phase ~ UPDATE STATUS TO ASSIGNED

17| View article...
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Step Field/lcon Description Notes

Click the title of a WorkDesk channel to open the RSS

! feed information.

The URL address of the RSS feed is displayed in the
address field of the browser window. Copy the URL path
of the RSS feed as displayed in the address field of the
web browser window.

2 Copy / CTRL+C

Launch Microsoft Outlook on your desktop. Find the
3 RSS5 Feeds “RSS Feeds” folder in the folders panel in the left-hand
margin of the window and right mouse click on it.

4 Add a New RSS Feed.. Select the “Add a New RSS Feed” option.
5 add Paste the URL path (copied in Step 2) into the “New RSS
Feed” window. Click the Add button.
Click the “Yes” button on the “Add this RSS Feed to
6 | Yes | » . .
Outlook?” confirmation screen.
The “Personal Query Count” RSS feed is now populating
7 its own sub-folder in the native “RSS Feeds” folder of

Outlook.
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14. RELATED DOCUMENTS

The Related Documents View enables you to attach electronic records, such as PDF documents, spreadsheets, or
pictures from the document repository to the record on which the user is working.

14.1 ADDING A NEW DOCUMENT
Related documents can be added to both new & existing customer requests and work orders.

REQUESTOR  About

Logout

19848 Last Edited by REQUESTOR On 04/20/2016 02:43 PM Status NEW

Test request

Extra Description

Comments
Account Setup Organization DGS Region PA Problem Code ~ HANGING OBJECTS
Sent Email
DGS PENNSYLVANIA
Notes Log

Facility HBURG-CAPCMPLX
Desired Date

Status Histo Requestor REQUESTOR
Related Documents @ HARRISBURG-CAPCMPLX
Reference

LYW Related Documents

REQUESTOR About Logout

19848

Last Edited by REQUESTOR On 04/20/2016 02:43 PM

Testrequest

®

Attach Link Add

Related On

Document Listing

M Thumbnail Tide Current Version Document Type Extra Description
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Yl = New Document REQUESTOR About  Logout

Cancel

e Please select document(s) to load:

Upload File(s) @
IC:\Users\Puinc\Pictures\Sample Pictures\Hydrangeas.jpg l Browse... I

Add Meta Data

J.\["® = New Document REQUESTOR About Logout

Title Hydrangeas.jpg A

Upload File(s

©
Add Meta Data [IMAGES Q]

Tags
Add Attributes

Add Permissions

File Name(s) C:\Users\Public\Pictures\Sample Pictures\Hydrangeas.jpg

= New Document REQUESTOR  Abour  Logout |

Attributes ~

Upload File(s

—
Add Meta Data

Add Attributes

Add Permissions

Page 31 of 35 Revised July 10, 2019



AiM Overview and Basic Navigation User Guide ASS etWOR KS

= New Document REQUESTOR About Logout

Cancel

@ Permissions

Upload File(s
Role Description View

Add Meta Data
Add Attributes

Add Permissions

P\ Related Documents REQUESTOR About Logout

19848 Last Edited by REQUESTOR On 04/20/2016 02:43 PM

Test request

Document Listing 0 Attach Link

H Thumbnail Title Current Version Document Type Extra Description Related On
\Elﬂ Hydrangeas.ipg 1.0 IMAGES Jun 01, 2016
Step Field/lcon Description Notes

1 Click the Edit button located at the top Customer requests with a status of

left of the screen. “Processed” can’t be edited.

Click Related Documents located under
the View menu on the left.

3 Click Add to add a document.

Click “Browse...” to open up a window to
4 Browse... browse your computer for a file. Select
the file & click OK.

5 Click Next to move onto the next screen
“Add Meta Data”
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Step Field/lcon Description Notes
Fill out the Title (required) & Tags The Type of document should be
section (optional) to give your document relative to the type of document you
6 unique identifying information. Select are uploading. E.g. A jpeg is an
Zoom next to Type and select the image file so the type of document is
appropriate category from the list. “Images”.

Click Next to move onto the next screen
“Add Attributes”

We are currently not using this aspect of
AiM so click Next to move onto the next
screen - “Add Permissions”.

Optional: you can filter the audience that

9 Load views your document by clicking Load. If left blank, everyone can view your
od Then choose a group(s) from the list and document.
click Done.

Click Next to add the document to AiM
and return to the Related Documents
screen.

10

(o]

Your document is now listed under

1 Document Listing.

14.2 ATTACHING AN EXISTING DOCUMENT
Complete Steps 1 & 2 of 14.1 “Add a New Document” process outlined above.

P-X1 M Related Documents REQUESTOR About Logout

19848 Last Edited by REQUESTOR On 04/20/2016 02:43 PM

Test request

Document Listing @ Link

H Thumbnail Title Current Version Document Type Extra Description Related On

|:| - Hydrangeas.jpg 1.0 IMAGES Jun 01, 2016
2
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AssetWORKS

Execute

New Query

Advanced Search

REQUESTOR  About

Operator
GUID
Title [ V] [
Created By [~ = v [ Q]
Date Created |_v| = v ]
Type [~ [= v ( ]
State [ v] [ v] [ v] v
Checked Out By [~ v [ Q ]
Extra Description |_v| contains W [ ‘
Edit Date |_v| = v )
Editor |_V| = v [ Q]

Logout

j

Select Documents
Search

GUID

@

[f] CA74BB29-4B10-436D-A68D-DADIF7C2ECS7

[] 7F1D22B4-BE08-4C82-B1B2-C916A1EGFEFE

[] 89FFAD68-023B-40CA-82F2-CA2E52BAEDT7

[] 5D54014B-19AA-417C-B46F-59AF18EF0821

Title 4

@ FDA0ADFE-2598-468E-929D-9991C0BDABB 676 EXISTING.PDF

676 PROPOSED _PDF

678-1.PDF

679-1.PDF

679-2.PDF

Extra Description

REQUESTOR  About

Type

IMAGES

IMAGES

CAD DRAWING

IMAGES

IMAGES

Logout

Description

Field/lcon

Click Attach to attach an existing .
Customer requests with a status of
1 Attach document to the customer request or u ” , :
Processed” can'’t be edited.
work order.
2 Enter in the desired search criteria. i !eft bla.nk, all documents will
display in the search results.
3 Click Execute to execute the search.
Select the desired document(s) by
4 v checking the box(es) next to the line
item(s).
5 | Done | Click Done to attach the documents and Your documents will now appear
to return the Related Documents screen. under the Document Listing.
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14.3 REMOVING A DOCUMENT
Complete Steps 1 & 2 of 14.1 “Add a New Document” process outlined above.

I\ Related Documents REQUESTOR  About

Document Listing Attach Link
H Thumbnail Title Current Version Document Type Extra Description Related On
679-1.PDF 1.0 IMAGES Jun 01, 2016
676 EXISTING.PDF 1.0 IMAGES Jun 01, 2016
O Hydrangeas.ipg 1.0 IMAGES Jun 01, 2016

S

Are you sure you want to delete?

@ Yes No

Step Field/lcon Description Notes

Select the document(s) you wish to
1 v remove by checking the box(es) next to
the line item(s).

Click Remove to remove the
z
document(s)

3* Click Yes to confirm that you want to Your documents have now been

Yes remove the document(s) removed from the Document Listing.

Logout

Add

*Once you are done adding new documents, attaching existing documents or removing documents from the Related
Documents screen, make sure you click Done and then click Save to save your changes to the record.
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