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Assigning a Phase and Asset

Assigning a Phase and Asset

1.

AIM WorkDesk
| e -1

n Supervisor Work Management

At the AIM WorkDesk, in “New Phase Status” area, click on the phase you want to assign
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o AU, Y PROCUREENT TESTING w28 2032 20574 oSO
WD EIR SHOP S11IPP1IFS < £240 FOR | AROA GROLP 2 OPEN 107 Aun 20 07 4036 AM ANMINISTRATION -
2. On the Phase screen, click edit
AiM Phase To edit a phase click here pes @ @
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Wiork Order WozR001En
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EnmmedEnd  Seps 2032059 Work Code Group
Wok€ode  MEETHGS
Actual Start
Actual End
Reauest Miethod
Percens Complece
[ ConmaceType
Comganent Group.
Comganent
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3. Atthe bottom of the screen on shop person tab, click load

AiM Phase

Exa Descripuan

Shop stock:

Assessment Aciviy
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Capial Project
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Group
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Assigning a Phase and Asset

won @ G

Save Cancel
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Method

Work Code [ |l
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Now that you're on the edit
phase screen, we're going to
click on "Load"
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In the "Load" menu you will see
names here. Click on the person you
want to assign the task to
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Assigning a Phase and Asset

5. Click done

AIM Shop Person Selection poos @ 23

Refresh

Hew immediate Alllmmediae Total Gueue

0 . [peeye— o a s
025 s LAURA THORESON 0 o 27 [m
026228 RHONDA SAXBERG o o o [ ]
m} ossezss DIANE FUGLEBERS. ] ° [l [t ]
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20851 GRACE JACKSON 0 o o [hov]
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o B00s70 MICHAEL NGRD ] o o o]
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o 8006052 MISTY BRUSTAD ] o [
8005074 MICHAEL KEELIN o o " {m
8009771 DALLACE UNGER 0 o ) [Nﬂ .,]
so10s80 08 SANDERS [] [ [ [t ]
Once you check a name, click on "Done" at the
top left of the screen
6. Change priority, as needed
AIM Phase mcos @ &
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o
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0 R  ROUTINE OR SCHEDULED MANTENANCE, PROJECTS, SERVICES OR REQUESTS. No
) LONG No

I n CAPTAL PROECT ‘2 PROJECT, SUCH A5 NEW CONSTRUCTION, BXPANSION, RENOVATION O REPLACEMENT, MEANT TO EXPAND, MANTAIN OR IMPROVE AN ASSET OR PROPERTY. No
80 MANT PROJECT & PROJECT THAT KEEPS AN ASSET IN EFFICIENT OPERATING CONDITION, PRESERVES 2 YTOA STATE No

In the "Priority Menu" click on the
Priority that best relates to your job
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Assigning a Phase and Asset

7. Click on magnifying glass in status box, change status from new to assigned

AiM Phase wcos @ 03
5. Cancel
w0 [ ————" R
e b DL 00825 2205
Shep Stodk 'G00DS PO GO WS
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Location a
P
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m Search Show Al
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Assigning a Phase and Asset

8. Click on the magnifying glass in the Asset box.

AIM Phase meos @ 2]

004 Created By JENNIFER DUFEY On 9/T/222340M  Seatus

NEW Q
Last Eded by JENNIFER DUFFY On 9/7/22 234 PM
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Click “Search”
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ICE METER UTILITY METER

S SERVICE METER UTILITY METER
STAGPC-A FACLIIES BUILDING SERVICE METER UTILITY METER
DELL LAPTOP DURABLE COMPUTERS
COMPUTER AND MONITORS SERIALZED MAJOR EQUIPMENT
DURABLE coupuTERS
FACIITIES AHU-2 SERLZED AR HANDUNG UNIT
UND-107-AH1 SERALZED AR HANDUNG UNIT
UND- 107 WATER HEATER-. SERLZED WATER HEATER
UND-107-PROPERTY. PROPERTY
UND-107-SUBSYSTEMS-HVAC - COOLNG SUBSYSTEMS COOUNG
UMD 107-5UBSYSTEMS-HVAC - AR HANDLUNG. SUBSYETEMS AR HANDUNG
UMD~ 107 5UBSYSTEMS-HVAS » EXHALST SUBSYSTEMS ExaLsT
UMD-107-SUBSYSTEMS-HVAC - HEATING. SUBSYSTEMS HEATING
UND-107-SUBSYSTEMS-HVAC - HVAC CONTROLS SUBSYSTEMS HYAC CONTROLS
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UMD 107-SUBSYSTEMS-F00D SERVICE - VENDING SUBSYSTEMS VENDING
UMD~ 107 5UBS YSTEMS-FO0D SERVICE - LAUNCEY SUBSYSTEMS LAUNDRY
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AiM Asset

o

Assigning a Phase and Asset

n -
Description [conains

Lager Type [. VJ

Agger Group l. VJ

Meter Type l. Y

Commercial Meter

Status

Region

Faility

Location
Warehouse
Ein

— .
Ir_ v) B Narrow search by adding
: =n words like "roof" to
(o Q dgscriptlﬂn
[ umD mam Q
& Ensure "Location" is
populated with the

Planning Group

building but also make

Priceity

Irstall Year
Fiysical Life [vears)
Renewal Year

Cost Madel

Base Year
Camplexity Factor

Renewal Cost

Adjusted Rerewal Cost

sure there is no
location in the box
below

FHA LOM
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Purchazs Cost

Replacernent Cost

Purchaze Date [= v

Book Value (- v

) Then click "Execute"

Remaining Life (Months) [. ..,-J

Replacement Cost Entry Cate [= v
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Assigning a Phase and Asset

AiM Asset

Cancel

1000067 EL-107C-1 FACILITIES BULDING SERVICE METER UTILITY METER
1000070 EL-107C-2 CENTRAL RECENVING ELECTRICAL METER SERVICE METER UTILITY METER
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= = the job you're working on and then ge=n =
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9. Click Save

AiM Phase

Bara Description
Shop Stock
Aasessment Activity

Checkpaint Messurements

Com tnshuss
urshase szt
Uni Corte

survey vastary
Nowes Log

wzer Cefined Feids
Seanus Hisrory

Related Dacuments

Shap  ADMINISTRATION

ADMINISTRATION

- Make sure you click "Save"
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Assigning a Phase and Asset
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10. Saving returns you to the phase screen and you will see the phase is now assigned

AiM Phase

Edit arch

Viewrinder

‘Space Viewer

Timecard

Extemal Charge

Purchase Request
Shop Assignment

Dally Assignment Browss
Emai
View

Extra Description

Shop Stock

Assessment Activity
Checkpoint Measurements
Cost Analysis

Purchase Asquests

Uni Costs

Sent Emal

Survey History

Notes Log

User Defined Felds

Status History

Related Documents

o2

LOCAL GRODS

Shop. ADMINISTRATION

ADMINISTRATION

Ectimated Start  Aug 29, 2022 2:05 P

Estmated End  Sep§ 2022205 PM

Primary Person Actual Start

Priarity MEDIUM Percent Complete

Type Capital Project

- I all steps were followed, the

T person assigned to the phase Will coercos
appear at the bottom of the screen

Template e

PM Standards.

Inspection

Shop Person
Shop Person

0140190 JENNIFER DUFFY

nos O cd

Created By JENNIFER DUFFY On 8/29/22 205PM  Staus ASSIGNED
Last Edited by JACOB SANDERS On 9/15/22 11:18 AM

w
Work Order WOZE001531
Budger $000
Location

Funding Method  Work Order
wiork Code Group

Work Code. MEETINGS

Request Method

Contract Type.

Assigned Date

JACOR SANDERS

JENNIFER DUFFY Aug 29, 2022
Ne. No JACOR SANDERS Sep 15,2022 |
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Editing Phases/Updating Status

Editing Phases/Updating Status

1.

MM Wi Dl

3 | &
Bagary ot mecal e g mant

W PR Sl

R

Mbisk Rieieetloin - MU PPl

W PR Wt

At the Aim WorkDesk or assigned phases, find the phase you want to edit and click on it.
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5
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Sha Sugervr - SUPY SEVIBWED 55 © EMERGENCY

ChantTyme )

SubType [=v)

Graupng [Py T e <)
$ub Grouping

Aogregation [EE)

Phase 2

& @ wonsemn g

WORTH AW SUPER/LEAD TRAINING 42
WoB-WE3 6O PO

@ wom-womsy  pm LOCAL GOODS.
woxose o baLLace

@ Wo-0i5te i TRAINING PHASE FOR DALLACE
wozs  pm TRAIN THE TRAINER: CREATING PUBCHASE REQUESTS FROM AIM - STOCK, NOM-STOCK AND SERVICE
wou-nuss o ‘ORDERING HON-STOCK NGO
wou-nuss o CHDERING STOCKIN GO
WORI-001a83 ﬁ CHANGE THE STATUS OF A PHASE IN GO

If in "Assigned Phases" click on the "Phase"
that you want to edit or update

o (N o1 (B0 ooy

ADMMISTRATION  ASSGNED

ADMNISTRATION  ASSGNED
ADMNISTRATON  ASSGNED
ADMINISTRATION  ASSIGNED
ADMMISTRATION  ASSGNED
ADMNISTRATION  ASSGNED
ADUNISTRATON  ASSIGNED
ADMINISTRATION  ASSIGNED
ADMMISTRATION  ASSGNED

HOMMISTRATION  ASSIGNED
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2. Atthe phase screen, click edit

AiM Phase

Editing Phases/Updating Status

jcon @ cd

- =
=

External Charae.

Purchese Beyest

exva Descripton
Sho Stock

Aasessmnt Aciiy
Checkpoint Measurements.
Cosn anabyss

Purchase Bequests

e Costs

sent Email

User Defined Fieids
Seatus Hiatory.

Relted Documents

Click on "Edit"

shop ADMNISTRATION
ADMINITRATION

Primary Person

Priceity MEDLM

Asset Group

Falure Cade
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P Standrds
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Emimaed Stam Aug 29, 202 208 P

EsimsedEnd  Sep 2022 205PM

Actual Start

actusl End

Percers Complete

Capial Project
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Companent

Created By JENNIFER DUFFY On 8/20/22 205 PM
Lo Edtd by JENMIFER DUFFY O 8/25/22 205 P

HEw

WOL-0ISH

Eunding Method  Wark Order

wioek Code Grou

wiork Code

MEETIGS

Bequest Method

Contract Type

Je—

JEMMEER DUSFY g 28 02
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Now that you're on the edit
phase screen, we're going to
click on "Load"
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Editing Phases/Updating Status
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In the "Load" menu you will see
names here. Click on the person you
want to assign the task to
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Editing Phases/Updating Status
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-Changing Phase Status
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Select a new "Status" for the Phase; for Example:
Assigned = Assigning to someone
Work Complete = Shop person completes Phase
Supv Reviewed = Shop Supervisor Reviews
Closed = NEVER PICK THIS OPTION
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Editing Phases/Updating Status
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Reassigning a Phase to Another Shop

Reassigning a Phase to Another Shop

If the assigned phase is still in new status and has not had someone assigned:

1.

the link to open the phase.

AIM WorkDesk

| o 1

n Supervisor Work Management

At the Aim WorkDesk/Dashboard, find the phase you wish to reassign to another shop and click on
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2. Atthe phase screen, click on edit
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3. Click on magnifying glass in the red highlighted box next to shop

AiM Phase

Reassigning a Phase to Another Shop
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4. Choose the shop you want to assign the work order to, it will populate the shop box

AiM Shop
[ 3o ]

Search

Reassigning a Phase to Another Shop
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Reassigning a Phase to Another Shop

5. Click on save. This will send the phase to the work desk of the shop you assigned it to.
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If the phase has already been assigned to someone in your shop but time has not been taken against the
phase:

1. Atthe Aim WorkDesk/Dashboard, find the phase you wish to reassign to another shop and click on

the link to open the phase.

AIM WorkDesk

o 9 | Q

n Supervisor Work Management -

LY new phase count Phase wi PARTS ON ORDER Purchase Request - Approval Needed ASSIGNED Phases

Shop Supervisor - NEW Phase 22 “ Shop Supervisor - Assigned Phases

MEDIUM

LONG TERM

WORK COMPLETE Phase Purchase Request - REJECTED ‘

SUPV REVIEWED Phase

® MEDIUM
® Low

HIGH
® EMERGENCY
Shop Supervisor - Invoice Approval *All

o 2 3 4 s s 71 8 2w o om o omoow ow s om
MNEW Phase Status
Show| 5 W eniries
Dote Created prorky Work Onder Descrption Prase
Sap 7. 2022234 PM MEDILM WO23-001538 SHOP, SHOP PERSON, PROCUREMENT TESTING o1
Sep 7 2022234 PM MEDILM WO23-001536 ‘SHOF. SHOP PERSON. PROCUREMENT TESTING 003
Sap7, 2022 234 0 DM Wozranns36 SHOP, SHOP PERSON, PROCUREMENT TESTING s
Sep 7. 2022234 PM MEDIUM WO2-001536 SHOP. SHOP PERSON, PROCUREMENT TESTING 004
Aag 29, 2022 205 P EDIUM wozsantsat ADABN,JENAY PROCUREMENT TESTING =L
Shaw| 5| enties
‘Work Order Description
WO23-00153%
W023-001531
Wz nnon

Deseription Status Shop Property Project
SHOF, SHOF PERSON, PROCUREMENT TESTING HEW ADMINISTRATION o7
SHOP, SHOP PERSON, PROCUREMENT TESTING HEW ADMINISTRATION wr
SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION wr
SHOP. SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 07
ADMIN, JENNY PROCUREMENT TESTING NEW ADMINISTRATION w07
Fest Predos (1] 2 3 4 5 Nedt Last
=
WO with NEW Phase Status
status Progerty Date Created shop
SHOP. SHOP PERSON, PROCUREMENT TESTING OPEN 107 Sep7, 2022234FM ADMINISTRATION
ADMIN, JENNY PROCUREMENT TESTING oPEN 107 Aug 29,2022 2.05 PM ADMINISTRATION
SHOR S1IPPI IFS < 780 FOR | AROR GROIP 2 orEN a7 Aun 29 2077 1036 AN ADMINIRTRATION i

Revision Date: 10/2/2023



Reassigning a Phase to Another Shop

2. Atthe phase screen, click on edit
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Reassigning a Phase to Another Shop

4. Choose the shop you want to assign the work order to, it will populate the shop box

AiM Shop
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Reassigning a Phase to Another Shop

5. If there are assets assigned, remove all asset information

AiM Phase
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6. Atthe bottom of the screen on the shop person tab, check the box next to any person assigned and
click the red remove button. This removes the assigned person/people
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AIM Phase P 22
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Reassigning a Phase to Another Shop

AiM Phase Status
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8. Click save. This will send the phase to the work desk of the shop you assigned it to.
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Add a New Phase on a Work Order

Add a New Phase on a Work Order

1. Atthe Aim WorkDesk, find the Phase you wish to add a phase to (either in and assigned phase or
new) and click on it. Then find the Work Order the Phase will be added to.
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Add a New Phase on a Work Order
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Add a New Phase on a Work Order

3. Inedit mode on the work order screen, click the blue add button on the right side of the screen in
the middle, this creates the new phase, you will see the number of the new phase above the
description box
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Add a New Phase on a Work Order

5. Click on the magnifying glass in the red shop box and chose the shop you want to assign it to
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Add a New Phase on a Work Order

6. Click on the magnifying glass in the red priority box and pick the priority
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Add a New Phase on a Work Order

7. Leave the red status box on new. This will send it to the shop you need, and they will assign a shop

person and change the status
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AiM Work Code

Add a New Phase on a Work Order
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Add a New Phase on a Work Order

10. Click Done
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11. This will bring you back to the work order screen showing all phases against that work order.
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Add a New Phase on a Work Order

12. Click Save again
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Adding a New Phase on a Work Order by Copying

Adding a New Phase on a Work Order by Copying

1. Atthe AIM WorkDesk/desktop, navigate to the workorder you want to add a phase to; either in new
or assigned phases
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Adding a New Phase on a Work Order by Copying
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2. Atthe work order screen, click on the blue edit button at the top of the screen.
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Dept o

CUST/MAIN

conact DUFFY, JENNIFER HODNY
Contact Phone 707/385-5679.

Contact Email jenvider hodny@nsus edu

Phase

1} CHANGE THE STRTUS OF A PHASE IN GO
[ CHAMGE THE STATUS OF A PHASE INGO.
03 CHAMNGE THE STATUS OF A PHASE IN GO
0 CHAMGE THE STATUS OF A PHASE INGO.
-1 CHAMGE THE STATUS OF A PHASE IN GO

™ CHANGE THE STATUS OF A PHASE IN GO

CHANGE THE STATUS OF A PHASE IN GO

[ CHANGE THE STATUS OF A PHASE IN GO

ww ‘TRAINING ON ADDING A PHASE

SITY OF NORTH DAKOTA

Faclity  UND MAIN

LMD MAIN CAMPUS

Propeny 107

Created By JENNIFER DUFFY On B/15/22 16:10 AM
La Edined by JENNIFER DUFFY On 8/15/22 10:14 AM

08

ADMNISTRAT
ACADEMC BS - ADMN

PLAN DESIGN

MEP COORDBATOR

EACILMES
PROCUREMENT

MANTENANCE
COORDINATOR
BILOING
AUTOMATION

LANDSCAPE
COORDINATOR

LANDSCAPE

Canegory

ey

Viork Code

MEETIGS

MEETINGS

MEETINGS

MEETINGS

MEETINGS

MEETINGS

MEETINGS

MEETINGS

SUPERY DUTIES

con @ cd

ADMINSTRATIVE

ADMINISTRATIVE

SWTIME

ow 25000310 ASSIGNED
Low ASSIGNED
Low ASSIGNED
Low ASSIGNED
Low ASSIGNED
Low ASSIGNED
ow ASSIGNED
Low ASSIGNED
MEDIUM NEw
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Adding a New Phase on a Work Order by Copying

3. Inedit mode on the work order screen, click on the blue hyperlinked phases on the phase tab

AiM Work Order pos @ B
= 1 5 vl AR OV AN
WO023-001493
[Ey— LaskEdiues by JENNIFER DUFFY On 8/15/22 10014 AM
S —— AR THE TRAINER. CHANGE TH STATUS OF & Prase 1160 Project
Accoun setue
Soat Anabis Desneome [ =
Assessment Defcency — e
Recewed Email
Nearsog Dept I @ Region  LND Problem Cede
User efned iekds
PeCUSTAMANT UNIVERSITY OF NORTH DAKOTA
‘St Higtony e [guame Type ADMNSSTRATIVE
o)
Raleted Documerns ouawe  9) Faciity LMD MAN ADMIeSTRATIVE
DUSFY, JENNIFER HOONY
e LD MAI CAMPUS Cougory  SWTME
Comact (ous hIFER HODNY
— eropersy 107
Comact Fhane (70173353613 | phrory g

Contat Ut e oy POUES BN

Phase

= WSS O A AENGD scopuces-soumt vemws oo
o3 'CHANGE THE STATUS OF & PHASE IN GO PLAN DESIGH MEETINGS Low ASSIGNED
N
e ot s o st G Mrcomonon  vms ion po—-
s (CHANGE THE STATUS OF & PHASE IN GO FACLITES MEETINGS Low
ot
s e T 0 A st G R — -
et
e
m con e s st o T -
Gadimaron

4. Onthe action menu on the left side of the screen, click on the blue hyperlinked “copy” button

AIM Phase meoe @ 22

Created By JENNFER DUFFY On 8/15/22 100 AM  Status pres— =

Last Eited by LAURA THORESON On 9/27/22 1100 AM

TEHANGE THE STATUS OF A PHASE M GO Work Order /023001483

eatn [

HANICAL ROOM

Aszeament dctniny
Checkpoint Messuremens B M TRATION Estimared Suart (o 15, 2020 1010 A B Al o i

Buschace Beguests ACMIMSTRATION P ST ) a
Unie Costs |=s=—— pedts
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[ b rcmend B
et Defined Fiekds : g

o Y|

St Hiiory priorty Percent [ Method
Complets.

Related Documents

Type = Capasl Project ?mn ( -
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Amet [asooza Q

| e B B

L C T T =

Failure

Code Q

. s

.

m 3

o

Shop Pason [ | e |

W shopPerson Primary 2 Assigred By Assigned Dare

WARK JORNSON == o JEFEROURY  ug1s 2022
O e LAURA THORESON [ ] Ho JENNFEROURY  Aug 52022
O e JEANINE GARNER LAFOUNTAIN X2 Ho JENNFERDURY v 5, 2022
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Adding a New Phase on a Work Order by Copying

5. At the copy phase screen, do not check any boxes.

1ase

pcos @ o3

(] User Defined Field valuss
D DO NOT SELECT ANY OPTIONS
] une Comts

() Capy Work Plarner

6. Click the blue next box at the top of the screen. You should be in the edit mode of the new phase

AIM Copy Phase

you copied.

7.

AIM Phase

=n -

Exva Descipton
Shap Stock

ssmssment Acivity

Checkpeint Measurements
Purchass Requests
Un Ceste

Survey Hitory

[ Exta Description

) felsed Documents
(0] Uses Defined Fiekd values
) sho person assgrements
) Esimare cost

) Phase Esimate

[ Unit Coss.

) Gopy Wark lanner

Edit the description box to describe in detail what the shop you are sending this to needs to do.

wor @ &

Cancel

010 Crested By JACOR SANDERS On 10/6/228:16 AM
Lase Edined by LAURA THORESON On 3/27/22 11:00 AM

This i 8 Te2L - Sending 1o Adrunsgtistion BUIIng et 02100158
5 waton (3 Q
MECHAN o

sos e | e

[sa00 ]

[T Estmaed 579 (jors 228 154N M) e ql
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S (ETRCY Cone e

Complete
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Poe
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s (EraNOGT o

[ F T Y = [ q
O

e [ 9

Temoie Componem. o
o

QYAMIMEI q

—

Shop Person

W shoprerson
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Adding a New Phase on a Work Order by Copying

8. Inthe shop box, click on the magnifying glass to choose the shop you are sending this phase to

AIM Phase I ] =
-

o Crte By JACO8 SHNDERS O 10822816 A
= Lot Eded by LAURA THORESON On 92772 1120 40
— TR e e RV BTG
sseamen aciny [soc0 ]
Chackpomt Measre s Location Q
[——
e
vy oty - Emaed sun (oag wmse B Finding
i Method
User Defined Field: Estmated 500 (Mows 02864 B :ul:o(udz ( Q_\
Sty S —

. Acal sy ] WerkCode [rzees a
FRelated Documents S
scnlend " L
T Y
ey prcem e a)
Compie
Ty [ame Capalrect | a [ Y
ot
e [To0o0m0 a
[I—

Aaiet AIR RANDLING UNIT Component.

= | a e a

ralee

Cade l Q

Temphate — 5

M |l

stnduts 9

ipecien

Shop Person e 7]

W Shop Fersan
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AiM Shop

m Search

Shop

ACADEMIC BS - 1
ACADEMIC BS - 2
ACADEMICBS - 3
ACADEMIC BS - 4
ACADEMIC BS - 5
ACADEMICBS - 6

ACADEMIC BS - ADMIM

ACADEMIC BS - CARPET

ACADEMIC BAINT

~ ADMINISTRATIO

EUILDIMNG AUTOMATION

CARPEMTRY

DRAFTING & DESIGHN

ELECTRICIANS
ELECTROMICS
ELEVATORS

FACILITIES PROCUREMENT

FOOD SERVICE

HOUSIMNG CUSTODMAL

LAMDSCAPE

LANDSCAPE COORDINATOR

LAUMDRY
LOCKSHOP

MAINTENAMCE COORDINATOR

MEP COORDINATOR

Adding a New Phase on a Work Order by Copying

Show All Cancel

Description

ACADEMICBS -1
ACADEMICBS - 2
ACADEMICES -3
ACADEMICES - 4
ACADEMICBS -5

ACADEMICES -6

DMIMISTRATION

MIC BS - CARPET

ACADEMIC MAINTEMANCE

ADMIMISTRATION

BUILDING AUTOMATION

CARPENTRY

DRAFTING & DESIGN

ELECTRICIAMS

ELECTROMICS

ELEVATORS

FACILITIES PROCUREMENT

FOOD SERVICE

HOUSING CUSTODMAL

LANDSCAPE

LANDSCAPE COORDINATOR

LAUMNDRY

LOCKESHOP

MAINTEMAMCE COORDINATOR

MEP COORDINATOR
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Adding a New Phase on a Work Order by Copying

9. Click on magnifying glass in priority box and change priority, if needed

AIM Phase wcon @ (]

010 Coed O SRS O DL | e
— Lo Eded by LARA THORESON 0282772 1000 —
shopy sk THS 15 A TEST - SENDING 10 ADMIMSTRATION BUILDING Wiork Onder  WO23-001431
fudget [s000
—— == @ 3
Purchase Requests.
o
i = st (i mhiea 8 e
Notes Log. e
v [E— Smated 0 (jovs wazs 60 ) D —|
User Defined Fiekd ADMINSTRATION [ | Q]
e el a e =) e
Related Documents. o ————————
Actusl tnd [ =
Request a
. T mm Cw
e TR oo —
Type Mt v Cpmalbeea [ Q) Comract -
Tywe
) q)
;:::n A HANDUNG UNT 3] g:l:tme/\( ___ _a
Code. Q‘
__— e |
A B
Standards e
o
Sequence §
10 1 DAY: SITUATION THREATENS LIFE, HEALTH AND/OR PROPERTY.
20 HiGH 2 DAYS: UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPOMSE WITHIN 48 HOURS.
30 MEDIUM 7 DAYS: UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 168 HOURS.
40 Low 30 DAYS: UNPLANMED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.
50 PLANNED ROUTINE OR SCHEDULED MAINTENANCE PROJECTS, SERVICES OR REQUESTS.
60 LONG TERM USED FOR STANDING OR LONG TERM WORK ORDERS/PHASES.
70 CAPITAL PROJECT A PROJECT, SUCH AS NEW CONSTRUCTION, EXPANSION, RENOVATION OR REPLACEMENT, MEANT TO EXPAND, MAINTAIN OR IMPROVE AN ASSET OR PROPERTY.
80 MAINT. PROJECT A PROJECT THAT KEEPS AN ASSET IN EFFICIENT OPERATING CONDITION, PRESERVES THE CONDITION OF THE PROPERTY, OR RESTORES PROPERTY TO A SOUND STATE AFTER PROLONGED USE.

Select the "Priority” that best relates to the job

10. Ensure the location box on right side of the screen has the correct room number (normally it will be
same)

AiM Phase meoe @ o4

[

e =]

o Wk Onder 021 01201
I oI worwun

[—— CONTACT MCHAEL NORD 3-2333 008
o

Purchase Reguests

unit Cas

e - i CEEIOI =
—
User Defined Fekdts ADMINISTRATION e :.;cm ( a
wan’ Y e LoD
felated Documents Pemson PLIANCES Q]
P :

aj
Prariy - Farcens Mehod
™ Mepusa Q Compiete.

e (m ~ Capial Project al G | v
st (s Q
UND-CaMUS FROSEATY
o - Compone [ g
Group - e Group Q)

Temiats Comporene [ q)

Revision Date: 10/2/2023



Adding a New Phase on a Work Order by Copying

11. If you need to change the work code, click on the magnifying glass in the red work code box and
choose what you think is the correct work code

AiM Phase wos @ @
E— ., - e |

Extra Description Last Eded by LAURA THORESON On 9/27/22 1100 AM

—— RS A TEST - SENDING TO ACRRNSTRATION FLDTG

Agmement dctiy 0
a Q)
PUrEhase REGUAETS
ntcos
Suney sty oo [apmsruamon ) e s [oris Zzwrem M) Enciny
Htsiog e
Usr Detined Felds r—— Eomuedend  (novs w3163 M) Sk | )
. =L
— = Y fetm L] e
Related Documents Person .
P Y |
= I 3
promy [Low g Complin —J
Tyee [agsen - cgmlmt [ Q) Ewm [ -
e ) e
At [asgonann Q)
p—
At (g HANDLING LNIT Q Component a)
Group e Group =
o
el Q)
= — a

AiM Work Code

Search Show All Cancel

Work Code 1

AMMUAL LEAVE

COMP TIME USED

FUMERAL LEAVE the

HOLIDAY LEAVE

INSTITUTIONAL COflre Ct
URY DUTY W (o) rk

LEAVE W/OUT PAY
MEETINGS COd e
PO ADMIMN LEAVE
SHOP MAINT
SICK LEAVE
SUPERV DUTIES

UTILITIES
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Adding a New Phase on a Work Order by Copying

12. Leave the status box as NEW. The Phase will be sent to the shop you selected, and they will assign it
to the correct individual.

AIM Phase i ] o

Jacos

v Descnpnon Las Edied by LAURA THORESON On §/27/22 1120 AM
Wk Orde
o TG 5 A TEST - SENDIG TO ADVIMGTRATION SILDG
sassamer Acteity — s0.00
4
Checkpoin: Measurements Loation (302 a

Purchase Requests

Unit €t

Sumey Himory shoo Eimared St [0cvg s e ) Funding
Notes Log Heed

Uses Defined Felds ADMINISTRATION EsimaedEnd  [Novs 028 16AM M) e e aJ
St bosory

e L " e 9
Relseed Documents Person
B I R |

fewer [ Q)
Fercent Meinod
Priey  [Low Ql Complete.
ot [(am V) Coptalroect a) Comact v
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N |
FADLTES AH-2
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Gop e Groop 9
wwe Q)
Cote 2
Tempiste compnen [ @)
o — aq
standards &
Inspection

13. Click done

AIM Phase J I ] cd
Cancel
view — CO OO DEUTAN e (e q)
[— Las e by LAURA THORESON On 9/27/22 1150 AM
E Work Order 02100143
D — TG 5 A TET - SENONG oG
o sudget e )
tocaton 383 Q)
Purchase Reauests —
MECHANCAL
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T o [Emmmme A St s (s ee a8 andey  [orome V]
Mores Log o
- AOMNISTIATON BN (v zeiean B el B
sty oy [ a saalson | = Work Code
Related Documents L a
sled | =
man [ @)
mowy [Gw Q] L Mebod |
Comgiere
T [mm v comipaer [ @) Commt [ ]
o
Amet [asaonsio aJ
FACRITES AHUZ
Aset [ HANDUNG UNT comoaem [ g
= g 3
Faime
< 9
Templane Componem [ g
o
standards | @
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Adding a New Phase on a Work Order by Copying

14. This will take you back to the specific work order screen and you will see the phase you added.

AiM Work Order

kvn @ c]

Save ancel

e e

Extra Description

B 0 AW SUPER/LEAD TRAINING #1

Account Setup

Cost Analysis

Assessment Deficiency

Received Email

Notes Log Dept 3180 Q]

User Defined Fields _7
— FM-CUST/MAINT

Requestor  [oasomo Q)

DUFFY, JENNIFER HODNY

Related Documents

Contact DUFFY, JENNIFER HODNY |

Contact Phone  (701/885-5619 |

Contact Email  jennifer duffy@ndus edu

Created By JENNIFER DUFFY On 9/22/22 8:43 PM Status
Last Edited by JENNIFER DUFFY On 9/22/22 8:43 PM

OPEN Q
Project [ Q

Desired Date [ =
Budger (s0.00
Region  UND Problem Code
UNIVERSITY OF NORTH DAKOTA
Type MAINT REQUEST
Facility  UND MAIN MAINTENANCE REQUESTS
UND&NI\ CAMPUS Category UNPLANNED MAINT
Property 107

e Y
FACILITIES BUILDING

Location
01 AW SUPER/LEAD TRAINING #1 101 IMAINTENANCE INSPECTION MEDIUM NEW
(COORDINATOR
[ 002 TESTING COPYING A PHASE 101 CARPENTRY INSPECTION MEDIUM NEW I

15. Click save.

AIM Work Order

‘W023-001493

TRAIN THE TRAMER: CHANGE THE STATS OF A PRASE N GO

Cozt anshysis
Agsmment Deficency
Feceed
o oeet G q
User Defined Fields
St Hery
~—pme

FNECUST/MAINT

Reueee (a0 )

Contact Phone

ComactEmal [nnifer hednyndus sdu

Phase

e

weos @ 3

Created By JENNIFER DUFFY On B/15/22 00 AM  Status
Lagt Edited by JENNIFER DUFFY O 8/15/22 10114 AM

roiect
CesdDue | El
Eudget s0m
Regon  UND rotiem Core
UNNERSITY OF NORTH DAKOTS
Tipe ADMANISTRATVE
Faciity  UNDMAN &
UND MAN Cavps ek
M Job Pty

FacLl

BULDING

@1 (CHANGE THE STATUS OF A PHASEIN GO
EH CHANGE THE STATUS OF A PHASE IN GO
003 CHANGE THE STATUS OF 4 PHASE IN GO

CHANGE THE STATUS OF A PHASE IN GO

28 (CHANGE THE STATUS OF A PHASE INGO

CHANGE THE STATUS OF A PHASE NGO

CHANGE THE STATUS OF A PHASE INGO

o0 CHANGE THE STATUS OF A PHASE IN GO
@8 TRANING OM ADDING 4 PHASE
o THIS 15 ATEST - SENDING TO ADMINISTRATION BUILDING.

22 ADMINISTRATION MEETINGS. Low as000310 ASSIGNED
ACADEMIC B5 - ADMIN  MEETINGS ow ASSIGNED
PLAN DESIGH MEETINGS. ow A55IGNED
CONSTRUCTION
MEF CODRDINATOR  MEETINGE Low ASSIGNED
FACILITES MEETINGS. Low ASSIGHED
PROCUREMENT
MARTENANCE MEETINGS Low ASSIGNED
CODRDINATOR
BULDING MEETINGS. ow ASSIGNED
AUTOMATON
LANDSCAPE. MEETINGS. Low ASSGNED
CODADINATOR

10a8 LANDSCAZE SUPER DUTIES MEDIUM NEwW

m ADMINISTRATICH MEETINGS. ow As0ca310 wew
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Adding a New Phase on a Project (Project Coordinators Only)

Adding a New Phase on a Project (Project Coordinators Only

1. In Aim, click on the menu (hamburger) on the left side of the screen

AIM WorkDesk

a0 e

1 |

Shop LONG TERM Phases -

LONG TERM Phase

snow| 20 ~ | enmes

Phase Description Shop Status Work Order Priority

1 REFUSE SERVICESMITMER RALL ADMINISTRATION NEW WOz 00183 LONG TERM
o REFUSE SERVICESMILLIAMSBURG ADMINISTRATION NEW 'WO23-001833 LONG TERM
01 REFUSE SERVICESMILKERSON DINING ADMINISTRATION NEW WO023-001832 LONG TERM
w REFUSE SERVICESWEST GREEM #12 ADMINISTRATION NEW Wo23-001831 LONG TERM
o01 REFUSE SERVICESWEST ADMINISTRATION NEW WO23001830 LONG TERM
o0t REFUSE SERVICESWELLNESS CENTER ADMINISTRATION NEW WO23-001829 LONG TERM
001 REFUSE SERVICESMWALSH HALL ADMINISTRATION NEW wo2.001828 LONG TERM
a1 REFUSE SERVICESVIRGINIA ROSE ADMINISTRATION NEW WO23-001827 LONG TERM
m REFUSE SERVICESIUPSON 2 ADMINISTRATION = wozs00es LONG TERM
001 REFUSE SERVICESIUPSON 1 ADMINISTRATION NEW Wo23001825 LONG TERM
01 REFUSE SERVICESAUNIVERSTIY PLACE ADMINISTRATION NEW WO23-001824 LONG TERM
w1 REFUSE SERVICES/UNIVERSITY HEALTH FACILITY/ ALTRU CLINIC ADMINISTRATION NEW Wo23001823 LONG TERM
o01 REFUSE SERVICESUNIVERSITY HEALTH FACILITY ADMINISTRATION NEW Wo2001822 LONG TERM
o0t REFUSE SERVICESAUNIVERSITY CHILDREN'S LEARNING CENTER ADMINISTRATION NEW WO23-001821 LONG TERM
o1 REFUSE SERVICES/UND BOOKSTORE ADMINISTRATION NEW Wo23.001820 LONG TERM
a0l REFUSE SERVICES/TWAMLEY HALL ADMINISTRATION NEW WO23-001819 LONG TERM
018 REFUSE SERVICES/TRANSPORTATION & GROUNDS ADMINISTRATION NEW WO23-001818 LONG TERM
w1 REFUSE SERVICESTTRANSPORTATION & GROUNDS ADMINISTRATION NEW wo200teT LONG TERM
001 REFUSE SERVICESTECH ACCELERATOR ADMINISTRATION NEW WO23-001816 LONG TERM
001 REFUSE SERVICES/SWANSON HALL ADMINISTRATION NEW WO2001E15 LONG TERM

Pt Prevos | 1] 2 3 4 5 9 Met Lest
‘Shop Person ASSIGNED Phases -

Shop Person - ASSIGNED Phase

Show| 10« |entries

Phase Description Shap. Status. Work Order Priosity

AIM WorkDesk

| 3
n Work Management - - o
a

Work Order
Q  Phase
Q  Daiy Assignments
= Q + Purchase Request Shop Status Work Order Priority
Accounts Payable - ADMINISTRATION NEw WOz onEH LonG TERM
AMport . ADMINISTRATION HEW wozz001831 LONG TERM
Asset Management . e ADMINISTRATION HEW WozHO1832 LONG TERM
ADMINISTRATION NEW WO23.001831 LONG TERM
Contract Administration -
ADMINISTRATION HEW WOZL01830 LONG TERM
Customer Service T ADMINISTRATION HEW WOZ3001829 LONG TERM
Finance M ADMINISTRATION NEW WO023-001828 LONG TERM
Inventory - ADMINISTRATION MEW WO23-001827 LONG TERM
Preventive Maintenance - ADMINISTRATION HEW Woz3001825 LONG TERM
[Frorc Wanagement =] ADMINISTRATION NEW WOzZHO1825 LONG TERM
Prchesng - ADMINISTRATION NEW WoZI001824 LONG TERM
Tume and Attendance . LTHFACILTYIALTRU CLNIC ADMINISTRATION HEW woz1001823 LONG TERM
S — LT FaCILITY ADMINISTRATION HEW woz3.001822 LONG TERM
£ LEARNING CENTER ADMINISTRATION HEW wozz001821 LONG TERM
ADMINISTRATION HEW WOzH01820 LONG TERM
ADMINISTRATION HEW WO23-001819 LONG TERM
M & GROUNDS ADMINISTRATION HEW woz1001818 LONG TERM
4 & GROUNDS ADMINISTRATION NEW wo23-001817 LONG TERM
roR ADMINISTRATION HEW Woz001816 LONG TERM
ADMINISTRATION HEW WOZLO1815 LONG TERM
Previeus | 1| 2 3 4 5 9 HNed  Last
.
e s Shop Status
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AiM WorkDesk

CrT— o |

Work Management

E Q  Work Order
Q  Phase

Adding a New Phase on a Project (Project Coordinators Only)

= Q + Purchase Request Shog Status Work Order Prioity

Accounts Payable - ADMINISTRATION NEW Wo23-001834 LONG TERM
AMport - ADMINISTRATION NEW WO2H-001833 LONG TERM
Asset Management . he ADMINISTRATION NEW W023-001832 LONG TERM
Comtract Adrmimstration . ADMINISTRATION NEW wo23.001831 LONG TERM
ADMINISTRATION NEW W023.001830 LONG TERM
Customer Service T R ADMINISTRATION NEW W023-001828 LONG TERM
Finance - ADMINISTRATION NEW wo23-001828 LONG TERM
Inventory - ADMINISTRATION NEW WozLO0ET LONG TERM
Preventive Maintenance - ADMINISTRATION NEW W023.001826 LONG TERM
Project Management - ADMINISTRATION NEW wo23-001825 LONG TERM
_— e ADMINISTRATION NEW Wo23.001824 LONG TERM
. o . -THFACILITY/ ALTRU CLINIC ADMINISTRATION = Wo23-001823 LONG TERM
LTHFaCILITY ADMINISTRATION NEW Woz-00182Z LONG TERM

Time and Atftiggance -
DREN'S LEARNING CENTER ADMINISTRATION NEW WO-001821 LONG TERM
System AdministSig T ADMINISTRATION NEW WO023-001820 LONG TERM
ADMINISTRATION NEW wo23-001818 LONG TERM
& GROUNDS ADMINISTRATION NEW WO23-001818 LONG TERM
¥ & GROUNDS ADMINISTRATION NEW wo23-001817 LONG TERM
foR ADMINISTRATION NEW Wo23.001816 LONG TERM
ADMINISTRATION NEW Wo23-001815 LONG TERM

Pt e 1]z 3 4 s 5 Mea e
Work Order Priority

Pnase s Shop Status

3. Inthe “Project” box at the top, type in the complete project number you are looking for in the
project box (farthest right box). If you only know part of it, change the “=" sign to “contains” and
type in what you know. Then click execute

AiM Project weos @ o4
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4. Click on the project number hyperlink that comes up, that will take you to the project screen

AiM Project

* [ ]

Excon

a
-~
=)

Braiesi

Adding a New Phase on a Project (Project Coordinators Only)

SCHEDULED R0}

53

5. Look under the work orders tab on the project and find the work order that has “To-do Work” in the
description and click on the work order link

AIM Project
Search Browse
Emai

‘Stanus bossory

Belated Documents

PR23-F1224

s 12

sheo PUMEERS
PLUMBERS

Shop Person 8002043

MARK BERRY

Description

PR23-F1224 REPAIR/REPLACE CONDEMSATE LINE - TO DO WORK

Last Edited by AW1 APORT On 10/17/22 737 AM

6. Inthe “To-do” work order, a listing of phases will appear.

AiM Work Order

=l Search Browse.
W023-001090

Hom
Reference Data
Account Setup
ssmesment Defcency
senn Emad
Notes Log
User Defned B
St Hiony
Related Documents

PR23-F1224 REPAIR/ REPLACE CONDENSATE LINE - TO DO WORK.

ept ey
FM-ADMIN
Bequestor 8002248
FRANL JULIE DENISE
Contact JULIE FRANKL
Contact Phone 701-777-4347

Contact Email jule frank@und edu

uno

UNIVERSITY OF NORTH DAKDTA

UND MAAIN

UND MAAIN CAMPUS

COMDENSATE DIRECT BURIAL

STEAM CONDENSATE

ECT BUBIAL

Created By AW1IMPORT O 10/17/22 737 AM
Last Edined by JACOB SANDERS O 10/28/22 &8 AM

St oFEn
Project Group.

Budger

Project Tyoe SCHEDULED PRO)

£D PROJECT

Enforce Diswribution Ho

st oFen

Project PRZIELIS
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Adding a New Phase on a Project (Project Coordinators Only)

8. Click on the “To-do” phase you want to add a phase to. You will now be in edit mode for that phase

(red boxes).
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Adding a New Phase on a Project (Project Coordinators Only)

11. Edit the description box to describe what needs done
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12. Click on the magnifying glass in the red shop box and chose the shop you want to assign it to
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Adding a New Phase on a Project (Project Coordinators Only)

13. Click on the magnifying glass in the red priority box and pick the priority
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Adding a New Phase on a Project (Project Coordinators Only)

15. Choose the magnifying glass next to work code and choose the appropriate work code for what you
are doing
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Adding a New Phase on a Project (Project Coordinators Only)

16. Click Done
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17. This will bring you back to the work order screen showing all phases against that work order.
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18. Click Save
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Supply On-hand Quantity Inventory Search

Supply On-hand Quantity Inventory Search

1. In AiM, click on the menu (hamburger) on the left side of the screen.

AIM WorkDesk wos @ @

n Building Services - Zone 1 -

BS1- LONG TERM Supervisor Phase

BS1- LONG TERM Phase

S
Show 10 v | eniries
Phase Description Shop ‘Work Order Work
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BSTAssigned Phases -
BST-ASSIGNED Phase
Phase Descrption Shop Status. Work Order Progerty

labelnesded

2. Find the “Inventory” section, then click on the magnifying glass next to “Warehouse Bin Definition”
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AiM WorkDesk

Supply On-hand Quantity Inventory Search

JAcos
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rehouse Bin Definition
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3. Atthe Warehouse Bin Definition Screen, you can search by description or part number. You don’t
need to know all of it, as long as you change the “Operator” column from “=" to “contains”
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Reorder Quantity - June
Target Level - June

Reorder Level - July.

Revision Date: 10/2/2023



Supply On-hand Quantity Inventory Search

4. Type in the information you want to search for (I searched for “Air Filter” in the description box),
then click “Execute”

AiM Warehouse Bin Definition

Execute Basic Search Reset
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H VIE“
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*
E
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ii
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5. When you find the part you want, the quantity on-hand in the warehouse will be listed on the right-
hand side of the screen in the “quantity” column

AIM Warehouse Bin Definition wow @ @

Q Lanon o5 1.2686° FICTER WATER SENTRY ELKAY WSF6000R UND-CENT Yes g of
N 1920756 PREFLTER MSA 816662 DERLETE e 1920 1]
1.2595° VACUUM FILTER CARTRIDGE A32131 F/ SYCLONE H4GVC HEPA UND-CENT Yes. 12595 2
1920725 PREFITER 3M 7256 DEPLETE UND-CENT Yes A 10|
12539, AR FTER INCET RATIONAL 1601662 wocar 1253 |
125401 AR FTER T RATIONAL 002684 wocaT s 125401 o
1515408 FRTER WATERFLTER-H20 REVS618-16 OEPLETE wocor v 151508 B
1571414 LTER HEO-CE MACH 14000-3612-37 OEPLETE mocaT v 15t0a14 3
12694 FUTER MICRO HYGIENE KARCHER VAC § 605220 woaT 1264 4

100004 12455 FTER HEPA EXAUST KARCHER VAC woeer e 1298

freway

o0 1155 0% FITER QUINCY 110814001 J7 wocaT s f
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Supply On-hand Quantity Inventory Search

6. You can also click on the hyperlink to the part in the “Bin” column, that will also show you the
quantity.

AiM Warehouse Bin Definition wos @ o
Search
R T e pe
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Q6Q8E0E 12672 COVER COMEQ N9S SNAP ON PRE FILTER MSA 489353 DEPLETE UND-CENT Yes 12672 3
H 1.2595: VACUUM FILTER CARTRIDGE A32131 7/ SYCLONE HaGVC HEPA UND-CENT Yes. 12595 2
1320725 PREFILTER 3M 7256 DERLETE uno-cenT 1920725 0
12539: A FITER INLET RATIONAL 16.01.662 UNO-CeNT s 1289 2
125401: AR FATER INLET RATIONAL 4002684 uno-cent e 125001 6
1519408 FUTER WATERFILTER-+20 #EV9618-16 DEPLETE unNo-cent ver 1519408 D
151941 FLTER H2O-ICE MACH WODO-9612:37 DEPLETE uno-cenT ves 1519414 3
1005002 12494 FICTER MICRO HYGIENE KARCHER VAC 8 600-5220 uNo-cenT s 12094 2
20000 12495 FILTER HEPA EXHAUIST KARCHER VAC UND-CENT Yes 12495 2
8639-4540
200108 1165: O FICTER QUINCY 110814001 T un-cent e 1188 '
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Cycle Code NON-CONTRACT
M QuanTy
Reorder Level 1 suaDme
Reorder Quanury .

Frequsniy
Target Level
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Viewing the Cost Analysis vs Estimates

Viewing the Cost Analysis vs Estimates

1.

LTLL I

At the Aim WorkDesk or assigned phases, find the Phase you want to look at the Cost Analysis on

W PR Bt

LR

Char el Feerin i e e prir S
e | T EEr T THOF T R PRSI [Tl n s m w1 T T— ;
Y AR i Ll WP e PR RO SEWTNT M NTa) " e P T T ATR E o ApATRATOR w
B P U TR THOF R PRCLSURUN MU ®: B U CE PR WNT TR e AT R w
o 1 D e wilnie Lt ] nalit el FRHOR Fl] ST MEAT Sl B e RO Pl R Dw TN T T L L] Alming Rt w
g PR L BT R A FEOCLS Y TN BT L Y U R E AR w
0 P 1 A
D W PR TLHa
B b v
i e Wkt P =
[T s S o b, e e 11 e 0 pr——
=T A BN FRCCLAIMINS TETIRG e - taaemiiain
BIM Phase meos @ 54
101 - Asslgned Phases =
= ChnTpe e v
\ B
® wepium r— T =
Hr-n Graung [FPrioray Lne_p_phas] )
Low

® EMERGENCY  5ubGrouping

Shap Supervisor - Assgned Phases Aggregstion ‘counT v)

= Al - Lok

& [ won-erm
wor-T2

WOL-53

=

Wo-001531

wor-anise

WO2-001506

WO-001503

WOL-001455

WO-B0a9s

WO2-001493

prase 2
AW SLPER/LEAD TRANNG 42

GooosFo

10caL GooDs.

DaiLace

TRAMING PHASE FOR DALLACE

TRAM THE TRAIER: CREATIVG PURCHASE REQUESTS FROM AW - STOCK, NON-STOCK AND SERVICE

ORDERING NON-STOCK M GO

w
w
.14
o
wm
ol
m
m
w

OADERNG STOCK IN GO

CHANGE THE STATUS OF & PHASE IN GO

HOMMISTRATION  ASSIGNED

HOMMISTRATION  ASSIGNED

ADMMISTRATION  ASPGNED

AOMMISTRATION  ASSGNED

ADMMISTRATION  ASSGNED

ADMMISTRATION  ASSIGNED

AOMMISTRATION  ASSIGNED

AOMMISTRATION  ASSGNED

ADMMISTRATION  ASSGNED

ADMMISTRATION  ASSIGNED

If in "Assigned Phases" click on the "Phase”
that you want to edit or update
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Viewing the Cost Analysis vs Estimates

2. Inthe Phase, on the left side of the screen, under the view menu, click on cost analysis

AiM Phase weos @ g

Created By JENNIEER DUFEY On B/29/22 205PM St HEW
Last Edited by JACOB SANDERS On 9/16/22 RO7 AM

. ' Buser 000
x ’ L Locaton
[

Sheq Azzanmeny
Dai Assigrment frome Shop sDuSTRETION Etmeted S Aug 29, 2022205 P Funding Method  Work Dnder
Emai
P ADMINSTRATION EtesisdEnd  Sep5 2022205°M IR
Work Cade weEThGs
Py Person scunl St
Exma Descrption
sl tnd
Shep Stock Method
et MEDILUM Percent Complete
Chackpoint Vessgemag
- - Type CopielProject Controct Tyee
Uit Costs s
e B
Survey rist A Grois
ey Hstory Comparars Greup
Nows Log Failure Code
User Defined Fields
et Hiztore
Related Documerts Tempisse P
P Stancinds
Inspeciion

Shop Person

‘pasprag JENNIFER DUFFY Mo Mo JEMNFER DUSFY Aug 29, 2022

3. This will show you what the estimates were and what current actual costs are.

AiM Phase peos @ B

Created By JENIFER DUFFY On /38/22205PM  pudget 5000
Lase Edined by JACOR SANDERS On 5/16/22 607 AM

Enforee Budget

Mateial Cast

Estimate 000 sno0 5000 a0 sac0 sac0

Amast 000 Py 0 00 000 5000
Encumbered o] am ) 000 sac0
Biled sa00 000 000 s000 s000
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Attach a Document/Image (Related Documents)

Attach a Document/Image (Related Documents)

1. In either the phase or work order (think about where it should be), click on related documents on the
view menu on the left side of the screen
a. Phase (shop use), Work Order (all trades)

Edit Search w
ES ... o B O U DAL e o

pr— Las Edited by JENNSER DUFY On 8/29/22 205 P

rcasp WorkOrder  WO0IEN
‘Soace Viewss
Temecard Budget 5000
H External Charge Locktion

urchase pegue:

Shoo asggam:

‘Didy Ausignenent Browse Shop. ADMINSTRATION Eovimated Start Aug 29, 2002 208 b Funding Method  Wark Order

Work Cade Group

Estimated ind  Sep’S, 202 205 P4

work Code MEETNGS
Primary Persan Acual Start

p—
e
Pt
— . P
G
R p pmp—— p—
-
B e
—rm
P,
e
Status Hedory
[ Formivoomens | ofiii— S
e
—

010 JENNIEER DUFEY Mo Mo JEHNIEER DUFFY Aug 2% 022

2. Click on edit

AiM Related Documents

Created By JENNIFER DUFFY On 8/29/22 2:05 PM

Download Last Edited by JENNIFER DUFFY On 8/29/22 2.05 PM

P-CARD

Document Listing

Thumbnail Title Current Version  Document Type Extra Description

I O
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Attach a Document/Image (Related Documents)

3. Click on add

AiM Related Documents o @ [2Y

Created By JENNIFER GUFFY On 8/29/22 205 PM
Last Ecited by JENNIFER DUFFY On 8/20/22 205 Pt

003

Document Listing

W Thumbnai Tl Current Version  Dacument Type

4. Click on choose file

AiM New Document

Next Cancel

Please select document(s) to load:

Choose Files | Mo file chosen

Upload Filz(s)

Add Meta Data

Add Attributes

Add Permissions
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Attach a Document/Image (Related Documents)

5. Find the file you want to attach and click open

@ Open X
> 15 > ESKIO v P earc ESKLD
B 5 ThisPC » Desktop o O Search Desktop
Organize * MNew folder == + [ o
[ This PC G Mame Date modified Type Size )
_ 1= EA=| DNy rest O I 1) EVEL HiES FIVI IVHILTUSUIL CRUEI V... 13 hD
i 3D Objects B33 Capital Tracking Report July 2022 - Test 8/23/2022 11:02 AM Microsoft Excel W... 1,006 KB
ESKLO| (] 01 ugust -, hn Orrec... e el A 1Croso wcel W,
Desktep Copy of August 16-31 2022 Billing C 9/2/2022 %:07 AM Microseft Excel W 12KB
Documents @ Copy of Capital Tracking Report July 2022 2/22/2022 4:23 PM Microsoft BExcel W.., 1,006 KB
; Downloads @ Copy of Chart Of Accounts - 10.11.21 8/16/2022 11:58 AM Microsoft Excel ¥ 109 KB
J’ Musi @ Copy of Time Attendance Testing - 8.24.22  8/31/2022 2:47 PM Microsoft Excel W... 31KB
usic
S Famis Cloud 9/15/2022 2:50 PM Internet Shortcut TKB
Pict
&) Pictures £3) Invoices not recorded 8/23/2022 12:57 PM Microsoft Excel W... 12KB
B videos B33 Jacob Sanders - Responsibilities 8/22/2022 11:15 AM Microsoft Excel W... 9KB
5 Windows (C) B33 JCI Reconcile - Jacob Sanders 8/23/2022 314 PM Microsoft Excel ¥ 24KB
== Capital Tracking- @ Lost Key Charge Sheet - Complete 8/24/2022 12:02 PM Microsoft Excel W... 25 KB
= A&S Interdepart B35 NDU_GL86_TRIALBAL_BY_PROJ_24400 - V...  9/9/2022 2:30 PM Microsoft Excel W... 16 KB
= CAD (R} S Submit a UIT Ticket 0/15/2022 2:50 PM Internet Shortcut 1KB
- :
Shared (59 {2 TEST 9/15/2022 4:09 PM Microsoft Word D... 12 k8|
- are -
- 1 lance - 7.31.22 8r22r2022 223 PM Microsoft BExcel W... T20KE
= VPSA Interd
= MEEERAr L ® ulfimote Support 9/15/2022 2:50 PM Internet Shortcut 1KB v
File name: | TEST | e v
s

Find your document or image

Once your file is selected
(Click once to select the file)

click on "Open"

6. Click Next

AiM MNew Document

Please select document|s) to bbad:

| Choose Files | TEST.doo

Uplaad Fils(s)

Add Meta Data

Add Artribuy

A rmission
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7. Edit the title

AiM New Document

Next Cancel

Title
Upload File(s)

Type
Add Meta Data

Tags
Add Attributes
Add Permissions

File Mamel(s)

Attach a Document/Image (Related Documents)

This is a Test Filg

Y

TEST.docx

8. Inthe Type box, click the magnifying glass and pick the type of file it is

AiM New Document

MNext Cancel

Title
Upload File(s)

Type
Add Meta Data

Tags
Add Attributes
Add Permissions

File Name(s}

This is a Test File

TEST.docx
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El s
Tyes N

FELOOR_PLAN

EORGE_DRAWING

GENERAL

HSGHCHARTS BERORT

IAEE

om war

ouTeouD s

BARTS MANUsL
pERFOMMANG

PAYMENT BONDS

PROFOSALS

PUSCHASE ORDERS

QUOTES

Show All Cancel

Descriotion

R — S elect the “Type

UNCATEGORZED
HELP DOCUMENT
HIGHCHARTS REFORTS

IMAGES

OPERATIONS 5 MAINTENANCE MANUAL
uTsouND B

PAATS MANLAL

PERFORMANCE & PAYMENT BONDS

FRoPOSALS

FuRCHaSE ORDERS

uores

scRRTS

STANDARD OPERATING PROCEDURE

NEUT T4 SO FLEFOR A DATA SYHCHACHIZATON

)

Attach a Document/Image (Related Documents)

For:this example, we will be using the
“Images* Type

TERMS AD CONCITIONS

UL Lins

Previous Records Found = 45

Pace NN o> [ oo

9. Click next

AiM New D

ocument

Upload File(s)

Add Meta Data

Add Attributes

Add Permissions

Title This is a Test file
]
Type IMAGES Q
Tags
g
File Mame(s) TEST.docx
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Attach a Document/Image (Related Documents)

10. Next, click on the blue “Load” button

AiIM New Document acoe @ ]

Permissions

Role Deseripuion

Add Meta Data

Add Permissions

11. In the “AiM Roles” screen, select appropriate role. Then click “Done”

AiM Roles jcoe @ o]

Cancel

FACILITIES BUYER

[ HOURLY_TIMECARD_EMPLOYEE HOUALY TIMECARD EMPLO!

o He e After selecting your role, click
[ INPUT ARCHIVE VIEW INPUT ARCHIVE FILES FOR INBOUND SDC the "Done" button

(m] INTEGRATION NPRODIGY CONSULTANT ROLE TO SUPPORT INTEGRATIONS

[7] INVENTORY COUNTER INVENTORY COUNTER

() INVOICE APPROVER INVOICE APPROVER

[ LOCK- STUDENT VIEW

O LOCK-VIEW LOCK - VIEW

ILOCK SHOP LOCK SHOP

RaesHOP SUPERVISOR LOCK SHOP - SHOP SUPERVISOR

[0 MAJOR/MINOR ASSET MANR BIOR/MINOR ASSET MANAGER
[ MANAGER MANAGER
(m] OM VIEW ONLY ‘OM VIEW ONLY .
[) OPERATIONS CENTER OPERATIONS CENTER Se.eCt the approp"ate rOIe
) PAYROLL
[ PDCACCOUNTING PDC ACCOUNTING
12. Click “Next”, then click “Done” after you see your document in the document listing below.
AiM New Document acoe @ g

Permissions
Upload File(s)

Rale.

LOCK SHOP LOCK SHOP

Add Permissions
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Attach a Document/Image (Related Documents)

aad Documents wos 0O -

7 VPOST On 3001122 137 AM
AN POKT O 3077722 757 AN

002 ) . Click "Done" after seeing ‘you
WOHTPSPE VA £ document below

If steps were followed correctly, you will now see there is
a "Click to View" blue tab under the "Thumbnail® tab.

Document Listing N e | e ]

[ — -

13. Click “Save”

reaed R DUFFY On 8/29/22 205 PM
002 Created By JENNIFER DUFFY On 8/29/22 205

Lam Edned by JACOR SANDERS O /16/22 07 40
Fcamn

Document Listing Attach Link

W Thmbnel Tk [ ——

O Crcackrans TtitaERflE I MaAGES se0 16 2022
O Fckoves

14. In the phase on the left side menu, under view, related documents will be highlighted

AiM %ha:e meos @ @

¢ Back Edit w

= 001 Created Gy JENNIFER DUSFY ON 10/4/Z2 X33 PM Suaus new
Viewfinder Last Edited by JACOR SANDERS On 10/5/22 1040 AM
‘50804 Viewer
— e

= st Charge Location
Burhac et

‘Shon daonmen
Dy ssignment Browse. Shop ADMINSTRATION Estmated St Oct4, 2022334 PM Furding Method  Praperty

eant HOMMISTRATIOH EaimmedEnd  Oct 11, 2022334 P Wk Code Group

ook Cade BLDG INTERIOR COMPONENTS
Primary Persom Actusl Start

Aztunl End
Bequest Method

Priceity MEDIM Percent Complete

Assessment Acthdty

Checkpoint Measurements

11 Tyee Capital roject Contract Type
Purchase Regusats Asset

unit Ca

P Asset Group.

Comoonent Gane
Survey Hitary Fduse Code

Metes Log
User Defined Fields

oo Hisary Tempiste:

Camponent

[—r—
021228 MABK JOHNSON N Mo JENNEER DUEEY Octs 2002
025185 LAUAA THORESON No Mo JENNIER DUFFY Octa 2022
ga2807 JEANINE GARNER LAFGUNTAI No Ho JEMNIER DUFFY Oet 4 022
040150 JENHIER DUFFY Ko o JENNIER DLFFY Oct 4 2022

Pravious
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Adding Notes to the Notes Log in a Work Order or Phase

Adding Notes to the Notes Log in a Work Order or Phase

1. Atthe AiM WorkDesk, in either the phase or work order (think about where it should be), click on
notes log on the view menu on the left side of the screen

W PR Sl Parihing Suiaid L Bawdid
M Nt - KW FRILE

ot il ferrn s i v g S

= e o T P Ty ] {

LR FL e ST HR PR e PIRACR FROCLATWEST TENTRS " 4 ABERTST T NTR

. e s O R PROCLETE s cump w
] MO i s MR L LR CAMEETST TR TP e
g . T wcew arAn SR PR T TR

C!bumnﬁmwummhm

D W PR TLHa
e m—

i B i Wi, Py

ey
[T T aal, fal i e e ] T e [ T
L= T T DR SNV ORI T TE TR e w a AR ERAT R
i R 2 L | R R i - s P ]

BiM Phase

mos @ @

) R Ao :
Expost = Chatte Fe v

Sub Type. Basc v

o Grouping [rioray lse_p_phee] v

Low
Sha Suoervior - SUPY SVWED 55 ® EMERGENCY  SubGrouping

frm

Shop suptrior - Assged Fhasts Aggregaion [comr)
Shan Suoervisor - Work Comalee i

1

& @ wonsemn g Proase 2 AOMBISTAATION  ASSGNED
WORTH AW SUPER/LEAD TRAINING 42 AOMBISTRATION  ASSIGNED
WoB-WE3 6O PO ADMBISTRATION  ASSKGNED

@ wom-womsy  pm LOCAL GOODS HOMMISTRATION  ASSIGNED
wou-se o baLLace AOMISTRATION  ASSKGNED

B wou-wsts o TRAINING PHASE FOR DALLACE ADMNISTRATION  ASSIGNED
WOR-NSE o TRAIN THE TRAINER: CREATING PURCHASE REQUESTS FROM AIM - STOICK, NON-STOCK AND SERWICE ADMNISTRATION  ASPGNED
wou-nuss o ‘ORDERING HON-STOCK NGO ADMMISTRATION  ASSIGNED
wou-nuss o CHDERING STOCKIN GO AOMBISTRATION  ASSKGNED
WO CHANGE THE STATUS OF A PHASE IN 6O

3

HOMMISTRATION  ASSIGNED

If in "Assigned Phases" click on the "Phase"
that you want to edit or update
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Adding Notes to the Notes Log in a Work Order or Phase

AIM Phase weos @ B
n Crested By ENNIFERDURFY On 472922208 s wew
— Last Elted by JACOB SANDERS O 8/16/22.807 AN
O == e .
‘Saace Yiewsr
Tmecard L 000
i Locaron
—
r—
Dafy Assiqremens Brewe shop ApMNSTRRON Enmatedstn  Aug 29 22220560 Funding Method  Work Ordes
Emai
pris ADMIISTRATION EnmatedEnd  St95 2022205 M e
ViorkCofe  MEETHNGS
promar paion Actual S
£as Descnpnon
actuslEnd
$hop Sweck. Request Method
) Frisity MEDUM Percers Complete
Checkpont essrements
Cort Aralysis.
.
Purchase Beauerts u o Proect Conaa Tyt
Unit ot aset
Sem
Survey History i
Companent Groun
Faiune Code
Belated Documerts Tesuplae —
P Standands
rzpction

Shop Person

Shop e

fas0190 JENNIEER DUSFY e ™ JENNIEER DUFFY g 29, 2022

2. Click on add

AiM Notes Log peos @ @
o Croned By ENIFRDURFY OB/ 205M  addomsinondesk [y o]
Lo B oy O SANDERS O 9/96/22 607 204
. A 10 Modhle WorkDesk

Notes Log

Enery Date

Nate Type

Channe! Tile

[ Q]

Y
3. Type in the notes you want people to know
AIM Note wos @ 23
Save Cancel
” e [ T
e e |
s Creaed By JACOR SANDERS
Mot Type a
Hotes This is 8 Test Noe]
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Adding Notes to the Notes Log in a Work Order or Phase

4. Click Save

AiM Note
Cancel
003 Created By JENNIFER DUFFY On 8/29/22 2:05 PM Entry Date Sep 16, 2022 8:56 AM
Last Edited by JACOB SANDERS On 9/16/22 07 AM
Edit Date Sep 16, 2022 857 AM
P-CARD
Created By JACOR.SANDERS
JACOR SANDERS
Notes THIS IS A TEST NOTE

5. Click Done

AiM Notes Log weos @ o

1 Crevted Oy ENEEROURY On /29222057 AddtowainWoddess [T %]
Las ke by JACOB SANDESS O 5/16/22 £07 Al S
[ A0 1o Module WorkDEsk [ v
e Type [ a
channel Trie ]

] JACOR SANDERS JACOB SANDERS THIS 15 ATESTNOTE

6. When you look at your phase/work order, you will now see the notes log subject under the view
menu on the left side is hyperlinked. In other views, you will see a symbol attached to the view.

AIM Phase peon @ &

I R . o o0

Lust Edited by JACOR SANDERS On 5/16/22 807 AM

A g'reat way to tell if there are any Notes in the "Notes Log" tab is e o0
to see if the blue hyper link is on the "Notes Log" as you can see tocaion

— here. If you scroll back up to the beggining the "Notes Log" was

'"Z-:_WMM shop weceplack indicating there are no noteespreaaa asp b FundogMeshod  iark Order

EmmedEsd 505 2022059

pu AOMISSTRATION
Voek Code MEETHES
scnusl s
Al End
Requess Methad
P Compete
Captal Praest Contract Tyoe.
Compone Greup
Usee Dot Fkds
St ey
Frlated Documents Tempiste P—

Shop Person

Shag Fesson

Qeaning JENEER DUFEY Ho Ho JBMEELDURY  Aug 29 200
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Sending Email from Inside AiM (Phase vs Work Order)

Sending Email from Inside AiM (Phase vs Work Order)

1. Atthe WorkDesk, find the phase or work order. click on the email link on the action menu on the left
side of the screen

B e MR PROCLAEST
O R PROCLETE 3 :
L LR = 7 d o

Al B
R PR T TR TR AL T

C!bumnﬁmwummhm

D W PR TLHa
e m—

i B i

L
[T [ L o e e 3 prrTre P
TR T DR ST PRCCLRIMT T ek " J—
[ e B T A 2 | R e [ Smans
BiM Phase

mos @ @

) R Ao :
Expost = Chatte Fe v

Shie Pesan - Pt on Ordes SubType [msc ]
Shap Suervcor - NEW Phase }
o Sucsryisoe - Parts on Qeder @ MEDIUM Groupng rorer . -
B @ rion [Prioray lae_p_ph_s] )
Law
lﬁ e . @ EMERGENCY Sub Grouping
5hop Supervisar - Assgned Phases Aggregation COUNT v |

& @ wonsemn g Proase 2 AOMBISTAATION  ASSGNED
WORTH AW SUPER/LEAD TRAINING 42 AOMBISTRATION  ASSIGNED
WoB-WE3 6O PO ADMBISTRATION  ASSKGNED

@ wom-womsy  pm LOCAL GOODS HOMMISTRATION  ASSIGNED
wou-se o baLLace AOMISTRATION  ASSKGNED

B wou-wsts o TRAINING PHASE FOR DALLACE ADMNISTRATION  ASSIGNED
WOR-NSE o TRAIN THE TRAINER: CREATING PURCHASE REQUESTS FROM AIM - STOICK, NON-STOCK AND SERWICE ADMNISTRATION  ASPGNED
wou-nuss o ‘ORDERING HON-STOCK NGO ADMMISTRATION  ASSIGNED
wou-nuss o CHDERING STOCKIN GO AOMBISTRATION  ASSKGNED
WO CHANGE THE STATUS OF A PHASE IN 6O

HOMMISTRATION  ASSIGNED

If in "Assigned Phases" click on the "Phase"
that you want to edit or update
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Sending Email from Inside AiM (Phase vs Work Order)

2. Click on the email link on the action menu on the left side of the screen

AiM Phase s @ “
Edit Search o
n - Crested By ENNIFER DUFFY 00 829/2205 M snans new
—— Lot Edid by JACOR SANDERS On /16/22 807 AM
et . Wokome  wozeootsat
Sosce Ywer
=] Tmecard fudy s
P e Churge Loeation
QN v—
— [
‘Dudy Assignment Browse Shop ADMINISTRATION Estmated Start Aug 29, 2022 205 P Funding Method  Work Order

ADMIISTRATION EtatedBnd  SepS, 22220570 Work Cade Growp
WokCode  MEETNGE

Frimary Parion acusl sun

Ean Descrpron
. actualEnd .

Asasmant Acinity S
Checkpont Messurements
Cast Analysis

o '
R voe CapialProject ConmaatType
Unit o auset
serm tmal
Survey History. e

Commarart Groun

Heisidon Faiae Code
User D ks
St oy
Belated Documents Template e——

P Standards

inspectian

Assigred By ——

pean1sn JENNIFER DUFFY o o JENNIFER DUFFY g 25, 2022

3. Type in the information on who the email is going to

AiM Phase por @ &

™ I 1,
« o84 Comncy
From | Err——— )
ke ( ]
Mesage T
AdduiL g ng/max/screenPHASE tauopo
Document Listing Atach

W Thumboail Tie Current Verson  Documens Type

4. Type in the subject

AIM Phase weon @ (]
" (e o
« i ¢ Comacy I
LN e )
N -
esnge
s R —— . -
Document Listing smach

W Thumbosdl Te o Extrm Description.
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Sending Email from Inside AiM (Phase vs Work Order)

5. Type in a message you want the recipient to be aware of

AiM Phase

[faceb sandersgndus es

(b ansegniores ]

s e [ —

Document Listing

Artach
W Thumbnai Tl - ocument 1y

6. Attach a document if needed (Optional)

a. Document must be attached to the work order or phase to attach document to an email

AIM Phase

peos O

Click "Attach"
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Sending Email from Inside AiM (Phase vs Work Order)

AiM Related Documents mor @ @
El o
Tden Jacoe sannens Sep 20,2022 113040

Check the box next to the document you
want to add

AiM Related Documents pos @ B

@ Tt JACOB SaNDERS Sep 28 20221130 4

Then click "Done"

AIM Phase N meoe @ o

® ey ) Los Contaces

o« ( | Load Contacts

Fam =

e )

AL b unen st a3

Document Listing

[ ——

D DOCUMENT

The document is now attached to the "Email"

7. Click done. Aim will send an email link to the phase, with the message information you added to the
email

AiM Phase peon @ O

™ [ [Pr—
= [ —

Lr [iscobsanders@ndus ecu ]

subject (e )

Meszage This 8 st Emal

T hitps: PHASE) 1831 soriCode=ta)
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Sending Email from Inside AiM (Phase vs Work Order)

Live Examples:

Here is what the Email looks like when it’s sent to someone

Test Email
N Repl % Reply All - F d
noreply@assetworks.hosting €) Reply | %) Reply orwart B
To @ Sanders, Jacob Fri 9716/

() This sender noreply@assetworks hasting is fram outside your organization.
A message from user JACOB.SANDERS

This is a Test Email

https://undtest.assetworks.hosting/fmax/screen/PHASE VIEW?multitenantid=1&proposal=W023-001531&sortCode=003

The Link within the Email if clicked will take you to the Work Order or Phase that the Email was sent out of in
Aim. This will make it easier to find that Work Order or Phase.

Test Email
. Reply | € Reply Al Forward
noreply@assetworks.hosting <) Reply €y Reply —> Forwar [ 1}
To @ Sanders, Jacob Fri 9/16

(3) This sender noreply@assetworks.hosting is from autside your arganization.
A message from user JACOB.SANDERS

This is a Test Email

https://undtest.assetworks.hosting/fmax/screen/PHASE VIEW?multitenantid=1&proposal=W023-001531&sortCode=003 | I
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Create a Purchase Request from Stock/Review/Approval

Create a Purchase Request from Stock/Review/Approval

1. Atthe AiM WorkDesk, find the phase you want to purchase parts for.

Troy
T A b PR REAT L1 T =
WO e PR PSSR TTT - e ATRETS w
THOF T R PRCLEUEUN (IR B L LT e AN RRrs -
B i RO FROCUATWENT TRET i R ARSI, P AT TRTRs L] AT TR w
SRR A RO T TTETRS e [ -
e bwesa | A F 1 & F mm La
S W PRl Tl
B b v -

e Eree) Wik, A e
o] Raal S Y B s L LB e I A aal i
e ADUA SNNY FECCLRININT TEETRD anin C ]

BiM Phase

mos @ @
o R 5 <A :
E Expon = ChanTyme e v
: l

‘Shae Person - Parts on Order

SubType Ewc v
Bl shoo swosrvisor - NEw Phase ® MEDIUM Grouping
- : § e [Pty e g <)
Low
ihwe Sumerviser - SUFY BEVIEWED 5 ® EMERGENCY  5ubGrouping
Shop Supsrvisor - Aregned phases e (o)
‘hae Suoenvsor - Wark Comlete P
s

# @ wonom g Prass 2 ADMBISTRATION  ASSIGNED
wonwTe g AW SUPER/LEAD TRAINING 42 ADMPISTRATION  ASSIGNED
wonwn GooDsFO AOMBISTRATION  ASSIGNED

B womosn w2 L0caL G00DS. AOMPISTRETON  A55GNED
won-wises o DaLLace ADMPISTRATION  ASSIGNED

B wondese g TRAINING PHASE FOR DALLACE ADMBISTRATON  ASSIGNED
wonwsm g TRAIN THE TRAMER: CREATING PUSCHASE REQUESTS FROM AIM - STOCK, NO-STOCK AND SERVICE ADMBMISTRATON  ASSIGNED
wonaness g (ORDERIG NON-STOCK M GO ADMINISTRATION  ASSIGNED
wonnes g ORDERNG STOCKIN GO

HOMMISTRATION  ASSIGNED

woz-o0s3 CHANGE THE STATUS OF A PHASE IN GO ADMMISTRATION  ASSIGNED

If in "Assigned Phases" click on the "Phase”
that you want to edit or update
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Create a Purchase Request from Stock/Review/Approval

2. While in the Phase, under Action in the left column menu, click on Purchase Request

AiM Phase weos @ o]

Created By JENNIFER DUFFY ON /202 205 P Stamus. NEw
Last Edied by JACOR SANDERS On 8/16/22 807 A

ok Onder WO23-0015
Budger 5000
Location
shop Estimated Start  Aug 2% 2022205 P Funding Method  Viork Grder
ADMINSTRATION EsimaiedEnd  Seps, 2022205 P Wosk Code Group
L WokCode  MEETAGS

Primary farson Acual st

Errs Ceserpoan
ctual End

shep stock Bequest Meihod
(it Prcety MEDAM Fercent Comgiete
Checkpoint Messuremenss
Cost Anabsis

L’ 7
Purchase Requests Lo Capital Project Contract Type
Uni Comts Asr
e emad
Survey Himory At Grovm

Component Group

lgizz Lo Failure Code
User Defned Feids
‘St Hiory
Relsted Documerss Template —

P Standands

inspecron

JENMIFER DUFFY Ne [ JENNIFER DUFFY Aug 29, 2022

3. Make note of the purchase request number

AiM Purchase Request wcos O cd

Can

[ER| ) [

= \

ot Log
User Defned Feics

R Y - .

Relared Documens

e e I e— - T

T OF NORTH D

roey

UND MAIN CAMPUS

PR
ADMIN, JENNY PROX Q

-
vty

Do Not Ny |

L= 107 a
PcaRD DeliverTs a
FACILITIES BULDING
sep tocston | Q
ADMINSTRATION Hatify When (oMt Natity
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Create a Purchase Request from Stock/Review/Approval

4. Put name, trade and the subject of your work (i.e. HVAC repair in McCannel) in the description box,
just under the purchase request number

AiM Purchase Request wos @ o4

save Cancel
L A— Lt it by JACOR SANDERS On 911622344 M St
s B Jacob Sanders - Administiation - Te3{
Mot Lag
————
o o 5000
[—
Wkt [ommE G L —) B )
[u— oawoa
ADMRLJENKY PROCUREMENT TESTING q) ] o
e y .
oy when (Do nar oty ] UND MAIN CaMPUS
Property 07 Q
Fesm Deliver To "75\'
snop o
e o
ACMSTRATON ety Dttty v

Line ems =

W e LineType Pury/Equipment  Descripte

5. Work order and Phase are already populated.

AiM Purchase Request

Save [
57— Lt e by JACOR SANDERS 9B AM S
R Jacob Sanders - Adminisuaton e
Notes Log
s Defied Felds y
stanusvasrory . .
Related Documments
Work Onder Date Neded = N T )
Requesed By ( al [~y g KOTA
Facizy
Fhase
Ny when (Do nonordy v UND MAN CamPUs
Pooey [ Q
e DelverTa ( a
FACLITES BURDING
hos ADMPSTRATON
oo | a
AOMBSTAATON atunen  (Conaneye]
Line ltems. mﬁ.

W Line LineType Furl/Equipment O
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Create a Purchase Request from Stock/Review/Approval

6. Click on date/time needed (must be a reasonable time, approximately 45 minutes)
AiM Purchase Request

1577 Last Edited by JACOS SANDERS On 9/16/22 #4a a0  Status

Click on "Date Needed"

Extra Dexcrigtion
Notes Log

Imwl: Sancers - Adminatration - Test

User Defined Felds

e - calendar to add in the date

Related Documerts

o — -

Hequecied By Q
ADMIN, JENNY PROCUREMENT TESTING

Faciity
Notity When o Pt oy w J
frcpery o Q
— = N

Locarion &
ADMINISTRATION oty When

6 ot oy v

Line Items E3s

W e LneType Pan/Lqupment  Deserpton

AIM Purchase Request weos @ “

N - T elp A ey |

£xtra Description
Notes Log
User Deined Felds

Jacab Sancers - AdmirzraIon - Tt " ‘

Soatig bessery

Relazed Documents

e e

fegion
facity
Phase
e q
sacumes suron
i toaten [ al

Click "Done" after selecting
our date and time =BT

Contractor AddessCode  UOM Quarny  UnitCost  Subtotal Stanus

Line items

W U e Type Pac/Equipment  Descrigtion

7. Click magnifying glass on requested by box and choose your name. This will fill in the requested by
box and the deliver to box (they can be different people)

AIM Purchase Request

meos @

EEN - Lo e by KON SANOEIS O G SR Sk

e
—
User Defined Fields
. Dmx Toeal P
S
e e o
Phase. s ql = -
Ny when Do rot Moty v | UND MAIN CAMPUS
ety 107 Q
e Deliver To. Q]
- - Loeation. I Cﬂ
Natify When (Dot oty
Line ltems -

W Line Line Tyme Part/Equipment

Quantity  Unit Cost
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AiM Shop Person

Cancel

0212244 MARK JOHNSON
0251285 LAURA THORESON
0262268 RHONDA SAXBERG
0358288 DIANE FUGLEBERG
0428107 JEANINE GARNER LAFOUNTAIN
0430190 JENNIFER DUFFY
0580693 SARAH QUANRUD
1120851 GRACE JACKSON
1199839 JACK CARLSON
8004670 MICHAEL NORD
8005236 MICHAEL PIEFER
8006052 MISTY BRUSTAD
8009074 MICHAEL KEELIN
8009771 DALLACE UNGER
JACOB SANDERS |

Select the person you want to assign

Create a Purchase Request from Stock/Review/Approval

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

8. In the first notify when box, put partial. This will let you know when some/all parts are issued

AiM Purchase Request

wcos @

3

[~ i

Eatra Description
Notes Log

User Dened Feds
oot ey

Relared Documenss

AiM Purchase Request

JACOR SANDERS - ADMINSTRATION - TEST

Work Order Wa2-001831 @

ADA JENNY PROCUSEMENT TESTNG

ne Type

Date Naeded o9 16, 00543 AN )

Requesed By [wwsw @)
acos sanoens
Oeler o

Moty When o o Ny

Last Edited by JACOS SANDERS On 0/16/22 %144 AM

st

Location

Exta Deseription
Nates Log
User Defined Fields

1577

JACOR SANDERS - ADMINSTRATION - TEST

Work Order WOR-001531 Q

ADMIN, JENNY PROCUREMENT TESTING

ne ltems

W e LineType Put/Equipment  Description

Dute Needed Sep 16 WD Bt AM

Requnsied By = a

hotfy When

L Ecined by JACOR SANDERS On 5/16/229:44 AN

Status

Toual

L

iy

Property

wew a
o Q]
UNVERSITY OF NORTH DAXOTA
UND M Q]
b saa caneus

omG

Mudress Code

Unit Cost

a0

pre———
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Create a Purchase Request from Stock/Review/Approval

9. Inthe second notify when box, put partial

AiM Purchase Request peoe @ O

Lo dted by JACOR $A0CERS On /2222 41240 Staus

per—— =
s Loy
Usr Defined s )
o Total saoo
—
e s 5tp 2z 0220013 AV Regien o =
o sasasds | a) UNERSITY OF NOATH BAKOTA
e Ex UND MAIN Q
P [ewn _____q
sty Winen (] UND AN CaMPUS
et 07 Q)
e Deliver To. QJ
FACLTES BULOMG
shop Jr—

a

!

f
§
§

Line hems =m

W e LineType Pari/Equipment

10. Region/Facility/Property will be populated already

AiM Purchase Request moe @ @

_ T Last Edned by JACOR SANDERS On 9/36/22 944 a0 Stanus

Eam Dexcipien JACOB SANDERS - ADMINISTRATION - TEST

hstes Log.
User Defined Felds

Sl ity Toul a0
Felated Documents

N v =

Reaueseaby [semss0 a)
7 Faclny
- ACOR SANDERS
003 Q Nty When [Farcal 3
Froparty
pcasD Oeler T o
shop aomisTRATON - -
sexton a

ADMINSTRATION Nty When [Complete  +]

ems

W lne LineType Fari/Equipment  Description
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Create a Purchase Request from Stock/Review/Approval

11. To add your line item:
a. Click the add box

AiM Purchase Request wos @ @
A (ACOR SANDERS - ACMINGTRATION - TEST
NotesLog
Use Defined Felds
Soatusbasory Teral 5100
Rulsted Dosuments
Requested iy [ a) UNERSITY OF NORTH DAKOTA
ADAAR, JNNY PROCUREMENT TESTING . -
2 [own—q
Fhase
Nty When ) F—
Frogersy o7 Q
DelverTa q)
n
o Locatin a
Hotify When [Conaiee_~)
Line Items == ]

Comracioe addessCode UOM Qunty  Unrcom  Subtowl Suns

W une uneType Pan/Equipment  Desergton

b. Click add stock part by warehouse, then click next

AiIM Add New Line ltem
Mext Cancel

Please Select

() Browse Catalogs

Stock Part by Warehouse |

log Part by Vendor
() Add Nonstock

(O) Add Eguipment Renta
() Add Inventory Kit
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Create a Purchase Request from Stock/Review/Approval

AiM Add New Line ltem [y

Please Select:
() Browse Catalogs
®) Add Stock Part by Warehouse
(C) Add Catalog Part by Vendor
(O Add service
() Add Non5tock Part
() Add Equipment Rental
() Add Inventory Kit

c. Use magnifying glass in red part box to find your part

AIM Line ltem e Y
Add ancel
- CTEzTE e Ly suts
o
oun JN
.
e m— v —
- . v .
A m—
- -
-
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Create a Purchase Request from Stock/Review/Approval

d. Search by part # or description, then click execute. Pick the part you want, it will auto
populate description, warehouse, part, and commodity. (Discuss using = vs contains in
search feature)

AiM Inventory Part Profile

Execute Reset

Part

Description

Class

Commodity

]
B
=
I We will type in "Air Filter" in the

description for the example

AiM Inventory Part Profile

N O
Description contains v lAirFiIter
Class [ v] [ ]
H(ﬁommm:lh:g.I [ v] [ ]
Item (- ~ |
uom 9 | )

Once you have a "Part Number" or
"description added click on "Execute"
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Create a Purchase Request from Stock/Review/Approval

AiM Inventory Part

m Search Show All Cancel

PartJ Description

11011 AIR FILTER 12 X 24 X 30 BAG 3P #709-123-300 )IT

11014 AR FILTER 16 X 25 X 1 FIBERGLASS MERY 5

11015 AR FILTER 16 ¥ 20 X 1 FIBERGLASS MERV 5

11017 AR FILTER 20 X 25 X 1 FIBERGLASS MERVY 5

1.1069 AIR FILTER 12 X 24 X 2 PLEATED MERV 8 WIRE BACK IT

1.1070 AlR FILTER 16 X 20 X 2 PLEATED MERV & WIRE BACK IT

1.1071 AIR FILTER 16 X 25 X 2 PLEATED MERV 8 WIRE BACK IT

1.1072 AlR FILTER 20 X 20 X 2 PLEATED MERV 8 WIRE BACK JIT

1.1073 AlR FILTER 20 X 25 X 1 PLEATED MERVY & WIRE BACK

1.1078 AR FILTER 12 X 25 X 1 PLEATED MERVY 8 WIRE BACK

1.1083 AIR FILTER 20 X 24 X 2 PLEATED MERV 8 WIRE BACK IT

1.1084 AlR FILTER 24 ¥ 24 X 2 PLEATED MERV & WIRE BACK JIT

1.1085 AIR FILTER 24 X 24 X 4 PLEATED MERV 8 WIRE BACK IT CI = k th 1] P I_t"
1.1087 AR FILTER 25 X 29 X 4 PLEATED MERV 8 WIRE BACK I'c On . e a
1.1098 AlR FILTER 20 X 25 X 2 PLEATED BACK|IT yOu re IOOkIng for by
1120112 BEDED 51PH129340 DEPLETE clicking the blue

PAG AIR FILTER 24X24X30 BAG 6P SBG24243096:20 h ype r I | N k h ere

AIR FILTER QUINCY FELT PAD 7296

1.1758 AIR FILTER 15 X 20 X 1 PLEATED MERV 8 WIRE BACK
1.1760 AlR FILTER 20 X 20 X 1 PLEATED MERV 8 WIRE BACK
1.1832 AlR FILTER 16 X 25 X 1 PLEATED MERV 8 WIRE BACK
1.2304 AlR FILTER 14 X 20 3PLY POLY PANEL JIT

1.2336 AR FILTER 6 X 41.5 ¥ 0.5 POLY W/BOTTLE CAP
1.2351 AlR FILTER 7.5 X 31 X 0.5 FIBERGLASS

1.2360 AlR FILTER 9 X 43 X 1 FIBERGLASS MERV 5
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Create a Purchase Request from Stock/Review/Approval

e. Putinthe quantity you want

AiM Line ltem weoe @ [

E3 Add Cancel
(=~ ]

2 Last Edined by JACDB SANDERS On 9/16/22 1118 AM  Purchase Requet 1578

Gl = i FATER GRUNCY FELT PAD 7396
a7 - 1
oo |

e -
e Quy /:l
=
commedy
12. Click done or add additional parts using blue “Add” button
AiM Line ltem JACOB [ ] [c 2

- 2 Last Eded by JACOB SANDERS On 9/16/22 1118 AM  Purchase Request 1578
Fn D AlR FITER QUINCY FELT PAD 7296
Ll Status I
Notss Log

- = —

UND CENTRAL We

Pt

o s Unie Cast 20000

13. At purchase request screen, change status to submit to warehouse

AIM Purchase Request S ) 3

P
sl [JACOB SANDERS - ADMINSTRATION - TEST
S To change a "Status” click on the
P— magnifying glass
UND Q

B
e e o
e —
Moty When Pl LHD I CAMAE
B =
- waton [ q
iy When [Compiene )
Line ltems

W Une LneType ParEqupment Destription [— Addwess Code  UOM

0O 2 sk 11550 AR FILTER QUINCY FELT PAD 7296 e 10000 520809 5202 Open

Revision Date: 10/2/2023



Create a Purchase Request from Stock/Review/Approval

AIM Purchase Request Status

nEw

B

CANCELED

SURMIT STOCK REQLEST TOWAREROUSE

FUSDTVISOR BDATW
LT DERTER BT AGST DIRECTOR REVIEW
DRECTOR REVIEW
REECTED
ST 10 BUVERFAC

SURMIT B0 UVER-SOC

SEEVICE ON-AL

STRVICE OM-PDC

SERVICE OFF-FAC

SERVICE P SERVICE DFF-PDC

CLOED LoD

14. Click save

AiM Purchase Request weos @ @

E—— Lo Bl by JACOR SANDERS 092 1029 AN SN [acmeaTreD =

ACOR SANDERS TEST

prop—
g

User Defined Fields
PR N o sa
Ftlated Documents

wode  [womar @ Date Mesdied Septe D 0B A B e
Requested By a)
ADHIN,JERNY PROCUREM c L«

Notry [ partal - UND MAN CAMPUS
=

FACLITIES BUILDING

n.canp el To [ q)

b
- Location

|

S |

W U UneType [T — comracton AddressCode  UOM Quantny  UntCom  subtotal Status

)2 s 11590 AR FITER QUINCY FELT PAD 7296 e toom 5200 5202 Open
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Create a Purchase Request for Non-Stock/Review/Approval

Create a Purchase Request for Non-Stock/Review/Approval

1. Atthe AiM WorkDesk, find the phase you want to purchase parts for.

vy
= e o T P Ty ] {T—TeT— T P 0 -
[ - e R g FRCR PSSR TN ™ T PR AT TN TR e A TR w
- e wT TP R PROCLERSN TR ] e AR wr
o 1 ke wilinee Lot el Tl e PRI PRI USTWTNT MR Al B ARSI P ST TR Lol almdted MR P w
g . Y s e SR P T TR BRI Rk P Y TR e [r e wr
Bl o4 8 mm
D W Fras T
b
e e e e ot ot e
R ] T e B P S T E b e w PR e
e ADA SNNY FRCCLURININST TETIRG E w AMRERATER
[rp— A e A s = e
8iM Phase pos @ B
C I - oo :
o B = Chntpe fe v
= pre—r—— ‘ b Type [mv)
Bl shoo suosrviser - NEW Phase
 weDM Grauping Jory ae_s_phs ~
Shoo Susrvior - P43 on Quder ® HiGH (s o s )
LOW
ihwe Sumerviser - SUFY BEVIEWED 5 ® EMERGENCY  SubGrouping
Shap Supenvisor - Assgned phases fagregation [cowv)

& @ wonsemn g AOMBISTAATION  ASSGNED
WORTH AW SUPER/LEAD TRAINING 42 AOMBISTRATION  ASSIGNED
WoB-WE3 6O PO ADMMISTRATION  ASSIGNED

@ wom-womsy  pm LOCAL GOODS HOMMISTRATION  ASSIGNED
woxose o baLLace AOMBISTRATION  ASSIGNED

@ Wo-0i5te i TRAINING PHASE FOR DALLACE ADMMISTRATION  ASSIGNED
WoB- o TRAIN THE TRAINER: CREATING PUBCHASE REQUESTS FROM AIM - STOCK, NON-STGCK AND SERVICE ADMBISTRATION  ASSIGNED
wou-nuss o ‘ORDERING HON-STOCK NGO ADMMISTRATION  ASSIGNED
wou-nuss o CHDERING STOCKIN GO

HOMMISTRATION  ASSIGNED

woz-o0s3 CHANGE THE STATUS OF A PHASE IN GO ADMMISTRATION  ASSIGNED

If in "Assigned Phases" click on the "Phase"
that you want to edit or update

Revision Date: 10/2/2023



Create a Purchase Request for Non-Stock/Review/Approval

2. While in the Phase, under Action in the left column menu, click on Purchase Request

AiM Phase weos @ o]

Created By JENNIFER DUFFY ON 8/Z0/Z2 205 /M Stamus new
Last Edied by JACOR SANDERS On 8/16/22 807 A

Wock Onder WwoRs01531
Budger 5000
Location
Dail Asionmen Srawe Shep Estimated Start  Aug 2% 2022205 P Funding Method  Viork Grder
&
ADMINSTRATION EsimaiedEnd  Seps, 2022205 P Wosk Code Group
L WokCode  MEETAGS
Primary farson Acual st
Errs Ceserpoan
- ctual End _—
Assessment Actty ] f— Percent Comgiete
Checkpoint Messuremenss
Cost Anabsis
5 Ty
Purchase Requests Lo Capital Project Contract Type
Uni Comts Asr
e emad
e At Grovm
Component Group
latsz Log Failure Code
User Defned Feids
‘St Hiory
Relsted Documerss Template Companant

DA Standards

Inspecrion

JENMIFER DUFFY Ne [ JENNIFER DUFFY Aug 29, 2022

3. Make note of the purchase request number

AiM Purchase Request wcos O cd

Lost chned by JACOR SANDERS ON 9/16/22 Fad M Status

—— - - .
S
e e I e— - T

Bequesied 8y a ERSITY OF NORTH DAKDTA
ADMIN, JENNY PROCUR Eaciiey a
i [weman Q]
- o
Hatsy o Mot Notlfy » NG MAIN CAMPLS
Rmeail 107 Q
Pcarp DeverTo @
5 SULONG
ADMMISTRATY
s oo | a
ADMIeSTRATION Hansfy When Do ot ity v
Line ltems Ty
W e Line Type [ T — [— AddresCode  UOM Quantty UmeCost Subdotal Statm
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Create a Purchase Request for Non-Stock/Review/Approval

4. Put name, trade and the subject of your work (i.e. HVAC repair in McCannel) in the description
box, just under the purchase request number

Note: If there will be shipping costs, put known or estimated shipping costs in the description also
(for example: “Shipping=$350” or “Estimated Shipping=$350"

AIM Purchase Request peos @ B

Save Cancol

52— T

Lo Jatob Sanders - Administration - Tes{
i
s
Says History Toral 5000
e
e e e— =
ACMRL NN PROCLREVENT TESTRG [ a k -
“ UND MAN
B - oo
oty When (Do et Nosdy ] UND MAN CAMPUS
Propeny W Qa
e 3
Shop. ADMNISTRATION toaaton [ Q
N T
Line ltems
Wi it P
AiM Purchase Request peos @ 2]
~n
[ — T
Lo Jacob Sanders - Administration - Tesq
s
s )
—
e e ——© ==

Requested By ( al [ UNIVERSITY OF NORTH DAKOTA

Frase

Nty e (Do matiosy ]
Propeny 10 Qa
PCARD DeliverTo ( Q)
FACILITIES BULDING
shop ADMINISTRADON
ot [ a
ADMINISTRATION Motify When (Do Not oty v

Line ltems.

W Line LineType Furl/Equipment O
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Create a Purchase Request for Non-Stock/Review/Approval

6. Click on date/time needed (date you really need the part for the job you’re doing)

AiM Purchase Request

Lo B oy JACOR SANDERS O3/ 162254 A0 Seansa

Extra Dexcrigtion

R— Iuwbs.m-;-Mmr-s:-mr-ru( Click on llDate Neededll
e ’ calendar to add in the date
T 1 s
e
Wk O — —— o
C—ry o
ity
e
Notify When i biot Moy v
Property. ;
pcan Delwer o a o Q Y
S Location o
- P
Line ltems Ea3s
Uetpe P Do —

AIM Purchase Request

meos @ <3

CE = Sedbieennel

Extra Descrption

Notes Log [N
User Defned Faids
‘Sz ey Toral sa00
Related Documents
WokOrder (oo Q Oute Needed

facity
Phase
Frosery
cumes sueom
£ Ban [ q

Click "Done" after selecting
our date and time [ Reroe | ]

Quarny  UniCost  Subtoul Stus

Line items

W U UeeType

7. Click magnifying glass on requested by box and choose your name. This will fill in the requested
by box and the deliver to box (they can be different people)

AiM Purchase Request wos @ @

ENN - [

Totsl a0

el e o

Requested By . a UNIVERSITY OF NGRTH DAKGTA
AOMIN JENNY PEOCUREMENT TESTING
Faciiy

Phase - el

Nty when (ometmarty v UMD WA CAMPUS
P s I ) T
Selnes T
4 FACILITES BULDING
- Location I ’11
Ny When o vion oy |
Line ltems -

W Line Line Tyme Part/Equipment ot Contonci o) Quantity  Unit Cost
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AiM Shop Person

Cancel

0212244 MARK JOHNSON
0251285 LAURA THORESON
0262268 RHONDA SAXBERG
0358288 DIANE FUGLEBERG
0428107 JEANINE GARNER LAFOUNTAIN
0430190 JENNIFER DUFFY
0580693 SARAH QUANRUD
1120851 GRACE JACKSON
1199839 JACK CARLSON
8004670 MICHAEL NORD
8005236 MICHAEL PIEFER
8006052 MISTY BRUSTAD
8009074 MICHAEL KEELIN
8009771 DALLACE UNGER
JACOB SANDERS |

8.

AiM Purchase Request

Select the person you want to assign

Create a Purchase Request for Non-Stock/Review/Approval

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

ADMINISTRATION

In the first notify when box, put partial. This will let you know when some/all parts are issued

wcos @

3

[~ i

Eatra Description
Notes Log

User Dened Feds
oot ey

Relared Documenss

AiM Purchase Request

JACOR SANDERS - ADMINSTRATION - TEST

Work Order Wa2-001831 @

ADA JENNY PROCUSEMENT TESTNG

ne Type

Date Naeded o9 16, 00543 AN )

Requesed By [wwsw @)
acos sanoens
Oeler o

Moty When o o Ny

Last Edited by JACOS SANDERS On 0/16/22 %144 AM

st

Location

Exta Deseription
Nates Log
User Defined Fields

JACOR SANDERS - ADMINSTRATION - TEST

Work Order WOR-001531 Q

ADMIN, JENNY PROCUREMENT TESTING

Prace o3 al

ne ltems

W e LineType Put/Equipment  Description

Dute Needed Sep 16 WD Bt AM

Requnsied By = a

hotfy When

L Ecined by JACOR SANDERS On 5/16/229:44 AN

Status

Toual

L

iy

Property

UND Q)
I s canteus

omG

Mudress Code

Unit Cost

a0

pre———
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Create a Purchase Request for Non-Stock/Review/Approval

9. Inthe second notify when box, put complete

AiM Purchase Request wcon @ cd

ol JACORS SAMDERS - ADMINSTRATION - TEST
—
User Defirad Fekds
‘Satus History. Totel 50.00
P
ot (R st - (w =
| [ —
o % UND MAIN Q)
) Froperty o7 Q
Pcaro DelnerTo [so0se0 Q)
o - -
Line tems [ | has ]
AiM Purchase Request wos @ -

5 A | Lt e by JACOR SANDERS On D162 940 A St — =

Exa Description ‘

MINSTRATION - TEST
Notes Log

User Defined Fields /
St israry Towal 000
Related Documants

ek [pomeern G Dete Nesded P IE TN ] s

B
= -
-

— -
e

Shop aten [ q)

Moufy When Complete

Line ltems

W Ure LneType Past/Equpment Destription Conmractor Addvess Code UOM Quantty  UnitCost  Subtetal Status

10. Region/Facility/Property will be populated already

AiM Purchase Request peos QO “

=1 : ona s [ T

Exra Description JAC08 SANDERS - ADMINSTRATION - TEST

hares Log
UsarDefind i 4

Status iy Totsl sam
Felsted Documents

N o T v o

Requasted By a)
Acaan, Jenny pRoCUR Faciiy
B SANCERS
Phase ) Q
oty When [ v)
Fropy
Celter o

Line ltems

W Une UneType PanyEquipment Quantny  UmnCom  Submomal Starus
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Create a Purchase Request for Non-Stock/Review/Approval

11. To add your line item:
a. Click the add box

AIM Purchase Request meoe @ 22

_

W Line Line Type Par/Equipment  Description

o Lo Eded by JACOS SUNDERS On /1622 123774 S
C=i0 JACOB SANDERS - ADMMISTRATION - TEST
Nanes Log
e Oefined Fekds y
5Bty Higtary Total 0w
Relsted Documents
WerkOrder  [woroosi Q) Ll J Regien uno Q
Requened by  a
AOMAN, JENY PROCUREMENT TESTRG L3
Fadiity
L oay ) e
Hatty when [Poa v
— Froperty
-ARD Delver T | Q‘
e
e Location a
Houfy when [Compens v
—
Line ftems Remove Add

b. Click add Nonstock part, then click next

AiM Add New Line ltem
Next Cancel

Please Select:
() Browse Catalogs
() Add Stock Part by Warehouse
() Add Catalog Part by Vendor
() Add Service
(@ Add MNon5tock Part

Equipment Renta

Inventory Kit
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Create a Purchase Request for Non-Stock/Review/Approval

AiM Add New Line ltem

Please Select:
() Browse Catalogs
() Add Stock Part by Warehouse
() Add Catalog Part by Vendor
() Add Service
(@ Add Nonstock Part
() Add Equipment Rental
() Add Inventory Kit

c. Inred description box, put a detailed description of the part (Model Number, ETC.)

AIM Line item pooa @ -

1 L1 NS0 by SR SRS CAR TR N P chuna Mg 7S
::”" Wodd §.ETC. ‘ e
= h . —— Z
- T \ m e —
_ =
. o
d. Type inyour vendor part number in red part box
AIM Line htee ik @
e
1 Lt Bibted by ACOR SHONT Dn A I IZTI IV Auchew Reguest %
R [Modd ».ETC J s =3
Comman Qa -t Doy :]
: =
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Create a Purchase Request for Non-Stock/Review/Approval

e. Use magnifying glass in UOM box to pick the unit of measure

AIM Line Item e @ B
El « Cancel
1 Las Edted by JACCR SANCERS On9/16/22 1238PM  Purchase Bequest 1579
Extea Desciption
Jocob Sanders - Adeinisration - Test —
eieg -
Retated Documents
Line Type =
e [ g & own —
uom
sdkdres Code a
o (M) Unit Cost
Clas
Commedity a Toul 5000

Revision Date: 10/2/2023



Create a Purchase Request for Non-Stock/Review/Approval

AiM Unit of Measure

Search Cancel

Description

E
=]
=
=

m
=
[

||"‘|
7]

|rn
I=

I3

|'u |'D o
E=] [ 'a]
=

5

L X
rm

LT

-]
=

5 |

[u]
]
=

[
I=
=

J
fes]
=

[y
L=
=

—
(==
L

)
=

=

m

[
£
7

[
42
|=

|-¢
=)

BAG
BOARD FEET
BOX

CAM

Select your "Unit
of Measurement"

A by clicking the

blue letters In the
POUND "UOM" Tab

PACK
PALLET

PAIR

PINT

QUART

ROLL

SET

SHEET
SQUARE FEET
SQUARE YARD
TON

YARD
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Create a Purchase Request for Non-Stock/Review/Approval

f. Type in your quantity in quantity box

AIM Line tem peos @ 2]
1 Last Edted by JACOR SANDERS On 9/16/22 1238 M Purchase et 1679
e
T
e T . —
S
e ()
e a) = qunery —
N | -
e - e —
Class.
— . - wor
1 Go
g. Type in unit cost in unit cost box
AIM Line ftem O TS
[ Done | Add Cancel
CEE I e e S e e el [SS ,
Bt
e R .
mmicg e s =
g
N Lne Type Wongiock v
e —Y - e
vom = a
Addess Code I_QI oot
o =) o E
o
O e -

recors [N -1 B3
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Create a Purchase Request for Non-Stock/Review/Approval

h. Click magnifying glass next to the contractor box to find the part supplier (contractor) if you

AiM Line Item weos @ 23
1 FETTe———— [
=ls JACOB SANDERS - ADMINISTRATION - TEST
. - " STer Status
s Log
e
N )]
— ” e ey —
Addres Code [ Q
Green (] it Cast 50
‘Commadity ql Total 50,00
record (D o1 (BB First Previous Next Last
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Create a Purchase Request for Non-Stock/Review/Approval

AiM Contractor

Contractor 1}

000000146
(00000151 AMERIPRIC RVICES INC
000000167 BISMARCK TRIEDWRPRIMNTING & PUBLISHING
(0000017 1 BRADY MARTZ & ASSE
000000172 BROWM & SAEMGER INC

(000000172 CAPITAL CITY RESTAURANT 5UP

(O00000182 CAPITAL TROPHY INC
(000000186 CEMNTRAL DOOR & HARDWARE INC
00000187 CEMNTRAL MECHAMICAL INC

(000000189 CHILLER S¥STEMS INC TO Sea rC h fO r a
O00000190 CITY AlR MECHAMICAL INC "CﬁntraCtG r"

(000000191 COLE PAPERS INC .
lick h
000000203 DACOTAH PAPER CO c Ic Sea rc
00000208 DESIGMER CARE COMPANY LTC
000000215 EDLIMNG ELECTRIC IMNC
000000218 ELECTRO WATCHMAM INC
000000219 ELECTROMIC COMMUNICATIONS INC
(000000221 EXPRESSWAY INN & SUITES - BISMARCEK
O00000225 FEDEX EXPRESS
000000226 FILTRATIOM SYSTEMS INC
00000227 FIRESIDE OFFICE SOLUTIONS - BISMARCK
000000229 F-M FORKLIFT SALES & SERVICE INC
000000230 EMERGY TECH 5YSTEMS INC
(00000251 FOOD SERVICES OF AMERICA
000000238 GRAYBAR
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Create a Purchase Request for Non-Stock/Review/Approval

AIM Contractor
[+ :
nmnvﬂw [cor ) [lammi ] ‘I
y
098 Code ER
Quaifed v [
Expication D E <) [ Bl

o o —;
sl N —
ot — : _— st “Bescrotion’ box
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Create a Purchase Request for Non-Stock/Review/Approval

AiM Contractor

m Search Show All Cancel

Contractor

Description

ACME TOOLS

Click the blue "Contractor Number" to
select the contractor

AiM Address Code

m Search Show All Cancel

Contractor - (000000238

Address Code |}

12237 COLLECTIONS CENTER DRIVE

12437 COLLECTIONS CENTER DRIVE

If "PRI" and "SUA" show, click
on "SUA". If "SUA" is not
available, click on "PRI"
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Create a Purchase Request for Non-Stock/Review/Approval

l. Add Related documents if you have them (Quotes, pictures, etc.), then click done

g g caad o B e o b e

— Then click "Done” when -
documents have been added —

[T — —1

mCJic-ic- here fo add - = -
documents

J. Click on User Defined Fields and add in details so the buyer has relevant information

AIM Purchase Request

= =
e
o
Sans Ftery Toral 5000
e
whose (e & orares e [ 8

AW SUPER/LEAD TRAINING #1
UND AR

H
i
H
H

|

AW SUPER/LEAD TRAINING #1 Dalivr o —

ISTRATY

ACMINISTRATON Nty when (Damatiiatly )

Line ltems

W e Line Type

O 1 Menswck 123856789 et [ ™ - 10000 Gren

AIM User Defined Fields

-

1637 " e ———— Lagt B by JACOR SANDERS On 1/21/22 10,05 AM

JACOR SANDERS - ADMPSTRATION - TEST ' -
Click "Done" after adding info

below
&

pomcof Coreat  flaced Sanciers

POC [mal Ascets e et sanderidund edo
Start Duce /2022

Cuwrnos 3 houd
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Create a Purchase Request for Non-Stock/Review/Approval

12. At purchase request screen, change status to SUBMIT TO BUYER-FAC (Trades/Transportation) or
SUBMIT TO BUYER-PDC (Planning Design and Construction). If the part cost exceeds your
spending limit, you must change the status to supervisor review, assistant director review, or

director review as appropriate and notify them via email with purchase request information;
Asset Works does not notify them.

AiM Purchase Request I

Save Cancel
e S
o o JACOS SANDERS - ADMINISTRATION - TEST . " " ) .
e Click on the "Status" magnifying
E—— glass to change the "Status . -
Related Documants
ke s et N g
Requesiad By [ a) UNIVERSITY OF NORTH DAKOTA
i G
o —
Netify When [Fartal v [ ry D caes
o . .
e (G

Line Items

W Line line Type

] 1 Menstock 123856789 JACOR SANDERS - ADMINSTRATION - TEST

AiM Purchase Request Status

El - Reunt Cancel

HEw
CANCELED
FURMIT STOCK SEQUIEST YD WAREAOUSE
SUPETVISCR RO
A5 DISECTOR BEIEW
DRECTOR REVIEW
HEECTED
SUBMT B0 BUYER-FAC
SURIT B0 BUYERSOC
SERVICE GRFAC

STRVICE OM-PDC

SERVICE OFF-FAC

SERVICE OFF-FDC

CLOsED

Revision Date: 10/2/2023



Create a Purchase Request for Non-Stock/Review/Approval

13. Click Save

mos @ o

AiM Purchase Request

Last E6Ted by JACOR SANDERS 0N 9/16/22 1237 P St SMTTORIVER G

579
¢ o JACOR SANDERS - ADMINISTRATION - TEST
Notes Log
User Defined Fiekds )
Status Higtary [y Toual 5150

Belated Decuments

Wekode  [omor Q) Ot eeded ERE TN | Regen o &

. a) UNIVERSITY OF MORTH DAKOTA
OMIN, JENNY PROCUREMENT TESTING L = ,
B UND M Ql

UND MAIN CAMPUS

Notfy When [Paral v
o
DeverTo [ a) ; -
ke Locaton al

Hormen [Compire )

Line ltems

Live Line Type
o W w0 summ 5150 Ogen

O 1 teasteck 123456789 JACOB SANDERS - ADMINISTRATION - TEST
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Create a Purchase Request for Service/Review/Approval

Create a Purchase Request for Service/Review/Approval

1. Inthe WorkDesk menu, click on the phase you’re working on

AIM Wik
——— -1
T —— -

W P Sl

W PR i

o ¥ v e

L o rd Orsie T mp— e
=TT T T e R R AT = T P
(R T SH BOR e PERSCR PRCUSEWEST THNTRS [ wor i OGRS HNTR e AT w
LB cPRE MO BHOF O PG PRCCLBNT TR T Hi B PUECR. PROCLSL W N TR L o] Lo LIl ] -
L LA e e PR PSRN TRAToSS B FBIn PSR TRETR o A TR w

g 2 oy weTiA SRR A RO T TTETRS SRR A RO T TTET R e [ -
0 — Pod o e L
Eree) Wik, A e
TR S U B e, LR 11 W e P
ADUA SNNY FECCLRININT TEETRD anin C ]
AiM Phase meos @ 23

) Y e :
E Expon Chart Type e
y CE—

7\

Shan Prsan - Pass on Ordes sub Type [Ec v
Bl shoo suosrviser - NEW Phase
e ® mepwm s -
st - ® HIGH o [Py ! )
Low
- S ® EMERGENCY  5ubGrouping
Shop Suoenvisor - Assgned Phases Mgpiion [cowrv)
shae Sunenqzor - Work Comalcte b
s

Deszription

# @ wonom g Prass 2 ADMBISTRATION  ASSIGNED
wonwTe g AW SUPER/LEAD TRAINING 42 ADMPISTRATION  ASSIGNED
wonwn GooDsFO AOMBISTRATION  ASSIGNED

B womosn w2 L0caL G00DS. AOMPISTRETON  A55GNED
won-wises o DaLLace ADMPISTRATION  ASSIGNED
B wondese g TRAINING PHASE FOR DALLACE ADMBISTRATON  ASSIGNED
wonwsm g TRAIN THE TRAMER: CREATING PUSCHASE REQUESTS FROM AIM - STOCK, NO-STOCK AND SERVICE ADMBMISTRATON  ASSIGNED
wonaness g (ORDERIG NON-STOCK M GO ADMINISTRATION  ASSIGNED
wonnes g ORDERNG STOCKIN GO ADMBISTRATION  ASSIGNED

w707 CHANGE THE STATUS OF A PHASE IN GO ADMMISTRATION  ASSIGNED

If in "Assigned Phases" click on the "Phase”
that you want to edit or update

= Al - Lok
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Create a Purchase Request for Service/Review/Approval

2. While in a Phase, under Action in the left column menu, click on Purchase Request

AiM Phase weos @ o]

Created By JENNIFER DUFFY ON /202 205 P Stamus. NEw
Last Edied by JACOR SANDERS On 8/16/22 807 A

ok Onder WO23-0015
Budger 5000
Location
shop Estimated Start  Aug 2% 2022205 P Funding Method  Viork Grder
ADMINSTRATION EsimaiedEnd  Seps, 2022205 P Wosk Code Group
L WokCode  MEETAGS

Primary farson Acual st

Errs Ceserpoan
ctual End

shep stock Bequest Meihod
(it Prcety MEDAM Fercent Comgiete
Checkpoint Messuremenss
Cost Anabsis

L’ 7
Purchase Requests Lo Capital Project Contract Type
Uni Comts Asr
e emad
Survey Himory At Grovm

Component Group

lgizz Lo Failure Code
User Defned Feids
‘St Hiory
Relsted Documerss Template —

P Standands

inspecron

JENMIFER DUFFY Ne [ JENNIFER DUFFY Aug 29, 2022

3. Make note of the purchase request number

AiM Purchase Request wcos O cd

Can

[ER| ) [

= \

ot Log
User Defned Feics

R Y - .

Relared Documens

e e I e— - T

T OF NORTH D

roey

UND MAIN CAMPUS

PR
ADMIN, JENNY PROX Q

-
vty

Do Not Ny |

L= 107 a
PcaRD DeliverTs a
FACILITIES BULDING
sep tocston | Q
ADMINSTRATION Hatify When (oMt Natity
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Create a Purchase Request for Service/Review/Approval

4. Put name, trade and the subject of your work (i.e. HVAC repair in McCannel) in the description box,
just under the purchase request number

Note: If there will be shipping costs, put known or estimated shipping costs in the description also
(for example: “Shipping=$350” or “Estimated Shipping=$350"

AIM Purchase Request peos @ B

Save Cancol

52— T

Exva Desciption
Notes Log
User Defined Felds

Jacob Sanders - Administiation - Te3{

St vistory Toual 5000

Related Documents

e fress 1§ R [ q)
DM, JENNY PROCUREMENT TESTING (== ( Q) [ UNIVERSITY OF NORTH DAKOTA
AV, SN FROCUREMENT TESTING L9 o -
“ UND MAIN
= [C— __\ —
oty e [Gonarorty v T —

Progery . a
ADMPISTRATON
hop tocsen [ Q
ADMINISTRATION Moty Whin (Do Mot oty v ]

Line [tems.

W e LineType Pury/Equipment  Descrigten

5. Work order and Phase are already populated.

AIM Purchase Request peos @ B

Jocoh Santers - Administratian - Tes{

Stanus vistory. P

[ — T —— P -

Requested By ( al [ UNIVERSITY OF NORTH DAKOTA

Frase

Nty e (Do matiosy ]
Propeny 10 Qa
PCARD DeliverTo ( Q)
FACILITIES BULDING
shop ADMINISTRADON
ot [ a
ADMINISTRATION Motify When (Do Not oty v

Line ltems.

W Line LineType Furl/Equipment O
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Create a Purchase Request for Service/Review/Approval

6. Click on date/time needed (when you need the service by)

AiM Purchase Request

Lo B oy JACOR SANDERS O3/ 162254 A0 Seansa

Extra Dexcrigtion

Notstog I' o Click on "Date Needed"
e calendar to add in the date
T . s
e
Wark Order TQ Date Needed FRegion
C—ry o
ity
e
Notify When i biot Moy v
Property. ;
pcan Delwer o a o Q Y
S Location o
- P
Line ltems Ea3s
Uetpe P Do —

AIM Purchase Request

meos @ <3

-
CE = Sedbieennel
e
Notes Log [N
Saana pary et ki
ey

Work Order wo2-001531 Q) e Meeied

facity
Phase
Propeny
cumes sueom
£ Ban [ q

Click "Done" after selecting
our date and time [ Reroe | ]

Quarny  UniCost  Subtoul Stus

Line items

W U UeeType

7. Click magnifying glass on requested by box and choose your name. This will fill in the requested by
box and the deliver to box (they can be different people)
a. Enter EMPLID if known

AIM Purchase Request

meos @

e e [
===
Jacab Sanders - Adminizration - Test
p
User Defined Fislds
Sans Hetory Toeal o
e
T = sev oo
FRequested By UNIVERSITY OF NORTH DAXOTA
- —UND MAIN
Phase = e E—
e
Property 107 Q
»cas0 Bl Ta a)
=
= taton [ a
Nty When (Ba st bty ]
Line ltems = 5

W Line Line Type Part/Equipment  Description

Quantny  Unit Cast
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Create a Purchase Request for Service/Review/Approval

AiM Shop Person

Shop Person I Last Name Shop
0212244 MARK JOHNSOM ADMINISTRATION
0251285 LAURA THORESON ADMINISTRATION
0262268 RHONDA SAXBERG ADMINISTRATION
0358288 DIANE FUGLEBERG ADMINISTRATION
0428107 JEANINE GARNER LAFOUNTAIN ADMINISTRATION
0430190 JENNIFER DUFFY ADMINISTRATION
0580693 SARAH QUANRUD ADMINISTRATION
1120851 GRACE JACKSON ADMINISTRATION
1199839 JACK CARLSON ADMINISTRATION
8002670 MICHAEL NORD ADMINISTRATION
8005236 MICHAEL PIEPER ADMINISTRATION
B006052 MISTY BRUSTAD ADMINISTRATION
B009074 MICHAEL KEELIN ADMINISTRATION
8009771 DALLACE UNGER ADMINISTRATION
Jacos SANDERS | ADMINISTRATION

Select the person you want to assign

8. Inthe first and second notify when boxes, put “Do Not Notify.”

. — TmmEmmmenRme = = l
[y — y

s p————
-
- e o
(OO - "
— e

——— b e m g (== 3)

e [ ME—
+ o -

1 i
a
S =— T

- a

e -

9. Region/Facility/Property will be populated already

AiM Purchase Request moe @ @

Last Edlted by JACOB SANDERS On 8/16/22 344 A0 Status

Status oy Torsl a0

werkoder  [oz i pe s o
o [wmm @)
Fadility
ancers
Phase 003
oty when [
Property
oo i [wwwa)
. owion a
N |

Pary/Equipment  Description
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Create a Purchase Request for Service/Review/Approval

10. To add your line item:
a. Click the add box

AiM Purchase Request weos @ 24

O — Lost Bt by JACOB SANDERS On 9116/ 22304 AM  5Ths Vew o
Eo e JACOB SANDERS - ADMINGTRATION - TEST
NotesLeg
U Defined Feks 4
P Toul 5000
eloted Documents
Work Ondar WOB-M1531 Q Datm beaded __ 16 2020908 0 Region UND Q
, R, T UNNERSITY GF MORTH DAKOTA
ADMIN, JENNY PROCUREMENT TESTING
E— Faciny UND M a
= - —
sy UMD MAIN CAMPUS
Propery 07 Q
PcarD DelnerTs
snop
ocaton | a
ADMINISTRATION Moy
—
Line Items [ Add

W Une UneType

b. Click add Service, then click next

Mext Cancel

Please Select

(") Add Mon5tock Part
() Add Equipment Rental

() Add Inventory Kit

AiM Add New Line ltem

Please Select:
() Browse Catalogs
() Add Stock Part by Warehouse
(O) Add Catalog Part by Vendor
@ Add Service
(") Add Non5tock Part
() Add Equipment Rental
() Add Inventory Kit
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Create a Purchase Request for Service/Review/Approval

¢. Inred description box, put a detailed description of the service information needed, along
with building and room number, as this information will be transferred to the purchase order;

attach quote in related documents on purchase request main screen
AIM Line Item

E
g

Cancel

Last Edited by JACOB SANDERS O 9/16/22 1030 AM  Purchase Request 1578

b

Line Type Senvice

Exira Desaription

Nates Log
Belated Documents

Comrcior [ a) Quarnzy

addwsiCode a

i Cast

d. In contractor box, click magnifying glass to pick the contractor providing the service

AiM Line ltem peon @ cd

Last Eded by JACOR SANDERS On 3/16/22 1030 A Purchase Request 1579

Quansiy

Addesscode [ q

Ui Cost

Revision Date: 10/2/2023
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Create a Purchase Request for Service/Review/Approval

If you need to search for them, click the blue search button and put their name in the description
box (describe using the = vs contains operator), then click execute. Choose your contractor when
they come up and the information will populate the line-item screen

AiM Contractor

Contractor 4

0000000146

0000000151 AMERIPRIDE SERVICES INC

0000000167 BISMARCK TRIBUNE PRINTING & PUBLISHING
0000000171 BRADY MARTZ & ASSOCIATES PC
0000000172 BROWM & SAENGER INC

0000000179 CAPITAL CITY RESTALIRANT SUPPLY INC
0000000182 CAPITAL TROPHY INC

(000000186 CENTRAL DOOR & HARDWARE INC
0000000187 CEMTRAL MECHAMICAL INC
(000000189 CHILLER SYSTEMS INC

0000000130 CITY AIR MECHAMICAL INC

0000000191 COLE PAPERS INC

(000000203 DACOTAH PAPER CO

0000000208 DESIGMER CARE COMPANY LTD
0000000215 EDLING ELECTRIC INC

0000000218 ELECTRO WATCHMAN INC

0000000219 ELECTRONIC COMMUNICATIONS INC
0000000221 EXPRESSWAY INM & SUITES - BISMARCK
0000000225 FEDEX EXPRESS

0000000226 FILTRATIOMN SYSTEMS INC

0000000227 FIRESIDE OFFICE SOLUTIONS - BISMARCK
0000000229 F-M FORKLIFT SALES & SERVICE INC
0000000230 EMERGY TECH SYSTEMS INC
0000000231 FCOOD SERVICES OF AMERICA
0000000238 GRAYBAR
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Create a Purchase Request for Service/Review/Approval

AIM Contractor

ype contractors
name in the
"Description" box

sdez S
o = |
s - v qJ
20 code E 9 C
Phone. v ]
e 9 C )
Specialties

Operatar
Specaly - v q
Quaified = v v
Erimane . YJ[C =
RevewDace E Y[ _ ®m

Certfication Number

E

MBE/EE - vl qJ
Reference = v
AiM Contractor

Select the Contractor Number by clicking on the blue
— numbers in the "Contractor” tab
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Create a Purchase Request for Service/Review/Approval

Select SUA if available, if not select PRI

AiM Address Code

m Search Show All Cancel

Contractor - 0000000238

Address Code I} Address 1
PEI 12437 COLLECTIONS CEMTER DRIVE
SLA 12437 COLLECTIONS CEMTER DRIVE

If "PRI" and "SUA" show, click
on "SUA". If "SUA" is not
available, click on "PRI"

AiM Line ltem . e
=l ~ Cance

1 O

pp—

erestog

s Cont

—)

1
Auto filled in the = —
Contractor information

56208-3720

Revision Date: 10/2/2023



Create a Purchase Request for Service/Review/Approval

e. Leave the Quantity box and unit cost box blank. Enter the total cost in the total box.

Note: If you are doing recurring services, type the number of months in the quantity box (like
elevators), amount per month in the Unit Cost box, and total cost in the total box.

AiM Line ltem \ weos O -
Eatra Descrption JACOB SANDERS - ADMINISTRATION - TEST
i -' .
B
. 5 - q
Address Code s Q
* o - ‘
o

f. Type the total cost in the total box

AiM Line ltem N
2 P
Exwa Description
ET status r 1
Notes Log =
Related Documents P
Line Type Senvice
Contractor TRy Quantity
ACMETOOLS
Address Code
Unit Cost o
PO BOX 13720
GRAND FORKS

Total

/ =
[
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Create a Purchase Request for Service/Review/Approval

11. Click “Done”

AiM Line ltem peos @ B

Cancel
- 1 Last Eded by JACOR SANDERS On 9/16/22 1030 AM  Purchase Request 178
s Descrgen

1AC08 SANDERS - ADNARSTRATION - TEST -
ores Lag on
elared Documents )

Lne Tge Servee
N ] Quaniny 0
AcuE ToOLS

P Y,

Unit Cost 00 )
PO BOK 13720

GRAND FORKS

SE2083720

12. Add Notes or related documents if applicable

AiM Purchase Request weos @ (]

Lot Ened by JACO8 SANDERS On 9/21/22 4057 Semnus e a

e

Add Notes or Related documents here

.
S ——
Requested By __«a s A
-
03 3 —
Nafy When [Do vt oy v
Propcny; 107 Q
ron oevere [ —
— . z
e s [ | ]

W e UneType ParyEquipment o Quantty  UnitCost  Subtotal Staus

[0 1 MenStock 123456788 TESTALE 0000000146 o G 10000 Osen
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Create a Purchase Request for Service/Review/Approval

13. In the user defined field screen, fill in the point of contact, POC email address, start date and
duration. (How long it takes them to do the job). If you don’t fill out the user defined fields, your
request will be returned. Then click “Done”.

AIM Purchase Request

wos O c3
Save Cancel
List Edted by JACOR SANDERS On 10522 1051 A Status nw Q
Fest ‘
Toul 5000
i (EEEEa o A 3
Requested By e
RILEAD TRANING 1 =
Phase UND WA RS
Nty When Do ot ity
Propersy 07 Q
i #1 Delver To a
FACLITIES BUILDIN
shop
Location 01 a
Neouty When (Do Mot ey v | AFF OFFICE
Line ltems E3ZE

W Line Line Type

O 1 Measwck 123456789 TEST

AIM User Defined Fields

R
1637

JACOR SANDERS - ADMINISTRATION - TEST

Last Edited by JACOS SANDERS On $/21/22 10.04 AM

After entering information
below, click "Done"

Point of Contact Jacob Sanders

POC Email Address |iacob sanders@und edu

Start Date 9/21/2022

Duration Thou|

14. At purchase request screen, change status to service on or service off for your area i.e., for
trades/transportation it would be SERVICE ON-FAC or SERVICE OFF-FAC. For planning design and
construction, it would be SERVICE ON-PDC or SERVICE OFF-PDC. If the service cost exceeds your
spending limit, you must change the status to supervisor review, assistant director review, or

director review as appropriate and notify them via email with purchase request information; Asset
Works does not notify them.

AIM Purchase Request

moos @ -
E— ]
O By ACOR SANDERS - ADMINSTRATION - TEST
e | \ To change the "Status” click on the
- magnifying glass ol fuo

Seauened by a

ey e ) u

e
W, 3

=
Q
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Create a Purchase Request for Service/Review/Approval

AIM Purchase Request Status

BN NEW
CANCELED

SURMIT STOCK BEQUEST T0 WRREHCOUSE
FUSITISCR FOATW

ST DAREITIONR VA

HRECTON REVIEN

BEECTED

SusbidiT B0 BT

SUBIT B0 BUVER-SOC

SERVICE CN-FAL

SERVICE OM-FOC

SERVICE OFF-FAC

SERVICE D SERVICE DFF-PDC

CLOED LoD

15. Click “Save”

AIM Purchase Request weos @ o3

1578 ListEdted by JACOR SANDERS On /1622 1029AM  Seatus o a
==
Frm e JACOR SANDERS - ADMINSTRATION - TEST
p——
s )
—— - .
FRlated Documents
Wik Crdier wonwE G Dtz Needed Sep 16, 2022 10,9 AM BB Fegen uno Q
fequested by a UNNERSITY F NORTH DAXOTA
o UND MAIN a
e C R
oty When el | UND MAIN CAMPUS
— oy
P-CARD Detover To. Q)
-
- — a
Natify When Complete |

O 1 seowe JACOR SANDERS - ADMINSTRATION - TEST 0000000736 o 100 510000 5100 Open

Revision Date: 10/2/2023



Create a Purchase Request for Local Purchase/Review/Approval

Create a Purchase Request for Local Purchase/Review/Approval

1. While in a Phase, under Action in the left column menu, click on Purchase Request

AiM Phase o o

Creeted By KERRIEPELTIER On S/28/22 8- A st rew
Las Ected by KERRIE PELTIER O 9/28/22 9:15 b
wokOds WO
Budget 5000
b tecanin
STAFF ORFCE
Estimated Start Sep 24, 2022 91 AN Funding Method  Property
Estimated End Ocr 5, 2002 814 AM WINERLEL )
woek Cocie iseECTON
acul St
Exta Descrption
actusl End
oo Senn s
e Pricerty. MEDILM Percent Compiete
asasment Actiity
Checkpoint Messuremens -
Copeal roect Cantact
Cost Analysis: Type pial Proge Tyoe
Purchase Requests amer
Unie Cones
Sent tmal Auze Growe
Companent Group
survey Hstory Falre Code
otes Log
Ui Defined e
‘S oy Tempiste Companent
Pl en PM Standands
Inspection

Shop Person

Shep Fersan

2. Make note of the purchase order number

AIM Purchase Request

Save Cancel
[=a| e | =
== ‘
—
e
e _ .
e
o A — I - a—
Requested By ( q NIVERSITY OF NORTH DAKOTA
s
- _
Moty When (Do ot Nty
o) —
ot (—
= Location
T
iy (Donathodly ] —
Lne s Come 1 v ]
W Une Line Type Part/Equipment Descrighion Comraciod Address Code voMm 0 Stans

3. Put “LP —Hold”, name and trade, along with the subject (For example: “HVAC work in McCannel”) in
the description box, just under the purchase request number

AiM Purchase Request wos O

O - o Ao DRSO ST [ =

pmgsaE LF-Hold nae s 30
Noies Log
User Defines Fekds
St Histare Tous oo
Related Documents
o N w— e
I Regquested By ( ql UNIVERSITY OF NORTH DAKOTA

-
Notify When (o Nt oty v
==
ADMBETRATION oty Wher Do ot atdy v | B

B Une LineType Part/Equipment  Deseription
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Create a Purchase Request for Local Purchase/Review/Approval

4. Work order and Phase are already populated.

AIM Purchase Request pcos @ 23

(s ] Last Edited by JACOS SANDERS On 10/6/229- 1AM Status

Cobeiin Lok, name and wade
NotesLog
Uses Defined Feds
sty Hisory Toul o
Related Dozuements
o - - g
— b a UMIVERSITY ©F HORTH CAKDTA
E=g) UND MAIN Q
oh
ol UMD MAI CAMPUS

natywbes  (Comn Y]

5. Click on date/time needed (since you will be picking up your parts, the date/time just needs to be a
couple of hours from the time you are entering). Click done when you have the date/time picked.

AiM Purchase Request o @ @

e ] oy JACS SANDERS O OB TIAM St [ e

b o name snd sde
NotesLeg
Use Defined Felds
Saatua bz Tous 000
elsced Documents
Wark Quder PR — Fegen
Sequessed By VERSITY OF NORTH DAKOTA
( g "
=
ocify When (Do et hovy v
W SUPER/LEAD TRAININ I:;”' 107 Q,
T — Deerto — q
Shen ADMNSTRATION
locston (737 a
ADMINSTRATION Noty When o Nt oty |
T [henove | Add |
W tne UneType . I—— T ——
AIM Purchase Request wos @ @
Save Cancel

e

;i;'fm, . [ ‘ First select your "Date
and Time" ,,,,. —

— -
Sequested by
UPERILEAD TRANNG #1 S ~ Faclty
Phase 5 1
Nooty When o s
3 1 Property
1 a3 o v 2
shap . o
o »n s tocaton
Nooy then
]z o
7 e (Y

Line items.

W e UneType

Then click "Done"
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Create a Purchase Request for Local Purchase/Review/Approval

6. Click magnifying glass on requested by box and choose your name. This will fill in the requested by
box and the deliver to box (they can be different people)

AiM Purchase Request moe @ 0 &
= Last Echted by JACOR SANDERS On 10//22 811 AM  Status EW a
s LP-Hald, fame and trade
o
-
Statys Higtory. Toral 5000
B——

WokOrder  [woaoie Q) Onen basded [oct 08, 2022 08:14 4] ) Faglon UND Q,

AN SLPERILEAD TRAN Facly
— =
-

Q

Haty When Dt oty v

W une LneType Pary/tquipment

AiM Shop Person

m Search Cancel

Shop Person I} First Mame Last Name
0212244 MARK JOHMSON
0251285 LAURA THORESOMN
0262268 RHONDA SAXBERG
0358288 CIAME FUGLEBERG
0428107 JEAMIMNE GARMER LAFCUNTAIN
0440190 JENMIFER DUFFY
0580693 SARAH QUANRUD
1120851 GRACE JACKSON
1199839 JACK CARLSON
BO04670 MICHAEL NORD
BOD5236 MICHAEL PIEPER
BOOGE0S2 MISTY BRUSTAD
BOD9074 MICHAEL KEELIMN
BODATT1 DALLACE UMNGER
JACOB SAMDERS
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Create a Purchase Request for Local Purchase/Review/Approval

7. Inthe first and second notify when boxes, pick “do not notify”. (Already the default selection)

AiM Purchase Request

peos @ cd

Lt Eclied by JACOB SANDERS On W/&/25:11AM  STatus.

LF-HOLD, NAME AND TRADE

koo [T e o

Bequested By 8070580 Q
W SUPER/LEAD TRAINING #1

= ~
—
LEAD TRAINNG #1 Debver 8010580 Q
Shop ADMMISTRATION Location
ACMINSTRATION Moy Whien
Line ltems

W ime Line Type Pary/Equipment  Description

Quartity  Unit Cost

8. In the status box, leave the status as new. Since you will be picking up your own parts, this will not
need to go to the buyer.

AiM Purchase Request

peos @ cd

Lt Eclied by JACOB SANDERS On W/&/25:11AM  STatus.

e a
r—— TF-HOLD, NAME AND TRADE
s Log
User Defined Feds
- Tousl o
elted Documenss |ECR—-
Work Order WonwTE G Date Needed [Caemzsm_m) o

Bequested By e UNIVERSITY OF NORTH DAXOTA
W SUPER/LEAD TRAINING #1

S
g

ACOR SANOERS

i

Hoty When (D o ity =] [P —
o
BT soms80 [}
ADMITRATION FACILITIES SUILDING
Shao. ADuNETRTION o .

tocation 37

2]

AcMsTRATON Rty e

Line ltems

W ime Line Type Pary/Equipment  Description

Quatiy  UmtCos  Subtotal Status

9. Region/Facility/Property will be populated already

peos @ -

AIM Purchase Request

Lase Ecdted by JACOB SANDERS On /6722 811 AM

L-HOLD, NAME AND TRADE

Satus

T
¥
4
g

wiow (i G oo -

Tl (w0580 ql UNIVERSITY OF NORTH DAKTA
AW SUPER/LEAD TRAINIG

Faciiy
ACOR SANDERS
e sy unen
Don
Prepery
W SUPER/LEAD TRAINING # DelverTo [owsw @)
lwsw Q) FACILIIES SULOING
shoo. apyeusTRATON aco
Jacor wawn [ )
omnesTRATION Notty When Do ot oty

Quantiy  UntCom  Sublotsl Stetus

W e Line Type Part/Equipment  Descrigtion
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Create a Purchase Request for Local Purchase/Review/Approval

10. To add your line item:
a. Click the blue add box on the right side of the screen

AiM Purchase Request o 23

Jacos

[ — by s | [

S LP-HOLD, NAME AND TRADE
s
User Dafined Fulgs
et Hatery Total sa0
e
B T B3 T S
W SUPER/LEAD TRARING #1 Bauested By w080 q) INIVERSITY OF NOATH DAKOTA
» CET—
M = - (Do Mot Moty | P ——
Natty hen Do ot Mty | NG WA CAMPUS
roy [ =
oo —
= -
Nty Wihen Do it iy I
—_—
Line ltems Remaove I Add

W e UeeType Pan/Equipment  Descr " o) Quantny  UnitCost

Subtoral status

b. Click on add Nonstock part, then click next

AiM Add New Line ltem
Mext Cancel

Please Select:

() Browse Catalogs
() Add Stock Part by Warshouse
() Add Catalog Part by Vendor
() Add Service
dd NenStock Part
Equipment Rental

) nventary Kit

AiM Add New Line Item

Please Select

() Browse Catalogs

() Add Stock Part by Warehouse
() Add Catalog Part by Vendor
() Add Service

(@ Add Nonstock Part

() Add Equipment Rental

() Add Inventory Kit
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Create a Purchase Request for Local Purchase/Review/Approval

c. For the following boxes, you can type in accurate info if you have it, or simply type ina “1” in
the box, since you will be editing this purchase request when you return with part(s)
i. Inred description box, put the description of the partora 1

AIM Line ltem

=l <~ Cancel

mos @ -

Last Edied by JACOR SANDERS On 0/6/229.30AM  Purchase fequest 1945

= -
=7
TE ,
Line Type NonStock v
=== g e — = —
N —
—
. . =

ii. Type inyour vendor part number in red part box if you have it or just type ina 1

AIM Line ltem weoe @ o2

=
!E
IE
&

Last Eined by JACOR SANDERS O 10/6/22 930 AM  Purchase Reguest 1945

=== -
Wetes Log - e Open v
e
Lo Type [Nomstock v
I —
. &
Geeen (Mo v Unit Cost [
— . = o
iii. Use magnifying glass in UOM box to pick the unit of measure
AIM Line item peoe @ o3
m Add Cancel
=== —
Netes Log - s Doen
e
Lo Type [Nomstock ¥
oM o
. &
- - ,
. . = =
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Create a Purchase Request for Local Purchase/Review/Approval

AiM Unit of Measure

Search Cancel

[l
e
[

m

I

o

B |

sox o Select your

CAN IIUOMII

FoOOT

iv. Type in your quantity in quantity box or just use a 1 if you don’t know how many

you will get
AiM Line ftem meos @ o
=m -~ .
1 Last Eckted by JACOB SANDERS On 0/6/229.30AM  Purchase fequest 1945
—L— TEST PRRT Sann
-
S, )
v (o \
e g = = —
o
e
= s |
Commodty | a oul a0
v. Type in unit cost in unit cost box if you know it or typeina 1
AiM Line Item peos @ -
[ Dore | Add Cancel
EXE e — Y ..
L TEST PABT
romstog s
e ]
Line Type [Nonsiock « |
o [ 3 N - — sty —
Address Code I QI o
=
Commodsy [ ql oW 5000
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Create a Purchase Request for Local Purchase/Review/Approval

d. Click magnifying glass next to the contractor box to find the part supplier (contractor) if you
know it. You may need to click the blue search box while in the contractor screen to search
for your contractor’s name in the description box

AiM Line ltem peos @ o
El « Cancel
. - [E— s
[RE—
TEsToRAT searus =
Notestog [ceer ]
felted Documents

Line Type [Nanstock v

G [ e = —
vow
e [ g) —

it cost [

Graen o v

Cinss

AiM Contractor

m Search Cancel

Contractor Deescription

ACME TOOLS

0000000151

0000000167 BISMARCK TRIBUME PRIMTIMNG & PUBLISHING
0000000171 BRADY MARTZ & ASSOCIATES PC
0000000172 BROWN & SAENGER INC

0000000179 CAPITAL CITY RESTAURANT SUPPLY INC
0000000182 CAPITAL TROPHY IMNC

0000000186 CENTRAL DOOR & HARDWARE INC
0000000187 CENTRAL MECHAMNICAL INC
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Create a Purchase Request for Local Purchase/Review/Approval

AiM Contractor

Contractor I

0000000146 ACME TOOLS

0000000151 AMERIPRIDE SERVICES INC I f yo u n eed to
0000000167 BISMARCK TRIBUNE PRINTING & PUBLISHING ﬁ n d a

0000000171 BRADY MARTZ & ASSOCIATES PC C t t h -t
0000000172 BROWN & SAENGER INC ontractor ’ I
0000000179 CAPITAL CITY RESTAURANT SUPPLY INC " S earc h u
0000000182 CAPITAL TROPHY INC
0000000186 CENTRAL DOOR & HARDWARE INC
0000000187 CENTRAL MECHANICAL INC

AiM Contractor T ne Contractor

Contractor

| P
Description COontaing |
H 1099 Code = ~ Q

Qualified

n
<
<

&3
()

Expiration Date

Address Code

AiM Contractor

Contractor = o
-

Description contains lﬁcmd
b
H 1099 Code = ~ Q
Qualified [ = w ] [ - ]
Expiration Date [ B v] [ =] l

Address Code
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Create a Purchase Request for Local Purchase/Review/Approval

AiM Contractor

m Search Show All

Contractor Description

0000000482 ACME ELECTRIC TOOL CRIE OF THE NORTH Con rac Or In 0

select that contractor

i. Note: when you pick the blue link to your contractor, an address code screen may
come up. If available, “SUA” must be your first choice, if that isn’t available, choose
IIPRIII

AiM Address Code

m Search Show All Cancel

Contractor ; 0000000238

Address Code 1}

PRI 12437 COLLECTIONS CEMTER DRIVE

58 12437 COLLECTIONS CENTER DRIVE

If "PRI" and "SUA" show, click
on "SUA". If "SUA" is not
available, click on "PRI"

11. Click done.

AiM Line Item wmeon @ c]
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Create a Purchase Request for Local Purchase/Review/Approval

12. At purchase request screen, the status needs to remain as “New”, since you will be going to purchase
your parts, then come back to edit this purchase request with what you actually bought.

AiM Purchase Request P

Lo St by JACOR SANDERS On 106722311 A SEatus
Extra Descry LP-HOLD, NAME SHD TRADE

Notes Log

User Defned Fekds

P—

Totsl s
fefsted Documents

LEERD WoX- 1T Q e [octs mu s aM @) Region

Feueited By [sowsa0 LY

Mty When Do Not Notify «

W SUPER/LEAD TRAIING #1

Delver T 8010580 a

ApMNISTRATION

shop ApMmsTRETGN

ADMINISTAATION Haufy When

Line items

B une uneTpe FarEpme Duscrpion

uncon  subtowl St

0 1 Nenstock w TESTRRT 0000000126 &l G oo 515000 150 Open

13. Click Save

AiM Purchase Request

peoe @ O

T

Extsa Decciption

LP-HOLD, NAME AHD TRADE
Notes Log

s Deoe e
st ~ o
i

el o N e

Bequested By 8070580 Q
AW SUPER/LEAD TRAINING #1

Faility
ACOR SANOERS

] ———— UND MAIN CAMPUS
Housy When Do it oty UND WA CAMPUS
Fopery (37 Q
et sowsan Q
! FACHITIES SULON
shop
locwton  [137 3
oty When
STarF OFFCE
Line ftems

B une uneTpe FarEpme Duscrpion

0 1 Nenstock w TESTRRT
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Create a Purchase Request for Local Purchase/Review/Approval

Shop person goes to the local vendor to purchase items needed. DO NOT BACKORDER ANYTHING WHEN
PICKING OUT YOUR PARTS AT SUPPLIER. You would need to return to UND to order the parts they didn’t
have by doing a purchase for non-stock part. Before leaving the business, provide them with the purchase
request number you created, preceded by the letter “A”. For example, if your purchase request number you
just created was 1915, you should give the vendor /business purchase request number A1915. This is what
will tell accounts payable this was a local purchase.

When you return from your purchase with the parts:

14. In AIM, find the work order phase you ordered the part under and click on it

E e ||
B il s e -
W PR sl ik ! AT O RN ki Nwpaid | L Wi AULCKID P
[ Abinh Bt W PR ]
- I =
e

- -
[ETEEE
- Low

Feerin i e e prir S
= PrEEr—— HEE N e PR T e ar e T T— =
o & WM PR 0 FRACR 0 BIDRDRT MINTR B i P BDRT TN TR o AR TRAT
U AT THOF R PRSI (1T 3 B U SR PR W T B L AT R w
wiinia w21 AN e e BACR PO BT T T B FEACR PO BT TRl e AlmiLA T
L BT RS A PRSI MRk L Y TR E AR E
1 ¥ Mo L
D W PR TLHa
IR
e e Wkt P e ol =
LT T o L B e, LB 11 Sy T = L] Al
Sl A BN FRCCLAIMINS TETIRG au w R 0, 3833 1008 P ACMBETRATCH
%M Phase mos @ B

) R - oA :
Expon = ChanTye (e ]
oy ‘ c

Sha Persan - Parts on Order SubType [Bev)
Shop Supsrvsse - NEW Phase |
@ MEDIUM Grauping Friory lse_p_phu_e] >
Shoo Suosryisor - Parts on Order ® HIGH (P
Low
%E;ﬂr\ﬂ ar - SUPY BEVIEWED 51 ® EMERGENCY  SubGrouping
Shop Suptrvisar - Assgned Phases ggregsion [cownr~)

Shee Sugervisor - Wark Comleie Py
Fy

# @ wonom g Prass 2 ADMBISTRATION  ASSIGNED
wonwTe g AW SUPER/LEAD TRANNG 42 ADMPISTRATION  ASSIGNED
wonwtsn GooDsFO ADMMISTRATION  ASSIGNED

@ wop-wsn  poz LOCAL GOODS. AOMMISTRATION  ASSIGNED
won-wises o DaLLace ADMPISTRATION  ASSIGNED
B wondese g TRAINING PHASE FOR DALLACE ADMBISTRATON  ASSIGNED
wonwsm g TRAIN THE TRAMER: CREATING PUSCHASE REQUESTS FROM AIM - STOCK, NO-STOCK AND SERVICE ADMBMISTRATON  ASSIGNED
wonaness g RDERNG HON-STOCK M GO ADMMISTRATON  ASSIGNED
won-ies 0 ORDEERG STOCKIN GO ADMPISTRATION  ASSIGNED

WO23-001a83 m CHANGE THE STATUS OF A PHASE IN GO ADMMISTRATION  ASSIGNED

If in "Assigned Phases" click on the "Phase"
that you want to edit or update

= Al - Lok
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Create a Purchase Request for Local Purchase/Review/Approval

15. On the phase screen, under the view menu on the left side of the screen, click on the blue
hyperlinked purchase request. This will take you to any purchase requests for that phase.

AiM Phase jacon @ c3

[# [ ity o |
icwEinder

Last Scted by KERRIE PELTIER On $/28/22 518 &M
A0 SUPER/LEAD TRAINING #1

-] =
: Lecation w
Pp—
Galy Assignmens Browse Shon ADMISTRATION Estimated Start  Sep 28, 2022814 M Funding Method  Praperty
i
i ADMINSTRATION Emimated End  OX1S, 20220014 M e
WorkCode  NSPECTION
vy Pesons At Star:
v Descrioton
Actun
Agiount Setun Request Meshed
S Prioeity MEDILM Percent Complete.
Aasessment Aciiy
Checkgaint Messurements
Capia Project ComacrType
‘Companent Group
User Defned Fekls
Status istory. = R
felred Documents —
Inspection
Shop Person
sho Prson

16. Click on the hyperlinked transaction number (purchase request) you need to edit now that you are
back from buying parts.

AiM Purchase Requests poos @ 0@

‘Created By KERRIE PELTIER On 9/28/22 8:14 AM

< Last Edned by KERRIE PELTIER ON 9/20/229:15 AM

[y 7 o, e a0 e ew [P ———— IS - s
&

17. Click on the blue edit button on the purchase request screen

AIM Purchase Request P

Acion 1945 Lase Edited by JACCS SANDERS On 10/6/228.5a AM  Status. NEW

Exira Descrigtion
Nowes og WorkOrder  WOZL00V18 Date Nesded Oct6 2022914 A Region une
User Defined Fields o UNIVERSITY OF NORTH DAXCTA
AW SUPER/LEAD TRAINING et B0ty
e - . Facity UNG AN
et gmal P o
LJ UND MAIN CAMPUS
Related Documents Moy When

EAD TRAIMNG ¥

Shop ADMISTRATION
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Create a Purchase Request for Local Purchase/Review/Approval

18. On the line items tab, click on the hyperlinked line item you need to edit.

AiM Purchase Request pcos @ 22
Last Edted by J4COB SANDERS On 10/6/22954 A Seas
v Tota s1:0
Relaed Documents

WOt [Romars G Ee— Rz o5 o

Bequested By
AW SUPER/LEAD TRAINING 41 ey
6 sanpeR:

Phase —

Houy When Do ot vty v
Property.

et [somsz0 a)

= NCCS SANDERS Lacation
Manfy when [0 Mot oty v | . -

B Une LineType Pary/Equipment  Description

Quirtity  UnitCest  Subtotal Status

Dol e m p— [ - e

2021 Asseriorks LLC

19. Put the correct information in the description, part, UOM, quantity, and unit cost boxes.

AIM Line ltem weos @ -
1 Last Edited by JACOB SANDERS On 0/5/22 954 AM  Purchase Reuest 155
-
o

rs- g

) .

R | Fan Quanisy 0

AddesCode [ Q)

Geen x| e —

Commedity a Toral 5150

20. If you have additional parts you bought with different part numbers, you’ll need to click the blue add
button at the top and add them.

AiM Line ltem

wos @ [c3

Lo Edined oy JACOB SANDERS O 1/6/22 954 40

Furchase Beguest 1345

Line Type [Fonsmmek ]
Comin () - o
PRI ———
f— S e o
:
) . ‘ . - =
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Create a Purchase Request for Local Purchase/Review/Approval

21. Once done editing/adding line items, click the done button

AiM Line ltem

meoe @ a4

Last Ecied by JACOB SANDERS On 10/6/22.9:53AM  Purchase Request 1945

—
= TEST PART. Status roora—
—"
Related Documants
e o
o 6 - e
o
S
-
- o el e =
o
820 = al

22. At purchase request screen, change status to SUBMIT TO BUYER-FAC (Trades/Transportation) or
SUBMIT TO BUYER-PDC (Planning Design and Construction). If the part cost exceeds your spending
limit, you must change the status to supervisor review, assistant director review, or director review
as appropriate and notify them via email with purchase request information; Asset Works does not
notify them.

AiM Purchase Request mos @ @

Save Cancel
1985 o by OB S0 On 9S4 S
L idmicarad LP-HOLD, NAME AND TRADE
Natez Log
User Oefned Feids
Stan risony 150
Relted Documents
e [Ty e N T T
= ety 201580 ] NORTH DAKOTA
s
Novdy When Doty v | e
—— ey
et o aQ
R FACLITES BULDING
Shop. 1
awn [ aQ
Moty When Do ot oty v SR
W Une Line Type Par/Equipment  Desciption Contractor Addeess Code vom Quantty  Unat Cost Subrotal - Status
1 Nonstack w TesToaRT coooooorss  pei " 10000 150 5150 Open

AiM Purchase Request Status

El - Reunt Cancel

HEw

CANCELED

FURMIT STOCK SEQUIEST YD WAREAOUSE
SUPETVISCR RO

A5 DISECTOR BEIEW

DRECTOR REVIEW

HECTED

SUBMIT B0 IUYER-RAC

SUBMIT B0 BUVER-S0E

EECEOn-fal

SEINCE On-FAL
SIEMICE ON:PDC STRVICE OM-PDC

SLEMICE QEE_EAL SERVICE OFF-FAC

SERVICE OFF-FDC

CLOSED
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Create a Purchase Request for Local Purchase/Review/Approval

23. Then click “Save”

AiM Purchase Request I

Belated Documents

D
Recuered By (om0 @) UNIVERSITY OF KO
»

Nty wihen (Dot oty | UMD Mam A

Lase Edlited by JACO8 SANDERS On 10/6/22 880 A0 Stanus SUBMITTORUTER QU

Qj
RTH DAKDTA
Qj

g
Ii
2

Deliver To 91580 al

shop.

Nty When S ot oty |

W une uney o Commare ress P Quimty  UnmCom  Subtetal Stamus

] 1 onmek 128 TEST paaT 0000000145 o e 10000 $15000 $150 Open

Note: even though you already bought the parts, because you put “LP — Hold” in the description box of
your purchase request, the buyer will not purchase. They will simply wait for the invoice to arrive from
the vendor/business.

24. On the SAME DAY you get the parts, place any paperwork (Invoice/receipt) you received from the
vendor regarding your purchase, in the purchasing receipt box, near the AED by the tool room in the
facilities building. Be sure to include only your PRINTED name, PRQ number (preceded by the letter
A) or Jaggaer number on the paperwork, so Accounts Payable will know where to apply the receipt.
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

Create a Purchase Request for Non-Stock Review/Approval
(Multiple PRQ, Single PO, Single Vendor)

Create a Purchase Request for Non-Stock-Review-Approval (Multiple PRQ, Single PO and Vendor)

e Use this process if you have multiple purchase requests you want to consolidate, into a
single purchase order, for a single vendor for a non-stock part. You should know the
number of purchase requests you will be creating before starting.

1. Atthe AiM WorkDesk, find the phase you want to purchase parts for in either “New” or

“Assigned” Phase Areas.

AIM WorkDesk

[~

vl Q

N @ o
Assigned Phases ]

EW invoice Approval - Lockshop

Supervisor Work Management

Invoice Hold - Lockshop

NEW Phase Count

Purchase Req. - Approval Needed

Shop Supervisor - NEW Phase

ASSIGNED “‘I\

Shop Supervisor - Assigned Phases|

by
AiM Phase

Search
n Location  Phase

CAMPUS

®

o

Assigned Phase

Screen Example
AoNNSTRATVE Use
ONLY
ADMINISTRATIVE USE 06
ONLY

Deseription

INTHE TRANSITION TO THE NEW SYSTEM.

WO#24a583 PR2361
‘THIS WORK ORDER IS FOR PROJECT MANAGEMENT LABOR ONLY

SORT, STABILIZE, SHINE, STANDARDIZE AND SUSTAIN (55) EVENT FOR
AM/HM/ES/CP

ISSUEDTO AM, HM, F5, CP, AND GR (TO MOVE ITEMS AS NEEDED)
WO#242257 PRI332

CONTACT: CHRIS OSTLIE 7-4301

KELLERMEYER BREGENSON SERVICES LOST A SET GF KEYS FOR CLFFORD.
HALL ON 10/16/2020. THE BUILDING

MASTER, OS AND THE BST KEY. THE DECISION WAS MADE THAT THE DOORS
NEEDED TO 8 REKEYED.

1SSUEDTO LS.

MC-TOOLS & EQ GREATER THAN $250; LESS THAN §5,000-LG#1

WIC-OFFICE SUPPLIES-LG#1

Status

MAINT. ASSIGNED.
PROJECT
MAINT. ASSIGNED.
PROJECT
LONGTERM  ASSIGNED.
LONGTERM  ASSIGNED.

Purchase Request - REJECTED
LONG TERM © LONG TERM
@ MAINT. PROJECT
CAPITAL PROJECT
Purchase Request - Review
0 1 2
Phase w/ PARTS ON ORDER Phase w/ HOLD Status WORK COMPLETE Phase SUPV REVIEWED Phase Phase w/ LONG TERM Status
NEW Phase Status New Phase
show| 10 + | entres
Property Logation Priority Status Date Created Work Order Description Project
ADMINISTRATIVE USE ONLY LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE LONGTERM  NEW Oct17,20227:37 AM_ WO23-001055  LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE SHOP ADMIN FUNC
Ers Previous [ 1 | neg a9
wn @ 3

Date Created WorkOrder  Deseription Project

Oct17,2022737  WOZ3- WORK COMPLETED FOR TELECOM PRI3-F2361
am 001110

PR23-F2361 55 TRAINING EVENT
Oct17,2022737  WOZ3- PR23-F2332 - REKEY CLIFFORD HALL. PR23-F2332
AM 001108
Oct17,202737  WO23- LABOR GROUP #1-TOOLS & EQ GREATERTHAN  SHOP
AM 001073 5250; LESS THAN 55,000 SUPPLIES
0ct17,20227:37  WO- LABOR GROUP #1-OFFICE SUPPLIES SHOP.
AM 001071 SUPPLIES
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

2. While in the Phase, under Action in the left column menu, click on Purchase Request

AiM Phase wn Q@ ®
Ydic Search Browse o
Anmn - Created By AWIIMPORT On 10/17/22 737 AM  Status ASSIGNED =
Last Edited by AWI IMPORT On 10/17/22 7:37 AM
mewrmdu . )
[P Work Order wo23-001108
Space Viewer
H — conmicT e 0sTLE 7301 Budoet 00
MASTER, OS AND THE BST KEY. THE DECISION WAS MADE THAT THE DOORS NEEDED TO BE REKEYED,
‘Shoo Assignment
Daily Assignment Browse 1SSUEDTOLS.
Email MAINTENANCE COORDINATOR Estimated Start Funding Method  Custom
Print
NG 1 CE COORDINATOR Estimated End Work Code Group
View
Work Code SECURITY/ALARMS
Extra Description Primary Person 0145676 Actual Start
S SECURITY/ALARMS
KEVIN FRUHWIRTH Actual End
Shop Stock Request Mithod
Assessment Activity
Priority MAINT. PROJ Percent Complete
Checkpoint Measurements
Cost Analysis
Ty Capital Project Contract Ty
Purchase Requests S = b SO
Unit Costs Accer
AiM Purchase Request kein @ ®
Save Cancel
_ (3369 Last Edited by KEVIN FRUHWIRTH On 3/10/23 1:00 PM Status
Exra Description :
NotesLog
User Defined Fields /‘
4 —
Status History Total 5000

Related Documents

Work Order Wor11s | Q Date Needed Region D Q

Requested By :] UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL. '
ity UND MAIN Q

1AIN CAMP
Notify When Do NatNatify v UND MAIN CAMPUS
Property )
W0#2:42257 PR332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEVER DeliverTo —
CLIFFORD (THOMAS J) HALL

Shop. IMAINTENANCE COORDINATOR e S]
MAINTENANCE COORDINATOR Notify When

Lin e [roron | s ]

Phas w1 a

0

W tinc Line Type Part/Equipment _ Description Quantty  UnitCost  Subtoml Status

4. Put name, trade and the subject of your work (i.e. HVAC repair in McCannel) in the description
box, just under the purchase request number. Also add in “PRQ 1 of 3, 1 of 4”, etc (however
many PRQs you will be creating for a single purchase order). This will tell the buyer how many
PRQs will be created and which ones they need to look for.

Note: If there will be shipping costs, put known or estimated shipping costs in the description also

(for example: “Shipping=$350" or “Estimated Shipping=$350"

Revision Date: 10/2/2023



Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

AiM Purchase Request wn @ ®»

LastEdited by KEVIN FRUHWIRTH On 3/10/23 100PM  Status -

Kevin Fruhvirth - Maintenance Coordinator - FRQ 1 of

=
!

Extra Description
Notes Log

User Defined Fields 4

Status History Total 5000

Related Documents

Work Order Wor11s | Q Date Needed Region D Q

Requested By :] UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL. .
i) UND MAIN Q

Phase.
01 Q ’
Notfy When Do ety UND MAIN CAMPUS
Property P Q
WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEYER Deliver To Y
CUIFFORD (THOMAS |) HALL
Shap IMAINTENANCE COORDINATOR Location

|

MAINTENANCE COORDINATOR Notify When Do NotNatify v
Line tems Remove | Add |

Part/Equipment  Description AddressCode  UOI Quantity  UnitCost  Subtotal Status

B line Line Type

5. Work order and Phase are already populated.

AiM Purchase Request v @ ®»

_ Last Edited by KEVIN FRUHWIRTH On 3/10/23 T00PM  Status e x

Description
B Kevin Fruhwirth - Maintenance Coordinator - PRQ 1 of
NotezLog

User Defined Fields P

Status History Toul 5000

Related Documents

Workorder  (Womcoims Q@ Date Needed Region s Y
Requested By [:] UNIVERSITY OF NORTH DAKOTA
paiy
Phase
Notify When UND MAIN CAMPUS
Property o Q
WQ#2:42257 PR2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEYER Deliver To Y|
CLIFFORD (THOMAS J) HALL
Shop MAINTENANCE COORDINATOR Locston

|

MAINTENANCE COORDINATOR Notify When Do NotNotify v
Lin e [reroe | wis]

Desaiption Address Code: Quantty  UnitCost  Subtotal Status

W tinc Line Type Pary/Equipment

6. Click on date/time needed. After selecting date/time needed, click “Done”

AiM Purchase Request LI : ] ®

Save Cancel

_ Last Edited by KEVIN FRUHWIRTH On 3/10/23 100PM  Status T

Extra Description

z
!

Kevin Fruhwirth - Maintenance Coordinator - PRQ 1 of
Notes Log

User Defined Fields y

Status History Total 5000

Related Documents

WorkOrder [ & Date Nesded Region o Q

Requested By S] UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL 1
=Ly UND MAIN Q

Phase
001 Q
Notfy When CIETTe UND MAIN CAMPUS
Property P E)
WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEYER Deliver To | Y
CLIFFORD (THOMAS ) HALL
Shop MAINTENANCE COORDINATOR Lot
cation

|

MAINTENANCE COORDINATOR Notify When
e s Cioer 1 v |

[ ] Line Type Part/Equipment  Description Quantity  UnitCost  Subtotal Status
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

AiM Purchase Request xwn @ ®

[ver ] Lt e by GV FRUHIIRTH On 31023 oot taus

NEW Q
S pescrpren Kevin Frafwirth - Maintenance Coordinator - PRQ 1 of 3 B .
otes Log Click on Date and Time
User Defined Fields
y
Needed o
Related Documents
Work Order Date Needed Region oD Q
Requested By UNIVERSITY OF NORTH DAKOTA
After
Phase.
] s ey - selecting
Worseass masszconen s osmue oot e | [ z date/time
CLIFFORD (THOMAS ).) i i
Soo e coommens s - needed, click
n n
MANTENANCE COORDINATOR Notty When 1 Done
;
Line ltems [ Remove | nad ]

M e LineType Part/Equipment  Description

Contractor AddressCode  UOM Quantity  UnitCost  Subtotal Status
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

7. Click magnifying glass on requested by box and choose your name. This will fill in the requested
by box and the deliver to box (they can be different people)

AiM Purchase Request i @ ®

Save Cancel

[ver ] ot ey KV TN 3103 0P o [ =

Extra Description

Kevin Erufwirth - Maintenance Coordinator - PRQ 1 0f 3
Notes Log

User Defined Fields P
Status History Toul s000
Related Documents
‘Work Order woz-001108  Q Date Nesded Mar 10,2023 01-16 V| B Region UND Q
Requested By :@ UNIVERSITY OF NORTH DAKGTA
PR23-F2332 - REKEY CLIFFORD HALL

psty
Phase
001 Q
Notiy When UND MAIN CAMPUS
Property o Q
WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEYER Deliver To :]
CLIFFORD (THOMAS J) HALL
Shop MAINTENANCE COORDINATOR e Y
MAINTENANCE COORDINATOR Mtify When
Hems [heroe | |

Part/Equipment Quantity  UnitCost  Subtotal Status

AiM Shop Person

m Search

Shop Person &

0138947 MECHI PRESSNELL ACADEMIC 85 -3
0316847 KURT x ACADEMIC 85 - 3
- To search for an Employees
0959327 STEVEN MACGREGOR name cl|ck on 'lsearch" ACADEMIC B5 - 3
1358499 ABDELHAKIM KHOUISSAT ACADEMIC 85 - 3
1a1s51s SHANE GRAVELLE ACADEMIC 85 -3
8001712 BARBARA VANISH ACADEMIC 85 - 3
8002176 ALMAZ GEDEFA ACADEMIC 85 - 3
8002724 JENNIFER LYNCH HURST ACADEMIC 85 -3
8004693 DHO) RAl ACADEMIC 85 - 3
8007056 KUNTI ADHIKARI ACADEMIC 85 -3
8008159 INDRA YAKHA ACADEMIC 85 - 3
800934 ASPEN KLEMMER ACADEMIC 85 - 3
8010157 SERGID BARRETO-ESPINOZA ACADEMIC 85 -3

AiM Shop Person

Employee ID

First Mame [= | Mechi

Last Name (= ~ ||[Pressnell |

After typing the Employees First Type the Employees First
and Last name click "Execute" and Last name here

il

AiM Shop Person

m Search Show All Cancel

Shop Person U First Name Last Name

0188947 PRESSMELL

Once the Employee is found click the
blue hyper link here to select
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8.

In the first and second notify when box, put “do not notify”.

AiM Purchase Request

Last Edited by KEVIN FRUHWIRTH ©n 3/10/23 1:00 PM.

Status

Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

wn @ [c]

NEW Q

Save Cancel

Extra Description
Notes Log

User Defined Fields
Status History,

Related Documents

Kevin Fruhwirth - Maintenance Coordinator - PRQ 10 3

PR23-F2332 - REKEY CLIFFORD HALL
Phase o1 X
WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-4307 KELLERMEYER
Shop MAINTENANCE COORDINATOR
MAINTENANCE COORDINATOR
Line ltems

Part/Equipment

W tne tineType

Date Needed

Requested By

Notify When

Deliver To

Notify When

[ar 10, 2030716 740

Doy ] S —

Dot oty v —

9. Region/Facility/Property will be populated already

AIM Purchase Request

Total

Region

Facilty

Property

Location

UND Q
UND MAIN CAMPUS
o071 Q

CLIFFORD (THOMAS J.) HALL

|

Quantity  UnitCost  Subtotal Status

wn @ [c]

Save Cancel

Extra Description
Notes Log

User Defined Fields
Status History

Related Documents

Kevin Fruhwirth - Maintenance Coordinator - PRQ 107 3

PR23-F2332 - REKEY CLIFFORD HALL
Phase o1 )
WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEVER
Shop MAINTENANCE COORDINATOR
MAINTENANCE COORDINATOR
Line ltems

Part/Equipment  Description

MW e LineType

Date Needed

Requested By

Notify When

Deliver To

Notify When

Last Edited by KEVIN FRUHWIRTH ©n 3/10/23 1:00 PM.

Vor 10 205016V B

Do Not Notify v

Do Not Notify v

Status

Total

Region

Failty

Propery

Location

Address Code

NEW Q

3] ef—

UNIVERSITY OF NORTH DAKOTA

UND M Q —

UND MAIN CAMPUS

0 af—

CLIFFORD (THOMAS J.) HALL

(Y
(oo | ]

Quantity  UnitCost  Subtotal Status

10. To add your line item:

AiM Purchase Request

a. Click the add box

eun @ g

Save

Extra Description
Notes Log

User Defined Fields
Status History.

Related Documents

Kevin Frahwirth - Maintenance Coordinator - PRQ 1 o 3

WorkOrder  (wo23-001108 Q
PR3-£2332 - REKEY CLIFFORD HALL
Phase o1 E)
WO#242257 PA2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEVER
shop MAINTENANCE COORDINATOR
MAINTENANCE COORDINATOR
Line ltems

Part/Equipment

B Line LineType

Date Needed

Requested By

Notify When

Deliver To

Notify When

Last Edited by KEVIN ERUHWIRTH On 3/10/23 1:00 PM

Mar 10, 2023 07:16 PM| B8

Do NotNetify v

Status

Total

Region

Property

Location

z
2
o

UND Q

UNIVERSITY OF NGRTH DAKOTA

UND MAIN Q

R MAIN CAMPUS

[ s

AddressCode  UOI Quantity  UnitCost  Subtotal Status
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

b. Click add Nonstock part, then click next
AiIM Add New Line ltem

Please Select
() Browse Catalogs
() Add Stock Part by Wareh
() Add Catalog P,

) Add Equipment Rental
() Add Inventory Kit

c. Inred description box, put a detailed description of the part number, model number,
etc.) or manufacturing information the vendor will need

AiM Line ltem [ : ] =3

El r« Cancel

1 Last Edited by KEVIN FRUMWIRTHON 3/10/23 127 PM  Purchase Request 3369

Extra Description

detailed description of the part number, model number, tc ) or

Notes Log manufacturing information the vendor will nee

Related Documents

Address Code E]

Class

d. Type in your vendor part number

Extra Description

o the part number, T or S
Notes Log manufacturing information the vendor will need LOeen |
Related Documents

Comactr ([ qJ P d———— Quantey —

Class

Address Code E]
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

e. Use magnifying glass in UOM box to pick the unit of measure.

AiM Line ltem wn @ o3

El « Cancel

1 Last Edited by KEVIN FRUHWIRTHON 3/10/23 127 PM  Purchase Request 3369

Extra Description

‘detailed description of the part number, model number, etc] or

Notes Log manufacturing information the vendor will need

Related Documents

Address Code. @

Class.

AiM Unit of Measure

o
B
[

BAG

E—— Select your "Unit of

Measure" by clicking

the blue hyper link
here

i

o
o
B

f.  Type in your quantity in quantity box and unit cost in unit cost box.

AiM Line ltem U : ] [

El « Cancel

1 Last Edited by KEVIN FRUMWIRTH On 3/10/23 127PM  Purchase Request 3369
=

Extra Description
detailed description of the part number, model number, stc] or

Notes Log manufacturing information the vendor wil need

Related Documents

Address Code. E]

Class.
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

g. Click magnifying glass next to the contractor box to find the part supplier (contractor) if
you know it
m Add Cancel
(=

1 Last Edited by KEVIN FRUHWIRTH On 3/10/23 127PM  Purchase Request 3369

Extra Description

‘detailed description of the part number, model number, etc] or

Notes Log manufacturing information the vendor wil need

Related Documents

Address Code. E]
Class

AiM Contractor

m Search Cancel

Contractor §

0000000146 ACMETOOLS

0000000151 AMERIPRIDE SERVICES INC To Sea rc h for a
0000000167 LEE ENTERPRISES "Contractor" CI|Ck
0000000171 BRADY MARTZ & ASSOCIATES PC n S earc h "
0000000172 BROWN & SAENGER INC )

0000000179 CAPITAL CITY RESTAURANT SUPPLY INC

0000000182 CAPITAL TROPHY INC

0000000186 CENTRAL DOOR & HARDWARE INC

ANNNNNNIRT7 CFENTRAI MFCHANICAL INC

AiM Contractor

a Contran.nr en = v —]
™ click M{d 4——*Type the "Contractors" name in
1099 Cody v]'[ "
= [ Execute" " - the "Description" box here

- Expiration Date - v] [ =] ]

AiM Contractor

m Search Show All

Contractor 1} Description
0000000746 ACME TOOLS

ACME ELECTRIC TOOL CRIE OF THE NORTH

0000000482

Click the blue hyper link here
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

h. If you have additional part(s) or manufacturing information (more line items), click the
blue “Add button and add them. Follow steps 10a — 10h until you have all the line items
you need.

AiM Line Item wn @ 3

Last Editad by KEVIN ERUHWIRTH On 3/10/23 27PN Purchase Request 3369

Bt Descrpton RIPTION OF THE PART NUMBER, MODEL NUMBER, ETC) GR
] Status r 1

Related Documents

Contractor o0000TsE | Q Part (VENDOR PART NUMEER @iy 0000
Address Code
PO 80K 13720 e e Unit Cost 52500000

Class
GRAND FORKS

525000

i. If youare done adding parts, click “Done” on the line-item screen

AiM Line tem N @ =3

Cancel

Purchase Request 3369

Last Edited by KEVIN FRUHWIRTH On 3/10/23 1:27 PM

Extra Description

DETAILED DESCRIPTION OF THE PART NUMEER, MODEL NUMEER, ETC OR
MANUFACTURING INFORMATION THE VENDOR WILL NEED

NotesLog

Related Documents

Contractor

fat VENDOR PART NUMBER ST 1.0000

Address Code

- v Unit Cost $250.0000

Class

PO BOX 13720

GRAND FORKS

$250.00
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

j.  Add Related documents at the purchases request screen level if you have them (Quotes,
pictures, etc.), then click done

AiM Purchase Request kein @ &

Save Cancel

Extra Description

=
I

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - PRQ 1 OF 3
NotesLog

User Defined Fields

Total 5250.00

Related Documents

Workorder  [wozs001108_ Q e Mar 10,2023 116 PV BB Region uno. Q

Requested By :} UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL ;
E=Ly UND MAIN Q

Notify When DoNot Notfy v UND MAIN CAMPUS
Property o E)
WO#242257 PRZ332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEYER Deliver To Q

Phase 01 =

CLIFFORD (THOMAS J) HALL
Shop MAINTENANCE COGRDINATOR

MAINTENANCE COORDINATOR Notiy When
L toms =
W e LineType Part/Equipment  Description Contractor AddressCode  UOM Quantity  UnitCost  Subtotal Status
0 1 MNenstock VENDORPART  DETAILED DESCRIPTION OF THE PART NUMBER, MODEL NUMRER, ETC.) OR MANUFACTURING INFORMATION THE VENDOR WILL 0000000136, o By 1000 $2500000 525000 Open
NUMEER NEED
AiM Related Documents kevn @ o]
3369 Last Ecited by KEVIN FRUHWIRTH On 3/10/23 1:00 M

ick "Add"
VN PRI T - MARTENANCE COORDIATCR - P 1 0% 3 Click

Document Listing

Attach Link I

Related On

M Thumbnail Title Current Version Extra Description

Document Type

AiM New Document

Please select documentis) to load:

Upload Filels)

Choose Files

Add Meta Data

Add Attributes

Add Permissions

Click "Choose Files"
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

@' Open

4 B s ThisPC s Desktop

&ganize -

[ This PC
;’ 3D Objects
[ Desktop

Documents
; Downloads

J\ Music

[&] Pictures

B videos

=5 Windows (C:)
USB20FD (D:)
Private (P:)

AZS Interdepart
CAD (R:)
Shared (5

X
[J] A Search Desktop
= 1 @
Marme Date modified Type Size ~
Personal (Mine) 2/28/2023 1:05 PM File folder
Plexiglas Removal Click 5/24/2022 11:53 AM File folder
Projects Document 3/7/2023 2:39 PM File folder
PT to Add 5/24/2022 11:53 AM File folder
Schindler 5t 3/1/2023 3:26 PM File folder
@ 535 TrainingSign In Sheet 5/16/2022 1:25 PM Microsoft Excel W... 31 KB
@ 2022 Mowves and Maintenance Suppo. 8/12/2022 825 AM Microsoft Word D... 25 KB
2 2 - Punctured Paint Cans incident-, 3/1/2023 &16 AM Adobe Acrobat D... 210 KB
affiliates-instructions 272272023 1:40 PM Adobe Acrobat D... 166 KB
affiliate-und2 2/22/2023 1:40 PM Adobe Acrobat D... 608 KB
AiM 7.1 Reference Guide OM /1172022 12:48 PM Adobe Acrobat D... 2,204 KB
@ AssetWorks Aim-GO Training Manual 2/21/2023 10:17 AM Microsoft Word D... 59,425 KB
assetworks-aim-go-training-manual 2/27/2023 421 PM Adobe Acrobat D... 32,854 KB
assetworks-aim-go-training-manual3 11/9/2022 9:57 AM Adobe Acrobat D... 30,295 KB
!:l_gl Building Door Hardware Inventory 2/23/2023 2:23 PM Microsoft Excel C... JKB hd
File name: |affi|iates—instructions "| |A” Files v|
Then Click Open =iy | Open || Concel |

Mew folder

~

W

AiM New Document

Upload File(s)

Then click
llNextll

Add Meta Data

Add Attributes

Add Permissions

Please select document(s) to load:

You can see the document

here
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

AiM New Document

Next Cancel

Title Test.docx

Upload File(s)

Add Meta Data Type

Tags
Add Attributes

Click the
"Magnifying glass"

Add Permissions

File Namel(s) Test.docy

AiM Document Type

m Search Show All Cancel

Type Name U Description

ESTIMATES ESTIMATES

FLOCR_PLAM FLOOR PLAM (PDF OR EMP)
FORGE_DRAWING AUTODESK FORGE DRAWIMNG (5VF)
GEMNERAL UMCATEGORIZED

HELP DOCUMENT HELP DOCUMENT

Select the "Document
MaGes Type" by clicking the
o blue hyper link

HIGHCHARTS REPORT

IMAGES

O&M MANUAL OPERATIONS & MAINTEMNAMCE MANUAL
OUTEQUMD EMAIL QUTBOUND EMAIL
PACKING SLIP PACKING 5LIP
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

AiM New Document

Title Test.doox

Upload File(s)

Then click "Next"

Tags
Add Attributes

Add Permissions

AIM New Document jacos @ -

Permissions

Add Mata Data
Click "Next" again
k. The next screen will show you the document you will be loading. Click “Done” if you are
done, or “Add” if you need to load another document.
AiM Related Documents P : ®»

Last Edited by KEVIN FRUHWIRTH On 3/10/23 1:00 PM

Document to be loaded. Click "Done" if
complete or "Add" for additional documents
Document Listing / e (I . Add |

W Thumbnail Title

(] [Fcicktovi affilistes-instructions pdf 10 IMAGES. Mar 10, 2023
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

|.  Back at the purchase request screen, click on User Defined Fields and add in details in all
fields so the buyer has relevant information.

AiM Purchase Request kevin @ ®

Save Cancel

View Last Edited by KEVIN FRUHWIRTH On 3/10/23 T00PM  Status NEW Q

Extra Description

Notes Lox
User Defined Fields I
Status b

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - PRQ 10F 3

Total 525000

Work Order ez [Mar 10, 2023116 PM_ 18 keghony UND Q

Requested 8y E UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL
reiy

Motify When e Not oty © UND MAIN CAMPUS
Property = )
WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-2301 KELLERMEYER Deliver To :

Shop MAINTENANCE COORDINATOR

Phase. w0 x

CLIFFORD (THOMAS J.) HALL

MAINTENANCE COORDINATOR Notify When Do Not Netify v
e s =
Line Line Type Part/Equipment  Description Contractor Address Code Quantity  UnitCost  Subtotal Status
[ 1 Nonstock VENDOR PART  DETAILED DESCRIPTION OF THE PART NUMBER, MODEL NUMEER, ETC) OR MANUFACTURING INFORMATION THE VENDOR WILL 0000000145 PRI Y 10000 52500000 525000 Open

NUMBER

AiM User Defined Fields

m Cancel
3334 Add in

JACOB SANDERS - ADMINI BN - (SINGLE PO}

_ necessary
Then click "Done" information

Point of Contact [jacub sanders

POC Email Address [jacub.sanders@und.edu

Start Date [ 1/5/2023

Duration [ 1 hour

11. Click save

AiM Purchase Request kevn @ =

Cancel

=3 Last Edited by KEVIN FRUHWIRTH On 3/10/23 T00PM  Status NEW Q
Extra Descriptpn

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - PRQ 10F 3
Notes Log

User Defined Fitids

Status History. Total 525000

Related Documiihts
WerkOrder  (woz3.001108 Q Date Neeced [Mar 10,2023 116 PU_EB Region o Q

Requested By :] UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL .
=1y UND MAIN Q

Notify When Do Not Natity v UND MAIN CAMPUS
Property ) )
WO#242257 PR2332 CONTACT: CHRIS OSTUIE 7-3301 KELLERMEYER Beliver To Y

shop IMAINTENANCE COORDINATOR

MAINTENANCE COORDINATOR Notify When
Line ltems Add

‘ Phase o =

CLIFFORD (THOMAS |} HALL

Location

|

W Line LineType Part/Equipment  Description Contractor Address Code Quantity  UnitCost  Subtotal Status

[J 1 Nonstock VENDORPART  DETAILED DESCRIPTION OF THE PART NUMBER, MIODEL NUMBER, ETC ) O MANUFACTURING INFORMATION THE VENDORWILL 0000000146 BRI ) 10000 52500000 525000 Open
NU NEED
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Create a Purchase Request for Non-Stock/Review/Approval (Multiple PRQ, Single PO, Single Vendor)

12. At purchase request screen, click on the magnifying glass in the status box and choose the
appropriate status. If the cost exceeds your spending limit, you must choose “Supervisor
Review”, “Assistant Director Review”, or “Director Review” as appropriate and inform that
person as Asset Works does not notify automatically. If purchase price is within your limits,
choose “Submit to Buyer-FAC” or “Submit to Buyer-PDC” as appropriate.

AiM Purchase Request wn @ ®
save Cancel

e N Last Edited by KEVIN FRUHWIRTH On 3/10/23 T00PM  Status e a

Extra Deseription
KEVIN FRUMWIRTH - MAINTENANCE COORDINATOR - PRQ 10F 3

Notes Log

User Defined Fields P m—
Status History Total 525000

Related Documents

Work Order Date Needed Mar 10,2023 116 PV BB Region OND. Q

Y UNIVERSITY OF NORTH DAKOTA
PR3-F2332 - REKEY CLIFFORD HALL :
By UND MAIN Q

Phase. 001 Q
UND MAIN CAMPUS
Notify When Do Not Notify v
Property 071 Q

WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEYER Deliver To :]
CLIFFORD (THOMAS J) HALL

Shop MAINTENANCE COORDINATOR ot
MAINTENANCE COORDINATOR Notify When

Lne s [ | o |

M Line LineType Part/Equipment  Description Contractor AddressCode  UOM Quantity  UnitCost  Subtotal Status
O 1 Nonstock VENDOR PART  DETAILED DESCRIPTION OF THE PART NUMBER, MODEL NUMBER, ETC.) OR MANUFACTURING INFORMATION THE VENDOR WILL 0000000146 oRI e 10000 $2500000  $250.00 Open
NUMBER NEED

AiM Purchase Request Status

El Show All Cancel

Status Description
SUBMIT TO WAREHOUSE SUBMIT STOCK REQUEST TO WAREHOUSE
oz | = Choose appropriate JR———
E—— status ——

RE[ECTED REJECTED

SERVICE ON-FAC SERVICE ON-FAC

13. Click “Save”

AiM Purchase Request kevn @ =

Los e by KEVIN FRUMWIRTH On 3/10/23 100PM St o

Total 5250.00

WerkOrder  (woz3.001108 Q Date Neeced [Mar 10,2023 116 PU_EB Region o Q

Requested By :] UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL .
=1y UND MAIN Q

e _
001 Q o A
Notify When Do Nt Nty v UND MAIN CAMPUS

Property ) =y
WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-2301 KELLERMEYER Deliver To :]
CLIFEORD (THOMAS | HALL

Shop MAINTENANCE COORDINATOR

MAINTENANCE COGRDINATOR Notify When Da NotNotfy v
Line ltems Add

W Line LineType Part/Equipment  Description Contractor AddressCode  UOM Quantity  UnitCost  Subtotal Status

Location

|

[J 1 Nonstock VENDORPART  DETAILED DESCRIPTION OF THE PART NUMBER, MODEL NUMBER, ETC ) O MANUFACTURING INFORMATION THE VENDORWILL 0000000146 BRI ) 10000 52500000 525000 Open
Nu NEED

14. Repeat steps 1-13 for EACH purchase request you need to create for the single purchase order.
Remember, it's important to put “PRQ 2 of 3” “PRQ 3 of 3” etc in the description box of each
purchase request, in addition to your name/shop, so the buyer knows there will be more PRQs
associated with a single purchase order for the single vendor.
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

Create a Purchase Request for Service-Review/Approval
(Multiple PRQ, Single PO and Vendor)

e Use this process if you have multiple purchase requests you want to consolidate, into a single
purchase order, for a single vendor for service-on or service off. You should know the number of
purchase requests you will be creating before starting.

1. Atthe AiM WorkDesk, find the phase you want to purchase parts for in either “New” or “Assigned”
Phase Areas.

AiM WorkDesk kevn @ ®
| =0 | a
n Lockshop Assigned Phases |

Supervisor Work Management

bl Invoice Approval - Lockshop Invoice Hold - Lockshop \
ASSIGNED Ph;

NEW Phase Count Purchase Req. - Approval Needed

I ]
Shop Supervisor - Assigned Phases|

Shop Supervisor - NEW Phase

Purchase Request - REJECTED
LONG TERM © LONG TERM
@ MAINT. PROJECT
CAPITAL PROJECT
Purchase Request - Review
L 1 2
Phase w/ PARTS ON ORDER Phase w/ HOLD Status WORK COMPLETE Phase SUPV REVIEWED Phase Phase w/ LONG TERM Status
NEW Phase Status New Phase
Show| 10 ~ | entres
Property Location Phase escription Priority Status Date Created Work Order Description Project
ADMINISTRATIVE USE ONLY 001 I LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE LONG TERM  NEW Oct 17, 2022 7:37 AM 'W023-001055 LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE SHOP ADMIN FUNC
First Previoy: 1 Next last
s
AiM Phase wn Q@ ®

Search

n Locsion Phase Desciption

‘Work Order

Date Created

Description

INTHE TRANSITION TO THE NEW SYSTEM.

CAMPUS

WO2243583 PR2361 MAINT. ASSIGNED. OCtL17,202737  WO2- WORK COMPLETED FOR TELECOM PR23-F2361
PROJECT aM 01110
‘THIS WORK ORDER IS FOR PROJECT MANAGEMENT LABOR ONLY PR23-F2361 55 TRAINING EVENT

SORT, STABILIZE, SHINE, STANDARDIZE AND SUSTAIN (55) EVENT FOR
AM/EM/ES/CP

ISSUEDTO AM, HM, F5, CP, AND GR (TO MOVE ITEMS AS NEEDED)
o1 201 WO#242257 FRI332 MAINT. ASSIGNED. Oct17,2022737  WoO3- PRI3-F2332 - REKEY CLIFFORD HALL PR23-F2331
PROJECT am 001108
Assigne d Phase CONTACT: CHRIS OSTLIE 7-4301

KELLERMEYER BREGENSON SERVICES LOST A SET OF KEYS FOR CLIFFORD:

HALL ON 10/16/2020. THE BUILDING
Screen Example oA e 6 R oEcsOn s e T oS
NEEDED TO BE REKEYED.

ISSUEDTOLS.

ADMINISTRATIVE USE
ONLY

MC-TOOLS & EQ GREATER THAN 5250; LESS THAN §5,000-LG#1 LONGTERM  ASSIGNED. Oct17,20227:37  WO3- LABOR GROUP #1-TOOLS & EQ GREATERTHAN  SHOP
AM 001073 $250; LESS THAN $5,000 SUPPLIES

ADMINISTRATIVE USE
ONLY

WIC-OFFICE SUPPLIES-LG#1 LONGTERM  ASSIGNED. 0ct17,20227:37  WO3- LABOR GROUP #1-OFFICE SUPPLIES SHOP.
AM 001071 SUPPLIES
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

2. While in the Phase, under Action in the left column menu, click on Purchase Request

AiM Phase wn Q@ ®

e Search Browse w

n 001 Created By AWIIMPORT On 10/17/22 737 AM  Status ASSIGNED =

Last Edited by AW IMPORT On 10/17/22 7:37 AM

ViewFinder
L) WO#242257 PR2332 Work Order W023-001108
Space Viewer

CONTACT: CHRIS OSTLIE 7-4301 Budget 5000

Purchase Request KELLERMEYER BREGENSON SERVICES LOST A SET OF KEYS FOR CLIFFORD HALL ON 10/16/2020. THE BUILDING Location
MASTER, OS AND THE 85T KEY. THE DECISION WAS MADE THAT THE DOORS NEEDED TO BE REKEVED,
oo Acdignment

Daly Assignment Browse 1SUEDTOLS
Email MAINTENANCE COORDINATOR Estimated Start Funding Method  Custom
Print
g 21/ CE COORDINATOR Estimated End UrsEEm
View
Work Code. SECURITY/ALARMS
Extra Description Primary Person 0145676 Adtual Start
e SECURITY/ALARMS
KEVIN FRUHWIRTH Actual End
ST Request Method
Assessment Activty

Priority. MAINT. PROJECT Percent Complete
Checkpoint Measurements

Cost Analysis

T Capital Project Contract Ty
Purchase Requests 03 apital Proje ontract Type

Unit Costs Acer

3. Make note of the purchase request number in case you need to go back and make changes.

AiM Purchase Request win @ [c]

_ 3 Last Edited by KEVIN FRUHWIRTH On 4/14/23 8:54 AM Status _

Extra Description

Notes Log

User Defined Fields

Status History Total

Related Documents

NEW Q
wekorder  [womamE @ Date Necded P o Y
Requested By . q UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE I
FE3TE) UND MAIN Q
P T —
Notify When Do Not Notity u

ey ADMINISTRATIVE USE ONLY QU
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To S]

NOM-BUILDING FOR ADMINISTRATIVE PURPOSES OMLY
Shop MAINTENANCE COORDINATOR

MAINTENANCE COORDINATOR Notify When Do Not Netify v
L s [oron | i ]

Location

|

W Line Line Type Part/Equipment  Description Address Code uom Quantity  Unit Cost Subtotal Status

4. Put name, trade, and the subject of your work (i.e. HVAC repair in McCannel) in the description box,
just under the purchase request number (I used annual maintenance on McCannel Elevator as the
example). Also add in “PRQ 1 of 3, 1 of 4”, etc (however many PRQs you will be creating for a single
purchase order). This will tell the buyer how many PRQs will be created and which ones they need to
look for.

Note: If there will be shipping costs, put known or estimated shipping costs in the description also

(for example: “Shipping=$350" or “Estimated Shipping=$350"

AiM Purchase Request wn @ ®

Save Cancel

[ver ] LastEdted by KEVIN FRUMWRTH On /023 100 Sate ey =
e
= Kevin Eruwirth - Maintenance Coordinator - PRQ 157 ‘

J —

NotesLog

User Defined Fields

Status History. Total 5000

Related Documents
Requested By :] UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL

Ry UND MAIN

Notfy When Do Mot v UND MAIN CAMPUS
I Q
WO#242257 PRZ332 CONTACT: CHAIS OSTLIE 7-4301 KELLERMEYER DelverTo Y

Shop. MAINTENANCE COORDINATOR

MAINTENANCE COORDINATOR Notify When Do Not Natify v
L s [roe | bio |

W ine Line Type Part/Equipment  Description Contractor AddressCode  UOM Quantity  UnitCost  Subtotal Status

!

Phase 01 Q

CLIFFORD (THOMAS ) HALL

Location

|
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

5. Work order and Phase are already populated.

AiM Purchase Request

kevin @ o

Save Cancel

= 3380 Last Edited by KEVIN FRUHWIRTH On 4/1a/23 854 AM  Status NEW Q
Extra Description -
Kevin Fruhwirth - Maintenance Coordinator - Annual Maintenance on
Notes Log MeCannel Elevator (PRQ 10f 3)
User Defined Fields. P
Status History Total 5000
Related Documents
wokorder  [womgoos G Date Needed Region o 3
[ Requestzd By E} UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE i
FeElsy UND MAIN Q
Notify When oo ey UND MAIN CAMPUS
Rorety ADMINISTRATIVE USE ONLY Q
MC-5HOP & VEHICLE MAINTENANCE-LG#1 Deliver To [:]
NON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY
Shop MAINTENANCE COORDINATOR
MAINTENANCE COORDINATOR Motify When Do Mot Notify v
Line ems [remoc | nis]

B Line Line Type

Par/Equipment  Description

Contractor

Address Code uom Quantity  UnitCost  Subtotal Status

6. Click on date needed. After selecting date/time needed, click “Done”

AiM Purchase Request e : 'Y
Save Cancel
N 0
Extra Description
Kevin Fruhwirth - Maintenance Coordinator - Annual Maintenance on
NotesLog McCannel Elevator (PRQ 10f 3)
User Defined Fields P
Status History, Total 5000
Related Documents
workorder  [o o Date Needed | Region v Y
Reguested By :} UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE il
Rl UND MAIN Q
Phase o1 a
Notify When Do ooty v UND MAIN CAMPUS
Property ADMINISTRATIVE USE ONLY @,
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To :}
NON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY
shop. MAINTENANCE COORDINATOR
MAINTENANCE COORDINATOR Notify When Do Not Notify v
Line Items Add
W Line LineType Part/Equipment  Description Contractor Address Code Quantity  UnitCost  Subrotal Status

AiM Purchase Request wn @ [c]
Save Cancel
L 2380 Last Edited by KEVIN FRUHWIRTH On 4/14/23 854AM  Status e aQ
Elelnian Kevin Fruhwirth - Maintenance Coordinator - Annual Maint Click dat d
evin Fruhwirth - Maintenance Coordinator - Annual Maintenance on
Notes Lo LocamneFevror (40 a1 ICK on date an
User Defined Fields P time needed
Status History, Toal s000
e After
CalErr WO23-001055 QU Bt Eegn uND Q se |eCtI n g
Requested By UNIVERSITY OF NORTH DAKOTA. date/t| me
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE —
e needed,
001 Q
Notfy When click
bEEE AomsTRATLEE ONLY Q]
MC-5HOP & VEHICLE MAINTENANCE-LG#1 Deliver To lm "
NG FOR ADMINISTRATIVE PURPOSES ne
shop MAINTENANCE COORDINATOR Loeaton
MAINTENANCE COORDINATOR Notffy When
L s

W Line LineType Part/Equipment  Description

actor Address Code uom Quantity  UnitCost  Subtotal Status
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

7. Click magnifying glass on requested by box and choose your name. This will fill in the requested
by box and the deliver to box (they can be different people)
AiM Purchase Request kv @ ®»

Save Cancel

(= 1 st T v Bssan  Sws (mr )

Extra Description

Kevin Fruhwirth - Maintenance Coordinator - Annual Maintenance on

Notes Log WicCannel Elevator (PRQ 1of 3)

User Defined Fields

NEW Q

Status History Total 5000
Related Documents
Reguested By UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE Facility
UND MAIN Q
Phase
001 Q
Notify When Do Hot Notiy v UND MAIN CAMPUS
Property ADMINISTRATIVE USE ONLY Q,
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To E}
NON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY
Shop MAINTENANCE COORDINATOR Locati
MAINTENANCE COORDINATOR Ntify When D Not Notify v
Line ems I

W Line LineType Part/Equipment Address Code Uom Quantity  UnitCost  Subtotal Status

AiM Shop Person

m Search Cancel

Shop Person First Name
0188947 MECHI PRESSNELL ACADEMICBS -3
0316847 KURT A ACADEMICBS -3

s To search for an Employees
0959327 STEVEN MACGREGOR name cl|ck on llsearch" ACADEMIC B5 -

&

G

1354499 ABDELHAKIM KHOUISSAT ACADEMIC BS - 3
1413514 SHANE ‘GRAVELLE ACADEMICBS -3
8001712 BARBARA YANISH ACADEMIC BS - 3
8002176 ALMAZ GEDEFA ACADEMIC BS - 3
8002724 JENNIFER LYNCH HURST ACADEMIC BS -3
8001693 DHOJ RAI ACADEMIC BS - 3
8007056 KUNTI ADHIKAR ACADEMIC BS -3
8008159 INDRA YAKHA ACADEMIC BS - 3
8009324 ASPEN KLEMMER ACADEMICBS -3
8010157 SERGIO BARRETO-ESPINOZA ACADEMIC BS - 3

AiM Shop Person

Employee ID

First Name

v
<

Kevin

[ Fruhwirth

Last Name

o
<

Type the employee's first and
After typing the employee's first and last last name here

name, click execute

AiM Shop Person

m Se Show All

Shop Person First Name

FRUHWIRTH MAINTENANCE COORDINATOR

Once the employee is found, click the blue
hyperlink to select

Revision Date: 10/2/2023



Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

8. In the first and second notify when box, put “do not notify”.

AiM Purchase Request wn @ [c2

Save Cancel

ver ] [ ———— =

Extra Description

=
I

Kevin Eruhwirth - Maintenance Coordinator - PRQ 10f 3
Notes Log

User Defined Fields

Status History Total 5000

Related Documents

Requested By [:] UNIVERSITY OF NORTH DAKOTA
PR23-F2332 - REKEY CLIFFORD HALL
petn

Phase
001 Q
Moty when Doy ) A — ET—
P
'WO#242257 PR2332 CONTACT: CHRIS OSTLIE 7-4301 KELLERMEYER Deliver To

Shop MAINTENANCE COORDINATOR

MANTENANCE COCRONATOR oty When e
Lne tems =

2

CLIFFORD (THOMAS J.) HALL

Location

|

M Linc LineType Part/Equipment  Description AddressCode  UOM Quantity  UnitCost  Subtotal Status

9. Region/Facility/Property will be populated already

AiM Purchase Request wn @ =
R 3380 Last Edited by KEVIN FRUMWIRTH On 4/14/23 §54AM  Status Py x
Extra Descrij
KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL
Notes Log MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 10OF 3)
User Defined Fields g
Status History, Total s000

Related Documents Iy

Work Order WOR-001055 O Date Needed Apr 18, 2023659 AM B Region UND Q _

Requested By 0155676 a UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-5HOP & VEHICLE MAINTENANCE Facliy
UND MAIN
- KEVIN FRUHWIRTH _
ase
001 Q
Notify When Do Not oty v UND MAIN CAMPUS
(=t ADMINISTRATIVE USE ONLY QU
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To Py Q
NON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY
Shop MAINTENANCE COORDINATOR KEVIN FRUHWIRTH Locat
MAINTENANCE COCRDINATOR Norify When Do Not Notify v
Line s =

M Line Line Type Part/Equipment  Description Contractor Address Code Quantity  UnitCost  Subtotal Status

10. To add your line item:
a. Click the add box

AiM Purchase Request kevin @

Save Cancel

U oot Elned by KEVIN FRUMWIRTH On /14/23 50 AM  Staus = =

Extra Description

KEVIN FRUHWIRTH - MAINTENANCE COCRDINATOR - ANNUAL
Notes Log MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3)

User Defined Fields

Status History, Total 5000

Related Documents

Region UND Q

Work Order Wo-001055  Q Date Needed Apr 18, 20238:59 AM [

Requested By 0195676 a UNIVERSITY OF NORTH DAKOTA

LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE
KEVIN FRUHWIRTH

Notify When Do Net Notify v
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To 0145676 Q
NON-BUILDING FOR AD! [VE PURPOSES ONLY

Shop MAINTENANCE COORDINATOR KEVIN FRUHWIRTH —
MAINTENANCE COORDINATOR Notify When

Phase o1 a

Property

Line ltems Remove

Contractor

W Lne LineType Part/Equipment  Description Address Code Quantity  UnitCost  Subtotal Status

Revision Date: 10/2/2023



Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

b. Click “Add Service”, then click next

AiM Add New Line Item

Please Select
() Browse Catalogs

(0) Add stock Part by Warehouse
() Add Catalog Part by Vendor
@-\dd Service h
Add MNenStock Part

() Add Eguipment Rental
() Add Inventory Kit

c. Inred description box, put a detailed description of the service you need provided by the
vendor. For buildings, the name of the building helps greatly and room number also.
AiM Line ltem wn @ 3
m Add Cancel
Miew 1 Last Edited by KEVIN FRUHWIRTH On 4/14/23 9:08 AM Purchase Request 3380
EralEEn Provide Annual Service on McCannel Hall Elevato] Crnn M -
Notes Log [Open |
Relsted Documers N
Line Type. Service
Contractor E} Quantity :]
Address Code
E] Unit Cost [:]
N
d. Click on the red magnifying glass in the contractor box.
AiM Line ltem kN @ c3
m Add Cancel
View 1 LE;(Ed\(EdbyKE\/INFRUHW\I(THO"#M"‘E?.USAM Purchase Request 3380
Extra Description
R Provide Annual Service on McCannel Hall Elevator Status Open v
Related Documents y
Line Type Service
Contractor Quantity [:]
Address Code
Unit Cost [:]
N
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

AiM Contractor

0000000146 ACME TOOLS
0000000151 AMERIPRIDE SERVICES INC T0 Sea rc h for a
0000000167 LEE ENTERPRISES "Contracto r" C||Ck
0000000171 BRADY MARTZ & ASSOCIATES PC n S \ h "
0000000172 BROWN & SAENGER INC eare

0000000179 CAPITAL CITY RESTAURANT SUPPLY INC

0000000182 CAPITAL TROPHY INC

0000000186 CENTRAL DOOR & HARDWARE INC

ANONNNNIR7 CENTRAI MFCHANICAL INC

e. Type the contractor’s name in the description box, set the operator to “contains”, then click
“Execute.

AiM Contractor

Execute

Contractor

Description

e :
i - Type the contractor's name in description box,
’ set operator to "contains", then click "Execute"

’
Address Code
Operator

Address 1 = Bl )

Address 2 [, v] [ ]
C ol )
aocae _:]

Phone

)
F [: *] [ ]
Spmames
Operator
AiM Contractor

m Search Show All Cancel

Contractor I

*
(3
5]
I

B FLEVATOR CORP

autopopulate the contractor block

AiM Line ltem KEVIN

Last Edited by KEVIN FRUHWIRTH On 4/14/23 9:08 AM

Purchase Request 3380

Extra Description

PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR
. Status
— Contractor Information b= ]
o
has been filled in e e

o aumy ——
jaddress Code

PO BOX 93050

60673-3050
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

f. Leave the quantity block blank. Put the total cost for this line item in the total box.

AiM Line ltem P ) &
Add Cancel
v 1 Last Edited by KEVIN FRUHWIRTH On 4/13/23 940 AM  Purchase Request 3380
Extra Description
PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR .

Nots g Leave Quantity Blank

Related Documents

Line Type. Service
Contractor @ Quantity
Address Code
PO BOX 93050 pnecest :]
CHICAGO .
Total cost for this —
w0 |line item here
g. Click “Done”.
AiM Line ltem kN @ c3

Cancel

Last Edited by KEVIN FRUHWIRTH On 4/14/23 9:40 AM Purchase Request 3380
Extra Description
PROVIDE ANNUAL SERVICE ON M: Status
Notes Log
Related Documents
Line Type Service
SCHINDLER ELEVATOR CORP
Address Code
PO BOX 93050
CHICAGO
L Tl
60673-3050
h. This will take you back to the purchase request screen
AiM Purchase Request wn @ [0Y

Save Cancel

Extra Description
KEVIN FRUMWIRTH - MAINTENANCE COCRDINATOR - ANNUAL
MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 31

Notes Log

User Defined Fields

Status History Total 515000

Related Documents

Q
Werk Order WOB-001055 Q Date Needed Apr1s, 2023859 AM B I UND Q

Requested By 01e5676 a UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE o
acility UND MAIN Q
KEVIN FRUHWIRTH

Notify When Do Not Notify v UND MAIN CAMPUS

Furaiy) ADMINISTRATIVE USE ONLY Q
MC-5HOP & VEHICLE MAINTENANCE-LG#1 Deliver To 0145676 Q
NON-EUILDING FOR ADMINISTRATIVE PURPOSES ONLY

N Shop MAINTENANCE COORDINATOR KEVIN FRUHWIRTH

MAINTENANCE COORDINATOR Neify When Do Not Motify v
Lin ems [herom | tos |

Phase 01 Q

Location

|

W e Line Type Part/Equipment  Description Address Code Quantity  UnitCost  Subtotal Status

0O 1 Service PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR 0000037608 PRI 515000 Open
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

i. Add any notes needed to the “Notes Log” and add your quote for the service to “Related
Documents”

AiM Purchase Request kevin @ o3

— Add notes or related documents
by clicking links here

JCEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL
Notes Log .

User Defined Fields
Status History 15000
Related Documents

WorkOrder — [woz3.001055 Q@ e Apr 18, 2023 859 AM B8 = UND Q

Requested By o1a5E78 Q UNIVERSITY OF NORTH DAKQTA
LAEOR GROUP #1-SHOP & VEHICLE MAINTENANCE BT
acility UND MAIN Q
KEVIN FRUHWIRTH

Notify When Do Nt Noty ¥ UND MAIN CAMPUS
ey ADMINISTRATIVE USE ONLY Q
MC-SHOP & VEHICLE MAINTENANCE-LG# 1 Deliver To Fp— a

MON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY
Shop MAINTENANCE COORDINATOR KEVIN FRUHWIETH

MAINTENANCE COORDINATOR Ntify When Do Not Notify w

Location

|

v s [foon |t |

W Line LineType Part/Equipment  Description Address Code Quantity  UnitCost  Subtotal Status

O 1 Service PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR 0000037608 PRI $150.00 Open

j.  Toadd a note to the Notes Log, click on “Notes Log” on the purchase request screen

AiM Purchase Request wn @ 3

View 3380 Last Edited by KEVIN FRUHWIRTH On 4/14/23 10:50 AM Status

Extra Description
HWIRTH - MAINTENANCE COORDINATOR - ANNUAL
ICE ON MCCANNEL ELEVATOR (PRQ 1 OF 3)
User Defined Fields )

Status History, Total 515000

Related Documents
Workorder  [wo23-001055 Q) et Apr 18, 2023859 AM B8 ey UND Q

Requested By 015676 Q UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE .
KEVIN FRUHWIRTH UND MAN Q

Phase
001 Q
Noify When UND MAIN CAMPUS
Gy ADMINISTRATIVE USE ONLY Q
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To
NON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY
shop MAINTENANCE COORDINATOR KEVIN FRUHWIRTH N Y
MAINTENANCE COORDINATOR Notify When o Not Notify v
L s [omon | ]

W Line LineType Part/Equipment  Description Contractor Address Code: Quaniity  UnitCost  Subrotal Status

O 1 Service PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR 0000037608 BRI 515000 Open

k. Click on “Add”

AiM Notes Log kein @ &
3380 Last Edited by KEVIN FRUHWIRTH On 4/14/23 10:50 AM Add to Main Workdesk

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 31 Cl |Ck on Add to Module WorkDesk

llAddll Note Type :]

=
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

1’

I.  Type the information you want users to know in the red box, then click “Save’

AiM Note PG : ] =3

3380 Last Edited by KEVIN FRUHWIRTH On 4/14/23 10:50 AM Entry Date Apr 14, 2023 3:27 PM
KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR™ QRINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3) Edit Date Apr 12,2023 327 PM
Created By KEVIN.FRUHWIRTH

KEVIN FRUHWIRTH

g

Netes ‘Type your information you want people to know in this bloc

Type information in red
box, then click "Save"

m. The note will be saved in the notes log. Then click “Done”

AiM Notes Log v @ ®

Add 1o Main Workdesk

Last Edited by KEVIN FRUHWIRTH On 4/14/23 18:50 AM

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR AINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3) ‘add to Module WorkDesk

e -

=ntry Date Created By Note Type

Jaor 122023 3:27 Pl KEVINFRUHWIRTH KEVIN FRUHWIRTH TYPE YOUR INFORMATION YOU WANT PEOPLE TO KNOW INTHIS BLOCK

Saved note looks like
this. Then click "Done".

”
|

n. You know your note has been saved because “Notes Log

s now hyperlinked to your note.

AiM Purchase Request N @ ®»

Save Cancel

View 3380 Last Edited by KEVIN FRUHWIRTH Gn 4/14/23 10:50 AM Status

Extra Description
NANCE COORDINATOR - ANNUAL ‘

g Notes now hyperlinked
Status History Total 5$150.00
Related Documents:

Workorder  [wop3-00105  Q BTz (Apr 18,2023 859 AV ooy UND Q
Requested By e Q UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE

ey
KEVIN FRUHWIRTH

Notfy When Do Nty UND MAIN CAMPUS

b= ADMINISTRATIVE USE ONLY Q
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To

Shop. IMAINTENANCE COORDINATOR KEVIN FRUHWIRTH

MAINTENANCE COORDINATOR Notify When Do NotNatify v

Phase 01 )

NON-2UILDING FOR ADMINISTRATIVE PURPOSES ONLY

Location

|

Line ltems

W e lineType Pany/Equipment  Description Contractor Address Code Quantity  UnitCost  Subtotal Starus

O 1 Service PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR 0000037608 PRI §150.00 Open
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

0. To save a “Related Document” (Quote or other attachment), Click on “Related Documents”
on the purchase request screen

AiM Purchase Request kevn @ =

Save Cancel

Extra Description
KEVIN FRUFWIRTH - MAINTENANCE COORDINATOR - ANNUAL
Motes Log MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3}
User Defined Fields P
Status History Toal $15000
g

TEUEEE WO023-001055 QU e Apr 18, 2023859 AM [ (kg UND Q

LABOR GROUP #1-5HOP & VEHICLE MAINTENANCE i
UND MAIN
. —
001 Q
Notify When UND MAIN CAMPUS
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To

Shop MAINTENANCE COORDINATOR KEVIN FRUHWIRTH Location

MAINTENANCE COORDINATOR Notify When

|

Line ltems

pment  Description Quantity

O 1 Service PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR 0000037608 BRI 515000 Open

p. On the related documents screen, click “Add”

AiM Related Documents N @ ®
3380 Last Edited by KEVIN FRUHWIRTH On 4/14/23 10:50 AM

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3

Attach

Document Listing

W Thumbnail Trtke Current Version  Document Type fxtra Description Related On

g. Click on “Choose Files” on the new document screen

AiM New Document
Next Cancel

Please select document(s) to load:
Upload File(s)

Add Meta Data

Add Attributes

Add Permissions
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

r. Choose the file you want to add, then click “Open”

@ Open *
4 B> ThisPC > Desktop v o O Search Desktop
Organize = Mew folder £z~ [ e
B This e A Mame Date modified Type Size ~
- PDC 3/27/2023 10:45 AM File folder

B 30 Objects Persanal (Mine)

[ Desktop Plexiglas Removal 5/ 52 mpﬁDoéﬂéiZfE\e flle you
Documents Projects 3:'2‘3:'23-23 ,1w@ntim‘dadd, then

3 Downloads PT Ider

b Music Schindler Stuff e elick-**Open”
= pictures 5] 3.15.23Interview Summary Sheet LS Appr...gf ‘Adobe Acroba D... 609 KB
£33 55 Training Sign In Sheet 5/16/2022 1:25 P Microsoft Excel W... 31 KB
B Videos
- @ affiliate-und2 /2023 1:40 PM Adobe Acrobat D... 608 KB
& Windows (C:) AIM 7.1 Reference Guide 2022 12:48 PM Adobe Acrobat D... 2,204 KB

d Description 3/14/2023 2:04 PM

o-training-manual3 11/9/2022 %:57 AM

USB20FD (D:) 3] Armory Access Poi
Private (P:) assetworks-a

Microsoft Excel W... 11KB
obe Acrobat D... 30,295 KB

ABIS Interdepart 37 Buildingg#®or Hardware Inventory 2/23/2023 2:23 PM 3KB
CAD (R) -] g Door Hardware Inventory /17/2023 10:47 AM 19KB
Shared (<) v [H'Campus Map to Edit 2/25/2020 2:39 PM 1,094 KB v

File name: |(ampu§ Map to Edit

s. Click “Next”

AiM New Document

Cancel

Please select documentls) to load-
Upload File(s)
| Che == ampus ... to Edit.pdf

Add Meta Data

Add Attributes

Add Permissions I}

—+

. Click on the magnifying glass in the “Type” box

AiIM New Document

Next Cancel
Title Campus Map to Edit.pdf
Upload File(s)
4
Add Meta Data U=
Tags
Add Attributes

Add Permissions

File Mamels) Campus Map to Edit.pdf
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AiM Document Type

Type Name

ESTIMATES
FLOOR_PLAN
EORGE_DRAWING
GENERAL

HELP DOCUMENT
HIGHCHARTS_REPORT
IMAGES

INVOICE

Q&M MANUAL

QUTBOUND EMAIL

PACKING SLIP

PARTS MANUAL

PERFORNIANCE & PAYMENT BONDS  PERFORMANCE & PAYMENL BaY

PROPOSALS

Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

u. Choose the document type. In this case, | chose quote.

Show All Cancel

Description

ESTIMATES
FLOOR PLAN [PDF OR BMP)

AUTODESK FORGE DRAWING (SVF)
UNCATEGORIZED

HELP DOCUMENT

HIGHCHARTS REPORTS

IMAGES

INVOICE

OPERATIONS & MAINTENANCE MANUAL

OUTBOUND EMAIL

PACKING SLIP

PARTS MANUAL

PURCHASE ORDERS
QUOTES
SCRIPTS

STANDARD OPERATING PROCEDURE
=

v. Choose “Next”

AiM New Document

Upload File(s)

Add Meta Data

Add Attributes

Add Permissions

Title Campus Map to Editpdf

e
I} Tags
)
File Namels) Campus Map to Edit pdf
w. Document is added, Click “Done” to complete the process.
AiM Related Documents PECI ;i ] [c]

Last Edited by KEVIN FRUHWIRTH On 4/14/23 10:50 AM

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL IR

B

@ALYICCANNEL ELEVATOR (PRQ 1 OF 3)

Document is added, click
"Done" to complete the process

Document Listing

Attach Link Add

Related On

W Thumbnail Tite Current Version  Document Tvoe Extra Descriotion

D Boickow Camous Map to Edit pdf o QUOTES Apr 14, 2023
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

X. You can see the document has been added because the “Related Documents” is now
hyperlinked to your document.

AiM Purchase Request kevn @ o3

Save Cancel

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL \

Motes Log MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 10F 3}

User Defined Fields

Staus History. Total 515000

|
|

Requested By 015676 Q UNIVERSITY OF NORTH DAKOTA
= UND MAIN Q
KEVIN FRUHWIRTH

Notify When SNty UND MAIN CAMPUS
Property “ADMINISTRATIVE USE ONLY Q
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Defiver To ey a
NON-BULLDING FOR ADMINISTRATIVE PURPOSES ONLY

Shop MAINTENANCE COORDINATOR KEVIN FRUHWIRTH Location

MAINTENANCE COORDINATOR Notify When Do Nat Notiy v

LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE

Phase w01 =

|

Line ltems
W Une LineType Part/Equipment  Description Contractor AddressCode  UOM Quantty  UnitCost  Subtotal Status
O 1 Senice PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR 0000037608 BRI §150.00 Open

y. Add information to the “User Defined Fields”. Your request(s) will be returned if you don’t.

AiM Purchase Request wwin @ c3

3380 Tt
i Click here to

add user
defined fields o s1s000

KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL
MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3)

Related Documemts

Work Order WOZ-001055 QL Date Nezded apr 18, 2023859 AM B Region uND Y

Requested By 01a3678 a UNIVERSITY OF NORTH DAKOTA
LABOR GROUP #1-5HOP & VEHICLE MAINTENANCE —
UND MAIN Q

KEVIN FRUHWIRTH

Notify When De Not Notify v _

FITED) ADMINISTRATIVE USE ONLY
MC-SHOP & VEHICLE MAINTENANCE-LG#1 Deliver To 0143676 Q
NON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY

Shop MAINTENANCE COORDINATOR KEVIN FRUHWIRTH

MAINTENANCE COORDINATOR Notify When Do Not Notify v
L s [ | e

Location

|

B Lne LineType Part/Equipment  Description Contractor Address Code Quantity  Unit Cost Subtotal Status

0 1 Senice PROVIDE ANNUAL SERVICE ON MCCANNEL HALL ELEVATOR 0000037608 ERI 5§150.00 Open

z. Add your point of contact at the contractor, their email, projected start date, and
anticipated duration of the job in the user defined fields so the buyer can send the purchase
order to the contactor. Click “Done”

AiM User Defined Fields

Last Edited by KEVIN FRUHWIRTH On 2/12/23 10:50 AM

KEVIN FRUHWIRTH - MAINTENANCE CO ATOR - ANNUAL MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3

Point of Contact

gilly Bob Johnson

POC Email Address | illyb@chindler.com

After entering
information, click "Done"

tart Date 4/15/2023

Duration < mont]

(
(
(
(
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Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

aa. You will be back at the purchase request screen. Click on the magnifying glass in the
“Status” box.

AiM Purchase Request kv @ =
Vi 3380 Last Edited by KEVIN FRUHWIRTH On 4/14/23 9.40 AM  Status

Extra Description
KEVIN FRUHWIRTH - MAINTENANCE COORDINATOR - ANNUAL

Notes Log MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3)

User Defined Fields

Status History, Total 5150.00

Related Documents

Work Order Date Nesded iRl B Region e g

Requested By 0125678 Q UNIVERSITY OF NGRTH DAKGTA
LABOR GROUP #1-SHOP & VEHICLE MAINTENANCE Facil
ity UND MAIN Q
KEVIN FRUHWIRTH

Notify When Do Not Notfy » UND MAIN CAMPUS
Borsy ADMINISTRATIVE USE ONLY Q
MC-SHOP & VEHICLE MAINTENANCE-LG#1 DeliverTo Jesene a

NON-BUILDING FOR ADMINISTRATIVE PURPOSES ONLY
shop MAINTENANCE COORDINATOR KEVIN FRURWIRTH

MAINTENANCE COORDINATOR Notify When
Line Items Add

W Lne LineType Part/Equipment  Description Contractor Address Code uom Quantity  UnitCost  Subtotal Status

Phase 001 )

Location

|

O 1 Service PROVIDE ANNUAL SERVICE OGN MCCANNEL HALL ELEVATOR 0000037608 El 5150.00 Open

bb. You should now be ready to send this purchase request to the facilities buyers. After clicking
on the magnifying glass in the status box, choose the appropriate status. If the cost exceeds
your spending limit, you must choose “Supervisor Review”, “Assistant Director Review”, or
“Director Review” as appropriate and inform that person. If purchase price is within your
limits, choose “Service on-FAC”, “Service-off-FAC”, Service on-PDC, or Service off-PDC.

AiM Purchase Request Status

m Search Show All Cancel

Status Desaription

NEW NEW

CANCELED CANCELED

SUBMIT TO WAREHOUSE SUBMIT STOCK REQUEST TO WAREHOUSE
SUPERVISOR REVIEW. SUPERVISOR REVIEW.
ASST DIRECTOR REVIEW ASST DIRECTOR REVIEW
DIRECTOR REVIEW DIRECTOR REVIEW
REJECTED REJECTED

SUBMIT TO BUYER-FAC SUBMIT TO BUYER-FAC
SUBMIT TO BUYER-PDC SUBMIT TO BUYER-PDC
SERVICE ON-FAC SERVICE ON-FAC
SERVICE ON-PDC SERVICE ON-PDC
SERVICE OFF-FAC SERVICE OFF-FAC
SERVICE OFF-PDC SERVICE OFF-PDC
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Extra Description
Notes Log
User Defined Fields

Status History

Related Documents

hase Request

Create a Purchase Request for Service/Review/Approval (Multiple PRQ, Single PO and Vendor)

cc. Click “Save”. This sends the purchase request to the buyer(s)

Last Edited by KEVIN FRUHWIRTH On 4/14/239:40 AN Status SERCEONTAC | QL

KEVIN FRUHWIRTH - MAINTENANCE COORD)
MAINTENANCE ON MCCANNEL ELEVATOR (PRQ 1 OF 3)

|

Total $15000

Wark Order W023-001055 Q. Date Needed Apr 18,2023 §:59 AM [ Region UND Q

Requested By 15676 & UNIVERSITY OF NORTH DAKOTA
LAEOR GROUP #1-5HOP & VEHICLE MAINTENANCE ity =
UND MAN

KEVIN FRUHWIRTH
UND MAIN CAMPUS

oty When Do ot Nty v
) o Propery  (AoMNSTRATVE USEONDY &
MC-SHOP & VEHICLE MANTENANCELGE1 DeliverTo s Y
NON-BULDING FOR ADMINISTRATIVE PURPOSES ONLY

Shop. IMAINTENANCE COORDINATOR KEVIN FRUHWIRTH Location

MAINTENANCE COORDINATOR Notify When Do Not Notify v

W Line LineType Part/Equipment  Description Contractor Address Code  UOM Quantty  UnitCost  Subtotal Status

Phase o =Y

|
|

O 1 semiee PROVIDE ANNUAL SERVICE ONMCCANNEL HALL ELEVATOR 0000037608 R $15000 Open

dd. Repeat steps 1-10cc for EACH purchase request you need to create for the single purchase
order. Remember, it’s important to put “PRQ 2 of 3” “PRQ 3 of 3” etc in the description box
of each purchase request, in addition to your name/shop/subject, so the buyer knows there
will be more purchase requests coming that are associated with a single purchase order for
the single vendor.
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Entering Time Using Rapid Timecard Screen

Entering Time Using Rapid Timecard Screen

1. Usingthe dashboard, find the phase assigned to you and click on it

Chaior el Feri e mpin = Towry
T B THOF LR PRSI (U 1 » P w AR R =
Moo T e P wink B e FURGCR Pl SEWENT MTNTRG P AW TNT T TPl L] AlE T RaT A L
TR T G THOF N PROCLEURUN (U L A R w
L i e L R e T rm Al TR w
g P W SR AR L Y TR _a AR BT -

"R B R T

D W PR TLHa
B L e

i e Wkt P e ol =
R LT ] Faa e e L 1L Ty v
L ADM SNy FRCCLRIMIN TR IR e w ACMBETRATCH

2. On the left side menu, under Action, click on timecard

AiM Phase weos @ cd

Crested By JENNIFER DUFFY On /29/22 205 P Stamus new
ILast Edited by JACOR SANDERS On 9/19/22 143 P

Work Osder W023-001531
oudger s
Location
Dl ssiment iromee shap prvm—— Cnmdstan  sug 25 2022 205PM Funding Vathod  Work Order
Emat
B ADMINISTRATION EmmdEnd 505 2022205 LI
WokCode  MEETRGS
rimary persan Acual Start
[ —
Actal nd
ETE Sequert ethod
] Briory MEDIUM Percent Compiete.
Checkpoint Measurements
Con smas
Purchase Recunts Ty Capital Project Contract Type
Uniecosts st
st
Survey Histary L=e 1) I oy
amgonem Group
totes g Falhr Code
User Defined Fieids.
SLatug Mistory.
Restad Documarts Tngiate B
PM Standands.
spection

uansg JENNFER DUFFY. Mo o JENMSERDUSTY  AugZe 2022

it ] JACIOR SANDERS "o 3 JACORSANDERS  5ep 15,2022
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Entering Time Using Rapid Timecard Screen

3. Fill in the work date

AiM Rapid Timecard Entry wos @ B

[t 2oz [m] [ a | a] | - a] [womoans_al a) [ ell )]
E [ aJ m 9 I
HIECARE L e Gesc )

You can either type in the date or use the calender by
clicking on the "Calender" tab here

AiM Rapid Timecard Entry weos @ L

Time Type/Labor Class  Leave Code

Q) [womootsn Q) al (] | @]
[ a) s a

s Clicking on the day here will fill in all of the date information

4. Choose the magnifying glass in the shop person box and select your name if it’s easy to find, or click
the blue search box and search using EMPLID, First, or Last Name (explain = vs contains operator

AiM Rapid Timecard Entry por @ @

Tene Type/Labor Class  Leave Code Wiork Order/Phase

E [ ) [ a) | a] [womwsn  a) ( a) ([ ol ]
qQ w |
- e r—
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Entering Time Using Rapid Timecard Screen

AiM Shop Person

Last Name
0074154 RICHARD DURAND ACADEMICBS -2
0074154 RICHARD DURAND ACADEMICBS -3
0076453 JAMES WEBER ACADEMIC MAINTENANCE
0100403 DAVID SUNDINE ELECTRONICS
0113848 JOHN KELLEBREW ELECTRONICS
0116331 MOSES SERMNA L\\’ LANDSCAPE
0116331 MOSES SERMNA TEMP LANDSCAPE
0122528 JuDyY ROSIMSKI TRAMSPORTATION ADMIN
0122528 Jupy ROSINSKI TRAMSPORTATION DRIVERS
0122528 JuDY ROSINSKI TRAMSPORTATION MECHANICS
0122676 JRY KOLLIN ACADEMICBS -4
0124284 CHRISTOPHER LAVECCHIA BUILDING AUTOMATION
0136342 JEFFRY VOM RUEDEN SYSTEMS
0136342 JEFFRY VOM RUEDEN TEMP SYSTEMS
0136810 BRIAN DoTY PREVENTIVE MAINTENANCE
0136810 BRIAN DOoTY TEMP PREVENTIVE MAINT
0145676 KEWIN FRUHWIRTH MAINTENAMCE COORDINATOR
0146229 JEFFREY CAPP FACILITIES PROCUREMENT
0152447 ROBERT HERTWECK ACADEMICBS -6
0177299 MICHEAL JEFFERY ACADEMICBS -1
0185614 RICK HOFSTAD ACADEMIC B5 - ADMIN
0188947 MECHI PRESSNELL ACADEMICBS -6
0195294 LAURA HILLEBRAND TELECOMMUNICATIONS
0195668 MELISSA GRAFENAUER LANDSCAPE
0212744 MARK JOHNSON ADMINISTRATIOMN

AiM Shop Person

Execute Reset

Employee ID [ - w ] [
First Name [ = w ] [Jacob
Last Name [: v] [Sanders

‘Operator

[ %3]
=
[+]
h-]

Shop

}

L [wir[al¥]
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Entering Time Using Rapid Timecard Screen

AiM Shop Person

Employee ID
First Mame

- ] [ )
Last Mame [= v] [SEFI'I:'EFS ]
Shop
Operator
Shop = v ] [
AiM Shop Person
m Search Show All Cancel
Shop Person I First Name Last Name Shop
8010580 JacoB SANDERS HOUSING CUSTODIAL
8010580 Jacoe SANDERS SAFETY
8010580 Jacoe SANDERS TELECOMMUNICATIONS

JACOB . SANDERSI . ' . .
If there are multiple entries ensure you're clicking the

correct employee, make sure the "Shop Tab" matches their
Time card entry. Click on the Blue "Shop Person" number

5. Use the magnifying glass to search for the correct time type/labor class.

AIM Rapid Timecard Entry s @ @
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Entering Time Using Rapid Timecard Screen

AiM Time Type

m Search Cancel

H1 REGULAR

Ho1 ARGE REGULAR - MO CHARGE RATE

HO3 COVERTIME

HO3-NO CHARG OVERTIME - NO CHARGE RATE

H12 CALLBACK

H12-NO CHARGE CALLBACK - NO CHARGE RATE

Hia WORKSTUDY

H14-NO CHARGE W ORKSTUDY - MO CHARGE RATE

Hs3 COMPEMSATORY TIME EARNED

H53-NO CHARGE COMPERRATORY TIME EARMED - NO CHARGE RATE

6. Work order/phase will be populated

AiM Rapid Timecard Entry wos @ B
n o2z B] [sot0:0 Q) [mo1 = Q) ; Q) [woz-ouss Q) Q] @
E JACOR SANDERS o —a Lh
7. Putinthe number of hours in the hours box (full hours or quarter hour increments)
AiM Rapid Timecard Entry poos @ &
Sawe Cancel h+ s
i
[Genrs 202 M) |1|05 a [w ‘ al | i a [wn-w-s‘ al [ Q l! 9] ]
E JACOB SANDERS [saLaneD a ) al
 (Fosecaso i mew oescarion )

8. In the timecard line-item description box, put exactly what you did for maintenance

AIM Rapid Timecard Entry peoe @ O

Save Cancel

Time Typa/labor Cls  Lewve Code
[sern2on @) [ewse al [m al | a [wozmmin al a] [z a
JACOR SANOERS CTE o 3

Revision Date: 10/2/2023



Entering Time Using Rapid Timecard Screen

9. Click Add — this copies the information and puts it below the blue line, meaning when you hit save,
the info below the blue line will be saved for approval.

Work Date. Shap Prrsan “Time Type/Laben Class

AIM Rapid Timecard Entry
sep15,200 W] [s010880 al [ al | Q] [wozewsn Q)

JACOB SANDERS [sacwmen a (o2 q

H—— ty

AIM Rapid Timecard Entry

Leave Code Work Ordes Phase.

Time Type/Labor Class

spis 2002 M| [soose a) [mm [ Q] [wozea

Leave Code Work OrdesPhase.

|
JAC08 SANERS s Q) (o q

e wht you i ere ]

*

: ;
O fwnms @) (wew @ o a) (& [wsws a0 D
[Tree wHaT voU o0 HERE

10. Continue to edit the upper line for time and clicking add for each line item you want approved

AIM Rapid Timecard Entry meoe @ 22

p ‘Acton Taken
= (sor0se0 al  [mn al | Q] [womwun @) Q) [z ]| ) ]
JACOR SANGE [ al (o a
He—= s
O (monsz @) ([wes o [w q Q) (wemwer__a) "% CYREC|
Il iDERS SALARED qQl (003 Q

(TP whaT VOUDID e

You can keep your entry the same but you will need to change the date

AiM Rapid Timecard Entry pcos @ o2

Time Type/Labor Cliss  Leave Code

[z @] [sowse0 al [m a Q| [womown Q)
JACGE SANDERS

H EE| (902 Q)
[Ty what you i hare
O fenon 8 (eew a) [ a | ) (oo @) MA® a) [
JACOR SANDERS [ a) I a)
[TYPE WHAT *0U DID HERE

Click "Add" after changing your date or time
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Entering Time Using Rapid Timecard Screen

AiM Rapid Timecard Entry mos @ [

Sep20 2002 M| [eoosen a) Q) [woz-ooin q) Q] (200 ] o @

- | - t= 3
(Type what you did here. ]
[s010580 a [m al | Q Wos-01831 q) FcaRo
o meE . [mmm Q) (s o @
[TvPe wraT vou o R
O [swwnz & o [ror al | Q]  [womwiss q) Fcwo
cos s M [same Q] (oo a °©
[rvee wnar vou o were
As you can see, the next day was dropped down with the new information

11. When your time is entered, click Save

AiM Rapid Timecard Entry wcon @ cd

Cancel

Tieme Type/Labor Class ‘Work Order/Phase

o1 al | Q] [womoeun g Q) [zoo ][ el =]

B [o0s al

(TwaEcans Live e

*
O [wnne B [oee  a [ a) Q) [weswsy a] "G [ CYRET
A8 SANDERS (e @) (008 @
AECARD LINE ITEN ion ]

Teme Type/Labor Class  Leave Code Work Order /Phase Action Taken

[roxan @] [wosm Q] [m al | Q] [womwsn Q) q] [ ] o]l ]
15C08 SaERS [ a (o a
TTEM DESCRITION )
s swm soss0 bt wozsamsn Pcamo 20
ACOR SAHOERS SaLanen ou3
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Entering Leave Time Using Rapid Timecard Screen

Entering Leave Time Using Rapid Timecard Screen

1. Atthe Aim dashboard, click on the menu (hamburger) and scroll down to the “Time and Attendance”
Section.

AiM WorkDesk
P varsgemee 1
n Shop LONG TERM Phases - =

LONG TERM Phase

Show| 20 | entiies

Phase Description shop Status Work Order Priority
1 REFUSE SERVICESVITMER HALL ADMINISTRATION NEW Woz3 00183 LONG TERM
y REFUSE SERVICESWILLIAMSEURG ADMINISTRATION NEw wozao0e LonG TERM
REFUSE SERVICESWILKERSON DINING ADMINISTRATION NEW WO23-001832 LONG TERM
0f REFUSE SERVICES/WEST GREEN 812 ADMINISTRATION NEW WO23-001831 LONG TERM
001 REFUSE SERVICESIWEST ADMINISTRATION NEw Wo23.001830 LONG TERM
iy REFUSE SERVICES/WELLNESS CENTER ADMINISTRATION NEW W023-001829 LONG TERM
01 REFUSE SERVICES/WALSH HALL ADMINISTRATION NEW WOQ23-001828 LONG TERM
0 REFUSE SERVICESVIRGINIAROSE ADMINSTRATION NEw wozzomer Lona TERM
01 REFUSE SERVICES/UPSON 2 ADMINISTRATION NEW WO23-001826 LONG TERM
o REFUSE SERVICESILPSON 1 ADMINISTRATION NEw woza012s LonG TERM
01 REFUSE SERVICES/UNIVERSTIY PLACE ADMINSTRATION NEw wozxo0as LONG TERM
o REFUSE SERVICES/UNIVERSITY HEALTH FACILITY/ ALTRU CLINIC ADMINISTRATION NEW WO23-001423 LONG TERM
01 REFUSE SERVICESIUNIVERSITY HEALTH FACILITY ADMINISTRATION NEw woz3:001822 LONG TERM
m REFUSE SERVICES/UNIVERSITY CHILDREN'S LEARMNING CENTER ADMINISTRATION NEW WO023-001821 LONG TERM
m REFUSE SERVICES/UND BOOKSTORE ADMINISTRATION NEW WO023-001820 LONG TERM
w REFUSE SERVICESITWAMLEY HALL ADMINISTRATION NEw wozao0iete LonG TERM
m REFUSE SERVICESTRANSPORTATION & GROUNDS ADMINISTRATION NEW WO23-001818 LONG TERM
W REFUSE SERVICES/TRANSPORTATION & GROUNDS ADMINISTRATION NEW WO23-001817 LONG TERM
001 REFUSE SERVICESTECH ACCELERATOR ADMINISTRATION New woz3001818 LONG TERM
1 REFUSE SERVICES/SWANSON HALL ADMINISTRATION NEwW W023-001815 LONG TERM
Provous ] 9 hed  Las
Shop Person ASSIGNED Phases -
Shop Person - ASSIGNED Phase
Phase Description shop status Work Order Priorty

liabel.neeed)

AiM WorkDesk

| e -1

Accounts Payable -
AiMpert -
Asset Management -
= Contract Administration - shop Status Work Order Priorty
Customer Service - SDMINSTRATION NEw WozEoNaly LONG TERM
Finance - ADMINISTRATION NEW WO023-001833 LONG TERM
Human Resources - e ADMINISTRATION new wo23001032 LONG TERM
Joventory . ADMINISTRATION new W023-001831 LONG TERM
ADMINISTRATION New W023-001830 LONG TERM
Preventive Maintenance -
. . = ADMINISTRATION new wozr0eze Lona TERM
rofect Management ADMINISTRATION Hew Wo23001828 LONG TERM
Purchasing M ADMINISTRATION HEw WO23-001827 LONG TERM
ime and Attendance il | ADMINISTRATION new W023-001028 LONG TERM
System Administration v ADMINISTRATION new Wo23-001825 LONG TERM
b ADMINISTRATION New Wo23-001824 LONG TERM
LTH FACILITY/ ALTRU CLIMC ADMINISTRATION new woz300123 LonG TERM
LTH FACILTY ADMINISTRATION new Wo2001022 LONG TERM

DREN'S LEARNING CENTER ADMINISTRATION NEW WOZ3-001821 LONG TERM

ADMINISTRATION NEW WO23-001820 LONG TERM
ADMINISTRATION NEw WO23-00181% LONG TERM

OUNDS ADMINISTRATION NEW WOZ3-001818 LONG TERM

s ADMINISTRATION nNew WO23-001817 LONG TERM

foR ADMINISTRATION NEW WO23-001816 LONG TERM
ADMINISTRATION NEW WOZ3-001815 LONG TERM

Fest  Previeus 2 3 4 s 5 Med Last

shop Status Work Order Prionty
llabatnzeded)
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Entering Leave Time Using Rapid Timecard Screen

2. Click on “Rapid Timecard Entry”. This will take you to the rapid timecard entry screen

AiM WarkDesk mos @ O
&um Mansgemert M |
Work Management - -
Accounts Payable -
AiMport -
Asset Mansgement -
= Contract Administration - shop Status. Work Grder Priority

‘Customer Service - ADMINISTRATION NEW WO23-001834 LONG TERM

Finance - ADMINISTRATICN NEwW WOz3-001833 LONG TERM

Humse Resowces . o ADMINISTRATION NEW WozI0meR LoNG TERM

Iventory - ADMINISTRATION NEW WOZI-0M83 LONG TERM

Preventive Mantenance . ADMIMISTRATION NEW WOZ3-001830 LONG TERM

ER ADMINISTRATION NEW WO23-001829 LONG TERM

Project Management N ADMINISTRATION NEW WO23.001828 LONG TERM

Purchasing - ADMINISTRATICN NEW WO23-001827 LONG TERM

Time and Attendance - ADMINISTRATION NEW WOZ3-001826 LONG TERM

Q + Timecard ADMINISTRATION NEW WOZ3001825 LONG TERM

|3 ADMIMISTRATION NEW WO23-001624 LONG TERM

Terecard Approval LTH FACILITY! ALTRU CUMC ADMINISTRATION NEW WOZ3001823 LONG TERM

4 Temscard Acustment LTh FaciLTY ADMINISTRATION NEW WO23-001822 LONG TERM

DRENS LEARNING CENTER ADMINISTRATION NEw WOZ3-001821 LONG TERM

System Administration T ADMINISTRATION NEW WO23-001820 LOMG TERM

ADMINISTRATION NEW wozIomaTs LoNa TERM

18 GROUNDS ADMINISTRATION NEW WO23001818 LONG TERM

14 GROUNDS ADMIMISTRATION NEW WO23001817 LONG TERM

for ADMINISTRATION NEW WO23-001816 LONG TERM

ADMINISTRATION NEW WO23-001815 LONG TERM

Frst  Pavoss (1] 2 3 4 s 9 Ned Last
shop Status Work Order Priority

[isbel needs:

3. Inthe “Work Date” box, choose the date you took leave for, that will populate the work date

AiIM Rapid Timecard Entry woos @ ]

Save Cancel e

Wosk Order/Phase

AiM Rapid Timecard Entry poos @ <]

Save Cancel I

4. Putyour cursor in the “Shop Person” box, type in your employee ID #, then click on the magnifying
glass. Your name will populate below the “Shop Person” box

AIM Rapid Timecard Entry peos @

Time Type/Labor Clas  Leave Code Work Crdles/Phase Action Taken

aj

AIM Rapid Timecard Entry peos @ @

Save Cancel
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Entering Leave Time Using Rapid Timecard Screen

AIM Rapid Timecard Entry o @ =

[Frnoces @
[ome_a

If you don’t know your employee ID #

Click on the magnifying glass in the “Shop Person” box. Then, click on the blue search button on the
top-left of your Aim screen. Type in your last name in the box titled “Last Name, then click execute.

AiM Rapid Timecard Entry wos @ @

. EY) | Y
| [Tvaecamo Lve v oEscaTION .

Cancel
First Name Last Name
0074154 RICHARD DURAND ACADEMICBS -6
0076453 JAMES WEBER ACADEMIC MAINTEMANCE

AiM Shop Person

Execute Reset

n Employee ID [ - v] [ ]
First Mame [ -
H Last Name -

AiM Shop Person

Employes ID [ - v] [ ]
First Mame [ = v] [

H Last Mame [: v] [Sanders

Choose your name, by clicking on the hyperlinked employee ID # in the shop person column and it
will populate the “Shop Person” box
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Entering Leave Time Using Rapid Timecard Screen

AiM Shop Person

m Search Show All Cancel

Shop Person I First Name Last Name Shop

JACOB SANDERS ADMINISTRATION

5. Click on the magnifying glass in the “Leave Code” box and choose the correct leave code.
Note: this will make your Time Type/Labor Class disappear. This is OK, the information is not needed
for Leave Codes.

AIM Rapid Timecard Entry pos O

Time: TypesLabor Class

[Saaneo

a

Search Cancel

H20-FMLA SICK LEAVE - FMLA
H20 SICK LEAVE-SALARIED
H21 DEFEMDENT SICK LEAVE-SALARIED

ANMNUAL LEAVE-SALARIED

COMPENSATORY TIME TAKEM-5ALAR

H2a HOLIDAY-5ALARIED

H25 FUMNERAL LEAVE-SALARIED
H26 MILITARY LEAVE PD-SALARIED
H27 JURY DUTY - SALARIED

LWOP LEAVE WITHOUT PAY

6. Skip both the Time Type/Labor Class and Work Order/Phase boxes, there are no longer work orders
assigned to leave

E Y e e e —— Skip "Work Order / Phase" Co—
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Entering Leave Time Using Rapid Timecard Screen

7. Putinthe number of hours in the hours box (full hours or quarter hour increments)

AIM Rapid Timecard Entry mos @ @

Save Cancel Pl

[ e ———

[oxnomz @) [wew Q) [wwocwsal [mz al | a) i alls | al o
JACOR SANDERS [ a [ Q)
[Time

ARD LINE ITEM DESCRPTION

8. Inthe timecard line-item description box, put a description of your leave, i.e., “leave 2-4 pm” or
“Annual Leave All Day”

AIM Rapid Timecard Entry wor @ &

Time Type/Labor Class  Leave Code Work Order/Phase

[azizz @) [www @) |[mewocwea) [ma a) a a] [ e o]
Q

*

a

=] g d [mmours

iwuwﬁ — |

9. Click the blue “Add” button on the right side of your screen — this copies the information and puts it
below the blue line, which means when you hit save, the info below the blue line will be saved for
approval.

AiM Rapid Timecard Entry wor @ @

Work Date Tirme Type/Labor Class

Lewve Code

[ounze @) [wew _a] [(ewowsal [= a | Q)
Jacon saoeRs al ‘ a

[ Armua eave < for the st § nowrs of my work day.

10. Continue to edit the upper line for time and clicking add for each line item you want to go below the
blue line for approval

AIM Rapid Timecard Entry weos @ 3

Wiork Grder/Phase

| EED Q) [reruocs Q Q
JACOR AN [ 2l o

O [pazion ®] [sonss a] [mwocwsal [ a | al ° Q] [sm]
AC58 SANDERE 3l [ 3

T T ]
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Entering Leave Time Using Rapid Timecard Screen

AiM Rapid Timecard Entry mos @

Time: TypeLabor Class

E [oczmz M) [swoss a] [wwwoouwsa) [m2 al | aJ

y clicking the blue "Add" ( CYJEN | 2 —
button after making a

AR ERNBERE [ a [ al

(Bl leave - for th st 5 howrs of my wok day

rT“] P— ] burlm i 2 &)
= a [ — then new corrections drop

[FOTUAL LA - T T3 S O v oY down here
O [caznzz @ [swn Q) [reinocwse C al | a s a) [sw]

1ACOR SANDERS [ [ a

[RPOVUAL LEAVE - FOR T LAST § MOURS OF AfY WORK DAY

11. When your time is entered, click Save

AIM Rapid Timecard Entry s @ @

Y a
[ (0590 Q) [rwocwsea) [mz al | Q| Q] [se e[ <]
JACOR SHHDERS ( a [ a
-
O oz @ [(wes 4] [ewowed) [z q) Q [ a) (=)
JACER DTS al —  a °?

[AIPVUAL LEAVE - FOR THE LAST 5 HOURS OF MY WoRK DAY

O fansz 8 [(wew q) [(wweowca) [m= a
P g

oo
o

[RPAL LEAVE PR Tt LA § FOURS OF 1 WOR DAY

12. You will see a blue hyperlinked transaction number on the left side of your screen, this is the time
that is waiting for your supervisor to approve. It can be edited up until the time your supervisor
approves, if needed.

AiM Rapid Timecard Entry weos @ o

Save Cancel o

E Teve Tpefiabor Class_ Leave Code
H [crzo2 @) [wom Q) [mwoowsa) [z al | q) a] (5o o E)
JACO8 SANDERS [ al [ 3

8010580

ANNUAL LEAVE - FOR THE LAST 5 HOURS OF My WORK DI

ANNUAL LEAVE - FOR THE LAST 5 HOURS OF MY WORK DAY
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Reviewing, Approving, and Adjusting Time Entered

Reviewing, Approving, and Adjusting Time Entered

Reviewing and Approving Timecard

1. From the Aim Work desk, choose the menu (hamburger) on the left menu bar

AiM WorkDesk

acou Management

Suparvisor Work Management

NEW Phase Gount

Phase w/ PARTS.pN ORDER

Shop Supervisor - NEW Phase

22

Purchase Request - Approval Needed

ASSIGNED Phases

Shop Supervisor - Assigned Phases

L. |
oncTern I 'WORK COMPLETE Phase Purchase Request - REJECTED
ow I
e 1 ® MEDIUM
— Low
e HIGH
everiney [ © EMERGENCY
SUPV REVIEWED Phase Shop Supervisor - Invoice Approval Al
v
NEW Phase Status
Show| 5 W enines
Date Created Priority Work Order Description Phase Description Status. Shop Property Project
T R e B st et e e = e = e
Sep 7 2022 234 FM MEDIUM ‘WO023-001536 SHOP, SHOF PERSON. PROCUREMENT TESTING o2 ‘SHOF, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
Sep7 2022234 FPM MEDIUM WO23-001536 SHOP, SHOP PERSON, PROCUREMENT TESTING 003 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
cotmminm woun  wemins Son e PRy FROCUREUETTERTG ) o S0 RSN, PRORURENET TS o sowernen o
Aug 20, 2022 2:05 PM MEDIUM ‘WO23-001531 ADMIN, JENNY PROCUREMENT TESTING 003 ADMIN, JENNY PROCUREMENT TESTING NEW ADMINISTRATION 107
WO with NEW Phase Status
o[ 5] men
Work Order Description Status. Property Date Created Shop
TerT T TR e T ERET
prerT A, I PROCURENENTTESTIG B, BT e
ST — R ——
2. Scroll down to Time and Attendance, then choose Timecard Approval
AiM WarkDesk won @ &
| 3 | Q) SURSRISOR WORK MANAGEMENT
Work Management - -
Accounts Payable -
AMpart Phase w! PARTS ON ORDER Purchase Request - Approval Needed ASSIGNED Phases
port -
Asset Management . P Supervisor - NEW Phase 2 2 Shop Supervisor - Assigned Phases

Contract Administration
Customer Service
Finance

Human Resources
Inventory

Preventive Maintenance

Project Management
Purchasing

System Administration

WORK COMPLETE Phase

SUPV REVIEWED Phase

Purchase Request - REJECTED
& MEDIUM
& Low

HIGH
® EMERGENCY
Shop Supervisor - Invoice Approval "All ...

1

Dascription Phase Description status shon Property Project
SHOP, SHOP PERSON, PROCUREMENT TESTING 001 SHOF, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
SHOP, SHOP PERSON, PROCUREMENT TESTING 002 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
SHOP, SHOP PERSON, PROCUREMENT TESTING o3 SHOF, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
SHOF, SHOP PERSON, PROCUREMENT TESTING o0 SHOR, SHOF FERSCN, PROCUREMENT TESTING = ADMINISTRATION 107
ADMIN, JENNY PROCUREMENT TESTING 003 ADMIN, JENNY TESTING NEW ADMINISTRATION 07
Frst  Prevous 2 3 4 5 het L
status Propenty Date Createa shop
DCUREMENT TESTING OPEN 07 Sen7, 2022 234 P ADMINSTRATION
WENT TESTING OPEN 07 Aug 20, 2022 205 PM ADMINISTRATION
oPEN 7 a1 20 202 1036 AM ADMINISTRATION

WO2A001528 SHOP SIIPPA IFS < £250 FOR | AROR GROUP 2
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Reviewing, Approving, and Adjusting Time Entered

AIM WorkDesk mos @ @

[ re— 1

Work Management

Accounts Payable .

P Phase wi PARTS ON ORDER Purchass Request - Approval Nesded ASSIGNED Phases

iMpor .

Asset Mar\agement - P Supervisor - NEW Phase 22 Shop Supervisor - Assigned Phases
= Contract Adminitration ¢ S = =

Customer Service T WORK COMPLETE Phase Purchase Request - REJECTED

Finance -

. o wEoum
Human Resources 1 o e
Inventary -

HIGH
® EMERGENCY
Preventive Maintenance -

SUPV REVIEWED Phase Shop Supervisor - Invaice Approval “All .
Project Management .

Purchasing R T S 1

Time and Attendance .

Q + Timecard

Rapid Timecard Entry

Timecard Approv

A — Description Phase Description status shap Propanty project
'SHOP, SHOP PERSON, PROCUREMENT TESTING w0 SHOP, SHOP PERSON. PROCUREMENT TESTING NEW ADMNISTRATION 07
System Administration " SHOP, SHOP PERSON, PROCUREMENT TESTING 02 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
‘SHOP, SHOP PERSON, PROCUREMENT TESTING w SHOP, SHOP PERSON, PROCUREMENT TESTING nEw ADMINISTRATION 107
SHOP, SHOP PERSON, PROCUREMENT TESTING T SHOP. SHOP PERSON. PROCUREMENT TESTING NEW ADMINISTRATION 107
ADMIN, JENNY PROCUREMENT TESTING o ADMIN, JENNY TESTING NEW ADMINISTRATION 107
Fest Pedous | 1] 2 3 4 5 Ned La
]

satus Property Date Created Shap

DCUREMENT TESTING oFEN o7 Sep7,2022234 P ADMINISTRATION

IenT TESTING oPEn 7 g 29,2022 205 PM ADMINISTRATION

woonson SOP SLIRPIIFS < $550 FOR | ARNR GROLIR 2 aeen sar Aun 28 2012 1038 &M AnNSTRATION s

3. You can search here by shop, or by person

AiM Timecard Approval

Execute Basic Search
e
New Query SIEE Ql
Timecard Click magnifying glass

Operator

or - Timecard Approval

Transaction

o DR Cii
Created By = v [ Q]
Entry Date [ = v] [ =] ]
Editor - v [ Q]
Edit Date [ - v] [ =] ]
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Reviewing, Approving, and Adjusting Time Entered

AiM Shop Person

Search Cancel
Shop Person I EIISC L. Last Name
0072154 RICHARD DURAND ACADEMICBS -2
0074154 RICHARD DURAND ACADEMIC BS - 3
0076453 JAMES WEEER ACADEMIC MAINTENANCE
0100403 DAVID SUNDINE b ELECTRONICS
0113848 JOHM KELLEBREW ELECTRONICS
0116331 MOSES SERNA LANDSCAPE
0116331 MOSES SERNA TEMP LANDSCAPE
0122528 JuDY ROSINSKI TRANSPORTATION ADMIN
0122528 Juby ROSINSK] TRANSPORTATION DRIVERS
0122528 Jupy ROSINSKI TRANSPORTATION MECHANICS
0122616 Jmv KOLLIN ACADEMIC 85 - 4
0124284 CHRISTOPHER LAVECCHIA BUILDING AUTOMATION
0136342 JEFFRY ‘VON RUEDEM SYSTEMS
0136342 JEFFRY 'VON RUEDEN TEMP SYSTEMS
0136810 BRIAN DOTY PREVENTIVE MAINTENANCE
0136810 ERIAN DOTY TEMP PREVENTIVE MAINT
0145676 KEVIN FRUHWIRTH MAINTEMANCE COORDINATOR
0126229 JEFFREY CAPP FACILITIES PROCUREMENT
0152447 ROBERT HERTWECK ACADEMIC 85 - &
0177299 MICHEAL JEFFERY ACADEMIC BS - 1
0185614 RICK HOFSTAD ACADEMIC BS - ADMIN
0188947 MECHI PRESSNELL ACADEMICBS - 6
0195294 LAURA HILLEBRAND TELECOMMUNICATIONS
0195668 MELISSA GRAFENAUER LANDSCAPE
0212244 MARK JOHMNSON ADMINISTRATION

AiM Shop Person

Execute Reset

Employee ID
First Mame [

Last Mame [

Operator

v)

[

[Jacub

v)

vl [Sanders

|
=
I Enter employees first and last name here
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Reviewing, Approving, and Adjusting Time Entered

AiM Shop Person [s

Employee ID [ = V] [ ]
First Mame = v|  [Jacob ]

H Last Name [= v] [Sanders ]

Then click "Execute" to search

AiM Shop Person

m Search Show All Cancel

8010580 JACOB SAMDERS HOUSING CUSTODIAL
8010580 JACOB SAMDERS SAFETY
8010580 Jacoe SAMDERS TELECOMMUMNICATIONS

8010580 I JAcCoB SAMDERS l ADMINISTRATION

If there are multiple entries for an employee be
sure to click the right "Shop Person" tab that
has the right "Shop"
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Reviewing, Approving, and Adjusting Time Entered

4. Click Execute, and time will come up.

AiM Timecard Approval

Basic Search

New Query

Timecard
Shop Supervisor - Timecard Approval

Transaction

]

Shop Person = A 8010580 Q

Work Date (= v| | =

Created By = v [ Q]
Entry Date (= v | =]

Editor = w [ O,l
Edit Date E v | =]

I = [F] =1

|II

5. Onthe right side of the screen, click the blue “more detai

button to get needed details

AiM Timecard Approval pose @ @
Approve Reject Search
B p—
[ selectAll More Detail
Erorlog
[ shopPerson 5010580 ToulDays 1
Name 5008 SANDERS Tota Hours 1000

6. You can click on each transaction number to see comments/additional info

AiM Timecard Approval [ mcoe @ o
[ ...
= [

‘Work Hours Leae Hours

O sz \ 6 0w 0
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Reviewing, Approving, and Adjusting Time Entered

7. You can approve individual line items by checking the box to the left of the date.

AiM Timecard Approval meos @ o

e log
n [ shopperson fousan TotalDays 1

Name J4COR SAMDERS. Total Hours 10.00

8. If approving, it will show how many you approved and how many failed; you will need to click OK
when next screen comes up — approved transaction(s) appears

AIM Timecard Approval peos @

Evorlog
n Shop Person 5010550 TowlDays 1
= | e etimes 100

54019, 2022 1935 00 an e

AiM Timecard Approval

Aporored 1 - Failed. 0

IE\
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Reviewing, Approving, and Adjusting Time Entered

Adjusting Time
1. From the Aim Work desk, choose the menu (hamburger) on the left menu bar

AiM WaorkDesk

Ao Nanagement -1
Supervisor Work Management -
NEW Phase Count Phase wi PARTS.9N ORDER Purchase Request - Approval Nesded ASSIGNED Phases

Shop Supervisor - NEW Phase

22 Shop Supervisor - Assigned Phases.

esonn | —

oncTern I 'WORK COMPLETE Phase Purchase Request - REJECTED
e 1 : MEDIUM
> — e
HIED Lo
eveniycy I ® EMERGENCY
SUPV REVIEWED Phase Shop Supervisor - Invoics Approval “All ...
v [

1 2 3 4 s [ T s s n " 2 o1 I

NEW Phase Status

Show| &+ |entries.

Date Created Priority Work Order Description Phase Description Status. Shop Property Project
Sen?, 2022234 PM WEDIUM WOZ3001536 SHOP, SHOF PERSON, PROCUREMENT TESTING 01 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 07
Sen7, 2022 234 PM MEDIUM WOZI001535 SHOP, SHOP PERSON, PROCUREMENT TESTING o SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 07
Sen7, 2022 234 PM MEDIUM WOZI001536 SHOP, SHOP PERSON, PROCUREMENT TESTING ] SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 07
Sen7, 2022234 PM WEDIUM WOZ3001535 SHOP, SHOP PERSON, PROCUREMENT TESTING 004 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION w7
Aug 28, 2022205 PM MEDIUM WO23001531 ADMIN, JENNY PROCUREMENT TESTING o ADMIN, JENNY PROCUREMENT TESTING NEW ADMINISTRATION 107
Frst Pavious 1] 2 3 4 5 Net Last
WO with NEW Phase Status
snow| 5 | snmes
Work Order Description status. Property Date Created shop
WO23-001538 SHOP, SHOP PERSON, PROCUREMENT TESTING OPEN 107 Sep7, 20222 34PM ADMINISTRATION
Woz3001531 ADMIN, JENNY PROCUREMENT TESTING oPEN 107 g 25, 2022205 M ADMINISTRATION
WO23-001528 SHOP SUPPIIFS < £250 FOR | AROR GROLWP 2 OFFN 107 A 20 2077 1038 AM ANMINISTRATION |

2. Under time and attendance, click magnifying glass next to Timecard

AiM Timecard Approval

Approve Reject Search

Work Management hd
Accounts Payable -
AiMport M

H Asset Management M

= Contract Administration -
Customer Service hd
Finance hd
Human Resources hd
Inventory M
Preventive Maintenance hd
Project Management M
Purchasing hd

T e ord icterdanc: < —————

System Administration hd
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Reviewing, Approving, and Adjusting Time Entered

AiM Timecard Approval

Approve Reject Search
n Work Management - !
Accounts Payable -
AiMport -
H Asset Management v
= Contract Administration -
Customer Service h
Finance v
Human Resources -
Inventory M
Preventive Maintenance h

Project Management h
Purchasing -

Time and Attendance -

Timecard

System Administration
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Reviewing, Approving, and Adjusting Time Entered

3. Click the blue Search box and search using the timecard transaction number using the Timecard tab
or if you do not have the transaction number, search by shop person under the Timecard tab. Click
“Execute”

M Timecard weoe @ o2

e

| Descrigion

: = | )
[ shompemon Y+ [ al
) venom Lo 0
[] cremeasy v | Q
[ enome (ol Ell
] s Y v [+
) torowe o [ ( 0
) e C = v | a

Motes g

AiM Timecard moe @ G

Hores oo TR

ig-AppiCving-Rejecting- Adjusting Time Entered
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Reviewing, Approving, and Adjusting Time Entered

4. When the timecard line item comes up, click on the hyperlinked transaction number

AIM Timecard weos @ 3

Search New

b WD wen oo o | o)
= | e Wy s - s B
o

Timecerd Query - jeney

5. Click the blue edit box, edit as needed by clicking the hyperlinked line item

AiM Timecard o @ B
nuim 5 [ Crested By JACOR SANCERS Cn 9/9/22 112PM  stanus f—
; Las Eited by JACOD SANDERS O 9/19/22 12884
unt
View
Leave Balances
SentEmail
Relsted Documents shepPecn 5015w wiork Hours 1000 Original Cost s000
JACOR SANDERS Leme Hours 000 Adusted Coxt 5000
WorkDate  Sep20 2002 ol Hours 6o Toulcen s000
Line ltems
e Type
1o saLaRen wonoe o 000 5000
AIM Timecard pos @ @
p— Crested By JACOR SANDERS On 9/19/22112PM  Stanus fejecied
= Lt Edined by JACOR SANDERS On 8/19/22 112 PhA

[Rm— ‘

ShopPerson 8010880 Work Hours 1000 Crignsl ozt 000

ACOS SANDERS Leave Hours 000 Adjusted Cost 5000

kO
Sep20 202 M Total Hours 1000 Totsl Cost 000

Line Items

B Line Teme Type Labar Class

=
H
H

u] o1 SALARED worensz
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Reviewing, Approving, and Adjusting Time Entered

AiM Timecard Line ltem won O

Cancel

1 Last Edited by JACOE SANDERS On 9/19/22 112 PM Status Rejected
Trge e o e~ g oo o 3w e e e Correct what you need for the employee, for
#ﬁ this example | forgot one hour so in my new

Time Card entry | will add an extra hour and

e P add a note for.my supervisor ) )

atra Description
Temecard Adjusiment History Transactan 1936
Leave Balances

HEGULAR
uborchss  [Gaaweo Q)

Work Date Sep 20, 2022 e Total $0.00
Labor e 5000

wokorder  (wonasz Q) Leave Code. Werk Hours o0

WORK FDER TEST LASOR ENTRY B BLLING - 82622
R w
e [E—]

WORK ORDER TE

Total Hours [
‘Action Taken q)

6. Click “Done”

AIM Timecard Line Item meos @ o

Cancel

1 Lust Eined by JACOB SANDERS On 9/19/22 112PM  Status Aected

Viergot 1 hur of time - Ading In o haur 1@ my new Tmecard adjustment

Toseten 193
(s
opPeron IS T (w1 Q) & ot
necuLan
I Prv )
WokDoe  sep20, 20 " L Toal e
b 1200
wokows  [wonoonz @) Lewe code workroum am
[
o = 3 Lewe s am
WORK ORDERTEST Ve BLLNG- 82022 N =

AcionTaken [ a)

7. Click “Save”

AiM Timecard

peos @ o

s Crested By JACOB SANDERS On 9/19/22 112PM  Stanus Fejected
== Last Ecited by JACOR SANDERS On 8/18/22 1:12 P
Belsted Dncuments
ShopPerson 8010580 Wark Haurs 10 Orignal Comt s

Leave Hours 000 Adjusted Cost a0

D senzn B Total Hours

100 Total Cost a0

Time Tyve

01 s SALARED 1FORGOT 1 HOUR OF TME - ADDING IN ONE HOUR TO MY NEW TIMEGARD ADJUSTMENT worsomszz o oo
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Review Ti

mecard at the End of the Pay Period

Review Timecard at the End of the Pay Period

1. Onyour Aim Work Desk/Dashboard

AIM WorkDesk

| 1

n Supervisor Work Management

Rl NEW Phase Count

Phase wi PARTS ON ORDER

Purchase Request - Approval Needed ASSIGNED Phases

4] Shop Supervisor - NEW Phase 2 2 Shop Supervisor - Assigned Phases
H ey | = =
roncTery [ WORK COMPLETE Phase Purchase Request - REJECTED
ow
3
I
PLANNED HIGH
evercency [ © EMERGENCY
Shop Supervisor - Invoice Approval “All
wn [
NEW Phase Status
Snow| 5~ entries
Date Created priority Work Order Description Phase Description status shop Property Project
Sep7.2022234PM MEDIUM ‘WO023-001538 'SHOP, SHOP PERSON, PROCUREMENT TESTING 01 'SHOF, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
Sep7 2022234FPM MEDIUM WO023-001536 ‘SHOP, SHOP PERSON. PROCUREMENT TESTING 02 'SHOF, SHOP PERSON. PROCUREMENT TESTING NEW ADMINISTRATION 107
Sep7, 2022 234PM WEDIUM WoI01538 SHOP, SHOP PERSON, PROCUREMENT TESTING 75} SHO, SHOP PERSON. PROCUREMENT TESTING eV ADMINISTRATION 107
Sep7. 2022 234PM WMEDIUM WORM01536 SHOP. SHOP PERSON, PROCUREMENT TESTING 004 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
Aug 29,2022 205 PM WEDIUM Wo23-001831 ADMIN, JENNY TESTING 003 ADMI_ JENNY PROCUREMENT TESTING NEw 107
Pt Prevoss |12 3 4 5 Ned Last
WO with NEW Fhase Status
Snow| 5 | entres
Work Order Description Status Proparty Date Created shop
02300153 'SHOP, SHOP PERSON, PROCUREMENT TESTING oPEN 107 Sen7. 2022234 PM ADMNISTRATION
W03 001531 ADMIN, JENNY PROCUREMENT TESTING OPEN 17 Aug 20, 2022 205 PM ADMINISTRATION
WO23-001578 SHOP SUPPIIES < $750 FOR | ARDR GROIIP 2 PEN 107 Aii 29 2077 )36 AN ADMINISTRATION -

2. Click on the report’s icon on the left of the screen and click on the report called “Labor Report”

AIM WorkDesk

ot Ware 1

Supervisor Work Management

NEW Phase Count

Phase wi PARTS ON ORDER

Shop Supervisar - NEW Phase

o I <

- 22

WORK COMPLETE Phase

Purchase Request - Approval Needed ASSIGNED Phases

Shop Supervisor - Assigned Phases.

Purchase Request - REJECTED

I
1 H MEDIUM
Low
PLANNED Low
EMERGENCY © EMERGENCY
SUPV REVIEWED Phase Shop Supervisor - Invoice Approval *All
ok
v 1 2 H 4 5 e T ] s 0w 0m om o’ u B
NEW Phase Status
show| 5 | enes
Date Created Priority Work Order Description Phase Description Status $hop Propenty Project
Sen 7, 2022234 FM MEDIUM WO23-001538 SHOP, SHOP PERSON, PROCUREMENT TESTING 201 ‘SHOF, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
Sep7 2022 234 FM MEDIUM ‘WO023-001536 SHOP, SHOP PERSON, PROCUREMENT TESTING 002 ‘SHOF, SHOF PERSON, PROCUREMENT TESTING KEW ADMINISTRATION 107
Sep7 2022234 PM MEDIUM WO023-001538 SHOP, SHOP PERSON. PROCUREMENT TESTING 003 SHOF, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION wr
Se0 7, 2022 234 PM WEDIUM WOZ3-001536 SHOP, SHOP PERSON, PROCUREMENT TESTING 004 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION w7
Aug 29, 2022 205 Pl MEDIUM WO2I01531 ADMIN, JENNY PROCUREMENT TESTING ou3 ADMIN, JENNY PROCUREMENT TESTING NEW ADMINISTRATION 07
Frst  Previous (1| 2 3 4 5 Net Last
WO with NEW Phase Status
Show 5 | entries
Work Order Description staws Property Date Createn snop
WO200153 SHOP. SHOP PERSON, PROCUREMENT TESTING OPEN [ Sep 7, 2022234FM ADMINISTRATION
wWozs001531 ADMIN, JENNY PROCUREMENT TESTING OPEN [t Aug 29, 2022205 PM ADMINISTRATION
WOZI-O0152R SHOP SUIPPIIFR < $380 FOR | AROR GROUP 2 OPFN 107 A 20 7 1038 AM ANMINISTRATION .
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Review Timecard at the End of the Pay Period

AIM WorkDesk
prr— 1
Reports
7 B 512-PAYABLE LEASE STACK -
£ B 51308 GOCLPANCY STACK Phase w/ PARTS ON ORDER Purchase Request - Approval Nesded ASSIGNED Phases
B @ $14LOCATION TYPE STACK P Supervisor - NEW Phase 22 Shop Supervisor - Assigned Phases
© @ 515-SURVEY RESLLTS | =
1 B 516-ADVANCED QUERY METER WORK COMPLETE Phase Purchase Request - REJECTED
517-BACKLOG AGING
w@ 1 1 A @ MEDIUM
£ B $18-INT VS EXT BILL BKDN i
2 14 972-AVAIL & LOST TIME DSH @ EMERGENCY
SUPV REVIEWED Phase Shop Supervisor - Invoice Approval “All ...
7 2 973-RESP & TURNAROUND DSH
Lo ’ ' ' ' N ! : : " N “ 1
7 1 975-AVG DAYS IN STATUS
7 a8 976-WRK CODE ACTVITY DSH
7 2t 577-WORK ORDER AGING
'] -AS REORMAN

M ST . Description Pl Description status shop Propery Project
2 188 975-ACCOUNT SUMMARY ‘SHOP, SHOP PERSON, PROCUREMENT TESTING [T SHOP. SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
7 |at $80-COST PER SQUARE FOOT SHOP, SHOP PERSON, PROCUREMENT TESTING 202 SHOP. SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
A —— ‘SHOP, SHOF PERSON, PROCUREMENT TESTING 203 SHOF, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107

‘SHOP, SHOP PERSON, PROCUREMENT TESTING 204 SHOP, SHOP PERSON, PROCUREMENT TESTING NEW ADMINISTRATION 107
7 8 Imvoice Generator Expart ADMIN, JENNY PROCUREMENT TESTING 003 ADMIN, JENNY TESTING NEW 107
¥ B Key Report by Emplayee First Previous 2 3 4 L] Next Last
1 B Key Report by Lacation

ing Utility Bills
# B Payrol Report
< @ Unl Consumption Variance
% B Unil Detail Report
2 @ Uniry Bil A/P Voucher . I <hon
@ B Uniy 8ill Export (DCUREMENT TESTING OPEN 07 Sep7. 2022234 FM ADMINISTRATION
WENT TESTING oFEN 07 Aug 29, 2022205 FM ADMINISTRATION

1 B WR Unbilled Transactions =

IR 1 AROR GROUP 3

oPEN 107

Aun 9 027 1036 AM

ANMINISTRATION

3.

X [3] Lsbor Report

Enter the Start and End dates

& undtest

00-1895-411C-8BAD-FO233F15C2E0&_ fmaxReportid=

44 v ¥ Gota page: 1]

Parachebics sk il * s (ncuired
{3 Entes St D

4} Etes End Dale MADIDPVY) *

{} Select Empioyee. *

[ =

Revision Date: 10/2/2023



Review Timecard at the End of the Pay Period

4. Select the shop using the pull-down menu

Labor

Showing page 1 of

i N v ¥ Gotopage: a

Paramelers marked with * are required.

i

711572022

,\A
l

D

o ][ cma ]

Labor

Showing page 1 of

Ni N 2 v Gotopage: i

B o o e ]
FooD
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Review Timecard at the End of the Pay Period

5. Select the employee using the pull-down menu or leave at default for all employees in the selected

shop.
Labor Report
CERCEENCE T 7]
Showing page 1 of NI » 1P Gotopage:|
)
Paramstrs maked i e r6qused
) Enter st Dot QAT YY) *
o Concal

_abor Report
Saswmaw -
ihowing page 1 of i v v Gotepage:
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Review Timecard at the End of the Pay Period

6. Click on the OK button and Aim will generate the report for the time period you chose.

Labor Report
R B T 7]

Showing page 1 of WY P Iv Gotopage:
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

Invoice Process for Supervisors and Leads — Requestor Approved
Partial or Final

Use this process when:

- Requestor approved — Partial: Purchase order requestor approved service/invoice for payment, but
purchase order is not fully done and expect more invoices
- Requestor approved — Final: Purchase order requestor approved service/invoice for payment. No
more work is expected on this purchase order and this is the final invoice
o Note: you can use requestor approved-final, even if the dollar amounts on the purchase
order and invoice don’t match but you know the charges are correct.

1. Atthe AIM WorkDesk/Dashboard, click on the blue box titled “Invoice Approval”

UM WorkDesk e ] -

[p—— - q L s PR -

Phass w FARTS OM ORDER Furchass Requent - Approwel H...  ASSIGNED Phasss

Shop Bupervimnor - KW PRanis 1 lﬁ-plq:-:hn-w
= =
S ey

A
- SURY BUAEAED Frade

L TR 1]
EEE%E
L)

— = - e —
:"::‘,;_,"’"" [raeTT ;,‘:;1_ i BPERL EdeD TRt 1 i e B PR AL FRARNG B i :.:m:-\'.q et
R A TR LEAD TRAR €3 mt 0 BUPTRALAD FRARS ] L e O
-t T A S L LA TR 61 mt A ELEL LD PHARING #1 e e 0 =
ARUEN  wema O T e s WE NUGUCETS P oy b varbic b L bbbl - B - i W e
Tumacara e

Timacard Quary « Jssery
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

2. Onthe Purchase Order Invoice Screen, click on the hyperlinked transaction number of the invoice
you want to review.

AiM Purchase Order Invoice ein @ &

Search

n_ Involce Approval - Malntanance Coordinator
Export

Invoice Approver - Shop Invoice Approver - Shop Person  Transaction . Status Description Invoice Date PO Code Contractor Editor Edit Date

& MAINTENANCE DEPARTMENT  2022-11-30 024782105 Octs 202 DIANE FUGLEBERG ApI 26, 2023 242 PM
N COORDINATOR APPROVAL
Invoice Approval - Academic Mainten
= @ MAINTENANCE DEPARTMENT  2022-12-06 UNIVERSITY OF NORTHDAKOTA  Nov3,2022 1997 0000011712 DIANEFUGLEBERG  Apr 26, 2023 2:45 PM
o . COORDINATOR APPROVAL 01
Invoice Approval - Food Service & MAINTENANCE DEPARTMENT  2022-12-06 UNIVERSITY OF NORTH DAKOTA  Dec 5, 2022 1053 0000003683 DIANEFUGLEBERG Apr 25, 2023 244 PM
COORDINATOR apPROVAL 01
Invoice Approval - Lockshop
Invoice Approval - Maintenance Co
ordinator
Invoice Approval - Painters
Inwoice Hol ade mic Maintenance %

Invoice Hold - Carpentry

3. Atthe Purchase Order Invoice Screen, click on the “Notes Log” on the left side menu, under the
“View” menu. It may be hyperlinked and contain notes/instructions you must read from our
Accounts Payable Department

AiM Purchase Order Invoice wen @ 3
Edit Search Browse g
n _ 1432 Last Edited by DIANE FUGLEBERG On 4/26/23 2:44 PM Status DEPARTMENT APPROVAL

2022-12-06 UNIVERSITY OF NORTH DAKOTA 01 Type LOCAL SERVICE

Purchase Order 000071245

FAMIS POS0818

Contractor 0000003683 Invoice Number 12327518 CumencyCode  USD

Subtotal $600.00
e LUNSETH PLUMEING & HEATING CO
Related Documents Discount 50.00
Address Code . 000
Shippin 0.00
R Invoice Date Decs, 2022 L ipping E
Line Total $600.00
Contact PRIMARY - CUSTO
Markup 50.00
Term Code
Grand Total $600.00
Line ltems

Line Vendor Part Description Quantity  Accepted Quantity  Invoice Cost  Accepted Cost Line Total Allow

4. Read any notes by clicking the hyperlink to get to the note

371110- BA/RD- RED SALES MONITORS THE TECH ACCELERATOR REMOTELY. 0.0000 0.0000 50.0000 50.0000 5600.00 Yes No

AiM Notes Log en @ ]

1432 Last Edited by DIANE FUGLEBERG On 2/26/23 2:44 PM Add to Main Werkdesk
2022-12-06 UNIVERSITY OF NORTH DAKOTA 01 B R T
Mate Type
L Channel Title

Notes Log Reset Filter m

From # a Q)  [commns ) |

Enry Date Created By Note Type

2023910 AM KEVIN FRURWIRTH KEVIN FRUHWIRTH READ THE NOTES LOG, IT MAY CONTAIN INFO YOU NEED FROM OUR ACCOUNTING DEPARTMENT
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

5. Sample note below.

AiM Note

When done reading the note, click “Done”

1432

2022-12-06 UNIVERSITY OF NORTH DAKOTA 01

READ THE NOTES LOG, IT MAY CONTAIN INFO YOU NEED FRGI\A QUR ACCOUNTING DEPARTMENT

6. Click “Done” again at the Notes Log Page

AiM Notes Log

Last Edited by DIANE FUGLEBERG On 4/26/23 223 PM

Entry Date
Edit Date

Created By

Note Type

Apr 27, 2023 9:10 AM
Apr 27, 2023 2:10 AM
KEVIN.FRUHWIRTH

KEVIN FRUHWIRTH

Read note, then click
l!Done"

kvn @ o3

1432

'2022-12-06 UNIVERSITY OF NORTH DAKOTA 01

Last Edited by DIANE FUGLEBERG On 4/26/23 2:23 PM

Add 1o Module WorkDesk

Nate Type

Channel Title

(comam v ( ]

— s
To

Entry Date Created By Name Note Type Notes
Apr27, 2023 9:10 AM KEVIN.FRUHWIRTH KEVIN FRUHWIRTH

Add o Main Workdesk

READ THE NOTES LOG, IT MAY CONTAIN INFO YOU NEED FROM QUR ACCOUNTING DEPARTMENT

Filter

Reset

7. At the Purchase Order Invoice Screen, click on “Related Documents” in the left side menu, under

“View”. This is where you will find the invoice

AiM Purchase Order Invoice

Search

2022-12-06 UNIVERSITY OF NORTH DAKOTA 01

Extra Description

Noteslog

Invoice Number

Contractor

0000003683
User Defined Fields e

st

LUNSETH PLUMBING & HEATING CO

PRI

Blanket Number Invoice Date

Contact PRIMARY - CUSTO

Term Code

Line ltems

Line Vendor Part

Last Edited by DIANE FUGLEBERG On 4/26/23 2:44 PM

12327518

Dec5, 2022

Quantity

Status

Type

Purchase Order

Currency Code
Subtotal
Discount

Tax

Shipping

Line Total
Markup

Grand Total

Accepted Quantity

Invoice Cost

kv @ o]
4
DEPARTMENT APPROVAL
LOCAL SERVICE
1000071245
FAMIS PO50818
usp
$600.00
50.00
s0.00
5000
$600.00
5000
5600.00

Accepted Cost Line Total Allow  Voided

1 371110- BA/RD- R&D SALES MONITORS THE TECH ACCELERATOR REMOTELY.

0.0000

0.0000

50.0000 50.0000 $600.00 Yes No
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

8. Inthe Related Documents screen, click on the thumbnail in the document listing that says, “Click to
View”. This is the actual invoice. Review the invoice and note the dollar amount(s) and purchase

order number (if there is one).
AiM Related Documents en @ S
_ 1432 Last Edited by DIANE FUGLEBERG On 4/26/23 2:44 PM

Cownload '2022-12-06 UNIVERSITY OF NORTH DAKOTA 01

e

Q] [contains ] [ From

ANY EXTRA DESCRIPTION2 Dec6, 2022

V3292499 - ORIGINAL INVOICE IMAGE 1.0 IMAGES

s

“GNSETQ INVOICE

Plumbing and Heating Co z ~
Mechanical Contractors & Designers (_Invoice Date Customer {D Invoice ID
1710 North Washington Street 12-05-2022 UNDFAC 12327518
F.0O. Box 5809
Grans Forks, ND 58206-5909 Draw 1D Job/Work Order Total Invoice
Phe {701} 772-6631 - Fax (701) 772-7932
www junsath com 3 23-6-401 $600.00 )

To:  UND FACILITIES Job Location: BAS ALARM MONITORING

3791 CAMPUS ROAD
STOP 2032, ROOM 100
GRAND FORKS, ND 68202-9032

(= ™
L ATTN COREY SHOCK Purchase Order No.  J000071245
item Description Units Measire Un ce

R&D SALES MONITORING OF THE UND REAC

FACILITY ALERTON BAS NO te P O an d
JANUARY 2023 MONITORING
Dollar Amount

TOTAL DUE THIS INVOICE
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

9. Close the invoice web browser tab. At the Related Documents screen, click the “Back” button in the
upper left of the screen

AiM Related Documents e @ Y

Last Edited by DIANE FUGLEBERG On 4/26/23 Zaa PM

Downlead

Document Listing Reset

[ a]  [conmins V][ JFom =

Thumbnail Title Cument Version  Document Type Extra Description Related On

Clck e V3292459 - ORIGINAL INVOICE IMAGE 1.0 IMAGES ANY EXTRA DESCRIPTIONZ s Decs, 2022
Plicktov

Bl

10. At the Purchase Order Invoice screen, click on the purchase order hyperlink in the upper right side of
the screen

AiM Purchase Order Invoice PEI : ] 3
Edit Search V“ Browse Fad
n S 1432 Last Edited by DIANE FUGLEBERG On 8/26/23 244 PM Status DEPARTMIENT APPROVAL
Erial 2022-12-06 UNIVERSITY OF NORTH DAKOTA 01 Tyee LOCAL SERVICE
rint

Purchase Order f§ 1000071225
View

Extra Description FAMIS PO50818

NotesLog
Contractor 0000003683 Invoice Number 18327518 Currency Code usD
User Defined Fields
Subtotal 5600.00
Status History, LUNSETH PLUMBING & HEATING CO
Related Documents Discount 50.00
Address Code PRI Tax so00
Shippin 0.00
BTt Invoice Date Decs, 202 aa ¥
Line Total 5600.00
Contact. PRIMARY - CUSTO
Markup 50.00
Term Code
Grand Total 5600.00
Line ltems
Line Vendor Part Description Quantity  Accepted Quantity  Invoice Cost Accepted Cost Line Total Allow

1 371170- B4/RD- R&D SALES MONITORS THE TECH ACCELERATOR REMOTELY. 0.0000 0.0000 50.0000 50.0000 $600.00 Yes No
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

11. On the Purchase Order screen, make note of the purchase order number and amount, contractor
information, etc. Both the purchase order and invoice screens are shown below. Note the numbers
don’t match. This is one way you know this will be a requestor approved partial or final invoice.

Purchase Order Screen

AiM Purchase Order xemn @ [c

CY
Search Browse o

n _ J000071245 Last Edited by NPRODIGY_REST On 10/19/22 205 PM Status PO ISSUED
ViewFinder - s
FAMIS POS0B18 W LOCAL sERVICE
- psros Note the PO total, in the example it is e
RD/BA SERVICE HAS BEEN PERFORMED. DO NOT DISPACTCH PO TO
H - Sleesmsne  $4,800. Gompare to purchase order
hew . . . Placed By 0811691
invoice screen which shows $600
Extra Description FAINMORROW
shipping Information PO Code 1053
Sent Email
Notes Log Contractor 0000003683 Created 022 212 PM Currency uso
User Defined Fields
LUNSETH PLUMBING & HEATING CO i $4,800.00
Status History
Review
Related Document: Discount 5000
i ocuments Address Code PRI
Tax s000
Blanket Number Needed
Shipping 50.00
Contact PRIMARY - CUSTO
000
Expected
Terms $4,800.00
Line ltems
Line Type Description Vendor Part Inventory Part Order Quantity UOM Line Total Status
1 senviee 371110 84/RD- R&D SALES MONITORS THE TECH ACCELERATOR REMOTELY. 2.0000 5480000 Open

n 1432 Last Edited by DIANE FUGLEBERG On 4/26/23 2:44 PM Status DEPARTMENT APPROVAL

2022-12-06 UNIVERSITY OF NORTH DAKGTA 01

Purchase Order Invoice e
Purchase Order |000071245
iew Screen shows $600 =

LOCAL SERVICE

Extra Description FAMIS PO50818

Notes Log
Contractor 0000003683 Invoice Number 12327518 CurencyCode  USD
User Defined Fields
subtotal 550000
T LUNSETH PLUMEING & HEATING CO
Related Documents Discount 5000
Address Code BRI . 5000
shipping 0.00
Blanket Number Invoice Date Decs, 2022 2L E
Line Total 550000
Contact PRIMARY - CUSTO
Marku 000
Term Code
Grand Total 550000
Line ltems
Line Vendor Part Deseription Quantity  Accepted Quantity  InvoiceCost  AcceptedCost  Line Total Allow  Voided

1 371110- BA/RD- RED SALES MONITORS THE TECH ACCELERATOR REMOTELY. 0.0000 0.0000 50.0000 50.0000 5600.00 Yes No

12. After reviewing all the information, and knowing what you know about the purchase order, invoice
and the work order/phase it is against, you should know whether it is a requestor approved partial or
requestor approved final.

- Requestor approved — Partial: Purchase order requestor approved service/invoice for payment, but
purchase order is not fully done and expect more invoices

- Requestor approved — Final: Purchase order requestor approved service/invoice for payment. No
more work is expected on this purchase order and this is the final invoice

o Note: you can use requestor approved-final, even if the dollar amounts on the purchase
order and invoice don’t match but you know the charges are correct.
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

13. To change the invoice to the correct status, click on the blue “Edit” button at the top left of the
Purchase Order Invoice screen

AiM Purchase Order Invoice P : ) Y

Search Browse

Last Edited by DIANE FUGLEBERG On 4/26/23 244 PM DEPARTMENT APPROVAL

Type LOCAL SERVICE

[N Purchase Order 000071225

FAMIS POS0B18

Extra Description

Notes Log
Comractor 0000003683 Invoice Number 12327518 CurencyCode  USD
User Defined Fields
Subtotal 560000
Status History LUNSETH PLUMBING & HEATING CO
Relsted Documents Discount 5000
Address Code erI - oo
Shippir 000
BEi et Invoice Date Decs, 2022 R 5
Line Total 560000
Comact PRIMARY - CUSTO
Merkup 5000
Term Code

Grand Total 5600.00

Line ltems

Line Vendor Part Description Quantity  Accepted Quantity Invoice Cost  Accepted Cost Line Total Allow

1 371110- BA/RD- R&D SALES MONITORS THE TECH ACCELERATOR REMOTELY. 00000 0.0000 50.0000 50.0000 5600.00 Yes No

14. Click on the magnifying glass in the red status box

AiM Purchase Order Invoice i @ o

CHE . SR —

Extra Description

[022-12-06 UNIVERSITY OF NORTH DAKOTA 01

Motes Log & R SCIVICE
User Defined Fields P Purchase Order 000071245
Status History

FAMIS POS0818
Related Documents

Contractor 0000003683 Invoice Number  [73377513 Currency Code  USD

Subtotal $600.00
LUNSETH PLUMBING & HEATING CO
% Discount 50.00
Address Code PRI Tax 50.00
Blanket Number Invoice Date cesaz B shipping $0.00
Line Total $600.00
Contact PRIMARY - CUSTO
Markup $0.00
Term Code
Grand Total $600.00
Lne s [omoe | bid |

M Lline Vendor Part Quantity  Accepted Quantity  Invoice Cost  Accepted Cost Line Total Allow  Voided

[t 371110- BA/RD- RED SALES MONITORS THE TECH ACCELERATOR REMOTELY. 0.0000 0.0000 50.0000 50.0000 5600.00 Yes Ne
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

15. Using the criteria mentioned above for requestor approved partial or requestor approved final,
choose the appropriate status by clicking on the blue hyperlink.

AiM Purchase Order Invoice Status

Search Show All Cancel

IN PROCESS IN PROCESS
INVOICE FROM JAGGAER; PENDING ACTION IN AIM

DEPARTMENT APPROVAL DEPARTMENT APPROVAL
INVOICE SENT TO PO REQUESTOR FOR REVIEW AND APPROVAL

HOLD HOLD
PO REQUESTOR WAITING TO APPROVE INVOICE UNTIL WORK 1S COMPLETE/MEETS STANDARDS

MNOT APPROVED NOT APPROVED
PO REQUESTOR DID NOT APPROVE SERVICE

REJECTED REJECTED
AP PERSONNEL NOTE WORK REJECTED AND INVOICE WILL NOT BE PAID

REQUESTOR APPROVED REQUESTOR APPROVED

PO REQUESTOR APPROVED SERVICE/INVOICE FOR PAYMENT
REQ APPROVED-FINAL REQUESTOR APPROVED-FINAL

PO REQUESTOR - SERVICE PO - WORK IS COMPLETE & THIS 15 THE FINAL INVOICE
REQ APPROVED-PARTIAL REQUESTOR APPROVED-PARTIAL

PO REQUESTOR - SERVICE PO - WORK IS NOT COMPLETE & THIS IS NOT THE FINAL INVQICE
EIMAL APPROVED FINAL APPROVED

AP PERSONNEL CHANGES TO THIS STATUS SO JAGGAER PICKS IT UP FOR PAYMENT
CANCELLED CAMNCELLED
SENT TO JAGGAER SENT TO JAGGAER
PAYABLE PAYABLE

INVOICE HAS BEEN SENT BACK TO JAGGAER; PENDING PAYMENT PROCESSING IN PEQPLESOFT

PAID PAID
INVOICE FULLY PROCESSED IN PEOPLESOFT/JAGGAER

16. If you need to add notes to the notes log or upload related documents for others to see, do so now.

AiM Purchase Order Invoice kein @ 3

Cancel

1432 Last Edited by DIANE FUGLEBERG On 4/26/23 2:44 PM Status REQ APPROVED-PARTI Q

Extr:ﬁzmmﬂ Iznzzrurus UNIVERSITY OF NORTH DAKOTA 01 Ad d | n fo to N otes Log or . e semvce
Do einea s upload files to Related s [
Documents, as needed Fansrosale
)
Contractor 0000003683 Invoice Number Currency Code  USD
subtotal $600.00
LUNSETH PLUMBING & HEATING CO
Discount 5000
Address Code PRI . 000
Blanket Number . Shipping s0.00
|
Comact PRIMARY - CUSTO uneTer) 60000
Markup 50.00
Term Code
Grand Total 5600.00
Line Items Add

M Line Vendor Part Description Quantity  Accepted Quantity  Invoice Cost  Accepted Cost Line Total Allow  Voided

(= 371110- 84/RD- RED SALES MONITORS THE TECH ACCELERATOR REMOTELY. 0.0000 0.0000 50.0000 50.0000 5600.00 Yes No

Revision Date: 10/2/2023



Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

17. Back at the Purchase Order Invoice Screen, click “Save”. If you clicked requestor approved-final, your

purchase order will be closed out. If you chose requestor approved-partial, your purchase order will
remain open for future invoices received.

AiM Purchase Order Invoice v @ oY

Save Cancel
= 143. Last Edited by DIANE FUGLEBERG On 4/26/23 2:44 PM Status
- ——
Extra De t
Sl Iy 2022-12-06 UNIVERSITY OF NORTH DAKGTA 01
Notes Log Type LOCAL SERVICE

User Defined Fields

Purchase Order  J000071245

Status History FAMIS POS0818

Contractor 0000003683 Invoice Number (5327515 Currency Code  USD

Related Documents

Subtotal $5600.00
LUNSETH PLUMBING & HEATING CO
Discount $0.00
Address Code PRI T 5000
Blanket Number e Shipping 50.00
Line Total $600.00
Contact PRIMARY - CUSTO!
Markup 50.00
Term Cod:
ferm Code Grand Total $600.00
Line Items Add

MW Line Vendor Part Description

Quantity  Accepted Quantity Invoice Cost  Accepted Cost Line Total Allow  Voided

[ 371110~ B4/RD- R&D SALES MONITORS THE TECH ACCELERATOR REMOTELY. 0.0000 0.0000 500000 50.0000 560000 Yes No

Revision Date: 10/2/2023



Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

Invoice Process for Supervisors and Leads - Hold and Not
Approved Invoices

Use this process when you’ve already gone thru the “Invoice Approval Process for Supervisors and Leads —
Simple” and determined you can’t approve an invoice and the invoice status should be:

a. Hold: If the invoice amount is correct but the work is not yet complete or doesn’t meet

standards.
b. Not Approved: PO requestor did not approve the service. Choosing “Not Approved” option
will ultimately cancel the invoice through our business office.

1. Atthe AIM WorkDesk/Dashboard, click on the hyperlinked number in the blue box titled “Invoice
Approval”

KM WorkDierk wm B

s T AT |

ey P B |

Pusthaze Req. - Aporowal Mesded ABBORED Prunas

rep duparsncs - HEW Fraza Broed BaparsTiar - ADLgra PraLEL

Puscnas Regesm - RESSTE

& Lok TLAM
T PR
CASIaL FROACT
Fhasa =i PARTE OW GRDER Fhice »f HOLD Ml VDR, COMPLETE Phais Y BEVIEWED Phis Fhave wi LONG TERM Sarkes
WCW P Siodes
| 1w i
Proge—iy [l g D rgmcm Pty fwe [ o rypieed Wewa (e [we: mppran Pompert
Ak TRl Twd Ll ey B Ll SR 1 O & T L T e | Lol TEEM A O 1F, JalD T A e ainiek Lo SROLE N 0P b T eaLE A B WP AL F L

e T

2. Onthe purchase Order Invoice Screen, click on the hyperlinked transaction number of the invoice
you want to put on “Hold” or “Not Approve”.

-
BIM Pusihians Dvekie Iiresis e -

&
= AT T p— D G W AR e
o el S e

A [ ACESNC WAKTTRECT FOLD 3000 T LHINTIETY O MO Wl 31 [T F SR aToeTTEE AT I o, 323 B A
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Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

3. Atthe Purchase Order Invoice Screen, click on the “Notes Log” on the left side menu, under the
“View” menu. It may be hyperlinked and contain notes/instructions you must read from our
Accounts Payable Department.

AIM Purchiase Order Invoice o [y

L Eine by REUPY FlgnmBTH S0 172 0 4

wgice Mk TRIRRTTT Carmeacy Code (5D

_ —
Click on Notes Log —
- .
weaee Daee Dec W, S ) -
Coreacy KFLE CUSSMIME e el R
Ve o
' Linal Telw Savta
Lirne It

er ek Fad Quanity  MomrgRed Quatity ek Cod conpeed ek

ATV Wk I TERGMAICE B S SIS 2 ELE ATE FUEE SERACE EONTIOL | TR MAMTEMARCE a181 SERRELEN 1D Fr 2 poe 32 phee 14 bt LT [
FEQCATE FRE SEROCE CORROL

4. Read any notes by clicking the hyperlink to get to the note

AiM NotesLog

1306 Last Edited by JENNIFER DURFY On 9/27/22 122080 Add 1o Main Workdesk N v|

Add 1o Madule WorkDesk 1o w |

Click hyperlink to read note o Q5]

Notes Log Reser Filter m
From

O a3 — )

T ——

Name.

22 208 P JENSER DUFFY oEPT REVIEW SAMPLENOTE

5. Sample note below. When done reading the note, click “Done”.

AiM Note P
1306 Last Edited by JENNIFER DUFFY On 9/27/22 1220 AM Entry Date. S6p 27, 20221220 AM
Edit Date Sep 27, 20221220 AM
CremedEy  JENMFERDUFFY
JENNIFER DUFFY
Hate Type, DEFT REVIEW
Notes SAMPLENOTE

Revision Date: 10/2/2023



Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

6. Atthe Notes Log Page, Click on the blue “Add” button so you can add your note about why the
invoice will go on hold or not be approved

AiM Notes Log

wvin @ [c ]
1306 Last Edited by JENNIFER DUFFY On /27/22 1220 AM Add to Main Workdesk [No ~)
Add to Module WorkDesk
Note Type a
Channel Title
Notes Log
From =) Q ( QI [(conuains ] [
To =

Reset Filter
) — ?
Entry Date [ Mame Note Type Motes
Sen27.2022 1220 &M JENRFER DUFFY JEMNIFER DUFFY

DEPT REVIEW SAMPLENOTE

AIM Note

7. Type your reason for putting the invoice on hold or not approved in the red box.

1022

TEST HEADER MESSAGE

wos @ 23
Lo it by KEVI FRUMMRTH On 972122 1037 A

Emryome  sep2, 2022109
Essbse  Sepx, 2221090
Cemdly  |ACORSANDERS
jacos sanoess
ez Type
otes s wen g

8. Click “Save” to save the note

Revision Date: 10/2/2023



Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

9. Your note will be added to the notes log tab. Click “Done”, this will take you back to the Purchase
Order Invoice Screen

AiM Notes Log meos @ o

1022 P2 1037414 [(hav)
5T HEADER MESSAGE Addto Maduie WorDesk  [1ig

Hote Type

Chanee Tie ( )

JACOR SANDERS JACO8 SaNDERS THIS IS A TEST EILE

KEVBLFRUHWIRTH KEVIN FRUMWETH TESTING NOTES LOG

10. On the Purchase Order Invoice Screen, click on Edit

AiM Purchase Order Invoice wn 0@ [c3

g | A 20 Last Edited by KEVIN FRUHWIRTH On 1/19/23 10:05 AM Status DEPARTMENT APPROVAL
— 2022-12-21 N BAkOT: 01 Tpe SERVICE O
Pring
Purchase Order 000176337
View
H T JAMES | WEBER AM AVIATION MAINTENANCE #262 RELOCATE FIRE
Notes Log
P Comractar 0000037608 Invoice Number 7100509717 Cumency Code  USD
_—_ Subtotal 5497600
SCHINDLER ELEVATOR CORP
felated Documenty Discount 50,00
Address Code 1 = 000
i
Blanket Number imciceDate  Dec1,2022 L o
Line Tota! 5497500
Contact KYLE QURANDNK
Markup 5000
Tem cede Grand Total 5497600
Line ltems
Line Vendor Part Deseription Quantity  Accepted Quantity  Irwoice Cost  Accepted Cost Line Total Allow  Voided
1 AVIATION MAINTENANCE #2652 SCHINDLER TO RELOCATE FIRE SERVICE CONTROL | AVIATION MAINTENANCE #262 SCHINDLER TO 0.0000 0.0000 50000 S00000 437600 Yes Mo
ELOCATE FIRE SERVICE CONTROL

11. Click on the magnifying glass in the red status box

AIM Purchase Order Invoice om0 (Y

Last Edited by KEVIN FRUHWIRTH On 1/19/23 1005 AM  Status

1 UNIVERSITY OF NORTH DAKOTA 01

BER AM AVIATION MAINTENANCE #262 RELOCATE FIRE

Contractor 0000037608 Invoice Number (3100503717
5497600
SCHINDLER ELEVATOR CORP
00
Address Code PRI 5000
. oo e o
Line Total $4976.00
Contact KYLE OURANDNIK

Markugp 50,00
Term Code Grand Tota 5497600
Liehems e Tar ]
B line VendorPan Description Quantity Accepted Quantity  InvoiceCost  Accepted Cost LineTotal Allow  Voided

o AVIATION MAINTENANCE #262 SCHINDLER TO RELOCATE FIRE SERVICE CONTROL | AVIATION MAINTENANCE #262 SCHINDLER TO 00000 00000 500000 0000 4570 Y Ne

RELOCATE FIRE SERVICE CONTROL

Revision Date: 10/2/2023



Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices

12. Change status to Hold or Not Approved clicking on it
a. Hold: If the invoice amount is correct but the work is not yet complete or doesn’t meet
standards.
b. Not Approved: PO requestor did not approve the service. Choosing “Not Approved” option
will ultimately cancel the invoice through our business office.

AiM Purchase Order Invoice Status

Bl e Show All Cancel

Status Descrigtion
N PROCESS N PROCESS

INVOICE FROM JAGGAER; PENDING ACTION IN AIM
oepaamaen appovly DEPARTMENT APPROVAL

INVOICE SENT TO PO REQUESTOR FOR REVIEW AND APPROVAL
HOLD HOLD

PO REQUESTOR WAITING TO APPROVE INVOICE UNTIL WORK IS COMPLETE/MEETS STANDARDS
NOT APPROVED NOT APPROVED

PO REQUESTOR DID NOT APPROVE SERVICE

BRECTED —— Choose "Hold" or "Not i?ggggmewmewonnaecr:nmnwm»c: WILL NOT BE PAID
REQUESTOR APPROVED Approved“ REQUESTOR APPROVED

PO REQUESTOR APPROVED SERVICE/INVOICE FOR PAYMENT

EINAL APPROVED FINAL APPROVED
AP PERSONNEL CHANGES TO THIS STATUS SO JAGGAER PICKS IT LIP FOR PAYMENT
CANCELLED CANCELLED
SENT TO JAGGAER SENT TO JAGGAER
PAYABLE

PAYABLE
INVOICE HAS BEEN SENT BACK TO JAGGAER; PENDING PAYMENT PROCESSING IN PEOPLESOFT

13. Click Save

AIM Purchase Order Invoice wn O (o

1720 Lazt Edited by KEVIN FRUHWIRTH On 1/19/23 10:05 AM Stwtus

Loz 2021221 UNVERSITY OF NORTH DAKGTA 01 '
Notes Lgg — Tyoe SERVICE PO
User Defined Fields Purchase Order 1000076387
Stavus Higory AMES | WEBER AM AVIATION MAINTENANCE #262 RELOCATE FIRE
Selated Documents
Contractor 0000037608 invoice Number (0008777 CurencyCode  USD
Subtotal 54976.00
SCHINDLER ELEVATOR CORP
Discount $0.00
Address Code PRI Tax 5000
Blanket Number s D e B shipping 000
Line Total 54976.00
Contact KVLE OURANONK
Mariup 5000
Te Cod:
e Grand Total 5497600
Ln e oo | Hoo ]
W Une VendorPat Desciption Quintty Accepred Quantiy  iwoke Cost  AcrptedCost  LineTowl Alow  Voided
g1 AVIATION MAINTENANCE #262 SCHINDLER TO RELOCATE FIRE SERVICE CONTROL | AVIATION MAINTENANCE #262 SCHINLER TO 00000 00000 50,0000 00000 5497600 Yes Mo

RELOCATE FIRE SEAVICE CONTROL

14. For invoices you've put on “Hold” status, when you’ve resolved the issue with your invoice you can

follow the steps for “Invoice Approval Process for Supervisors and Leads — Simple” in this manual to
approve the invoice.

Revision Date: 10/2/2023



Using ViewFinder to Find/Review Purchase Requests, Purchase Orders, Invoices and Timecards Created
Against Work Orders or Phases

Using ViewFinder to Find/Review Purchase Requests, Purchase
Orders, Invoices, and Timecards Created Against Work Orders or
Phases

1. At your WorkDesk, find the work order/phase you want to research by looking in Shop Supervisor
assigned phases or in the New Phase Status Section and click on the work order/phase.

AiM WorkDesk wn @ 3

Access Poin

Supervisor Work Management

NEW Phase Count Purchase Req. - Approval Needed ASSIGNED Phases

E Trs—— “
Purchase Request - REJECTED
MAINT PROJECT

| Shop Supervisor - Assigned Phnsesl

® LONG TERM
@ MAINT. PROJECT
CAPITAL PROJECT
e _
Project Manager By Shop
’ 1 )
Phase w/ PARTS ON ORDER Phase w/ HOLD Status HOLD Status & Notes Log SUPV REVIEWED Phase Phase w/ LONG TERM Status

WORK COMPLETE Phase

NEW Phase Status

12

snow 10 <] enres

. A . Date Wol - .
Property Location Phase o Priority Status  Comieq Ordor Description Project

PR23-1323 - APPROVED - UPSON 2 FIRE SERVICE 1 AND 2. EN WILL ADD PR23-1323 - APPROVED - UPSON 2 FIRE SERVICE 1 AND 2. EN WILL ADD
FIRE ALARM DEVICES TO UPGRADE ELEVATOR CONTROLS. EC WILL MAINT. &Y Aug 29,2023 WO24- FIRE ALARM DEVICES TO UPGRADE ELEVATOR CONTROLS. EC WILL (EFEMEFD
INSTALL CONDUIT AND MAPNET FOR NEW SMOKE DETECTORS ONEACH  PROJECT 3:59 PM 016685 INSTALL CONDUIT AND MAPNET FOR NEW SMOKE DETECTORS ON EACH

FLOOR BY ELEVATOR FLOOR BY ELEVATOR

PR24-1472 - FIRE ALARM AND FIRE SEPARATION (GARAGE DOOR) STUDY PR24-1472 - FIRE ALARM AND FIRE SEPARATION (GARAGE DOOR) STUDY
FOR THE FACILITIES MANAGEMENT BUILDING. THIS WILL HELP DETERMINE .+ fuga 2023 wo2a FOR THE FACILITIES MANAGEMENT BUILDING. THIS WILL HELP DETERMINE

107 004 THE COSTS FOR ADJUSTHENTS AND IMPROVEMENTS TO THE CURRENT  pon o NEW oy 013308 THE COSTS FOR ADJUSTMENTS AND IMPROVEMENTS TO THE CURRENT  PR24-1472
CONFIGURATION AS WELLAS ADDRESS ANY CHANG - SEE EXTRA CONFIGURATION AS WELL AS ADDRESS ANY CHANG - SEE EXTRA

108

2. Inthe work order or phase, click on the “Viewfinder” link under the Action Menu on the left side of the
screen.

AIM Phase kvin @ (C]

Created By ANDREA VELARIS On 5/26/23 134 PM Status. ASSIGNED

* 003
Last Edited by JAMES WEBER On 6/6/23 952 AM
Q PR23-F3438 COLLEGE OF NURSING COMBINE ROOMS 103H AND 103). SEE ATTACHED DRAWINGS ORDER BLINDS SEE RELATED DOCUMENTS. REMOVE AND REINSTALL  Work Order e
FURNITURE. ORDER AND INSTALL WHITE BOARD.

"y . Budget 50.00
PR Purchase Request Location
B shop Assignment [

Daily Assignment Browse

Emal ACADEMIC MAINTENARY Estimated Start Funding Method  Work Order

Bung

_ ACADEMIC MAINTENANCE Estimated End Work Code Group
Extra D Work Code 8LDG INTERIOR COMPONENTS
M= Primary Person Actual Start
Shop Stock BLDG INTERIOR COMPONENTS
Assessment Activity Actual End
Request Method
Checkpoint Measurements
Pricity MAINT. PROJECT Percent Complete

Cost Analysis

Burchase Reauests

Unit Costs Type Capital Project Contract Type

ot Forect
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Using ViewFinder to Find/Review Purchase Requests, Purchase Orders, Invoices and Timecards Created
Against Work Orders or Phases

3. In the bottom part of the ViewFinder Screen, you can click on any of the Purchase Request, Purchase
Order, Purchase Order Invoice, and Timecard links to view any of those items created against the work
order or phase. It will also show you the number of each of those items created.

AiM ViewFinder

< Back

003

Q@ PR23-F3438 COLLEGE OF NURSING COMBINE ROOMS 103H AND
“ 103). SEE ATTACHED DRAWINGS.ORDER BLINDS SEE RELATED
DOCUMENTS. REMOVE AND REINSTALL FURNITURE. ORDER AND
1= INSTALL WHITE BOARD.

Work Order W023-011849

Click on any hyperlinked item here to
view/review the document created
against that work order or phase

PR23-F3438 COLLEGE OF NURSING COMBINE

Transactions Iw

Screens

Purchase Request
Purchase Order
Purchase Order Invoice 1

Timecard 5

Revision Date: 10/2/2023



Warehouse Request in the GO App

Warehouse Request in the GO App

1. Inthe Go WM app work queue screen, find the work order/phase you need parts for and click on it

8:27 AM Wed Sep 21 TS = 43% @ )
4 Work Queue Q
Click here
ID rity Status

W023-001493 [ 001 - CHANMUS OF A PHASE IN GO LOow
107 - FACILITIES BUILDING ASSIGNED
® W023-001494 [ 001 - ORDERING STOCK IN GO HIGH
107 - FACILITIES BUILDING ASSIGNED
® W023-001495 / 001 - ORDERING NON-STOCK IN GO EMERGENCY
107 - FACILITIES BUILDING ASSIGNED

WO023-001502 / 001 - TRAIN THE TRAINER: TIME ENTRY IN GO PLANNED
107 - FACILITIES BUILDING NEW
® W023-001507 / 001 - ORDERING SERVICE-ON EMERGENCY
107 - FACILITIES BUILDING NEW
® W023-001508 / 001 - ORDERING SERVICE-OFF EMERGENCY
107 - FACILITIES BUILDING NEW

WO023-001531/ 001 - GOODS PO MEDIUM
107 - FACILITIES BUILDING ASSIGNED

W023-001531/ 002 - LOCAL GOODS MEDIUM
107 - FACILITIES BUILDING ASSIGNED

W023-001531/ 003 - P-CARD MEDIUM
107 - FACILITIES BUILDING NEW

ah =) oo T
X Work L) Time () Asset EDE Property ‘I’ AiM .alﬂ' Settings

Revision Date: 10/2/2023



Warehouse Request in the GO App

2. This will bring you to the phase menu

® WO023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Details Work Order Notes Documents

Description
CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status
ASSIGNED 5
ASSIGNED

Location
UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN [T
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority
Low
UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.

Shop
ADMINISTRATION
ADMINISTRATION

Materials >

Follow up work 0 >

Revision Date: 10/2/2023




Warehouse Request in the GO App

3. Scroll down and click on materials, then choose warehouse request on the phase materials menu

® WO023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Details Work Order Notes Documents

Description
CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status
ASSIGNED N
ASSIGNED

Location
UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN [T
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority
Low
UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIR

IN 720 HOURS.

Shop
ADMINISTRATION
ADMINISTRATION

Materials

Follow up work 0 >

Revision Date: 10/2/2023



Warehouse Request in the GO App

® WO023-001493 - 001 —

aeg\_w.

‘ CHANGE THE STATUS OF A PHASE IN GO e

Shop Stock >
Warehouse Request >
Purchase Request >
Spot Purchase >

Revision Date: 10/2/2023



Warehouse Request in the GO App

4. Click on the + sign on the warehouse requests screen

Revision Date: 10/2/2023



Warehouse Request in the GO App

5. This will create a warehouse request number on the warehouse request screen

8:36 AM Wed Sep 21 P =41%@ )
Cancel Warehouse Request Save
1635

Description

Needed By
Status

NEW
NEW

Deliver To

Location
UND

UND MAIN

107

Parts

Revision Date: 10/2/2023



Warehouse Request in the GO App

6. On the line below description, type in your name, shop, and the subject of your work (i.e. HVAC
repair in McCannel)

8:37 AM  Wed Sep 21 see =T 40% @ )
Cancel Warehouse Request Save

1635

Description

Jacob Sanders - Administration- Test

Needed By
Status

NEW
NEW

Deliver To

Location
UND

UND MAIN

107

Parts

Revision Date: 10/2/2023



Warehouse Request in the GO App

7. Touch the need by date and choose the date and time you need the part (Use a minimum of 45
minutes). To pick this time, you must go back to the needed by line and click the blue date and time
for it to accept

8:37 AM Wed Sep 21 vee = 40% @ )
Cancel Warehouse Request Save
1635

Description

Jacob Sanders - Administration- Te

Needed By

Status
NEW
NEW

Deliver To

Location
UND

UND MAIN

107

Parts

Revision Date: 10/2/2023



Warehouse Request in the GO App

Hold - LP, Administration, Jacob Sanders Time - Click the blue "@&tﬁ

I S
Work Order/Phase and Time" to cgm;ﬁrm the
WO023-001493 { 001 newly added time,
CHANGE THE STATUS OF A PHASE IN GO
Needed by
September 2022 >
Click the date for the Local
Purchase Request is needed by 1 2 3
9 10
% 17
Click here to enter in
the time "Needed By"
23 24
25 26 27 28 29 30
Time 1:21 PM
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Warehouse Request in the GO App

8. Click on the “Deliver To” line and search for the person parts will be delivered to (click blue search
button on keyboard)

8:47 AM Wed Sep 21 ses T 37%@ )
Cancel Warehouse Request Save
1635

Description

Jacob Sanders - Administration- Test
Needed By Sep 21, 2022 9:42 AM

Status
NEW
NEW

Deliver To

Location
UND

UND MAIN

107

Parts

Revision Date: 10/2/2023



Warehouse Request in the GO App

8:48 AM Wed Sep 21 eoe

< Delivered To

Revision Date: 10/2/2023




Warehouse Request in the GO App

8:49 AM  Wed Sep 21 = 37%@ )

4 Delivered To

Q. Jacob Sanders| Cancel

Type the employee name here

o cc 8 “Sanders" Sander’s
q w e r t y u | 0 P &
a S d f g h j k |
) z X C Vv b n m I ’ &
2123 g 2123

Revision Date: 10/2/2023



Warehouse Request in the GO App

8:49 AM Wed Sep 21 =37% @ )

£ Delivered To

Jacob Sanders Cancel

“"Sanders” Sander's

d w e r t y u | o]
a S d f g h j k
< Z X C Vv b n m I ’ i
2123 g 2123

Revision Date: 10/2/2023



Warehouse Request in the GO App

1635

Description

Jacob Sanders - Administration- Test

Needed By Sep 21,2022 9:42 AM
Status

NEW The employee information will show up here >
NEW

Deliver To

8010580 >

JACOB SANDERS

Location

UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN >
UND MAIN CAMPUS

107
FACILITIES BUILDING

Parts >

Revision Date: 10/2/2023



Warehouse Request in the GO App

9. Click on part line

1635

Description

Jacob Sanders - Administration- Test

Needed By Sep 21, 2022 9:42 AM
Status

NEW >
NEW

Deliver To

8010580 >

JACOB SANDERS

Location
UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN >
UND MAIN CAMPUS

107
FACILITIES BUILDING

Parts >

Revision Date: 10/2/2023



Warehouse Request in the GO App

10. Click on plus sign on parts screen

1635

Jacob Sanders - Administration- Test

Revision Date: 10/2/2023



Warehouse Request in the GO App

11. In search parts box, type in a single word that best describes the part you need. Pick the part you

need
8:58 AM Wed Sep 21 =34% @ )
4 Search Parts Browse
Air filted Cancel

S e 9 "filter” filters filter's
a w e r t y u | o} o &
a S d f g h j K |
< Z X C v o n m I ’ &
2123 ) 2123
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Warehouse Request in the GO App

8:58 AM Wed Sep 21 =34% @ )
< Search Parts Browse
Air filter] Cancel

S e 9 “filter” filters filtter's
q W e r t \Y u I o] &
a s d f g h ] Kk | m
< Z X C Y% b n m I ’ <
2123 ) 2123
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9:00 AM Wed Sep 21 see

< Parts

Warehouse Request in the GO App

= 34% @ )

1101
AIR FILTER 12 X 24 X 30 BAG 3P #709-123-300 JIT

Inventory, Out of Stock

11014
AIR FILTER 16 X 25 X 1 FIBERGLASS MERV 5

Inventory, In Stock

25
EA

11015
AIR FILTER 16 X 20 X 1 FIBERGLASS MERV 5

Inventory, In Stock

11017
AIR FILTER 20 X 25 X 1 FIBERGLASS MERV &

Inventory, In Stock

11069
AIR FILTER 12 X 24 X 2 PLEATED MERV 8 WIRE BACK JIT

Inventory, Out of Stock

11070
AIR FILTER 16 X 20 X 2 PLEATED MERVY 8 WIRE BACK JIT

Inventory, Out of Stock

11071
AIR FILTER 16 X 25 X 2 PLEATED MERV 8 WIRE BACK JIT

Inventory, In Stock

11072
AIR FILTER 20 X 20 X 2 PLEATED MERV 8 WIRE BACK JIT

Inventory, Out of Stock

11073
AIR FILTER 20 X 25 X 1 PLEATED MERV 8 WIRE BACK

Inventory, In Stock

11078
AIR FILTER 12 X 25 X 1 PLEATED MERV 8 WIRE BACK

Inventory, In Stock

11083
AIR FILTER 20 X 24 X 2 PLEATED MERV 8 WIRE BACK JIT

Inventory, Out of Stock

11084
AIR FILTER 24 X 24 X 2 PLEATED MERV 8 WIRE BACK JIT

Inventory, Out of Stock

11085
AIR FILTER 24 X 24 X 4 PLEATED MERV 8 WIRE BACK JIT

Inventory, Out of Stock

11087
AIR FILTER 25 X 29 X 4 PLEATED MERV 8 WIRE BACK

Inventory, In Stock

34
EA

45

Pick the part you need EA

21
EA

EA

14
EA

12
EA

Revision Date: 10/2/2023



Warehouse Request in the GO App

12. This will take you to the request part screen where you enter the quantity you need. Enter quantity
and click done below the quantity, then click done again at the top right of the request part screen

9:03 AM Wed Sep 21

ses =34% @ )
4 Request Part
11014
AIR FILTER 16 X 25 X 1 FIBERGLASS MERV 5
Warehouse
UND-CENT
UND CENTRAL WAREHOUSE
UOM EA
EACH
Quantity

Revision Date: 10/2/2023



Warehouse Request in the GO App

® 11014
‘ AIR FILTER 16 X 25 X 1 FIBERGLASS MERV 5

Warehouse
UND-CENT
UND CENTRAL WAREHOUSE

UoM EA
EACH

Quantity

Revision Date: 10/2/2023



Warehouse Request in the GO App

y 11014
“.. AIR FILTER 16 X 25 X 1 FIBERGLASS MERV §

Warehouse

UND-CENT

UND CENTRAL WAREHOUSE

uom EA
EACH

Quantity 1

Revision Date: 10/2/2023



Warehouse Request in the GO App

.
adh| areTEREX 25X

Warehouse
UND-CENT
UHD CENTRAL WAREHOUSE

uom EA
EACH
Duantity 1

Revision Date: 10/2/2023



Warehouse Request in the GO App

13. Click done again on the parts screen

1635

Jacob Sanders - Administration- Test

ry 11014 1
A AIR FILTER 16 X 25 X 1 FIBERGLASS MERV 5 >

Revision Date: 10/2/2023



Warehouse Request in the GO App

14. When you get to the warehouse request screen, the last step is to click the status line and change it
to submit to Warehouse

9:08 AM Wed Sep 21 eee = 32% @ )
Cancel Warehouse Request Save

1635

Description

Jacob Sanders - Administration- Test

Needed By Sep 21, 2022 9:42 AM

Status
NEW

NEW

Deliver To
8010580
JACOB SANDERS

Location
UND

UND MAIN

107

Parts

Revision Date: 10/2/2023



11:17 w1l LTE ()

Cancel Status Clear

NEW
NEW

CANCELED
CANCELED

SUBMIT TO WAREHOUSE
SUBMIT STOCK REQUEST TO WAREHOUSE

SUPERVISOR REVIEW
SUPERVISOR REVIEW

ASST DIRECTOR REVIEW
ASST DIRECTOR REVIEW

DIRECTOR REVIEW
DIRECTOR REVIEW

REJECTED
REJECTED

SUBMIT TO BUYER-FAC
SUBMIT TO BUYER-FAC

SUBMIT TO BUYER-PDC
SUBMIT TO BUYER-PDC

SERVICE ON-FAC
SERVICE ON-FAC

SERVICE ON-PDC
SERVICE ON-PDC

SERVICE OFF-FAC
SERVICE OFF-FAC

SERVICE OFF-PDC
SERVICE OFF-PDC

CLOSED
CLOSED

Warehouse Request in the GO App

Revision Date: 10/2/2023



Warehouse Request in the GO App

15. Click save

1635

Description
Jacob Sanders - Administration- Test

Heeded By Sep 71, 2022 3:42 AM

Status
SUBMITTED »

SUBMITTED STOCK REQLIEST

Deliver To
BOI0SE0 »
JACDE SANDERS

Location

WD
LIHIVERSITY OF MORTH DAKDTA

LD MAIN
LHD MAIN CAMPUS

07
FACILITIES BUILING

Parts >

Revision Date: 10/2/2023



Warehouse Request in the GO App

o Verizon ¥ 1:44 PM -
4 Warehouse Requests -+
e SUBMITTED

KEVIN F MAINTENANCE

1545
KEVIN F MAINTENANCE

SUBMIT TO BUYER

1550
KEVIN MAINTENANCE

SUBMIT TO BUYER

2154
KEVIN F MC

SUBMITTED

After clicking "Save", GO APP
will now show all of your
Warehouse Requests.

Revision Date: 10/2/2023



Purchase Request from the GO App

Purchase Request from the GO App

1. Inthe Go WM app work queue screen, find the work order/phase you need parts for and click on it

11:31 AM  Wed Sep 21 sse = 58% @@ )
< Work Queue Q
ID Priority Status

WO023-001493 [/ 001 - CHANGE THE STATUS OF A PHASE IN GO LOW
107 - FACILITIES BUILDING ASSIGNED
® W023-001494 [ 001 - ORDERING STOCK IN GO HIGH
107 - FACILITIES BUILDING ASSIGNED
® W023-001495 [ 001 - ORDERING NON-STOCK IN GO EMERGENCY
107 - FACILITIES BUILDING ASSIGNED

WO023-001502/ 001 - TRAIN THE TRAINER: TIME ENTRY IN GO PLANNED
107 - FACILITIES BUILDING NEW
® WO023-001507 / 001 - ORDERING SERVICE-ON EMERGENCY
107 - FACILITIES BUILDING NEW

® W023-001508 [ 001 - ORDERING SERVICE-OFF

107 - FACILITIES BUILDING

WO023-001531/ 001 - GOODS PO
107 - FACILITIES BUILDING

W023-001531/002 - LOCAL GOODS
107 - FACILITIES BUILDING

W023-001531/ 003 - P-CARD
107 - FACILITIES BUILDING

S
Asset

Property

EMERGENCY
NEW

MEDIUM
ASSIGNED

MEDIUM
ASSIGNED

MEDIUM
NEW

AiM 'a'ﬂ_ Settings

Revision Date: 10/2/2023




Purchase Request from the GO App

2. This will bring you to the phase menu

® WO023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Details Work Order Notes Documents

Description
CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status
ASSIGNED N
ASSIGNED

Location

UND

UNIVERSITY OF NORTH DAKOTA

UND MAIN (LT
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority
Low
UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.

Shop
ADMINISTRATION
ADMINISTRATION

Materials >

Follow up work 0 >

Revision Date: 10/2/2023



Purchase Request from the GO App

3. Scroll down and click on materials, then choose purchase request on phase materials menu

Details

e W023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Description

Work Order

CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status
ASSIGNED
ASSIGNED

Location

UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority
LOW

UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.

Shop
ADMINISTRATION
ADMINISTRATION

Materials

Notes

Documents

Follow up work

Revision Date: 10/2/2023



Purchase Request from the GO App

® WO023-001493 - 001 —
‘ CHANGE THE STATUS OF A PHASE IN GO eSS
Shop Stock >
Warehouse Request >
Purchase Request >
Spot Purchase >

Revision Date: 10/2/2023



Purchase Request from the GO App

4. This will give you a request number on the request summary screen

Description

Work Order/Phase
W023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Purchase Request from the GO App
5. On the line below description, type in your name, subject of your work (i.e. HVAC repair in

McCannel), and shop and additional vendor information like Contact Name, Email, Phone, ETC.

1641

Description

Jacob Sanders - Administration- Test|

Work Order[Phase

WO023-001493 /001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by

Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Purchase Request from the GO App

6. Enter the “Needed by” date. Touch the need by date and choose the date and time you need the
part. (Date you really need the part for the job you are doing). To pick this time, you must go back to
the needed by line and click the blue date and time for it to accept. Also make sure the time you pick
is a reasonable amount of time for supply to get you the part

4 Go-WorkMgmt 11:39 AM  Wed Sep 21 Y = 57% @ )
Cancel Request Summary Save

1641

Description

Jacob Sanders - Administration- Test

Work Order/Phase
W023-001493 /001

Needed by

Notify Do Not Notify

Parts

Revision Date: 10/2/2023



Purchase Request from the GO App

Hold - LP, Administration, Jacob Sanders Time - Click the blue "@&tﬁ

I S
Work Order/Phase and Time" to cgm;ﬁrm the
WO023-001493 { 001 newly added time,
CHANGE THE STATUS OF A PHASE IN GO
Needed by
September 2022 >
Click the date for the Local
Purchase Request is needed by 1 2 3
9 10
% 17
Click here to enter in
the time "Needed By"
23 24
25 26 27 28 29 30
Time 1:21 PM
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Purchase Request from the GO App

7. Click on the notify line and pick partial

1642

Description

Work Order/Phase
WO023-001493 /001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 21, 2022 12:42 PM
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Purchase Request from the GO App

1642

Description

Work Order/Phase
W023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 21, 2022 12:42 PM

Notify Partial

Partial

Complete

Parts \ >

Revision Date: 10/2/2023



Purchase Request from the GO App

8. Click on parts line

1642

Description

Work Order/Phase
W023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 21, 2022 12:42 PM
Notify Partial
Parts >

Revision Date: 10/2/2023



Purchase Request from the GO App

9. Under find part screen click on the blue plus (+) sign, choose other part

1642

Revision Date: 10/2/2023



Purchase Request from the GO App

Scan/Search Part >
Browse Inventory >
Inventory Kit >
Other Part >

Revision Date: 10/2/2023



Purchase Request from the GO App

10. Fill out vendor part number on other part screen

Part

123456789

Description

uUoM >
Quantity ‘ 0 ‘
Unit Cost $0.00 |
Contractor >
Photo Gallery 0>

Extra Description

Revision Date: 10/2/2023



Purchase Request from the GO App

11. Fill out description

Part

123456789 T

Description

‘ This is a test file ]"l"”"”l
UOM >
Quantity ‘ 0 ‘
Unit Cost ‘ $0.00 ‘
Contractor >
Photo Gallery 0>

Extra Description

Revision Date: 10/2/2023



Purchase Request from the GO App

12. Pick Unit of Measure (UOM)

Part

123456789 T

Description

\ This s a test file :\|||||||||||||
uoMm 5
Quantity ‘ 0 ‘
Unit Cost \ $0.00 ‘
Contractor >
Photo Gallery 0>

Extra Description

Revision Date: 10/2/2023



Purchase Request from the GO App

Q

BAG
BAG

BFT
BOARD FEET

BOX
BOX

CAN
CAN

Cs
CASE

DRM For this example we will be using FT (Foot)

DRUM

EA
EACH

FT
FOOT

GAL
GALLON

LBS
POUND

PCK
PACK

PL
PALLET

PR
PAIR

PT
PINT

QT
QUART

ROL
ROLL

SET
SET

Revision Date: 10/2/2023



Purchase Request from the GO App

13. Type in the quantity needed, then click “Done” down by the keyboard shown below.

Part
123456789

This is a test file

FOOT

Revision Date: 10/2/2023



Purchase Request from the GO App

14. Type in the unit cost, then click “Done” below by the keyboard first.

Revision Date: 10/2/2023



Purchase Request from the GO App

15. Choose the contractor you are ordering it from

Part

123456789 L

Description

This i a testfle L

UOM T .
FOOT

Quantity ‘ 1 ‘
Unit Cost $20
Contractor >
Photo Gallery 0>

Extra Description

Revision Date: 10/2/2023



Purchase Request from the GO App

11:55 AM  Wed Sep 21 ces = 52% @ )
Cancel Contractor
Q
0000000146
ACME TOOLS
0000000151 You can use the search bar to find the contractor

AMERIPRIDE SERVICES INC

0000000167
BISMARCK TRIBUNE PRINTING & PU

0000000171
BRADY MARTZ & ASSOCIATES PC

0000000172
BROWN & SAENGER INC

0000000179
CAPITAL CITY RESTAURANT SUPPLY INC

0000000182
CAPITAL TROPHY INC

0000000186
CENTRAL DOOR & HARDWARE INC

0000000187
CENTRAL MECHANICAL INC

0000000189
CHILLER SYSTEMS INC

0000000190
CITY AIR MECHANICAL INC

0000000191
COLE PAPERS INC

0000000203
DACOTAH PAPER CO

0000000208
DESIGNER CARE COMPANY LTD

0000000215
EDLING ELECTRIC INC

0000000218
ELECTRO WATCHMAN INC

0000000219
ELECTRONIC COMMUNICATIONS INC

AnAnAAAAAA

you're looking for if you know the name

Select your contractor here - We're going to use
Acme Tools in this example

Revision Date: 10/2/2023



Purchase Request from the GO App

16. In the address code screen, pick SUA if available, otherwise use PRI

Q

PRI
PO BOX 13720, GRAND FORKS

Revision Date: 10/2/2023



Purchase Request from the GO App

17. Upload a photo to “Photo Gallery” if you need to, this will take you to a request part screen. Click on
+ sign and take photo, then click done. Use this step if the buyer needs a picture of the part, a quote,
email, etc.

Part

123456789 ]

Description

\ This is a test file \||||\||||||||

uom FT,
FOOT

Quantity ‘ 1 |

Unit Cost ‘ $2.0 ‘

Contractor
0000000146
ACME TOOLS >

Address Code
PRI

Photo Gallery 0>

Extra Description

Revision Date: 10/2/2023



Purchase Request from the GO App

12:34 PM Wed Sep 21 see = 58% @ )
Done Request Part -+
< Go-WorkMgmt 12:41PM  Wed Sep 21 eoe = 56% @ )

Request Part —+

Click "Done" when you're done adding in pictures

Revision Date: 10/2/2023



Purchase Request from the GO App

18. Put in any extra description, if needed i.e., extra vendors, etc.

Part

123456789 AT

Description

‘ This is a test file ‘"""”"”I

uom FT.
FOOT

Quantity ‘ 1 |

Unit Cost $2

Contractor
0000000146
ACME TOOLS >

Address Code
PRI

Photo Gallery o>

Extra Description

Put extra information into this tab

Revision Date: 10/2/2023



Purchase Request from the GO App

19. Once you have filled in all info on the Request Part screen, click done.

Part

123456789 L

Description

This i a testfle L

UoM FT .
FOOT

Quantity ‘ 1 ‘

Unit Cost \ 52

Contractor
0000000146
ACME TOOLS >

Address Code
PRI

Photo Gallery 0>

Extra Description

Put extra information into this tab

Revision Date: 10/2/2023



Purchase Request from the GO App

20. On the parts screen, click done again

1643

@ 123456789 1 >
This is a Test file FT

Revision Date: 10/2/2023



Purchase Request from the GO App

21. This will take you to the request summary screen, click save

1643

Description

Work Order/Phase
W023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 21, 2022 12:39 PM
Notify Partial
Parts >

Revision Date: 10/2/2023



Purchase Request from the GO App

22. An alert will pop up...do you want to submit this request, click yes if the purchase is within your
spending limits. If the parts cost exceeds your spending limit, click no, and contact your supervisor
with the request number, so they can go in and approve in Aim.

Alert
Do you want to submit this request?

Revision Date: 10/2/2023




Purchase Request from the GO App

23. Your part has been submitted.

1643

NEW >

1644
THIS IS A TEST FILE

SUBMIT TO BUYER >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

Local Purchase Request in the GO App

1. Inthe Go WM app work queue screen, find the work order/phase you need parts for and click on it
1:17 PM  Wed Sep 21 ese = 52% @ )

Q

< Work Queue

ID Priority Status

W023-001493 / 001 - CHANGE THE STATUS LOW
107 - FACILITIES BUILDING ASSIGNED
® W023-001494 [ 001 - ORDERING STOCK IN GO HIGH
107 - FACILITIES BUILDING ASSIGNED
® W023-001495 / 001 - ORDERING NON-STOCK IN GO EMERGENCY
107 - FACILITIES BUILDING ASSIGNED

WO023-001502 / 001 - TRAIN THE TRAINER: TIME ENTRY IN GO PLANNED
107 - FACILITIES BUILDING NEW
® W023-001507 / 001 - ORDERING SERVICE-ON EMERGENCY
107 - FACILITIES BUILDING NEW
® WO023-001508 /| 001 - ORDERING SERVICE-OFF EMERGENCY
107 - FACILITIES BUILDING NEW

W023-001531/ 001 - GOODS PO MEDIUM
107 - FACILITIES BUILDING ASSIGNED

WO023-001531/ 002 - LOCAL GOODS MEDIUM
107 - FACILITIES BUILDING ASSIGNED

W023-001531/ 003 - P-CARD MEDIUM
107 - FACILITIES BUILDING NEW

oo
oog
[S1515]

g8

Wown Qe e

Property =g AiIM Gﬂ' Settings

Revision Date: 10/2/2023



Local Purchase Request in the GO App

2. This will bring you to the phase menu

® W023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Details Work Order Notes Documents

Description
CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status

ASSIGNED >
ASSIGNED

Location
UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN IE
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority

LOW

UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.
Shop

ADMINISTRATION

ADMINISTRATION

Materials >

Follow up work 0o >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

3. Scroll down and click on materials, then choose purchase request on phase materials menu

r W023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Details Work Order Notes Documents

Description
CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status
ASSIGNED 5
ASSIGNED

Location
UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority
Low
UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.

Shop
ADMINISTRATION
ADMINISTRATION

Materials >

Follow up work 0>

Revision Date: 10/2/2023




Local Purchase Request in the GO App

® WO023-001493 - 001 —
‘ CHANGE THE STATUS OF A PHASE IN GO eSS
Shop Stock >
Warehouse Request >
Purchase Request >
Spot Purchase >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

4. Inthe Description, enter Hold - LP, shop, person, and the subject of your work (i.e. HVAC repair in
McCannel).

1649

Description

Hold - LP, Administration, Jacob Sanders

Work Order/Phase

W023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by

Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

5. Enter the “Needed by” date. Touch the need by date and choose the date and time you need the
part. To pick this time, you must go back to the needed by line and click the blue date and time for it
to accept.

1649

Description
Hold - LP, Administration, Jacob Sanders

Work Order/Phase
Ww023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN G

Needed by I
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

Hold - LP, Administration, Jacob Sanders Time - Click the blue "@&tﬁ

I S
Work Order/Phase and Time" to cgm;ﬁrm the
WO023-001493 { 001 newly added time,
CHANGE THE STATUS OF A PHASE IN GO
Needed by
September 2022 >
Click the date for the Local
Purchase Request is needed by 1 2 3
9 10
% 17
Click here to enter in
the time "Needed By"
23 24
25 26 27 28 29 30
Time 1:21 PM
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

6. In the notify box, put do not notify

1666

Description

Hold - LP, Administration, Jacob Sanders

Work Order/Phase If "Do Not Notify" is not

W023-001493 / 001 automatically entered click here .
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 22, 2022 11:19 AM
Notify Do Not Notify

Do Not Notify

Partial

Complete

Parts >

And then select "Do Not Notify"

Revision Date: 10/2/2023



Local Purchase Request in the GO App

1666

Description

Hold - LP, Administration, Jacob Sanders

Work Order/Phase
WO023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 22, 2022 11:19 AM

Notify Do Not Notify

Click the "Notify" tab here to confirm the change

Revision Date: 10/2/2023



Local Purchase Request in the GO App

7. Click on parts

1666

Description

Hold - LP, Administration, Jacob Sanders

Work Order/Phase

WO023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 22, 2022 11:19 AM
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

8. Click on the + sign

1666
Hold - LP, Administration, Jacob Sanders

Revision Date: 10/2/2023



Local Purchase Request in the GO App

9. Then on find part screen, click “Other Part”

Scan/Search Part >
Browse Inventory >
Inventory Kit >
Other Part >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

10. Other part screen fill in 1-4 with random information as shown in red boxes. Then click “Done” when
prompted.

1. Part=1

2. Description=1

3. UOM=pick anything
4. Quantity=1

Click here to select the "Unit of
Measurement”

Click "Done" here when prompted

Revision Date: 10/2/2023



Local Purchase Request in the GO App

10:28 AM Thu Sep 22 eee = 73% @m )

Cancel UoM Clear

Q

BAG
BAG

BFT
BOARD FEET

BOX
BOX

CAN
CAN

cs \
CASE

DRM
BRUM Select a random "Unit of Measurement"
EA

EACH

FT
FooT

GAL
GALLON

LBS
POUND

PCK
PACK

PL
PALLET

PR
PAIR

PT
PINT

QT
QUART

ROL
ROLL

SET
SET

oL

Revision Date: 10/2/2023



Local Purchase Request in the GO App

11. Click “Done”

Part

\1 J i

Description

1

UoMm FT
FOOT

Quantity ‘ 1 |

Unit Cost $0.00 |

Contractor >

Photo Gallery 0>

Extra Description

Revision Date: 10/2/2023



Local Purchase Request in the GO App

12. Then click “Done” again

1666
Hold - LP, Adminis jon, Jacob Sanders

Revision Date: 10/2/2023



Local Purchase Request in the GO App

13. Onrequest summary screen, click “Save”

1666

Description

Hold - LP, Administration, Jacob Sanders

Work Order/Phase
WO023-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 22, 2022 11:19 AM
Notify Do Not Notify
Parts >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

14. Make note of your Purchase Request number

Alert
Do you want to submit this request?

Revision Date: 10/2/2023




Local Purchase Request in the GO App

15. There will be an alert that asks you if you want to submit the request, click “No”

Alert
Do you want to submit this request?

Revision Date: 10/2/2023




Local Purchase Request in the GO App

Note: Shop person completes the local purchase by adding an “A” to the purchase request number
and gives that purchase request number to the vendor for billing purposes. For example, give them
A1666, which is our request number for this manual.

Note: When you return from purchasing items, follow next steps.

16. From the Go Purchasing app, click on Activity on the bottom, then My Active Requests. (BTW, it
appears a shop person can view all open warehouse and purchase requests here.)

10:456 AM Thu Sep 22 cse = 68% @@ )
Sign Out Activity Q
My Active Requests ‘ 4

\

Then click

Click here first

- Activity ’

Revision Date: 10/2/2023



Local Purchase Request in the GO App

17. Find your purchase request, the status should be New.

1643 NEW >
1644 SUBMIT TO BUYER >
THIS IS A TEST FILE

1649 NEW >
HOLD - LP, ADMINISTRATION, JACOB SANDERS

1666 NEW >
HOLD - LP, ADMINISTRATION, JACOB SANDERS

Revision Date: 10/2/2023



Local Purchase Request in the GO App

18. Click on parts

1666

Description

HOLD - LP, ADMINISTRATION, JACOB SANDERS

Work Order/Phase

WO023-001493 /001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 22, 2022 11:19 AM
Notify Do Not Notify
Parts >
Notes 0>

Revision Date: 10/2/2023



Local Purchase Request in the GO App

Swipe left on the placeholder line to delete

1666
HOLD - LP, ADMINISTRATION, JACOB SANDERS

@: o>

Swipe left here

Revision Date: 10/2/2023



Local Purchase Request in the GO App

19. When you swipe left an alert screen will come up and ask you if you want to delete. Click yes

1666
HOLD - LP, ADMINISTRATION, JACOB SANDERS

> Delete

Revision Date: 10/2/2023



Local Purchase Request in the GO App

Alert

Are you sure you want to remove
this part?

Revision Date: 10/2/2023




Local Purchase Request in the GO App

20. Click the plus sign to add the parts you purchased locally (Click on “Other Parts” for this practice
example)

1666
HOLD - LP, ADMINISTRATION, JACOB SANDERS

Revision Date: 10/2/2023



Local Purchase Request in the GO App

Scan/Search Part >
Browse Inventory >
Inventory Kit >
Other Part >

Revision Date: 10/2/2023



21. Fill in what you actually purchased:

Local Purchase Request in the GO App

1. Part number

2. Description

3. UOM

4. Quantity

5. Unit Cost

6. Contractor
A0:54 AWM Thu Sep 22 amw = 86% .
< Other Part Done
Part
1 J
Doscription

(1Al

uomM
Quantity
Unit Cost
Contractor

Photo Gallery

Extra Description

Click here to select the "Unit of
Measurement"
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Local Purchase Request in the GO App

Q

BAG
BAG

BFT
BOARD FEET

BOX

mox ‘—\
CAN Select the "Unit of

CAN Measurement"
CsS
CASE

DRM
DRUM

EA
EACH

FT
FOOT

GAL
GALLON

LBS
POUND

PCK
PACK

PL
PALLET

PR
PAIR

PT
PINT

QT
QUART

ROL
ROLL

SET
SET

cuc

Revision Date: 10/2/2023



Local Purchase Request in the GO App

Bart
1 i |
Description

1 ]
voM Put in your "Quantity™, T,
roor and "Unit Cost" \

Unit Cost I S~ $2.5
Contractor

Revision Date: 10/2/2023



Local Purchase Request in the GO App

Part

" I

Description

" I

UOM ET .
FOOT

Quantity ‘ 1 |
Unit Cost $2.5
Contractor >
Photo Gallery 0>

Extra Description

Select the "Contractor” by click here

Revision Date: 10/2/2023



11:00 AM Thu Sep 22

Cancel

Contractor

Local Purchase Request in the GO App

0))

64% @m )

Q

0000000146
ACME TOOLS

0000000151
AMERIPRIDE SERVICES INC

0000000167
BISMARCK TRIBUNE PRINTING & PUBLISH

0000000171
BRADY MARTZ & ASSOCIATES PC

0000000172
BROWN & SAENGER INC

0000000179
CAPITAL CITY RESTAURANT SUPPLY INC

0000000182
CAPITAL TROPHY INC

0000000186
CENTRAL DOOR & HARDWARE INC

0000000187
CENTRAL MECHANICAL INC

0000000189
CHILLER SYSTEMS INC

0000000190
CITY AIR MECHANICAL INC

0000000191
COLE PAPERS INC

0000000203
DACOTAH PAPER CO

0000000208
DESIGNER CARE COMPANY LTD

0000000215
EDLING ELECTRIC INC

0000000218
ELECTRO WATCHMAN INC

0000000219
ELECTRONIC COMMUNICATIONS INC

NG

nnnnNnNnNNY91

The "Search Bar" can
be used to find
"Contractors" quicker
(If you know the name)

Find and click the correct
"Contractor"
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THWE AN 1R SWR £

Cancel

[ _\

Local Purchase Request in the GO App

T wave -

Address Code

PRI
PO BOX 13720, GRAND FORKS

» Select "SUA" if available if

\

nhot, click "PRI"
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22. Click done

Part

M

Description
M

UoM
FOOT

Quantity ‘

Unit Cost ‘

Contractor
0000000146
ACME TOOLS

Address Code
PRI

Photo Gallery

Extra Description

Local Purchase Request in the GO App

FT>

1]

$25

0>

Revision Date: 10/2/2023



Local Purchase Request in the GO App

23. Click done again

1666
HOLD - LP, ADMINISTRATION, JACOB SANDERS

el >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

24. Click Save

1666

Description

Local Purchase
Work Order/Phase

WQO23-001493 / 001 >
CHANGE THE STATUS OF A PHASE IN GO

Needed by Sep 22, 2022 11:19 AM
Notify Do Not Notify
Parts >
Notes o >

Revision Date: 10/2/2023



Local Purchase Request in the GO App

25. An alert comes up asking if you want to save the request, click yes

Alert

Do you want to submit this request?

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

Taking Time-Changing Status in the GO App

1. Inthe GO App Work Queue, click on the WO assigned you want to take time on, this will take you to

the phase menu

1:48 PM Wed Sep 21

< Work Queue

o))

42% @ )

Q

ID Priority Status
WO023-001493 [ 001 - CHANGE THE STATUS LOW
107 - FACILITIES BUILDING ASSIGNED
® W023-001494 /| 001 - ORDERING STOCK IN GO HIGH
107 - FACILITIES BUILDING ASSIGNED
® W023-001495 /| 001 - ORDERING NON-STOCK IN GO EMERGENCY
107 - FACILITIES BUILDING ASSIGNED
WO023-001502 [/ 001 - TRAIN THE TRAINER: TIME ENTRY IN GO PLANNED
107 - FACILITIES BUILDING NEW
® WO023-001507 / 001 - ORDERING SERVICE-ON EMERGENCY
107 - FACILITIES BUILDING NEW
® W023-001508 / 001 - ORDERING SERVICE-OFF EMERGENCY
107 - FACILITIES BUILDING NEW
WO023-001531/ 001 - GOODS PO MEDIUM
107 - FACILITIES BUILDING ASSIGNED
WO023-001531/ 002 - LOCAL GOODS MEDIUM
107 - FACILITIES BUILDING ASSIGNED
WO023-001531/ 003 - P-CARD MEDIUM
107 - FACILITIES BUILDING NEW
X Work l\ Time { Asset Property _|_| AiM aﬂ Settings
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Taking Time-Changing Status in the GO App

2. Click on time (DO NOT swipe)

® W023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Details Work Order Notes Documents

Description
CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status
ASSIGNED >
ASSIGNED

Location
UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN [
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority
LOW
UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.

Shop
ADMINISTRATION
ADMINISTRATION

Materials >

Follow up work 0 >

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

3. Click on Time Type and choose appropriate type

WO023-001493 - 001
CHANGE THE STATUS OF A PHASE IN GO

Time Type
HO1 >
REGULAR

Labor Class
SALARIED >
SALARIED

Action Taken

Start Time

Stop Time

Hours 0.00

Crew >

Description

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

1:51 PM  Wed Sep 21 eee THN%@ )

Cancel Time Type Clear

Q

HO1
REGULAR

HO1-NO CHARGE

— For this example, we will
HO3 be using HO1

OVERTIME

HO03-NO CHARGE
OVERTIME - NO CHARGE RATE

H12
CALLBACK

H12-NO CHARGE
CALLBACK - NO CHARGE RATE

H14
WORKSTUDY

H14-NO CHARGE
WORKSTUDY - NO CHARGE RATE

H53 Select the appropriate
COMPENSATORY TIME EARNED "Tlme Typeu

H53-NO CHARGE
COMPENSATORY TIME EARNED - NO CHARGE RATE

HP1
OVERTIME PAID AT 1.0

HP1-NO CHARGE
OVERTIME PAID AT 1.0 - NO CHARGE RATE
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Taking Time-Changing Status in the GO App

4. Labor should stay as salary

W023-001493 - 001
CHANGE THE STATUS OF A PHASE IN GO
Time Type

HO1 >
REGULAR

Labor Class
SALARIED
SALARIED

Action Taken

Start Time

Stop Time

Hours 0.00

Crew >

Description

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

5. Skip action taken block

W023-001493 - 001
CHANGE THE STATUS OF A PHASE IN GO
Time Type

HO1 >
REGULAR

Labor Class SKip

SALARIED >
SALARIED

Action Taken

>
Start Time
Stop Time
Hours 0.00
Crew >
Description

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

6. Start/Stop time — DO NOT USE

WO023-001493 - 001
CHANGE THE STATUS OF A PHASE IN GO
Time Type

HO1 >
REGULAR

Labor Class
SALARIED >
SALARIED

Action Taken

Start Time &

Stop Time ?

Hours ‘ 0.00 ‘
Crew >
Description

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

7. Click on hours block and type in time in full or quarter hour increments i.e., 1.25, 1.50 1.75, 2.00, etc.
Then, click on “Done” towards the bottom of the page.

W023-001493 - 001
CHANGE THE STATUS OF A PHASE IN GO

Time Type
HOY
REDLILAR

Labor Class
SALARIED
BALARED

Action Taken

Start Time

Stop Time
Mours
Crew
Description

Click "Done" here when promptec

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

8. Type the work you performed in box below word “description”

W023-001493 - 001
CHANGE THE STATUS OF A PHASE IN GO
Time Type

HO1 >
REGULAR

Labor Class
SALARIED >
SALARIED

Action Taken

>
Start Time
Stop Time
Hours 1.00
Crew >
Description

Type your time information in here (What you did)

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

9. Click save

W023-001493 - 001
CHANGE THE STATUS OF A PHASE IN GO
Time Type

HO1 >
REGULAR

Labor Class
SALARIED >
SALARIED

Action Taken

>
Start Time
Stop Time
Hours 1.00
Crew >
Description

Type your time information in here (What you did)

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

10. If phase is complete, click on Status box in phase menu and change to appropriate Status.

® WO023-001493 - 001
‘ CHANGE THE STATUS OF A PHASE IN GO

Details Work Order Notes Documents

Description
CHANGE THE STATUS OF A PHASE IN GO

Extra Description

Time
Swipe right to start clock

Status
ASSIGNED N
ASSIGNED

Location

UND
UNIVERSITY OF NORTH DAKOTA

UND MAIN H!g
UND MAIN CAMPUS

107
FACILITIES BUILDING

Work Code Group

Work Code
MEETINGS

Priority

Low

UNPLANNED MAINTENANCE OR SERVICE REQUIRING A RESPONSE REQUIRED WITHIN 720 HOURS.
Shop

ADMINISTRATION
ADMINISTRATION

Materials >

Follow up work 0o >
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Taking Time-Changing Status in the GO App

2:27 w0l LTE ()
Save
NEW
ASSIGNED
ASSIGNED 4

PARTS ON ORDER
PARTS ON ORDER

WORK COMPLETE
WORK COMPLETE

SUPV REVIEWED
SUPV REVIEWED

REOPENED
REOPENED

CANCELED
CANCELED

Select a new "Status" for the Phase; for Example:
Work Complete = Shop person completes Phase
Supv Reviewed = Shop Supervisor Reviews
Closed = NEVER PICK THIS OPTION

* O O B -

Work Time Asset Property More

Revision Date: 10/2/2023



Taking Time-Changing Status in the GO App

11. Click “Save”

2:27 w1l LTE ()

Cancel Phase Status

NEW
NEW

ASSIGNED
ASSIGNED v

PARTS ON ORDER
PARTS ON ORDER

WORK COMPLETE
WORK COMPLETE

SUPV REVIEWED
SUPV REVIEWED

HOLD
HOLD

CLOSED
CLOSED

REOPENED
REOPENED

CANCELED
CANCELED

¥ O O B -

Work Time Asset Property More

Revision Date: 10/2/2023



Leave Time in the GO App

Leave Time in the GO App

1. Inthe GO App Work Queue, click on the time Icon (clock) on the bottom of the screen.

Revision Date: 10/2/2023



Leave Time in the GO App

2. Click on the blue plus (+) sign in the upper right side of the screen on the unposted timecards screen

3. Click on “Leave” on the select line type screen

Labor >

Leave ;

Revision Date: 10/2/2023



Leave Time in the GO App

4. Click on the date line and select the appropriate date

Date Oct 19, 2022

Line Type
Leave

Description

Leave Code

Hours 0.00

Extra Description

o After date selection, click here

October 2022 > < >

SUN MON TUE WED THU FRI SAT

6 17 18 20 21 22
23 24 25 26 28 29
30 31

Revision Date: 10/2/2023



Leave Time in the GO App

5. Inthe description box put a description of the leave

Line Type
Leave

Description

October 19th leave

Leave Code

Hours
Extra Description
6. Click on the leave code box and select the correct type of leave

Line Type
Leave

Description

October 19th leave

Leave Code

Hours

Extra Description

Revision Date: 10/2/2023



Q

Leave Time in the GO App

H20-FMLA
SICK LEAVE - FMLA

H20
SICK LEAVE-SALARIED

H21
DEPENDENT SICK LEAVE-SALARIED

H22
ANNUAL LEAVE-SA D

H23
COMPENSATORY TIME TAKEN-SA

H24
HOLIDAY-SALARIED

H25
FUNERAL LEAVE-SALARIED

H26
MILITARY LEAVE PD-SALARIED

H27
JURY DUTY - SALARIED

LWoP
LEAVE WITHOUT PAY
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Leave Time in the GO App

7. Inthe hours box type in the number of hours (use full hour increments and/or quarter hours i.e.,
1.00, 1.25, 1.50, etc.) and click the blue “done” on the lower right side of screen above your on-
screen keyboard

Date Oct 19, 2022

Line Type
Leave

Description

Leave Code
H22 >
ANNUAL LEAVE-SALARIED

Hours 0.00

Extra Description

Done

Revision Date: 10/2/2023



Leave Time in the GO App

8. Click save in the upper right side of the timecard detail screen

Date ct 19, 2022

Line Type
Leave

Description

Leave Code
H22 >
ANNUAL LEAVE-SALARIED

9. Then click “done” on the left side of the timecard detail screen

Date

Line Type
Leave

Description

Leave Code
H22
ANNUAL LEAVE-SALARIED

Hours 8.00

Extra Description

10. If you need to input more time, click on the (+) sign in the upper right side of the unposted timecards
screen

H22

Revision Date: 10/2/2023



Entering Vehicle/Asset Mileage or Hours in the GO App

Entering Vehicle/Asset Mileage or Hours in the GO App

1. Logintothe GO-AM (Go Asset Management) app on your iPhone.

Note: If you are already logged into another GO app, you will not need to enter your credentials.

8006

Podcasts Find My k Shortcuts

@80 o

Translate Contacts Files Fitness

e e

Utilities Music Self Service

- N9

@ Grubhub Flashlight Go-AM Go-Purchasing

Go-WorkMgmt
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Entering Vehicle/Asset Mileage or Hours in the GO App

You should see the screen below once you log in

7:35 ol T HD)
+ Asset Scan Sign Out

Q Search assets

P

Select “Reading” on the bottom menu bar.

Asset inspection

Property Reading
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6.

Entering Vehicle/Asset Mileage or Hours in the GO App

Scan the vehicle’s barcode using your phone/iPad.

Routes Reading Scan

University of North Dakota

Facilities Department
i

I
20000136

The following screen should come up after scanning the barcode.
a. Confirm vehicle SF number/description is correct
b. Enter mileage/hours in the “Reading” Field (no commas or tenths of miles/hours)
c. Enter description of what you’re doing in the “Reading Description” field (i.e. Performing
monthly mileage reading)
d. Select “Done”

7:36 Click "Done" after ol B @D

completing other steps

Cancel Reading Entry

SF6901-MILEAGE Confirm info is correct
FORD T-150 TRANSIT CONNECT CARGO VAN

Reading

Enter actual miles/hours - no commas or tenths of miles/hours

Reading Description

Enter description of what you're doing i.e.
"performing monthly mileage reading"

Done

| The I'm

Process complete
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Entering Vehicle/Asset Mileage or Hours in the GO App

Alternate Method of Entering Vehicle Asset Mileage or Hours on an Asset Meter in the GO App

1. Logintothe GO-AM (Go Asset Management) app on your iPhone.

Note: If you are already logged into another GO app, you will not need to enter your credentials.

8006

Tips Podcasts Find My k Shortcuts

80 o

Translate Contacts Files Fitness

®) ' Frl >

Watch Utilities Music Self Service

- NSN@

@ Grubhub Flashlight Go-AM Go-Purchasing

Go-WorkMgmt
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Entering Vehicle/Asset Mileage or Hours in the GO App

2. You should see the screen below once you log in

Q Search assets

1. From this screen, scan the assets barcode. A screen similar to the one below will appear.
a. Confirm vehicle SF number/description is correct
b. Select the vehicle

SF6901
FORD T-150 TRANSIT CONNECT CARGO VAN

Confirm vehicle SF number/description is correct,
then select it
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Entering Vehicle/Asset Mileage or Hours in the GO App

2. Atthe next screen, select “Readings”

7:39 ull T &)

< Asset Menu

B sF5901
FORD T-150 TRANSIT CONNECT CARG... @

+

Asset Hierarchy «
0 Parent(s), 0 Child(ren)

Inspections
Employees
Parts
Assessment
3. Select “Read”
7:39 wll T &)
4 Reading Definitions +

F6901-MILEAGE

FORD T-150 TRANSIT CONNECT CARGO VAN
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Entering Vehicle/Asset Mileage or Hours in the GO App

4. The following screen should come up after scanning the barcode.
a. Confirm vehicle SF number/description is correct
b. Enter mileage/hours in the “Reading” Field (no commas or tenths of miles/hours)
c. Enter description of what you’re doing in the “Reading Description” field (i.e. Performing
monthly mileage reading)
d. Select “Done”

7:36 Click "Done" after ol T &)
completing other steps
Cancel Reading Entry Done
e —

SF6901-MILEAGE Confirm info is correct
FORD T-150 TRANSIT CONNECT CARGO VAN

Reading

Enter actual miles/hours - no commas or tenths of miles/hours

Reading Description

Enter description of what you're doing i.e.
"performing monthly mileage reading"

Done

The I'm

5. Process Complete
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