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Assigning a Phase and Asset 
 

1. At the AIM WorkDesk, in “New Phase Status” area, click on the phase you want to assign 

 

 

2. On the Phase screen, click edit 
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3. At the bottom of the screen on shop person tab, click load 

 

 

4. Put a check in the box of the person you want to assign the task to 
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5. Click done 

 

 

 

6. Change priority, as needed 
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7. Click on magnifying glass in status box, change status from new to assigned 
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8. Click on the magnifying glass in the Asset box.  

 

 

Click “Search” 
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9. Click Save 

 

 

 

 

 

 

 

 

 

 

10. Saving returns you to the phase screen and you will see the phase is now assigned 
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Editing Phases/Updating Status  
 

1. At the Aim WorkDesk or assigned phases, find the phase you want to edit and click on it. 
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2. At the phase screen, click edit 

 

 

 

 

3. Edit as needed (assign additional person/people to the phase, change priority, status, confirm Asset 

is correct, etc.) 

-Adding people to a Phase 
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-Changing Priority 
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-Changing Phase Status 
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- Confirming Asset is correct 

Supervisors: When doing supervisor review of work orders technicians show as work 

complete, ensure asset is present and correct 
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Reassigning a Phase to Another Shop 
If the assigned phase is still in new status and has not had someone assigned: 

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

the link to open the phase. 

 

2. At the phase screen, click on edit 
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3. Click on magnifying glass in the red highlighted box next to shop 
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4. Choose the shop you want to assign the work order to, it will populate the shop box 
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5. Click on save. This will send the phase to the work desk of the shop you assigned it to. 

 

 

If the phase has already been assigned to someone in your shop but time has not been taken against the 

phase: 

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

the link to open the phase. 
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2. At the phase screen, click on edit 

 
 

3. Click on magnifying glass in the red highlighted box next to shop 
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4. Choose the shop you want to assign the work order to, it will populate the shop box 
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5. If there are assets assigned, remove all asset information 

 
 

6. At the 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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7. In the status box, click on the magnifying glass and change the status from assigned to new 
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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 
 

1. At the 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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2. Click on Edit 
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3. In edit 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 

 

4. Edit the description box to describe what needs done 
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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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6. Click on the magnifying glass in the red priority box and pick the priority 
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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 

 

 

8. Choose the magnifying glass next to work code 
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9. Click magnifying glass next to Location (Room Number) and include the location.  
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10. Click Done 

 

11. This will bring you back to the work order screen showing all phases against that work order. 
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12. Click Save again 
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Adding a New Phase on a Work Order by Copying 
 

1. At the AIM WorkDesk/desktop, navigate to the workorder you want to add a phase to; either in new 

or assigned phases 
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2. At the work order screen, click on the blue edit button at the top of the screen. 
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3. In edit mode on the work order screen, click on the blue hyperlinked phases on the phase tab 

 

 

 

 

 

 

4. On the action menu on the left side of the screen, click on the blue hyperlinked “copy” button 
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5. At the copy phase screen, do not check any boxes. 

 

 

 

 

 

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

you copied. 

 

 

 

7. Edit the description box to describe in detail what the shop you are sending this to needs to do. 
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8. In the shop box, click on the magnifying glass to choose the shop you are sending this phase to 
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9. Click on magnifying glass in priority box and change priority, if needed 

 

 

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

same) 

 

 



  Adding a New Phase on a Work Order by Copying 

  Revision Date: 10/2/2023 

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 
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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. 

 

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

 

15. Click save. 
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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 

 

2. Go down to “Project Management” and click on the magnifying glass next to project 
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3. In the “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 
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4. Click on the project number hyperlink that comes up, that will take you to the project screen 

 

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 

 

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

 

7. Click on the blue edit button at the top of the Aim screen 
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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). 

 

9. On the left side of the screen under the action menu, click on “Copy” 

 

10. On the copy phase screen do not pick any boxes, simply click “Next” 
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11. Edit the description box to describe what needs done 

 

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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13. Click on the magnifying glass in the red priority box and pick the priority 

 

 

14. 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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15. Choose the magnifying glass next to work code and choose the appropriate work code for what you 

are doing 
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16. Click Done 

 

 

17. This will bring you back to the work order screen showing all phases against that work order. 

 
 

 

18. Click Save  
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Supply On-hand Quantity Inventory Search 

 

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

 

2. Find the “Inventory” section, then click on the magnifying glass next to “Warehouse Bin Definition” 
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3. At the 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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4. Type in the information you want to search for (I searched for “Air Filter” in the description box), 

then click “Execute”  

 

 

 

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

quantity. 
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Viewing the Cost Analysis vs Estimates 
 

1. At the Aim WorkDesk or assigned phases, find the Phase you want to look at the Cost Analysis on 
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2. In the Phase, on the left side of the screen, under the view menu, click on cost analysis 

 

 

 

 

 

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

 

2. Click on edit 
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3. Click on add 

 

4. Click on choose file 
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5. Find the file you want to attach and click open 

6. Click Next 
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7. Edit the title 

 

 

 

 

 

 

 

 

 

 

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

 

 

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

 

 



  Attach a Document/Image (Related Documents) 

  Revision Date: 10/2/2023 

 

 

 

 

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

 

 

 

 

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

 

 

12. Click “Next”, then click “Done” after you see your document in the document listing below. 
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13. Click “Save” 

 

 

 

14. In the phase on the left side menu, under view, related documents will be highlighted 
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Adding Notes to the Notes Log in a Work Order or Phase 
1. At the 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 
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2. Click on add 

 

3. Type in the notes you want people to know 
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4. Click Save 

 

 

 

5. Click Done 

 

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. 
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Sending Email from Inside AiM (Phase vs Work Order) 
1. At the WorkDesk, find the phase or work order. click on the email link on the action menu on the left 

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

 

 

 

 

 

 

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

 

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

 

 

 

 

 

 

 

 

 

 

 

6. Attach a document if needed (Optional) 

a. Document must be attached to the work order or phase to attach document to an email 
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7. Click done. Aim will send an email link to the phase, with the message information you added to the 

email 
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Live Examples: 

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

 

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. 

 

 

 

 



 Create a Purchase Request from Stock/Review/Approval 

  Revision Date: 10/2/2023 

Create a Purchase Request from Stock/Review/Approval 
1. At the AiM WorkDesk, find the phase you want to purchase parts for.  
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2. While in the Phase, under Action in the left column menu, click on Purchase Request 

 

 

 

 

 

3. Make note of the purchase request number 
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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 

 

 

 

 

 

 

 

5. Work order and Phase are already populated. 
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6. Click on date/time needed (must be a reasonable time, approximately 45 minutes) 

 

 

 

 

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

 

 

 

10. Region/Facility/Property will be populated already 
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11. To add your line item: 

a. Click the add box 

 

b. Click add stock part by warehouse, then click next 
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c. Use magnifying glass in red part box to find your part 
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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) 
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 Create a Purchase Request from Stock/Review/Approval 

  Revision Date: 10/2/2023 

e. Put in the quantity you want 

 

12. Click done or add additional parts using blue “Add” button 

 

13. At purchase request screen, change status to submit to warehouse 
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14. Click save 
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Create a Purchase Request for Non-Stock/Review/Approval 
 

1. At the AiM WorkDesk, find the phase you want to purchase parts for. 
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2. While in the Phase, under Action in the left column menu, click on Purchase Request 

 

 

 

 

 

 

3. Make note of the purchase request number 
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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” 

 

 

 

 

 

5. Work order and Phase are already populated. 

 

 



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

  Revision Date: 10/2/2023 

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

 

 

 

 

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

 

 

10. Region/Facility/Property will be populated already 
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11. To add your line item: 

a. Click the add box 

 

 

b. Click add Nonstock part, then click next 
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c. In red description box, put a detailed description of the part (Model Number, ETC.) 

 

d. Type in your vendor part number in red part box 
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e. Use magnifying glass in UOM box to pick the unit of measure 
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f. Type in your quantity in quantity box 

 

g. Type in unit cost in unit cost box 
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h. Click magnifying glass next to the contractor box to find the part supplier (contractor) if you 

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

  Revision Date: 10/2/2023 
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I. Add Related documents if you have them (Quotes, pictures, etc.), then click done 

 

J.  Click on User Defined Fields and add in details so the buyer has relevant information 
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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.  
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13. Click Save 
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Create a Purchase Request for Service/Review/Approval 
1. In the WorkDesk menu, click on the phase you’re working on  
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2. While in a Phase, under Action in the left column menu, click on Purchase Request 

 

 

 

 

 

3. Make note of the purchase request number 
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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” 

 

 

 

 

 

5. Work order and Phase are already populated. 
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6. Click on date/time needed (when you need the service by) 

 

 

 

 

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

 

 

 

 

9. Region/Facility/Property will be populated already 
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10. To add your line item: 

a. Click the add box 

 

 

b. Click add Service, then click next 
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c. In red 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 

 
 

 

 

 

 

d. In contractor box, click magnifying glass to pick the contractor providing the service 
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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  
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Select SUA if available, if not select PRI 
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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. 

 

 

 

 

f. Type the total cost in the total box 
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11. Click “Done” 

 

 

 

12. Add Notes or related documents if applicable 
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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”. 

 

 

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. 
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15. Click “Save” 
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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  

 

2. Make note of the purchase order number 

 

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 
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4. Work order and Phase are already populated. 

 

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

 

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. 

 

9. Region/Facility/Property will be populated already 
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10. To add your line item: 

a. Click the blue add box on the right side of the screen 

 

b. Click on add Nonstock part, then click next 
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c. For the following boxes, you can type in accurate info if you have it, or simply type in a “1” in 

the box, since you will be editing this purchase request when you return with part(s) 

i. In red description box, put the description of the part or a 1 

 

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

 

iii. Use magnifying glass in UOM box to pick the unit of measure 
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iv. Type in your quantity in quantity box or just use a 1 if you don’t know how many 

you will get 

 

v. Type in unit cost in unit cost box if you know it or type in a 1 
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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 
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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 

“PRI” 

 

11. Click done. 
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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.   

 

13. Click Save 
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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 
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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. 

 

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

back from buying parts. 

 

17. Click on the blue edit button on the purchase request screen 
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18. On the line items tab, click on the hyperlinked line item you need to edit. 

 

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

 

 

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

 

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. 
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23. Then click “Save”

 

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 and Vendor) 

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

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

 

 

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

 

 

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” 
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5. Work order and Phase are already populated. 

 

 

 

6. Click on date/time needed.  After selecting date/time needed, click “Done” 
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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) 
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8. In the first and second notify when box, put “do not notify”. 

 

 

9. Region/Facility/Property will be populated already 

 

10. To add your line item: 

a. Click the add box 
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b. Click add Nonstock part, then click next 

 

c. In red description box, put a detailed description of the part number, model number, 

etc.) or manufacturing information the vendor will need 

 

 

d. Type in your vendor part number            
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e. Use magnifying glass in UOM box to pick the unit of measure.  

 

 

 

 

f. Type in your quantity in quantity box and unit cost in unit cost box.  
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g. Click magnifying glass next to the contractor box to find the part supplier (contractor) if 

you know it 
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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. 

 

i. If you are done adding parts, click “Done” on the line-item screen 
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j. Add Related documents at the purchases request screen level if you have them (Quotes, 

pictures, etc.), then click done 
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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. 
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l. Back at the purchase request screen, click on User Defined Fields and add in details in all 

fields so the buyer has relevant information. 

 

 

11. Click save 
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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. 

 
 

 
13. Click “Save” 

 

 
 
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) 

• 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. At the AiM WorkDesk, find the phase you want to purchase parts for in either “New” or “Assigned” 

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

 

 

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

 

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” 
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5. Work order and Phase are already populated. 

 

 

6. Click on date needed.  After selecting date/time needed, click “Done” 
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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) 
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8. In the first and second notify when box, put “do not notify”. 

 

 

9. Region/Facility/Property will be populated already 

 

10. To add your line item: 

a. Click the add box 
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b. Click “Add Service”, then click next 

 

c. In red 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. 

 

 

d. Click on the red magnifying glass in the contractor box.            
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e. Type the contractor’s name in the description box, set the operator to “contains”, then click 
“Execute.            
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f. Leave the quantity block blank.  Put the total cost for this line item in the total box.  

 

g. Click “Done”.  

 

h. This will take you back to the purchase request screen 
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i. Add any notes needed to the “Notes Log” and add your quote for the service to “Related 

Documents” 

 

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

 

k. Click on “Add” 
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l. Type the information you want users to know in the red box, then click “Save” 

 

m. The note will be saved in the notes log.  Then click “Done” 

 

n. You know your note has been saved because “Notes Log” is now hyperlinked to your note. 
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o. To save a “Related Document” (Quote or other attachment), Click on “Related Documents” 

on the purchase request screen 

 

p. On the related documents screen, click “Add” 

 

q. Click on “Choose Files” on the new document screen 
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r. Choose the file you want to add, then click “Open” 

 

s. Click “Next” 

 

t. Click on the magnifying glass in the “Type” box 
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u. Choose the document type.  In this case, I chose quote. 

 

v. Choose “Next” 

 

w. Document is added, Click “Done” to complete the process. 
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x. You can see the document has been added because the “Related Documents” is now 

hyperlinked to your document. 

 

y. Add information to the “User Defined Fields”.  Your request(s) will be returned if you don’t. 

 

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” 
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aa. You will be back at the purchase request screen.  Click on the magnifying glass in the 

“Status” box. 

 

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.   
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cc. Click “Save”.  This sends the purchase request to the buyer(s) 

 

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 
1. Using the dashboard, find the phase assigned to you and click on it 

 

2. On the left side menu, under Action, click on timecard 
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3. Fill in the work date 

 

 

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 
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5. Use the magnifying glass to search for the correct time type/labor class. 
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6. Work order/phase will be populated 

 

7. Put in the number of hours in the hours box (full hours or quarter hour increments) 

 

 

8. In the timecard line-item description box, put exactly what you did for maintenance 
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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. 

 

 

10. Continue to edit the upper line for time and clicking add for each line item you want approved 

 

 



  Entering Time Using Rapid Timecard Screen 

  Revision Date: 10/2/2023 

 

 

11. When your time is entered, click Save 
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Entering Leave Time Using Rapid Timecard Screen 
 

1. At the Aim dashboard, click on the menu (hamburger) and scroll down to the “Time and Attendance” 

Section. 
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2. Click on “Rapid Timecard Entry”.  This will take you to the rapid timecard entry screen 

 

3. In the “Work Date” box, choose the date you took leave for, that will populate the work date 

 

 

4. Put your 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 
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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. 

 

 

 

 

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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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. 

 

 

 

 

6. Skip both the Time Type/Labor Class and Work Order/Phase boxes, there are no longer work orders 

assigned to leave 
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7. Put in the number of hours in the hours box (full hours or quarter hour increments) 

 

 

 

 

8. In the timecard line-item description box, put a description of your leave, i.e., “leave 2-4 pm” or 

“Annual Leave All Day” 

 

 

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. 

 

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 
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11. When your time is entered, click Save 

 

 

 

 

 

 

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. 
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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 

 

2. Scroll down to Time and Attendance, then choose Timecard Approval 

 

 

 



  Reviewing, Approving, and Adjusting Time Entered  

  Revision Date: 10/2/2023 

 

 

3. You can search here by shop, or by person  
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4. Click Execute, and time will come up. 

 

5. On the right side of the screen, click the blue “more detail” button to get needed details 

 

6. You can click on each transaction number to see comments/additional info 

 

  



  Reviewing, Approving, and Adjusting Time Entered  

  Revision Date: 10/2/2023 

7. You can approve individual line items by checking the box to the left of the date. 

 

 

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 
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Adjusting Time 

1. From the Aim Work desk, choose the menu (hamburger) on the left menu bar 

 

 

2. Under time and attendance, click magnifying glass next to Timecard 
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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” 
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4. When the timecard line item comes up, click on the hyperlinked transaction number 

 

5. Click the blue edit box, edit as needed by clicking the hyperlinked line item 
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6. Click “Done” 

 

7. Click “Save” 
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Review Timecard at the End of the Pay Period 
1. On your Aim Work Desk/Dashboard 

 

2. Click on the report’s icon on the left of the screen and click on the report called “Labor Report” 

 

 

 

 



  Review Timecard at the End of the Pay Period  

  Revision Date: 10/2/2023 

 

3. Enter the Start and End dates 
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4. Select the shop using the pull-down menu 
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5. Select the employee using the pull-down menu or leave at default for all employees in the selected 

shop. 
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6. Click on the OK button and Aim will generate the report for the time period you chose. 
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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. At the AIM WorkDesk/Dashboard, click on the blue box titled “Invoice Approval” 
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2. On the Purchase Order Invoice Screen, click on the hyperlinked transaction number of the invoice 

you want to review. 

 

 

3. At the 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 

 

 

4. Read any notes by clicking the hyperlink to get to the note 
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5. Sample note below.  When done reading the note, click “Done” 

 

 

6. Click “Done” again at the Notes Log Page 

 

 

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 

 

 



 Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices 

  Revision Date: 10/2/2023 

8. In the 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). 
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9. Close the invoice web browser tab.  At the Related Documents screen, click the “Back” button in the 

upper left of the screen 

 

 

10. At the Purchase Order Invoice screen, click on the purchase order hyperlink in the upper right side of 

the screen 
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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 

 

Purchase Order Invoice Screen 

 

 

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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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 

 

 

14. Click on the magnifying glass in the red status box 

 

  



 Invoice Process for Supervisors and Leads-Hold and Not Approved Invoices 

  Revision Date: 10/2/2023 

15. Using the criteria mentioned above for requestor approved partial or requestor approved final, 

choose the appropriate status by clicking on the blue hyperlink. 

 

 

16. If you need to add notes to the notes log or upload related documents for others to see, do so now. 
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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. 
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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. At the AIM WorkDesk/Dashboard, click on the hyperlinked number in the blue box titled “Invoice 

Approval”  

 

2. On the purchase Order Invoice Screen, click on the hyperlinked transaction number of the invoice 

you want to put on “Hold” or “Not Approve”. 
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3. At the 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. 

 

 

4. Read any notes by clicking the hyperlink to get to the note 

 

 

5. Sample note below.  When done reading the note, click “Done”. 
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6. At the 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 

 

7. Type your reason for putting the invoice on hold or not approved in the red box. 

 

8. Click “Save” to save the note 
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9. Your note will be added to the notes log tab. Click “Done”, this will take you back to the Purchase 

Order Invoice Screen 

 

10. On the Purchase Order Invoice Screen, click on Edit 

 

11. Click on the magnifying glass in the red status box 
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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. 

 

13. Click Save 

 

 

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. 
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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. 

 

2. In the work order or phase, click on the “Viewfinder” link under the Action Menu on the left side of the 

screen. 
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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. 
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Warehouse Request in the GO App 
 

1. In the Go WM app work queue screen, find the work order/phase you need parts for and click on it 
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2. This will bring you to the phase menu 
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3. Scroll down and click on materials, then choose warehouse request on the phase materials menu 
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4. Click on the + sign on the warehouse requests screen 
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5. This will create a warehouse request number on the warehouse request screen 
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6. On the line below description, type in your name, shop, and the subject of your work (i.e. HVAC 

repair in McCannel) 
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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 

 

 

 



  Warehouse Request in the GO App 

  Revision Date: 10/2/2023 
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8. Click on the “Deliver To” line and search for the person parts will be delivered to (click blue search 

button on keyboard) 
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9. Click on part line 
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10. Click on plus sign on parts screen 
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11. In search parts box, type in a single word that best describes the part you need. Pick the part you 

need 
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  Warehouse Request in the GO App 

  Revision Date: 10/2/2023 

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 
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13. Click done again on the parts screen 
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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 
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15. Click save 
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Purchase Request from the GO App  
 

1. In the Go WM app work queue screen, find the work order/phase you need parts for and click on it 
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2. This will bring you to the phase menu 
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3. Scroll down and click on materials, then choose purchase request on phase materials menu 
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4. This will give you a request number on the request summary screen 
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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. 
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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 
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7. Click on the notify line and pick partial 

 



  Purchase Request from the GO App 

  Revision Date: 10/2/2023 
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8. Click on parts line 
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9. Under find part screen click on the blue plus (+) sign, choose other part 
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10. Fill out vendor part number on other part screen 

 



  Purchase Request from the GO App 

  Revision Date: 10/2/2023 

11. Fill out description 
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12. Pick Unit of Measure (UOM) 
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13. Type in the quantity needed, then click “Done” down by the keyboard shown below. 
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14. Type in the unit cost, then click “Done” below by the keyboard first. 
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15. Choose the contractor you are ordering it from 
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16. In the address code screen, pick SUA if available, otherwise use PRI 
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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. 
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18. Put in any extra description, if needed i.e., extra vendors, etc. 
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19. Once you have filled in all info on the Request Part screen, click done. 
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20. On the parts screen, click done again 
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21. This will take you to the request summary screen, click save 
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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. 
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23. Your part has been submitted. 
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Local Purchase Request in the GO App 
1. In the Go WM app work queue screen, find the work order/phase you need parts for and click on it 
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2. This will bring you to the phase menu 
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3. Scroll down and click on materials, then choose purchase request on phase materials menu 
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  Local Purchase Request in the GO App 

  Revision Date: 10/2/2023 

4. In the Description, enter Hold - LP, shop, person, and the subject of your work (i.e. HVAC repair in 
McCannel). 
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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. 
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6. In the notify box, put do not notify 
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  Local Purchase Request in the GO App 

  Revision Date: 10/2/2023 

7. Click on parts 
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8. Click on the + sign 
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9. Then on find part screen, click “Other Part” 
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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 
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11. Click “Done” 
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12. Then click “Done” again 
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13. On request summary screen, click “Save” 
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14. Make note of your Purchase Request number 
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15. There will be an alert that asks you if you want to submit the request, click “No” 
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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.) 
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17. Find your purchase request, the status should be New. 
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18. Click on parts 
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Swipe left on the placeholder line to delete 
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19. When you swipe left an alert screen will come up and ask you if you want to delete. Click yes 
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20. Click the plus sign to add the parts you purchased locally (Click on “Other Parts” for this practice 
example) 
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21. Fill in what you actually purchased: 

1. Part number 
2. Description 
3. UOM 
4. Quantity 
5. Unit Cost 
6. Contractor 
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22. Click done 
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23. Click done again 
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24. Click Save 
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25. An alert comes up asking if you want to save the request, click yes 
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Taking Time-Changing Status in the GO App  
1. In the GO App Work Queue, click on the WO assigned you want to take time on, this will take you to 

the phase menu 
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2. Click on time (DO NOT swipe) 
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3. Click on Time Type and choose appropriate type 
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4. Labor should stay as salary 

 



  Taking Time-Changing Status in the GO App 

  Revision Date: 10/2/2023 

5. Skip action taken block 
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6. Start/Stop time – DO NOT USE 
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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. 
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8. Type the work you performed in box below word “description”  
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9. Click save 
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10. If phase is complete, click on Status box in phase menu and change to appropriate Status. 

 

 

 



  Taking Time-Changing Status in the GO App 

  Revision Date: 10/2/2023 
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11. Click “Save” 
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Leave Time in the GO App 
 

1. In the GO App Work Queue, click on the time Icon (clock) on the bottom of the screen. 
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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 
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4. Click on the date line and select the appropriate date 
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5. In the description box put a description of the leave 

 

6. Click on the leave code box and select the correct type of leave 
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7. In the 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 
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8. Click save in the upper right side of the timecard detail screen 

 

9. Then click “done” on the left side of the timecard detail screen 

 

10. If you need to input more time, click on the (+) sign in the upper right side of the unposted timecards 

screen 
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Entering Vehicle/Asset Mileage or Hours in the GO App 
 

1. Log into the 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. 
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2.  You should see the screen below once you log in 

                                                                                       

 

 

3. Select “Reading” on the bottom menu bar. 
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4. Scan the vehicle’s barcode using your phone/iPad. 

 

5. 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” 

 

 

6. Process complete 
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Alternate Method of Entering Vehicle Asset Mileage or Hours on an Asset Meter in the GO App 

 

 

1. Log into the 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. 
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2. You should see the screen below once you log in 

                                                                                       

 

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 
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2. At the next screen, select “Readings” 

 

 
 

3. Select “Read” 
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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” 

 

 

5. Process Complete 

 

 


