Overview

AiM User Guide

Navigation

There are a number of common traits when navigating in AiM. The menu system can take you right to the screen
you want without always having to return to the main WorkDesk. WorkDesk layout will not be covered in the

document because of the wide variety of possibly layouts.

1. There are several common elements on most screens:

b. Click e to get to the help screens.

C
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a. Click o to get information on the version of AiM you are on.

c. Click ® to exit the software.

d. The boxunderthese icons will list the Dashboards you have access to. Click the dropdown arrow
to see the list and select one.

2. The AiMicon in the upper left corner:

AiM WorkDesk

Will tell you what screen you are on (in this case, the WorkDesk). By clicking on the AiM logo you will

be returned to the WorkDesk from anywhere in the system.

Note: This is not true is you are in the middle of adding or editing a record. You will not be allowed to

leave that screen until you save or cancel.

3. Under the AiM icon are two boxes:

This allows you to do a quick search. Pick the screen you want from the dropdown list,
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then enter the key value in the search box (the one with the Q) and click @. You will be taken to that
screen with the record you requested being displayed.

AiM Work Order scom @ [

Property Date Created
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n Export W2000099 WEEKLY CHILLER INSPECTION OPEN PLANNED PREVENTIVE UGB MAIN CAMP 207 Oct 4, 2022
Print
==

843 PM
-_ W2000098 WEEKLY CHILLER INSPECTION. OPEN PLANNED PREVENTIVE  UCB MAIN CAMP 208 Oct d, 2022
H B43PM

W2000097 WEEKLY CHILLER INSPECTION. OPEN PLANNED PREVENTIVE UGB MAINCAMP 207 Oct 4, 2022
843 PM
W2000096 WEEKLY CHILLER INSPECTION. OPEN PLANNED PREVENTIVE  UCB MAIN CAMP 208 Oct d, 2022
B43PM
W2000095 'WEEKLY CHILLER INSPECTION OPEN PLANNED PREVENTIVE ~ UCB MAIN CAMP 207 Oct 4, 2022
843 PM
W2000094 WEEKLY CHILLER INSPECTION OPEN PLANNED PREVENTIVE  UCB MAIN CAMP 208 Oct 4, 2022
B43PM
W2000035 REPAIR CHILLER OPEN UNPLANNED ~ SERVICECALL UCB MAIN CAMP 207 Sep 14, 2022
114 AM
W2000013 WEEKLY CHILLER INSPECTION OPEN PLANNED PREVENTIVE  UCB MAIN CAMP 207 Sep7, 2022
10:39 AM
W2000018 WEEKLY CHILLER INSPECTION. OPEN PLANNED PREVENTIVE  UCB MAIN CAMP 208 Sep7,2022
10:33 AM
W2000016 REPAIR CHILLER OPEN UNPLANNED  SERVICECALL  UCB MAINCAMP 207 Sep7, 2022
B48AM
W2000015 REPLACE CHILLER COIL OPEN UNPLANNED  SERVICECALL  UCB MAIN CAMP 208 Sep7,2022
B36AM

4. The last part of the navigation is the four icons on the left side of the screen.

Oaon

You will see these on most screens and allow you to move directly to where you want to go without
having to return to the WorkDesk.

a. The H list your favorites.

Favorites &

*

Screens -
Q, 4+ SpaceSync

n Q, + SpaceSync Import
Q + Widgets
Q, 4 Dashboards
Q + Group Manager
Q + Timecard
Q Personal Query

Queries -

Time Card Approval
Reports -
Links -

i. This is a quick way to get to the screens you use most often without having to scroll
through the menu looking for it.

ii. You set a favor by click the star, in the upper righthand corner of the screen.
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b. The gives you a list of your queries.

n Queries I'd

Q Q, Personal Query

v7 All Shop Phases

vr Emergency Phases by shop
= 77 New Phases

7 Overdue Phase Count

7 Phases By Building

©r Purchase Receive - Finalized
77 Team A

¢z Team A Timecards Last 7 Days
77 Team B

77 Team C

# Time Card Approval

iy Work Complete Status

w

i. You can click the next to the query name to make it a Favorite.

ii. Click on the query hyperlink to go to the query.

c. The E list the reports you have access to.

n Reports &

@ Q, 4+ Report Manager
7 [E 400-PAST DUE WORK ORDER

2
¥7 B 4071-PAST DUE PHASE
E 7 B 402-PAST DUE PROJECTS

77 B 403-PAST DUE PURCH ORDER
v7 B 404-PAST DUE SERV CON INV
7 B 405-PAST DUE PROJ CON INV
7 B 406-PAST DUE LSE INVOICE
7 B 407-PAST DUE PICK TICKET
¥z [El 408-PAST DUE PHS ESTIMATE
7 B 409-PAST DUE PLAN PHS EST
7 B 501-PHASE BACKLOG TREND

77 B 502-PHASES OPEN BY PRTY
vr B 503-ACTUAL COST BY SUBLG
v B 504-BUDGET ANALYSIS

w

i. You can click the next to the query name to make it a Favorite.

ii. Click on the query hyperlink to go to the report.

d. The E (often referred to as the “hamburger”) displays a list of modules and the screens
within that module that you have access to.
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n Work Management

Q

Accounts Payable

AiMport

Asset Management
Contract Administration
Customer Service
Environmental Health & Safety
Estimating

Finance

Fixed Asset Management
Human Resources

Q

Inventory

Key & Access Control

Lease

Motor Pool

Planning and Needs Analysis
Preventive Maintenance
Project Management
Property

Purchasing

Space Management

What you see here is determined by what you have access to. Few people will see all of

these modules.

Clicking the downward arrow on the right will display the screen you have access to in

that module.

Work Management

=
Q

B..
Q+

Work Order

Phase

Daily Assignments
Purchase Request
Shop Stock Approval

Shop Stock Adjustment

Status Update For Work Order

Status Update For Phase

iii. Youcanthen goright to the search screen by click the Q or you can create a hew record

by click *. These are just quick ways to get there and are not available on all screens.
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