Work Management AiM User Guide

Update Phase Status

AiM tracks time and expenses for a job at the Phase level. The Phase Status is designed to allow technicians and
supervisors to quickly see where a job is at by looking at the status.

1. Onthe menu, under Work Management, click Q on the Work Order or Phase line.
Work Management
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H Q <+ Daily Assignments
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- Shop Stock Approval

2. The query screens look similar, but there are differences. Enter the criteria for the search and click

Execute

3. If you used the Work Order query screen the search will return a list of Work Orders meeting your
criteria. You will need to click on the Work Order hyperlink. This will take you to the Work Order screen.
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a. The Phases are listed at the bottom of the screen. Click on the Phase hyperlink to view the
Phase.

4. If you used the Phase query screen the search will return a list of Work Orders and Phases meeting your
criteria. You will need to click on the Phase hyperlink. This will take you to the Phase screen.
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5. With the Phase you want to edit on the screen, cIick“
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6. Click the Q on the field for the Status.

7. You will be shown a list of possible statuses. Click on the Status hyperlink for the status you want. (You
will automatically be returned to the Phase screen.)

AiIM Phase Status

Search Cancel
NEW MNEW
CANCELED CANCELED
ASSESSMENT ASSESSMENT
PLANNING _ PLANNING
SCHEDULED SCHEDULED

5. ciick I

Revised: June 1, 2023 AssetWORKS Proprietary and Confidential | Page 2
IWMS




	Update Phase Status

