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Property Management Overview

AiM is an online Integrated Work Management System (IWMS) developed by AssetWORKS that
incorporates property, space, and asset management information into a real-time dynamic database.
This system, and its associated data, will be used by many departments within SUNY System
Administration, the State University Construction Fund, the Research Foundation, and all campuses
for a wide range of uses.

AiM has many modules within it, serving a multitude of purposes. The system is replacing outdated
building information systems maintained by SUNY. Noted below are the modules available to users,
and their associated past data system reference, as of the time of printing:

Property Management — Building Characteristics Inventory (BCI)

« Space Management — Physical Space Inventory (PSI)

» Asset Management — Asset Inventory

» Planning & Needs Analysis — Building Condition Assessment Survey (BCAS)

This portion of the training guide focuses on the Property Management module within AiM. This
module allows the user to establish properties and the locations within properties. The Property
Management module introduces a data hierarchy based on a four tier geographical classification of
Properties. The hierarchy and examples are shown below.

AiM SUNY SUNY
PROPERTY HIERARCHY SUNY DEFINITION EXAMPLE (BUILDING) EXAMPLE (LAND)
REGION INSTITUTION CORNELL CORNELL
FACILITY PHYSICAL CAMPUS ITHACA GENEVA
PROPERTY BUILDING / LAND 1001 (SCIENCE BLDG) 108 (ORCHARD)
LOCATION ROOM / AREA 102 (LAB) 102 (HONEYCRISP)

Table 1
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Data Management

The data within AiM will be managed according to updated business processes, with responsibilities
divided across campuses, SUNY System Administration, the State University Construction Fund and
the Research Foundation. This guide will take the user through step-by-step processes to successfully
manage their data responsibilities.

The following roles apply for the Property Management module:

e New Properties
o SUNY Office for Capital Facilities adds new properties to AiM, including building-level

data as collected in the New Property Form (see Appendix A).
o The campus will review the information entered by SUNY Office for Capital Facilities for
accuracy. The campus will then add floors and locations for the property into AiM.

e Update to Properties
o The campus edits floor and location information in AiM.

o Decommissioning of Properties

o SUNY Office for Capital Facilities will work with the campuses to inactivate properties in
AiM.

Additional information can be found in the following places:

e SUNY Office for Capital Facilities website: http://system.suny.edu/capital-facilities/
e AiM “Help” Button (within system)

Please email questions to AiM.Help@suny.edu



http://system.suny.edu/capital-facilities/
mailto:AiM.Help@suny.edu
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Navigation
Logging into AiM

Follow the link: http://aim.sucf.suny.edu

On the screen below, enter the following credentials:

User Name: This field is populated with the user login.
Password: This field is populated with the password.

Note: Each user’s login credentials will determine their role and permissions within AiM.

AssetWORKS

Figure 1


http://aim.sucf.suny.edu/
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The Main WorkDesk

Overview

ALY B WorkDesk BUCHALKESB About Logout

Add Restore Q

_ Administrator Messages a F © [ SUNYConstructionFund & @ ©
%

Asset Management
uick Search
Human Resources Q

Planning and Needs Analysis

My Work Flow

Property
Space Management

System Administration
Quick Links N o~ ]
Personal Query Listing P i ]
Report Listing - B O

KBH Testing

1009 - Stacy Test

400-PAST DUE WORK ORDER
4071-PAST DUE PHASE
402-PAST DUE PROJECTS
403-PAST DUE PURCH ORDER
404-PAST DUE SERV CON INV
405-PAST DUE PROJ CON INV
406-PAST DUE LSE INVOICE
407-PAST DUE PICK TICKET
408-PAST DUE PHS ESTIMATE

Figure 2
Key Notes:

1. The Add Button — Click this button to edit the appearance of the Main WorkDesk. See
Appendix C for WorkDesk setup guidelines.

2. The Restore Button — Click this button to restore your WorkDesk to original standardized
settings. This will delete any changes you have made to your WorkDesk. This cannot be
undone.

3. The IQ Button — Click this button to navigate to AiM IQ, a reporting tool offered with the
software.

4. The Menu Channel— Click on a link to navigate to a module.

Other Channels — These channels can be edited per an individual user’s preferences. See

Appendix C for WorkDesk setup guidelines.

Ul
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Property Management Processes

Review/Update Property Profile

The campus is responsible for:

a) Reviewing property data that has been entered via the SUNY Office for
Capital Facilities New Property Form (see Appendix A) when a new
property is added.

b) Updating property data if a change to the property has taken place that
requires the data to be edited.

1) To locate the property that you need to update, login to AiM and select the Property Link from
the menu channel.

= o ==
wE A =

fE} ‘WaorkDesk x\ +
& ) P> | O @ | hitps/raimtestsuct suny.edu/frmax/screen/ WORKDESK c Q, sear

SMITHDOBI About Logout

ALV WorkDesk

Restore

Administrator Messages

~ @ © [ SUNY Construction Fund - T O
AiMI

9/29/16 9:30 AM ~ OSWALDGI - Welcome to

Quick Search - G O
alysi
My Work Flow - G O =
ace Managemen
Systemn Administration

Quick Links - G O
Personal Query Listing - G O
Report Listing - G O
KBH Testing

1009 - Stacy Test

400-PAST DUE WORK ORDER
401-PAST DUE PHASE
402-PAST DUE PROJECTS
403-PAST DUE PURCH ORDER

404-PAST DUE SERV CON INV
405-PAST DUE PROJ CON INV
406-PAST DUE LSE INVOICE
407-PAST DUE PICK TICKET
408-PAST DUE PHS ESTIMATE
409-PAST DUE PLAN PHS EST
501-PHASE BACKLOG TREND
502-PHASES OPEN BY PRTY
503-ACTUAL COST BY SUBLG
504-BUDGET ANALYSIS
505-RESP TIME BY PRTY

Figure 3
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2) Click on Property Profile.

fﬂ WorkDesk *\+ \AHE’E

L (- ) @ @ | nttpsi//a mtest.sucf.suny.edu/fmax/screen/WORKDESK?module=PROPERTY c Q search ﬁ E ‘ ﬂ‘

Property SMITHDOBI  About  Logout

Restore

o [ Property Profile | <«
Q Location Profile

Q b Deed

Q & Tract

Report Listing

150-PROP PROFILE PRINT
300-PROP WORK ORDER
310-PROP PLAN WORK ORDER

Figure 4

3) Click on the Search button. You will now navigate to a property.

LUVl = Property Profile BUCHALKESE  About

Logout

Created By On
Last Edited by On

Region Address 1
Address 2
City
County

Facility State

Status
Zip Code
Property Type
Country Code

Property Class

Location

Location Description

Figure 5
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4) Search for the property. Either:
e Click on the Execute button with no search criteria to return a listing of all properties on
your campus. Proceed directly to Step 9.

« Enter search criteria. Click the Region Zoom © Icon. Continue to next step.

L' =  Property Profile BUCHALKESB About Logout

Execute Advanced Search Reset

New Query |:| bEzE \:I l:l |
— |:| Facility \:I = A | Q‘
= [ Pomeny i o B S
|:| Property Description EI contains ¥ [ /]
[ s S ol al
) roverymioe = «] | a
|:| Property Class \:I = v | Q‘
|:| Climate Zone \:I = v | 0.‘
[ e ENUINE ] |
|_:| Address 2 EEIRE | |
] o (END | EN | )
| e L) [= | )
- === L=~ [q]
[ [t ENUINE ] )
[ el Lrfl= -] (9
[ e L=+ | )
[ Longiude EN B ) B \
Figure 6

5) After you have clicked the zoom icon, click the appropriate Region Identifier.

.Ul = Region

Search Cancel

Description

< o oo

Figure 7
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6) Notice that the Region is populated. Click the Facility Zoom © Icon.

= Property Profile

Execute Advanced Search

Kelly Test

EER—
New Query | | Region
P | Facility
| Property
J

Property Description

Status
Property Type
Property Class
Climate Zone
Address 1
Address 2
City

County

State

Zip Code
Country Code

Latitude

Longitude

Figure 8

Sort Operator

BUCHALKESB About Logout

S lmso \ Now populated with
- . the selected Region
contains [ AJ
- | Y
- | Q]
-~ | al
- o Q|
( J
[= ] ]
- A ]
[= ] |
=~ [q
[= M |
=~ [ q

1
<

BRI EPEERE

]
-

7) A list of available Facilities within this Region

Facility

Search Cancel

is provided. Click on a Facility Identifier.

Eacility Description

EASTCAMPUS EAST CAMPUS EAST OF NICHOLS RD
HOSPITAL UNIVERSITY HOSPITAL

LIsVH LONG ISLAND STATE VETERAM HOME
MANHATTAN MANHATTAN CAMPUS

OFFCAMPUS OFF CAMPUS MISC LOCATIONS
R&DCAMPUS RESEARCH AND DEVELOPMENT CAMPUS
5.CAMPUS SOUTH CAMPUS

SOUTHAMPTN SOUTHAMPTON CAMPLIS

TECHPARK OFFSITE HOSPITAL FACILITY

WESTCAMPUS - WEST CAMPUS

Figure 9
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8) Notice that Region and Facility are populated. Click Execute.

LY = Property Profile BUCHALKESB About Logout

Execute Advanced Search Reset

Display Order

g

rt

o]
K]
2
UE

Region [ 28050 Q)

=
i
=

Facility

1
-

[westcampus Q]
|' QJ

1
-

Prope
Kelly Test k!

Property Description contains ¥

)

e

Status

qJ

Property Type 0.‘
a
Q

Property Class

i
-

Climate Zone

i
-

Address 1

:

i
-

“ |

Address 2

City

County
State

”

Zip Code

1
-

Country Code

Latitude

i
e

1000000000000 0000
JEIEENSEEIEEEE BLLL

Longitude

i
-

Figure 10
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9) Locate the Property that you need to update, and click on the Property Identifier.
Note: Additional properties may be located on other pages, use the navigation buttons shown
below to see additional values.

Property § Property Description
00014 HUMANITIES NEW
00024 FREY HALL

_ HARRIMAN HALL
0005 MELVILLE MEMORIAL LI2.
00064 SPORTS COMPLEX
00068 ATHLETICS GROUNDS BLDG.
0006C ATHLETICS PUMP HOUSE
0007 SERVICE W/ADDTS
0008 HEATING PL W/ADDTS
0011 ENGINEERING
0012 ENGINEERING-LIGHT LAS
0013 ENGINEERING-HEAVY LAE
0014 COMPUTER CENTER
0018 STUDENT ACTIVITY CENTER
0019 EARTHESPACE 5C1
0020 ADMINISTRATION
0021 FINE ARTS CENTER W/ADDN
0022 PARKING FACILITY-ADMIN
0023 CHARLES B. WANG CENTER
0025 JAVITS LECTURE CENTER
0026 EDUCATIONAL COMM CNTR
0027 COMPUTER SCIENCE
0028 SOCIAL AND BEHAVIORAL 5CI
0029 NEW COMPUTER SCIENCE BLDG . . .
= List Navigation
0026 CHEMISTRY BLDG

Page of 15 Display: 10 25 50 Previous Records Found = 365

Figure 11

10
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10) You are now in the Property record that you want to edit. Click the Edit button to begin making
changes.
Note: This is the Property Profile — the main screen for a single property.

Property Profile BUCHALKESB Abour Logout

Created By AIM_IMPORT On 10/11/2016 11:52 AM

0003
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

HARRIMAN HALL

Extra Description
Ao Region 28050 Address 1 100 NICOLLS ROAD

Account Setup Address 2

Square Footage

STONY BROOK City STONY BROOK
General Information
Financial Information ety SUFFOLK
Emergency Information Facility WESTCAMPUS. State MY
Status ACTIVE
o Zip Code 11794
Contact Information Property Type INSTRUCTION
WEST CAMPUS Country Code
Assignment Defaults - e
Pr cl BUILDING
Support Shops roperty Class
Deeds
Envelope Materials Location
(e (e Location Description Floor Location Type Space Type Status

Iéigure 12

11
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11) The user is now in “Edit Mode”. The following data elements can be edited on the main property
profile window by clicking on the applicable field:

Property Official Name
Address Information

Status — click on zoom ©icon to view options
Property Type — click on zoom ©icon to view options

® o 0 T

Property Class — click on zoom icon to view options
Please consult with SUNY Office for Capital Facilities prior to making any changes to these fields.

Key Notes:
e The Property Number (in yellow bar) cannot be changed.
e Red Boxes indicate required fields. A system error will occur if these fields are not
populated.

YU Property Profile BUCHALKESB About  Logout

Cancel

i
' .
Extra Description at e by A e .
FaE HARRIMAN HALL
Account Setup A
4
Square Footage
General Information
R G Region 26050 Address1 (100 NICOLLS ROAD \
Emergency Infarmation
Address 2 | |
Zones \ J
Contact Infarmation STONY BROOK City [sTONY BROOK |
Assignment Defaults County [sUFFoLK | C
Support Shops — l B
Facility WESTCAMPUS State | NY Q| )
Deeds — BN ACTIVE Q
Envelope Materials Zip Code [11794 |
_ — PopertyType  fstaucmion: @ | | D.

Inactive Locations WEST CAMPUS Country Code | Q |
Notes Log ' Poperty Cass fpyione Q |
User Defined Fields

_ E
Status History . -
— Locaton N
Related Dacuments

Location Description Floor Location Type Space Type Status

Figure 13

12
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12) After Property Profile edits are complete, click on the Save button. The changes are now saved
in the system.
Note: An error message will occur If fields with a red/bold box are left blank.

.Y Property Profile BUCHALKESE About Logout

0003 Created By AIM_IMPORT On 10/11/2016 11:52 AM m
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

HARRIMAN HALL

Account 5etup

Sguare Footage
General Information

Financial Information

Region 28050 Address 1 (100 MiCOLLS ROAD |

Emergency Information
Address 2 ( |

Zones 4
Contact Information STONY BROOK City | sTONY BROOK |
Assignment Defaults County (sUFFOLK |
Support Shops ‘ )

Facility WESTCAMPUS State NY
Deeds [ Q SR ACTIVE Q
Envelope Materials Zip Code (11794

PR INSTRUCTION

Inactive Locations WEST CAMPUS Country Code |—Q| =

Notzs Log Property Class BUILDING Q

User Defined Fields

Status Hist "
e Locaton [ ]

Related Documents
Location Description Floor Location Type Space Type Status

Figure 14

13
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Update Other Property Characteristics

Other property characteristics, such as key required fields listed below, can
be updated by following the steps outlined in this process:

A. Square Footage

B. General Information
i. Parking Information
ii. Construction Type
iii. Date Built
iv. Date Occupied

C. Financial Information

Owned/Leased
Property Tax Code

D. Emergency Information

Exposure Hazard

E. User Defined Fields

i
ii.
iii.
iv.

Building Abbreviation
SFAAS Category
Ownership

EO88 Fields

13) While in “Edit Mode” on the Property Profile screen, choose the category that you wish to edit

LYW Property Profile
Cancel

View

0003

Extra Description

A,B,C,D or E) from the view channel shown below.

BUCHALKESB About Logout

Created By AIM_IMPORT On 10/11/2016 11:52 AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

Floors

Account Setup

HARRIMAN HALL

e
€
_ Region
Emergency Information _

Zones

Square Footage

General Information

Financial Information

OO W >

Contact Information
Assignment Defaults
Support Shops
Facility
Deeds
Envelope Materials
Inactive Locations
Notes Log

¢ [ | e

tatus History

Related Documents

Location

Location

Figure 15

28050 Address 1

[100 NicoLLS ROAD |
Address 2 | ‘
STONY BROOK Ciy (sTony srook |
County (surraLk |
WESTCAMPUS State [wr Q]
| Status ACTIVE Q
Zip Code |11794 |
o . Property Type INSTRUCTION @
WEST CAMPUS Country Code | Q|
I Property Class BUILDING Q

Description Location Type

14
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14) After clicking the Square Footage link, make adjustments to these fields where necessary. Then
click Done.

J.1' W Square Footage BUCHALKESE About Logout

0 Created By AIM_IMPORT On 10/11/2016 1152AM  Acres ‘ ( '

Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

HARR HALL
Angle ‘ |

Gross Froperty Gross
Rentable |7| Location Gross

) . Rentable
Usable | |

Usable

Assignable | |

T Asignable
Nen-Assignable (| s
Suney Saft Rollup ( ] Totalpollne

Figure 16

15) After clicking the General Information link, make adjustments to these fields where necessary.
Then click Done.

P41 W General Information BUCHALKESE About Logout

- I

Created By AIM_IMPORT On 10/11/2016 11:52 AM Latituce | ‘

000,
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM
HAREN HALL e [ )
Climate Zone [ Q |
Mixed Use [ | Smart Building Ne ¥ Date Built Jul01,1963 BB

Redundant System No ¥

Student Only | | Date Occupietl | g 01, 1963 B
I standby Power No ¥

Visitor Parking [0 |

Cable Vault No ¥ Useful Life

Restricted | | ConstructonType | {7 Q Date Purchased

- REINFORCED COMCRETE CONSTRUCTION .
ADA Parking [ | Valuation Date

- HVAC Type | Q)

Vintage Y (
Total Parking 0 Intage vear | |
Figure 17

15
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16) After clicking the Financial Information link, make adjustments to these fields where
necessary. Then click Done.

Y1 W Financial Information BUCHALKESE About Logout

=

000 Created By AIM_IMPORT On 10/11/2016 11:52 AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM
HARRIRN HALL

Purchase Cost Owned/Leased Contents Value 0

Land Cost | |

) Structure Owned Ve ¥
Structure Cost | | Valuation Date
Appraised Value [ | Land Owned Yes ¥

Book Value | | Rate

Tax Map D 200199-01-002.9

Estimated Value | |

Figure 18

17) After clicking the Emergency Information link, make adjustments to these fields where
necessary. Then click Done.

.Y W Emergency Information BUCHALKE About Help Logout

00 Created By AIM_IMPORT On 10/11/2016 11:52AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM
oLD
Fire Department Employee Security | ‘ Exposure Value
- Client Securi ( ] Exposure Hazard
Fire Department Fhone o |7‘ i LEAD Q
Property Security Yes ¥ PROPERTY CONTAINS LEAD
Police Department
Housekeeping Code ‘ Q | Fire Protection Class [ Q |

Pglice Department Phone

Figure 19

16
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18) After clicking the User Defined Fields link, make adjustments to these fields where necessary.
Then click Done.
Note: Please consult with SUNY Office for Capital Facilities prior to making changes.

V1" W User Defined Fields

BUCHALKESE About Logout

0

HAR N HALL

Building Abbreviation
SFAAS Categary
Lease Number

Ownership

Historic Building

EQ88 Permanent Exclude
ECI88 Perm Status Explanation
EO88 Temporarily Exclude

EC88 Temp Status Explanatio

(AR |
(1080 |
\: |
(ownED ouTRIGHT Q)
|: q
5 3
[ ql
B g
[ q

Figure 20

Created By AIM_IMPORT On 10/11/2016 11:52.AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

19) After all edits are complete, click the Save button. The process is complete.

Save Cancel

Sguare Footage

General information

Einancial Information
Emergency Information
Zones

Contact Information
Assignment Defaults
Support Shops
Deeds

Envelope Materials
Inactive Locations
Notes Log

User Defined Fields
Status History
Related Documents

Figure 21

0003

HARRIMAN HALL

Region 28050
STONY BROOK
Facility WESTCAMPUS

WEST CAMPUS

Location

Location Description

Address 1

Note: A system error will occur if red/bold fields are left blank.
"W Property Profile

Created By AIM_IMPORT On 10/11/2016 11:52 AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

[100 NICOLLS ROAD |
Address 2 ( |
Ciey | sTONY BROOK |
County [surroLk |
State ‘ WY Q‘
Zip Code (11792
Country Code ‘ Q‘

Floor Location Type

Status

Property Type

Property Class

Space Type

BUCHALKESE About Logout

ACTIVE Q
INSTRUCTION ~ Q
BUILDING Q

Status
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Add Floor Records

This process will show the user how to add a floor to a property.

1) To locate the property that you will add floors to, follow Steps 1-10 in the “Review/Update
Property Profile” section. Once in the “Edit Mode” of the Property Profile, continue to next step.

2) From the view channel, select the Floors link.

.Y W Property Profile

Save Cancel

View

0003

Extra Description

HARRIMAN HALL

Account Setup

Square Footage
General Information

Financial Information

Regicn 28050
Emergency Information
Zaones
Contact Information STONY BRO0K
Assignment Defaults
Support Shops

Facility WESTCAMPUS

Deeds

Envelope Materials
Inactive Locations WEST CAMPUS
Netes Log

User Defined Fields

Status History

Related Documents

Location

Location Description

Figure 22

3) Click the Add button to add a Floor.

Address 1
Address 2
City
County
State

Zip Code

Country Code

Created By AIM_IMPORT On 10/11/2016 11:52 AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

[100 NICOLLS ROAD |

[sToNY BROOK |

[suFFoLK J

[ Qf

Status

[11784

Property Type

5

Property Class

Floor Location Type Space Type

BUCHALKESB About Logout

ACTIVE Q
INSTRUCTION @,
BUILDING Q

Status

AiM
[ _Oone |

0001012

Floor

Cancel

SUNY HALL

Floors

Floor Description

Created By OSWALDGI On 09/29/2016 10:39 AM
Last Edited by OSWALDGI On 09/29/2016 10:39 AM

CAD Gross Halon System  Sprinkler Coverage

OSWALDGI About Help Logout

Wet/Dry Sprinklers ~ Basemenmt  Active

Figure 23
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4) Insert the Floor Number into the red box in the yellow shaded area.
The Floor Number cannot be changed once saved.
Note: If using numbers, for floors 1 through 9, pad the number with a leading 0. This will allow
proper sorting of the values (i.e. 01, 02, 10, ..., 99). AiM uses alphanumeric sorting.

.Y Floors BUCHALKESE About  Logout

Last Edited by BUCHALKESE On 12/05/2016 09:33 PM Active
Basement
Gross | | Floor Gross Sprinkler Coverage Yes ¥
D | | Location Gross ) Wiet/Dry Sprinklers v
Vsable |7| Rentable 0
Halon System A
Assignable ( |
— Usable 0
Non-Assignable ( | Height | |
: Assignable 0
Occupied | | Elevation ]
N o nabl 0 S
Circulation ( | on
Survey Saft Rellup [ | Total Polyline 0
Repository Document | Q |

Figure 24

5) Add a Floor Name. This is the floor identification (First Floor, Second Floor, Third Floor, etc...).
Note: Data fields with red/bold boxes are required.

V"W Floors BUCHALKESE About  Logout

Last Edited by BUCHALKESE On 12/05/201609:33PM  Active

FIRST FLOOR
Basement
Gross | | Floor Gross Sprinkler Coverage Yes ¥
e |7| Location Gross 0 Wet/Dry Sprinklers v
Usabl |7| Rentable 0
) Halon System v
Assignable [ |
——————  Usable 0 ) _
Nen-Assignable ( | Height l |
. Assignable 0
Occupied [ | Elevation \7\
) e 1 e
Circulation [ | ey
Survey Sqft Rollup | | Total Polyline 0
Repository Document ‘ q|
Figure 25
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6) Select the floor Active flag. If ‘Yes'is selected, the floor will be available for use on Location
records (i.e. rooms can be setup and linked to the floor number).
Note: This field defaults to 'Yes’. Verify the correct option is selected.

YL W Floors BUCHALKESE About Logout

Last Edited by BUCHALKESB On 12/05/2016 09:33 PM Active _

FIRST FLOOR
Basement
Gross | | Floor Gross Sprinkler Coverage Yes ¥
Rentable |7| Location Gross o Wet/Dry Sprinklers v
eatle L pemabe 0
) Halon System A
Assignable [ |
— Usable 0
Non-Assignable ( | Height ( |
. ) Assignable 0
e [ J Elevation [ ]
N ignabl 0 J
Circulation ( | o
Survey Sgft Rollup | | Total Polyline 0
a

Repository Document ‘

Figure 26

7) Note if the floor is a basement (or below grade). Select the floor Basement flag. Select the ‘Yes’
or ‘No’ option.
Note: This field defaults to 'Yes’. Verify the correct option is selected.

.Y W Floors BUCHALKESB About Logout

Last Edited by BUCHALKES3 On 12/05/201609:33 P Active

FIRST FLOOR
Basement
A <<
Gross ‘ ‘ Floor Gross Sprinkler Coverage Yes ¥
FEE ‘7‘ Location Gross 0 Wet/Dry Sprinklers v
viable ‘7‘ Rentable ]
i § Halon System v
Assignable [ |
S Usable o ) )
Non-Assignable ‘ ‘ Height | |
. _ Assignable 0
Ccepied L J Elevation ( |
Non-Assignabl o )
Circulation [ | on-Rsslg
Survey Saft Rollup ‘ ‘ Total Polyline 0
)

Repository Document |

Figure 27
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8) Add the Floor Square Footage Information.
Note: It is recommended that gross square footage is populated.

J.X1" W Floors BUCHALKESB About  Logout

Cancel

Last Edited by BUCHALKESE On 12/05/2016 09:33 P Active

FIRST FLOOR

Basement
.

Gross ( | Floor Gross Sprinkler Coverage Yes ¥
e )| vocationGross O Wet/Dry Sprinklers v
sable ‘7‘ Rentable o
Halon System v
Assignable ( ]
—— Usa ] i }
Mon-Assignable [ ] Height [ |
T | Assignable o
Occupied ( J Elevation |7|
] | m ignabl 0 L J
Circulation [ | on-sslg
Survey Sqft Rollup [ | Total Polyline o

Repository Document [ Q|

Figure 28

9) Note that the CAD Square Footage section can only be populated via the AiM-CAD™ module.

J.Y1""B Floors BUCHALKESB About Logout

Last Edited by BUCHALKESB On 12/05/2016 0933P\ Active

FIRST FLOOR
Basement
.
Gross [ | Floor Gross prinkler Coverage Yes ¥
i ‘ ‘ Location Gross o et/Dry Sprinklers =
Usable ‘ | Rentable 1]
Halon System v
Assignable ( |
‘— | Usable 0 ) )
Mon-Assignable ‘ ‘ Height | |
. Assignable 0
eyl ‘ | levation |7|
N i o L J
Circulation [ | onRsy
Survey Saft Rollup [ | Total Polyline o

Repository Document | Q.‘

Figure 29
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10) Optional: Add Sprinkler Coverage, Wet/Dry Sprinklers, and Halon System information.
Note: The Sprinkler Coverage field defaults to 'Yes’, Verify the correct option is selected.

J.X1" W Floors BUCHALKESB About  Logout

Last Edited by BUCHALKESE On 12/05/2016 09:33 P Active

FIRST FLOOR

Basement

)
Gross ‘7‘ Floor Gross Sprinkler Coverage Yes ¥
Rentale \_ ) | o | wevoysmkes s -
Usable [ 1
‘7‘ Rentable o
Halon System v
Assignable [ |
E— Usable 0 —
Non-Assignable ‘ ‘ Height | |
) — Assignable o
orened ‘7‘ Elevation | |
T Mon-Asignabl o | J
Circulation ‘ ‘ AIREEEL S
Survey 5qft Rollup ‘ ‘ Total Polyline o
=y

Repository Document |

Figure 30

11) This Floor addition is compete. If you are adding only one floor, click Done. To add additional
floors, click the Add button. Then follow Steps 6—11 for each floor to be added.

.Y W Floors BUCHALKESB About Logout

Done Add Cancel

Last Edited by BUCHALKESB On 12/05/2016 09:33 PM Active

FIRST FLOOR

Basement

Repository Document

4
Gross ‘ ‘ Floor Gross Sprinkler Coverage Yes ¥
Rentaole ‘7‘ Location Gross 0 wet/Dry Sprinklers v
Usable [ ]
‘7‘ Rentable o
[P Halon System v
Assignable ( |
——————  Usable o
Non-Assignable ( ] Height [ |
. ) _ Assignable o
S ‘7‘ Elevation | |
Non-assignabl 0 S
Circulation ( | en-asg
Survey Saft Rollup ‘ 7‘ Total Polyline ]
Q

Figure 31
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12) When all floors have been entered, click the Done button to return to the Floors screen.

J.X1" W Floors BUCHALKESB About  Logout
Cancel
_ Last Edited by BUCHALKESB On 12/05/2016 09:33 PM Active '
FIRST HEMOR
) Basement
Gross [ | Floor Gross Sprinkler Coverage
e | | Location Gross O WetDrysprinklers [ v |
Usable i |
i | % Halon System E
Assignable ( ]
Usable o i }
Mon-Assignable [ ] Height [ |
T Assignable o
Occupied ( J Elevation |7|
circulation ‘ ‘ Mon-Assignable o —
Survey Sqft Rollup ( ) Total Polyline o
Repository Document | Q‘

Figure 32

13) This screen lists all floors that have been setup. Click the Done button.

.Y W Floor OSWALDGI About Help Logout

Cancel

Created By OSWALDGI On 09/29/2016 10:39 AM
Last Edited by OSWALDGI On 09/29/2016 10:39 AM

Description CAD Gross Halon System  Sprinkler Coverage Wet/Dry Sprinklers Basement  Active

o1 FIRST FLOGR Yes No Yes

192016 AssetWorks

Figure 33
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14) Click the Save button to finish updating the Property Profile. Floor setup is complete.

Ul Property Profile BUCHALKESB About Logout

Cancel

0003 Created By AIM_IMPORT On 10/11/2016 11:52 AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

HARRIMAN HALL

Square Footage

General Information

Financial Information

Region 28050 Address 1 (100 NICOLLS ROAD J

Emergency Information
Address 2 ( |
Zones L J
Contact Information STONY BROOK City [sTONY BROOK ]
Assignment Defaults County | suFFoLK |
Support Shops ‘ P
Facility WESTCAMPUS State NY
Deeds [ Q Status ACTIVE Q
Envelope Materials Zip Code (11792
I Property Type INSTRUCTION ~ Q,

Inactive Locations WEST CAMPUS Country Code ‘ Q |

Notes Log Property Class SULDING Q

User Defined Fields

Status History -
Location ]

Related Documents

Location Description

Figure 34
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Add Location(s)

This process will show the user how to add locations to a property. For
buildings, a location is equivalent to a room.

1) To locate the property that you will add locations to, follow Steps 1-9 in the “Review/Update
Property Profile” section.

2) Once in the Property Profile, click the Edit button.

LYV = Property Profile BUCHALKESB About Lagout

Edit Search Browse

Created By AIM_IMPORT On 10/11/2016 11:52 AM
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

0003

HARRIMAN HALL

Extra Description

B Region 28050 Address 1 100 NICOLLS ROAD
Account Setup Address 2
Square Footage
STONY BROOK City STONY BROOK
General Information
Financial Information County SUFFOLK
Emergency Information Facility WESTCAMPUS State MY
Status ACTIVE
Zones Zip Code 11794
Contact Information Property Type INSTRUCTION
WEST CAMPUS Country Code
Assignment Defaults e i
SRErS Property Class BUILDING
Deeds

Envelope Materials Location

Inactive Locations

Location

Sent Email

Figure 35
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3) In the Location detail area, click the Add button. Then continue to the next step.

VLYW Property Profile BUCHALKESE About Logout

Cancel

View / -
0003 Created By AIM_IMPORT On 10/11/2016 11:52 AM
T —— Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

Floors HARRIMAN HALL

Account Setup

Square Footage

General Information

Financial Information

Region 28050 Address 1 (100 MICOLLS ROAD |

Emergency Information
Address 2 ( |

Zones !
Cantact Information STONY BROOK City | sTOMY BROOK |
Assignment Defaults County (suFFoLK |
Support Shops ] ) .

Facility WESTCAMPUS State NY
Deeds (v aJ ST ACTIVE Q
Envelope Materials Zip Code | 11792

o ) - Property Type INSTRUCTION ~ Q

Inactive Locations WEST CAMPUS Country Code | Ql

Notes Lag Property Class EUILDING Q

User Defined Fields

Status History

Related Documents

Location

Figure 36
4) Add the Location Identifier by clicking in the red box in the yellow shaded area. For buildings,
this will be the room number. Then continue to the next step.

The Location Identifier cannot be changed once saved.

LYL" W | ocation BUCHALKE About Help Logout

210 _ Last Edited by BUCHALKE On 12/07/2016 06:42 PM Status ACTIVE Q

Extra Description
Property 0003

Contact Information HARRIMAN HALL

Utility Account Setup

Location Type History

Space Type History

Primary Usage History

Capacity History

Assignment History Primary Usage |7Q|
Commissioning Plan BEpEiTETiE Q] —
Notes Log
Valuation Date —
User Defined Fields Assignable | Q |
Status History ——————————————— 3 I
Organization a) T [
Related Documents — R ——
MNurber of |
Stations
Gross ( | Gross Latitude [
Met SqFt ( '| Longitude "7]
Polyline Sqft
Survey [ | Altitude )

Figure 37
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5) Add the Location Name (formerly known as “Space Name” in the PSI). Then continue to the
next step.
Note: Data fields with red/bold boxes are required.

Location BUCHALKE About Help Logout

Cancel

Last Edited by BUCHALKE On 12/07/2016 06:42 PM Status ACTIVE Q

Extra Description
FACULTY OFFICE Property 0003
Contact Information

HARRIMAN HALL

Utility Account Setup

Location Type History

Space Type History

Primary Usage History

Capacity History
Assignment History Primary Usage |7Q|
Commissioning Plan DefaE Q| E—
Notes Log
Valuation Date . —
User Defined Fields Assignable | Ql
Status Histary P —_— . i }
atba Bl Organization Q | Capacity |—|
Related Documents - —_
Mumber of [
Stations
Gross ( | Gross Latitude |7|
Net SqFt [ ‘ Longitude |7'|
Polyline Sqft
Survey ( ‘ Altitude |7|

Figure 38
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6) Set the location status. Click the Status Zoom & Icon.
Note: The status will default to Active.

AT W [ocation BUCHALKE About Help Logout

View Last Edited by BUCHALKE On 12/07/2016 06:22 PM Status ACTIVE Q

Extra Description

FACULTY OFFICE Property 0003

Contact Information HARRIMAN HALL

Utility Account Setup

Location Type History

Primary Usage History
Capacity History
Assignment History Primary Usage |70,|
Commissiening Plan Department Q._| h )
Notes Lot
2 Valuation Date —_—
User Defined Fields Assignable | Ql
e Organization Q | Capacity | |
Related Documents - —
Number of [
Stations :
Gross | ‘ Gross Latitude |7|
Met SqFt ( ] Longitude [
Polyline Sqft
Survey | ] Altitude )

Figure 39

7) Select the appropriate status. Then continue to the next step.
Note: The Active status allows the Location to be used on other records (i.e. occupancy records).
The Inactive status does not allow the Location to be used on other records.

ACTIVE ACTIVE LOCATION

INACTIVE INACTIVE LOCATION

Page CHENN o ' [EF Oisplay: 10

Figure 40
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8) Add the floor identifier. Click the Floor Zoom © Icon.

.Y W Location BUCHALKE About Help Logout

View Last Edited by BUCHALKE On 12/07/2016 06:42 PM Status ACTIVE Q

Extra Description

FACULTY OFFICE Property 0003
HARRIMAN HALL
Zones

Utility Account Setup

Location Type History

Contact Information

Space Type History

Primary Usage History

Capacity History
Assignment History Primary Usage |7Q|
Commissioning Plan Department Ql : g
Notes Log
Valuation Date . —
User Defined Fields Assignable | Ql
Status History S — } R
atba Bl Organization Q | Capacity [ |
Related Documents - _—
Mumber of (
Stations b
Grass [ | Gross Latitude [
Net SqFt [ ‘ Longitude |7'|
Polyline Sqft
Survey [ | Altitude [

Figure 41

9) Select the appropriate floor. Click the Floor Identifier. Then continue to the next step.

Cancel
Eloor B Description
01 First Floor
0z Second Floor
03 Third floor
04 Fourth Floor
05 Fifth Floor

Sixth Flaor

seventh floor

tenth

Figure 42
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10) Add the Institution by clicking the Institution Zoom < Icon. This is the Institution that owns
the location.
Note: Department and Organization are optional. A different screen (Organizational Occupancy)
requires these fields.

.Y" W Location BUCHALKE About Help Logout

View Last Edited by BUCHALKE On 12/07/2016 D6:42 PM Status ACTIVE Q

Extra Description

FACULTY OFFICE Property 0003
HARRIMAN HALL

Zones

Utility Account Setup

Contact Infarmation

FOURTH FLOOR
Location Type History

Primary Usage History

Capacity History|
Assignment History Primary Usage |70.\
Commissioning Plan B | Q|
Notes Log
Valuation Date . —
User Defined Fields Assignable | Q‘
alLs Blnnt Organization Ql Capacity |—|
Related Documents ; — —
Mumber of [
Stations
Gross [ | Gross Latitude |7|
Net SqFt [ ] Longitude |7|
Polyline Sqft
Survey [ ] Altitude |7|

Figure 43

AiM
ORGANIZATIONAL
HIERARCHY SUNY DEFINITION SUNY EXAMPLE
INSTITUTION INSTITUTION ALFRED CERAMICS (28510)

DEPARTMENT DEPARTMENT FINE AND STUDIO ARTS
(CIP 50.07)

ORGANIZATION SUB-DEPARTMENT CERAMICS (COA 420007)

Table 2
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11) From the list, select the appropriate Institution Identifier.

ALV =  Institution

Search Cancel

Institution I Description

28010 ALBANY

28020 BINGHAMTON

28030 UNIVERSITY AT BUFFALO
STONY BROOK

28100 DOWNSTATE

28110 UPSTATE

28150 BROCKPORT

28160 BUFFALO STATE

28170 CORTLAND i

28180 FREDONIA

28190 GENESEQ

28200 OLD WESTBURY

28210 NEW PALTZ

28220 ONEONTA

28230 OSWEGD

28240 PLATTSBURGH

28250 POTSDAM 4

28260 PURCHASE

28270 SUNY POLY

28280 EMPIRE ST

28350 ALFRED STATE

page I o 3 Display: 10 25 50 Previous Records Found = 65

Figure 44

12) This will take you to the Department screen. You are not required to select a Department at this
time. Click the Done button. Then continue to the next step.

= Department

m Search Cancel

Deparr vent I Description

AFRICAN LANGUAGES, LITERATURES, AND LINGUISTICS.

FOREIGN LANGUAGES, LITERATURES, AND LINGUISTICS, OTHER.

2301 ENGLISH LANGUAGE AND LITERATURE, GENERAL.

26.01 BIOLOGY, GENERAL.

26.13 ECOLOGY, EVOLUTION, SYSTEMATICS, AND POPULATION BIOLOGY.
27.01 MATHEMATICS.

3001 BIOLOGICAL AND PHYSICAL SCIENCES.

3033 SUSTAINABILITY STUDIES.

31.05 HEALTH AND PHYSICAL EDUCATION/FITNESS.

3801 PHILOSOPHY.

4005 CHEMISTRY.

40.06 GEOLOGICAL AND EARTH SCIENCES/GEQSCIENCES.

40.08 PHYSICS. [
4201 PSYCHOLOGY, GENERAL.

4402 COMMUNITY ORGANIZATION AND ADVOCACY.

45.01 SOCIAL SCIENCES, GENERAL.

45.02 ANTHROPOLOGY.

45.06 ECONOMICS

4510 POLITICAL SCIENCE AND GOVERNMENT.

4511 SOCIOLOGY.

Page of 3 el Display: 10 25 50 Previous Records Found =59

Figure 45
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13) Add the Location Type. Click the Location Type Zoom © Icon.

Extra Description

Contact Information
Zones

Location Type History
Space Type History
Primary Usage History
Capacity History
Assignment History
Commissiening Plan
Notes Log

User Defined Fields

Status History

Related Documents

Figure 46

Cancel

FACULTY OFFICE

Institution 28050 Q

STONY BROOK

Department

‘Organization

Gross

Net SgFt

Survey

Q]

Q]

Last Edited by BUCHALKE On 12/07/2016 06:42 P

Contents Value

Valuation Date

Gross

Polyline Sqft

32

Status

Property

Floar

Location Type

Primary Usage

Assignable

Capacity
Number of
Stations
Latitude

Longitude

Altitude

BUCHALKE

About

ACTIVE Q

0003

HARRIMAN HALL

04

FOURTH FLOOR

—f

Q

aj

Q

Help

Legout
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14) Select the appropriate Location Type. Location Types are codes that are in line with Federal
Inventory and Classification Manual (FICM) standards. Click the Location Type Identifier.
Then continue to the next step.

An online FICM document can be found here: http://nces.ed.gov/pubs2006/2006160.pdf

Note: All values may not be shown on first page. Use navigation links to browse through the
pages. See online resources for complete list of Location Types.

YUl =  Location Type

m Search Cancel

Location Type I Description

050 INACTIVE AREA

060 ALTERATION OR CONVERSION AREA

070 UNFINISHED AREA

080.01 PARKING GARAGE

080.05 PARKING SERVICE

080.10 PARKING (SURFACE-PERM)

08020 PARKING (SURFACE-TEMP)

08030 PARKING (LEASED)

080.50 PARKING BOOTH (SURFACE/GARAGE)

110 CLASSROOM

110.10 LECTURE HALL

115 CLASSROOM SERVICE

115.15 LECTURE HALL SERVICE

210 CLASS LABORATORY

215 CLASS LABORATORY SERVICE

220 OPEN LABORATORY

22010 OPEN LABORATORY (DRY)-INSTRUCTION

220.20 OPEN LABORATORY [WETI-INSTRUCTION

225 OPEN LABORATORY SERVICE

225.15 OPEN LABORATORY SERVICE (DRY)-INSTRUCTION
22525 OPEN LABORATORY SERVICE (WET-INSTRUCTION
250 RESEARCH-MOMCLASS LABORATORY

255 RESEARCH-NOMCLASS LABORATORY SERVICE . . .
= List Navigation
310 OFFICE

OFFICE-FACULTY

L
=]
o
=3

Page of & Display: 10 25 50 Previous Records Found = 141

Figure 47
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15) You do NOT need to add Primary Usage. This field auto-calculates from the usage breakdown
that you will enter in a different module (see Page 62). If you do enter data here, it may be
overwritten by the aforementioned usage breakdown.

F.YL" W [ ocation BUCHALKE About Help Logout

HED Last Edited by BUCHALKE On 12/07/2016 06:92PM  Status pr=—ye Q

Extra Description

FACULTY OFFICE Property 0003

Contact Information HARRIMAN HALL

Zones
e Floar 0a Q

Utility Account Setup
FOURTH FLOOR

Institution 28050 Q Contents Value Location Type 31030 Q

Location Type History
Space Type History

Primary Usage History

Capacity History STONY BROOK OFFICE-FACULTY L
Assignment History Primary Usagd | Q‘ eave
Commissiening Plan BERETITEE | Ql — Blank
Notes Lo:
2 Valuation Date . .
User Defined Fields Assignable | Q ‘
tats Hissory Organization —Ql Gapacky ]
Related Documents - —
Number of |
Stations b
Gross I | Gross Latitude |7‘
et SgFt ( | Longitude ]
Pelyline sqft
Survey [ | Altitude ]

Figure 48
16) Indicate if the space is Assignable or Nonassignable. Click the Assignable Zoom < Icon. This
corresponds to the old PSI “Status Code”.

.Y W | ocation BUCHALKE About Help Logout

Cancel

Last Edited by BUCHALKE On 12/07/2016 06:02 P Status py=—y Q

Extra Description
FACULTY OFFICE Property 0003

Contact Information

Zones

e Floor 0a Q
Utility Account Setup

Location Type History FOURTH FLOOR

Sy Institution 28050 Q Contents Value LocationType (3993

Primary Usage History

!

OFFICE-FACULTY

Capacity History STONY BROOK
Assignment History Primary Usage | Q |
Commissioning Plan D=paoreat L Ql ’
Notes Lo
g Waluation Date
User Defined Fields Assignable |
Status History - ] . S
S ‘Organization Q | Capacity ‘ |
Related Documents : . —
Number of [
Stations b
Gross ( | Gross Latitude ( ]
Met SgFt ( | Longitude ( ‘
Polyline Sqft
Survey ( | Altitude ( ]

Figure 49
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17) Click on the Assignable or Nonassignable Identifier. Then continue to the next step.

PH'W = Space Type

Search

Cancel

Descriptian
- A5SIGNABLE
HONASSIGMARLE NORASSIGHARLE

Figure 50

18) Add Capacity information. Then continue to the next step.

Note: For Assembly space this is the code capacity. For other location types this is the typical
number of occupants.

YUl Location

[ Done | Add Cancel

-

Extra Description

FACULTY OFFICE
Contact Information
Zones y
Utility Account Setup
Location Type History
SRy Instituticn

Primary Usage History
Capacity History

Assignment History

Commissicning Plan Department
Motes Log
User Defined Fields
Status History Organization
Related Documents
Gross
Met SgFt
Survey

Figure 51

28050 Q

STONY BROOK

Q)

Q]

Contents Value

Valuation Date

Gross

Polyline Sqft

35

Last Edited by BUCHALKE On 12/07/2016 06:42 PM

BUCHALKE About Help Logout

Status ACTIVE Q

Property 0003
HARRIMAN HALL

Floor 04 Q

FOURTH FLOOR

Location Type 31030 Q

OFFICE-FACULTY

Primary Usage

al

Assignable |assiGnaee Q|

ey [ | <

Mumber of ( |
Stations —

Latitude [ |
Longitude [ |

Altitude [ |
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19) Add the Number of Stations. This is the maximum number of work stations in the location.
Note: This is required for certain location types.

.Y W Location

BUCHALKE About Help Logout

View

Last Edited by BUCHALKE On 12/07/2016 06:42 PM Status ACTIVE Q
Extra Description
FACULTY OFFICE Property 0003
Contact Information HARRIMAN HALL
Zones p Floor 0a Q
Utility Account Setup
FOURTH FLOOR
Location Type History
Space Type History Institution 28050 Q Contents Value Location Type 31030 Q

Primary Usage History

OFFICE-FACULTY

Capacity History STONY BROOK
Assignment History Primary Usage | Q |
Commissioning Plan BRI Ql )
Notes Log
Waluation Date . —
User Defined Fields Assignable |assiGneele Q|
Status History " ———————— 5 -
‘Organization Q | Capacity ‘ 1 |
Related Documents ' ) E—
Number of [1 |
Stations -
Gross ( | Gross Latitude ( |
Net SgFt ( | Longitude ( |
Polyline Sqft
Survey [ | Altitude [ |

Figure 52

20) Add Square Footage information.
Note: Net square footage is the only required field. Others are optional.

.Y W | ocation

BUCHALKE About Help Logout

L Last Edited by BUCHALKE On 12/07/2016 06:42 PM Status ACTIVE Q
Extra Description

FACULTY OFFICE Property 0003
Contact Infarmation HARRIMAN HALL
Zones 2 Floor 0a Q
Utility Account Setup

FOURTH FLOOR

Location Type History
SErETirElimEy Contents Value Location Type

Primary Usage History

Institution 28050 Q

31030 Q

OFFICE-FACULTY

Capacity History STONY BROOK
Assignment History Primary Usage | Q |
Commissiening Plan Eepment Ql . ’
Motes Log
waluation Date . P —
User Defined Fields Assignable |assignaee Q|
Status History iati — 5
Organization Q | Capacity | 1 |
Related Documents .
Number of (1
Stations
Gross ( | Gross Latitude ( |
Net SqFt Longitude [ |
Polyline Sqft
Survey ( | Altitude [ |

Figure 53
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21) Note that the CAD Square Footage section can only be populated via the AiM-CAD™ module.

YL B Location BUCHALKE About Help Logout

Cancel

View Last Edited by BUCHALKE On 12/07/2016 06:42 PM Status ACTIVE Q

Extra Description

FACULTY OFFICE Property 0003
Contact Infarmation LARRIMAN LIALL
Zones
e Floor 04 Q

Utility Account Setup

FOURTH FLOOR
Location Type History

Space Type History Institution 28050 Q Contents Value Location Type 37030 Q

Primary Usage History
OFFICE-FACULTY

Capacity History STONY BROOK
Assignment History Primary Usage | Q |
Commissicning Plan Department Q_l . )
Notes Log
Waluation Date . —
User Defined Fields RS |assignape Q|
Status History oot ] )
Organization Q | Capacity (1 |
Related Documents ]
Mumber of (1
Stations
Gross ( | Gross Latitude [ |
— <= ——
Polyline Sqft
Survey ( | Altitude ‘ |

Figure 54

22) If this is the final location to be added click Done. To add additional locations, click the Add
button. Follow Steps 1-20 for each additional location to add.

.Y W Location BUCHALKE Abour Help Logout

Cancel

Last Edited by BUCHALKE On 12/07/2016 06:42 PM Status ACTIVE Q

Extra Description

FACULTY OFFICE Property 0003
Contact Information ARRIMAN HALL
Zones r Floor 0a Q

Utility Account Setup

FOURTH FLOOR
Location Type History

Space Type History TR 050 Q Contents Value Location Type 34539 Q

Primary Usage History
OFFICE-FACULTY

Capacity History STONY BROOK
Assignment History Primary Usage | Q |
Commissicning Plan DEPEIETE Ql . )
Notes Log
Valuation Date ) ——
User Defined Fields Assignable | assigneele Q|
Status History - S —— B
Organization Q | Capacity | 1 |
Related Documents ) E—
Mumber of (1
Stations
Gross ( | Gross Latitude [ |
Net SqFt = | Longitude [ |
Polyline Sqft
Survey ( | Altitude [ |

Figure 55
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23) After the final location is added click the Done button. Then continue to the next step.

YUl Location

Utility Account Setup

Location Type History
Space Type History
Primary Usage History
Capacity History
Assignment History
Commissicning Plan
Notes Log

User Defined Fields

Status History
Related Documents

Figure 56

Cancel

FACULTY OFFICE

Instituticn

28050 Q

STOMY BROOK
Department Q |
Organization Q |
Gross |
Net SqFt | 450
Survey |

Last Edited by BUCHALKE On 12/07/2016 06:42 PM

Contents Value

Valuation Date

Gross

Polyline Sqft
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Status

Property

Floor

Location Type

Primary Usage

Assignable
Capacity
Murnber of

Stations

Latitude

Longitude

Altitude

BUCHALKE About Help Logout

HARRIMAN HALL
0a Q

FOURTH FLOOR

310.30 Q

OFFICE-FACULTY

aJ

[assiGhaee Q]
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24) Save the record(s) by clicking the Save button. Then continue to the next step.
Note: An error message will occur if fields with a red/bold box are left blank.
Note: Each location created will now appear in the Location section of the Property Profile.

Financial information

Emergency Information
Zones

Contact Information
Assignment Defaults
Support Shops

Deeds

Envelope Materials
Inactive Locations
Motes Log

User Defined Fields

Status History

Related Documents

Figure 57

YL W Property Profile

Cancel

0002

BUCHALKE About Help Logout

Created By AIM_IMPORT On 12/07/2016 03:52 PM
Last Edited by AIM_IMPORT On 12/07/2016 03:52 PM

HARRIMAN HALL

Region

Facility

Location

Location

28050

STONY BROOK

WESTCAMPUS

WEST CAMPUS

Description

RES LAB & OFC
AMS RESOURCE RM
VESTIBULE

LOBBY

QFC

Address 1

[ 100 NICOLLS ROAD |
Address 2 | |
City [sTonY 2rook |
County [suroe ]
Stat [ 1
=
Zip Code (11794
— pepey e
Country Code | Q, |

Property Class

BUILDING Q

Assignable
255 ASSIGNABLE ACTIVE
31550 ASSIGNABLE ACTIVE
W6 MOMNASSIGMABLE ACTIVE
Wos NOMASSIGNABLE ACTIVE
31030 ASSIGNABLE ACTIVE

25) The process is complete. Return to the main WorkDesk®. Click the AIM™ m logo.

OSWALDGI About Help

Logout

Extra Description
Floors

Account Setup

Square Footage.
General Information
Financial Information
Emergency Information
Zones

Contact Information
Assignment Defauls
Support Shops

Deeds

Envelope Materials
Inactive Locations

Sent Email

Notes Log

User Defined Fields
Status History

Related Documents

Figure 58

0001

GILBERT HALL

Region 28170
‘CORTLAND

Facility MAN

MAIN CAMPUS

Location

101

Description

FACILITY OFFICE

Address 1
Address 2
Ciy
County
State

Zip Code

Country Code

Created By AIM_IMPORT On 09/23/2016 03:27 PM
Last Edited by OSWALDGI On 10/06/2016 03:36 PM

1234 NO WHERE DRIVE
ALBANY
ALBANY
NY
Status NSTRUCTION
12222

Property Type  ADMINISTRATION

us

UNITED STATES Property Class BUILDING
Floor Location Type Space Type Status
01 310.30 ASSIGNABLE ACTIVE
Q
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Update Floor Information

This process will show the user how to update floor information.

1) To locate the property in which floors need to be updated, follow Steps 1-6 in the “Review/Update
Property Profile” section. Once in the “Edit Mode” of the Property Profile, continue to next step.

2) Once you are in “Edit Mode” in the Property Profile, click on Floors in the view channel.

.UV Property Profile BUCHALKESE About Logout
Save Cancel

e 00032 Created By AIMLIMPORT On 10/11/2016 1152 AM

Extra Description Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

- HARRIMAN HALL

Account Setup

Square Footage
General Information

Financial Information

Region 28050 Address 1 (100 NICOLLS ROAD |
Emergency Information )

Address 2 | |
Zones
Contact Information STONY BROOK City | sTONY BROOK |
Assignment Defauls County |W|
Support Shops | )

Facility WESTCAMPUS State NY
Deads | Q | Status ACTIVE Q
Envelope Materials Zip Code (11794 ]
! EIET 0 INSTRUCTION ~ Q,

Inactive Locations WEST CAMPUS Country Code | Ql
Notes Log

Property Class BUILDING Q
User Defined Fields
Status History -
Location [ mid
Related Documents

Location Description Location Type

Figure 59
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3) Choose the floor that needs updates by clicking on the Floor Identifier.

f [6_] Floor x\-l- li"ﬂ“g]
€ ) () @ | nttps;//aimtest suct.suny.edu/fmax/screen/FLOOR_EDIT ¢ || Q Ssearch wB ¥ A =
a1 "W Floor SMITHDO About Help  Logout

Done Cancel

Ds77

Created By SMITHDO On 11/17/2016 02:00 PM
Last Edited by SMITHDO On 11/17/2016 02:25 PM

Smith Athletic Complex

Floors

Floor Description CAD Gross Halon System Sprinkler Coverage Wet/Dry Sprinklers Basement

01 First Floor No Yes Wet No Yes
02 Sceond HOOI_ No Yes Wet No Yes
04 fourth floor No Yes Wet No Yes
05 fifth floor No Yes Wet No Yes
06 sixth floor No Yes Wet Ne Yes
07 sev floor No Yes Wet No Yes

Figure 60

4) Make changes to floor data. Then click the Done button.
Note: Data fields with a red/bold box are required.

U W Floors BUCHALKE About Help Legout
Cancel
01 Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM Active
i R OR

y Basement

Gross [ | Floor Gross Sprinkler Coverage [ves v |
BamEd: |7‘ Location Gross o Wet/Dry Sprinklers ‘ v |
Usable [ ]
| S— Rentable 0
i § Halon System | \a
Assignable | |
e Usable 0
Non-Assignable | ‘ Height | |
. Assignable 0
Occupied [ | Elevation |7|
. . . Mon bk 0 I
Circulation [ |
Survey Saft Rollup |7‘ Total Pelyline 1]
Repository Document Ql
Path i P

Figure 61
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5) Click the Done button.

AM gE; SMITHDO  About Help  Logout

Created By SMITHDO On 11/17/2016 02:00 PM

DS77
Last Edited by SMITHDO On 11/17/2016 02:25 PM
Smith Athletic Complex
Floors Add
Description CAD Gross Halon System  Sprinkler Coverage ~~ Wet/Dry Sprinklers ~ Basement  Active
01 First Floor No Yes Dry No Yes
02 Sceond Floor No Yes Wet No Yes
04 fourth floor No Yes Wet No Yes
05 fifth floor No Yes Wet No Yes
06 sixth floor No Yes Wet No Yes
07 sev floor No Yes Wet No Yes
Figure 62

6) Click the Save button. You have now completed the floor update process.
Note: An error message will occur if fields with a red/bold box are left blank.

LW Property Profile BUCHALKESE About  Logout

Cancel

Created By AIM_IMPORT On 10/11/2016 11:52 AM

0003
Last Edited by AIM_IMPORT On 10/11/2016 11:52 AM

HARRIMAN HALL
e

General Information
Financial Information Region 28050 (s (109 NCOLLS RoAD |
Emergency Information

Address 2 [ |
Zones !
Contact Information STONY BROOK City | sTONY BROOK |
Assignment Defaults County [surroLk |
Support Shops I i

Faciliry WESTCAMPUS State Ny
Deeds |_Q| Status ACTIVE Q
Envelope Materials Zip Code (11794 \
) ] PropertyType  [iystaucTion  Q
Inactive Locations WEST CAMPUS Country Code | Ql
Notes Log ' ) Property Class BUILDING Q
User Defined Fields
Status Histon -
. Location ]
Related Documents
Location Description Location Type
Figure 63
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Update Location Information

This process will show the user how to update location information.

1) To locate the property in the system that needs edits, follow Steps 1-6 in the “Review/Update
Property Profile”. Once in the “Edit Mode” of the Property Profile, continue to the next step.

2) In the Property Profile, click on the Location Identifier that you need to edit.

Iiilii! Property Profile SMITHDO About Help Logout

ps1m

Extra Description

E Smitty Hall
Account Setup
Square Footage
General Information
Einancial Information Region 28220 Address 1 (77 MAIN ST
Emergency Information
Address 2 (

Zones
Contact Information ONEONTA City [ ONEONTA
Assignment Defaults County [ULSTER ]
Support Shops

Facilr MAIN CAMPUS State
Doeds acility (v a Status CTE a
Envelope Materials Zip Code [12142 e 7

Inactive Locations
Notes Log

User Defined Fields
Status History

Related Documents

SUNY ONEONTA MAIN CAMPUS

Location

Location

110 Student Double 01 920 ASSIGNABLE ACTIVE
120 Student Double 01 920 ASSIGNABLE ACTIVE
130 Student Double o1 210 ASSIGNABLE ACTIVE
140 RA Room 01 920 ASSIGNABLE ACTIVE
Faculty Office 06 31030 ASSIGNABLE ACTIVE

Country Code (s Q|

UNITED STATES

Created By SMITHDO On 11/09/2016 03:14 PM
Last Edited by SMITHDO On 11/09/2016 04:38 PM

Location Type

Property Class

RESIDENCE HALLS Q@
BUILDING Q

©2016 AssetWorks

Figure 64
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3) To change data elements shown below, click on the field that needs editing. If applicable, click

the zoom 2 icon to see the list of eligible values. Once edits are complete, click Done.

Note: Data fields with a red/bold box are required.

.Y W | ocation

Location Type History
Space Type History
Primary Usage History
Capacity History
Assignment History
Commissicning Plan
Notes Log

User Defined Fields

Status History

Related Documents

Figure 65

Add

Cancel

FACULTY OFFICE

Institution

Department

Organization

Gross

Met SgFt

Survey

28050 Q

STONY BROOK

Q]

aJ

Last Edited by BUCHALKE On 12/07/2016 06:42 PM

Contents Value

Valuation Date

Gross

Polyline Sqft
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Status

Property

Floor

Location Type

Primary Usage

Assignable

Capacity
Murnber of
Stations
Latitude

Longitude

Altitude

ACTIVE Q

BUCHALKE About

0003

HARRIMAN HALL

Da

FOURTH FLOOR

Q

31030 Q

OFFICE-FACULTY

[2ssiGnapLe

|1

|1

Q)

aJ

Help

Logout
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4) Click Save. This completes the Location Update process.
Note: An error message will occur if any fields with a rea/bold box are left blank.

1.Y," W Property Profile SMITHDO About Help Logout

Cancel

Created By SMITHDO On 11/09/2016 03:14 PM

D51111
Last Edited by SMITHDO On 11/09/2016 04:38 PM
Smmitty Hall
Region 28220 Address 1 [77 MAIN ST ]

Address 2

Contact Information ONEONTA Ciry ONEONTA
Assignment Defaults Gy ULSTER

Support Shops

Facility MAIN CAMPUS State aQ
Deeds (wa] eI ACTIVE Q

S apEsn
iy i RESIDENCE HALLS Q.

Inactive Locations SUNY ONEONTA MAIN CAMPUS Country Code -

UNITED STATES

User Defined Fields

m

Status History Location

Related Documents

Location Description Location Type Space Type

110 Student Double 01 920 ASSIGNABLE ACTIVE
120 Student Double 01 920 ASSIGNABLE ACTIVE
130 Student Double 01 910 ASSIGNABLE ACTIVE
140 RA Room 01 920 ASSIGNABLE ACTIVE
805 Faculty Office 06 31030 ASSIGNABLE ACTIVE

©2016 AssetWorks

Figure 66
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Space Management Overview

AiM is an online Integrated Work Management System (IWMS) developed by AssetWORKS that
incorporates property, space, and asset management information into a real-time dynamic database.
This system, and its associated data, will be used by many departments within SUNY System
Administration, the State University Construction Fund, the Research Foundation, and all campuses
for a wide range of uses.

AiM has many modules within it, serving a multitude of purposes. The system is replacing outdated
building information systems maintained by SUNY. Noted below are the modules available to users,
and their associated past data system reference, as of the time of printing:

» Property Management — Building Characteristics Inventory (BCI)

«  Space Management — Physical Space Inventory (PSI.

» Asset Management — Asset Inventory

« Planning & Needs Analysis — Building Condition and Assessment Survey (BCAS)

This portion of the training guide covers the Space Management module in AiM. This module focuses
on space occupancy and how the space is used. The Space Management module introduces a data
hierarchy based on a three tiered classification for occupancy shown below.

AiM
ORGANIZATIONAL
HIERARCHY SUNY DEFINITION SUNY EXAMPLE
INSTITUTION INSTITUTION ALFRED CERAMICS (28510)
DEPARTMENT DEPARTMENT FINE AND STUDIO ARTS
(CIP 50.07)
ORGANIZATION SUB-DEPARTMENT CERAMICS (COA 420007)

Table 3
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Data Management

The data within AiM will be managed according to updated business processes, with responsibilities
divided across campuses, SUNY System Administration, the State University Construction Fund and
the Research Foundation. This guide will take the user through step-by-step processes to successfully
manage their data responsibilities.

The campus is responsible for the following data management functions within the Space
Management Module:

Adding/Updating Organizational Occupancy
Adding/Updating Space Usage
Adding/Updating Occupants
Adding/Updating Grant Location
Adding/Updating Program Location

Additional information can be found in the following places:

e SUNY Office for Capital Facilities website: http://system.suny.edu/capital-facilities/
e AiM “Help” Button (within system)

Please email questions to AiM.Help@suny.edu

47
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Navigation

Logging into AiM

Follow the link: http://aim.sucf.suny.edu

On the screen below, enter the following credentials:

User Name: This field is populated with the user login.
Password: This field is populated with the password.

Note: Each user’s login credentials will determine their role and permissions within AiM.

AssetWORKS

Figure 67
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Space Management Processes

Add Organizational Occupancy

This process will show the user how to add organizational occupancy to a
location.

1) From the Main WorkDesk, click Space Management link from the menu channel.

fE] WorkDesk x\+ [E=EEEE x
(- ) - aimtest.sucf.suny.edu/fmax/screen/WORKDESK# c Q Search ‘ ﬁ E
B Most Visited [F] SUNY-PROPERTY MG... @ Web Slice Gallery | BI Queries =) OCF [] AiM () Board &) Policies 8 Cap Con @ Laws, Regulations, an.. @ State University Constr... =) SUNY Brand - SUNY »
LU WorkDesk FERRARDAON About Logout

Add Restore IQ

_ Administrator Messages 4 @ © [ SUNYConstructionFund a @ ©

Asset Management
uick Search
Human Resources Q

Planning and Needs Analysis

Property
Space Management -

System Administration

My Work Flow

Quick Links AT O
Personal Query Listing A T O
Report Listing v @ ©

Figure 68
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2) Click Organizational Occupancy link from the menu channel.
Note: This is the Space Management WorkDesk.

2 workoese «\F = Te s
( (- ) (D | a mtest.sucf.suny.edu/fmax/screen/WORKDESK?module=SPACEMGT ¢ Q, Search & 'ﬁ E
|8} Most Visited [[F] SUNV-PROPERTY MG.. @ Web Slice Gallery . BIQueries (=) OCF [] AiM (=) Board (=) Policies [l Cap Con @ Laws, Regulations, an.. @ State University Constr... (=) SUNY Brand - SUNY »

LAl Space Management FERRARDAON About  Logout

Restore

| Organizational Occupancy |

Q Program Location
Q Grant Location

Q Program
Q Grant
Q Principal Investigator

Report Listing A T O

511-OCCUPANCY VS VACANCY
513-ORG OCCUPANCY STACK

Figure 69

3) Click the Search button. You will now navigate to a location.

fE Organizational Occupancy % + \i“ﬂ_’
( € ) @  aimtestsucfsuny.edu/fmax/screen/ORG_OCC & || Q Search 4+ A =
| |8} Most Visited [[F] SUNY-PROPERTY MG.. @ Web Slice Gallery | | BIQueries (=) OCF [%] AiM (=) Board =) Policies Il Cap Con @ Laws, Regulations, an... @ State University Constr... (=) SUNY Brand - SUNY »
| = Organizational Occupancy FERRARDAON  About  Logout

Last Edited by On Status
| Location Type

| Primary Usage

Floor

Region
Fadility

Property

Organizational Occupancy

Organization Description Institution Department Percent Start Date End Date Edit Date

Figure 70
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4) Click the Region Zoom© Icon.

E] Organizational Occupancy % \+ E@M

L (-‘ O] aimtest.sucf.suny.edu/fmax/screen/ORG_OCC_DOC_SEARCH?aeBLocDNotes.notes.operator=CONTAINS&aeSPcoDNotes.notes.operator=CONTAI ¢ Q_ Search . ﬁ E
|8 Most Visited [F] SUNY-PROPERTY MG... @ Web Slice Gallery | BI Queries & OCF [&] AiM (2 Board (2 Policies Bl Cap Con @ Laws, Regulations, an... @ State University Constr... &) SUNY Brand - SUNY »

Organizational Occupancy FERRARDAON  About  Logout

Execute Advanced Search

New Query

Display Ordler 5 Operator —
Region

Fadility - -~ = -

Property - - = - Q
Location - v = - Q

Description - ¥  contains ¥
Description i

Status - v = - Q
Location Type - v = - Q
Floor - v = -

Editor - v = - [ Q ]

Edit Date - v = - ]
Notes Log

1

UJuo0 00000

Operator

Figure 71
5) Click the appropriate Region.

e} Region x \-I- Eﬂﬁm

[ € ) ® | aimtestsucf.suny.edu/fmax/screen/ZOOM_REGION e || Q Search +F A& =

[8) Most Visited [ SUNY-PROPERTY MG.. @ Web Slice Gallery | BIQueries (=) OCF [#] AM =) Board =) Policies Il Cap Con @ Laws, Regulations, an... @ State University Constr... =) SUNY Brand - SUNY

ONEONTA

Figure 72
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6) Notice that the Region is populated. Click the Property Zoom © Icon.

fm Organizational Occupancy % + \A/@E
| (- ) @ | ai mtest.sucf.suny.edu/fmax/screen/ORG_OCC_DOC_SEARCH?aeBLocDNotes.notes.operator=CONTAINS&aeBLocD.regionCode=282208&aeSPcoDI ¢ Q, Search ‘ ﬁ E
\ |8 Most visited [ SUNY-PROPERTY MG.. @ Web Slice Gallery | BI Queries (=) OCF [#] AiM &) Board =) Policies [l Cap Con @ Laws, Regulations, an... @ State University Constr... =) SUNY Brand - SUNY »

Organizational Occupancy FERRARDAON  About  Logout

Execute Advanced Search

Display Order Sort QOperator

New Query C] Region -

[ P ] E v Now populated with the
) o L N Region you selected
C] Description - v contains v l
C] Status - v = - -
Tt S —

Figure 73

7) A list of available Properties within this Region is provided. Click on a Property Identifier.

E Property x\-l- Ii“@ﬁ
| € ) (O | aimtestsuctsuny.edu/fmax/screen/ZO0OM_PROPERTY & || Q Search 4+ A =
I |8} Most Visited [] SUNY-PROPERTY MG... @ Web Slice Gallery | BIQueries &) OCF [#] AiM €) Board &) Policies [ Cap Con @ Laws, Regulations, an... @ State University Constr... =) SUNY Brand - SUNY »

ALYl = Propert
I perty

Search Cancel
002 BUGBEE HALL
0036A COOPERSTOWN ADDITION
005 R.F. NETZER ADMIN. BLDG.
006 HODGDON INSTRUC RES CTR
007 ALUMNIHALL
008 HUMAN ECOLOGY BUILDING
009 G.HAL CHASE PHY ED BLDG 1
010 HEATING PLANT
o MORRIS HALL
0T1A BACON HALLSTG |
011B DENISON HALLSTG |
012 WILBER HALL STG Il

Figure 74
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8) Notice that Region and Property are populated. Click Execute.

IE} Organizational Occupancy % + \LHEI@

1\ (- (i) | aimtest.suct.suny.edu/fmax/screen/ORG_OCC_DOC_SEARCH?aeBLocDNotes.notes.operator=CONTAINS&aeBLocD regionCode=28220&aeSPcoDl c Q, Search ¥ £ =
|8 Most Visited [ SUNY-PROPERTY MG.. @ Web Slice Gallery | | BIQueries &) OCF [&] AiM &) Board &) Policies [l Cap Con @ Laws, Regulations, an.. @ State University Constr... (=) SUNY Brand - SUNY »

Organizational Occupancy FERRARDAON  About  Logout

Execute Advanced Search

Action Display Order Operator

[ ] Region - = Y
[:] Facility B vl (= - M

() Py e )

[:] Location - -l = - M

[:] Pedhel v conmins - l l

[:] Status _— - [—QJ -

[ ] LocatonType — e

C] Floor — = ;]

[:] Editor . . [ q] ]
[ ] EduDae . - &

Notes Log

Note Type = -

Notes contains v

Figure 75
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9) A list of available Locations within this Property is provided. Click on the Location Identifier for
which you need to add an organizational occupancy.

/| E#] Organizational Occupancy % \ + (o [@=]

(- - aimtest.sucf.suny.edu/fmax/screen/ORG_OCC_BROWSE?aeBLocDNotes.notes.operator=CONTAINS&aeBLocD.regionCode=28220&aeSPcoDNote: (& Q Search ‘ ﬁ* E

8 Most visited [F] SUNY-PROPERTY MG.. @ Web Slice Gallery | BIQueries (=) OCF [€] AiM (=) Board =) Policies I Cap Con @ Laws, Regulations, an.. @ State University Constr... () SUNY Brand - SUNY »
= Organizational Occupancy FERRARDAON  About Logout

MECH ROOM 28220 MAIN CAMPUS 004 Yod ACTIVE G

WATER ROOM 28220 MAIN CAMPUS 004 Y04 ACTIVE G

VIVARIUM 28220 MAIN CAMPUS 004 570 ACTIVE G

E 28220 MAIN CAMPUS 004 570 ACTIVE G

CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G

0002C CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G

0002D CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G
0002E CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G L
0002F CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G 1

0002G CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G

0002H CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G

0002 CUBICLE 28220 MAIN CAMPUS 004 570 ACTIVE G

0003 BIOL RESEARCH 28220 MAIN CAMPUS 004 250 ACTIVE G

0003A COOLER 28220 MAIN CAMPUS 004 215 ACTIVE G

0004 GEOL RESEARCH 28220 MAIN CAMPUS 004 250 ACTIVE G

0002A ROCK CUTTING RM 28220 MAIN CAMPUS 004 250 ACTIVE G
0005 DATA RM 28220 MAIN CAMPUS 004 Yo4 ACTIVE G I |

0006 ELECTRICROOM 28220 MAIN CAMPUS 004 Yo4 ACTIVE G

0007 RECEIVING 28220 MAIN CAMPUS 004 X05 ACTIVE G

0007A CLOSET 28220 MAIN CAMPUS 004 575 ACTIVE G

VOL STORE RM MAIN CAMPUS
Page of Display: 25 50 100 Previous Records Found = 155

Figure 76
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10) This is the main Organizational Occupancy screen. Click Edit.

XLVl = Organizational Occupancy OSWALDGI About Help Logout

Sty 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status

Organizational Occupancy 6

Organization Description

SOCIOLOGY 28010 s 100.00% Jul 01, 2016 Oct 10, 2016

Record CRE of 320 7
Figure 77

N

Menu Bar — Provides options for Editing and Searching Properties.
Location Identification - The Location is uniquely identified by an Identifier.
Description Block - Identifies a summary of the Location. Typically the Location Official Name.

Status and Classification Block — The Status identifies the current state of the Location. The Location Type
and Primary Use further defines attributes of the Location.

Locality Block — Defines the Property Geographical Location by a defined Region, Facility and Property.
Organizational Occupancy Details — A List the Organizations within the Location.
7 Record Indicator — Indicates the current record number. Also indicates the number of records.

Record Navigation — Options allow the navigation between records; First (Navigates to the First
Page/Record), Previous (Navigates to the previous record), Next (Navigates to the next record), and Last
(Navigates to the last record).

&
=3
[
IS
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11) Once in “Edit Mode”, click the Add button to add an organizational occupancy.
Note: This is the same process for (1) adding an organizational occupancy to the location for the
first time and (2) adding an additional organizational occupancy to a location.

fE Organizational Occupancy % | == = e

( € ) @ aimtestsucfsuny.edu/fmax/screen/ORG_OCC_EDIT ¢ || Q Search & A =

B Most Visited SUNY-PROPERTY MG... @ ‘Web Slice Gallery | BIQueries @ OCF E AM @ Board @ Policies Cap Con @ Laws, Regulations, an... O State University Constr... @ SUNY Brand - SUNY

i'i! Organizational Occupancy FERRARDAON ~ About  Logout

0002A Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM Status ACTIVE

Inactive Organization Occupancy CUBICLE Location Type 570
Occupants ANIMAL FACILITIES
Primary Usage
Floor G
Region 28220
ONEONTA
Fadility MAIN CAMPUS

SUNY ONEONTA MAIN CAMPUS PROPERTY

Property 004

SCIENCEBLDG #1

Organizational Occupancy Add

Organization Description

Institution Department Percent Start Date End Date Edit Date

2601 BIOLOGY, GENERAL. 28220 2601 100.00% Sep 01,2015 Oct 11, 2016

Figure 78
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12) You are in “Edit Mode”. This screen shows the data fields related to an organizational occupancy.
Continue to the next step.

Note: All fields with a red/bold box are required in the system.
IE Organizational Occupancy x| =+ \i/@

(- (® | aimtestsucf suny.edu/fmax/screen/ORG_OCC_DETAIL_EDIT?regionCode=28220&bldg=004&facld=MAIN CAMPUS&Iocld=4&seq=2 c Q Search l ‘ﬁ' =

B Most Visited SUNY-PROPERTY MG... @ Web Slice Gallery ' BIQueries @ OCF E AM @ Board @ Palicies Cap Con @ Laws, Regulations, an... @ State University Constr... @ SUNY Brand - SUNY

FERRARDAON  About  Logout

AVl Organizational Occupancy

0002A Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM

Inactive Usage CUBICLE

Notes Log
User Defined Fields

Related Documents

Institution Q ] Square Footage :] Edit Date Dec02, 2016
Percentage Occupancy D
Department Q ]
[z iz Editor FERRARDAON
Org Q ]

Figure 79

AiM
ORGANIZATIONAL
HIERARCHY SUNY DEFINITION SUNY EXAMPLE
INSTITUTION INSTITUTION ALFRED CERAMICS (28510)

FINE AND STUDIO ARTS
DEPARTMENT DEPARTMENT (CIP 50.07)

ORGANIZATION SUB-DEPARTMENT CERAMICS (COA 420007)

Table 5
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13) Via the Institution Zoom & Icon, click on the appropriate Institution Identifier, followed
by the Department Identifier, and then click on the Organization Identifier (this may auto-
populate if there is only one choice).

Note: The Department is a 4-digit code that denotes the campus department(s) occupying the
space. These codes are in line with Classification of Instructional Programs (CIP) coding
standards.

Note: The Organization is the sub-department. This field may be populated by a campus chart of
account number, a 6-digit CIP code, or other coding structure as identified by the campus.

An online reference guide for CIP codes can be found here:
https://nces.ed.gov/ipeds/cipcode/browse.aspx?y=55

.Ul Organizational Occupancy BUCHALKESB About Logout

m Add Cancel

View 0107 Last Edited by AIM_IMPORT On 12/07/2016 03:51 PM

Inactive Usage MGRS. OFC
Motes Log
User Defined Fields

Related Documents

Institution :@ - Square Footage [ |  EditDate Dec 07, 2016

STONY BROOK
Percentage Occupancy E

COMPUTER SCIENCE From Date Editor BUCHALKESE

COMPUTER SCIENCE

Usage [ ]

Usage Description Square Footage Percent Start Date End Date

To Date ( B |

Figure 80
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14) Populate the Percent Occupancy for this Organization.
Note: The Square Footage field will auto-calculated based upon the Percent Occupancy.

J.XLVW Organizational Occupancy

OSWALDGI About Help
o T ——

Notes Log
User Defined Fields
Related Documents

S foooye ) | Oct 10,2016
Lea
Percentage Occupancy d I
Depatment (577 Y
Sry—
ToDate 5
50Ci0L0G

©2016 AssetWorks

Figure 81
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15) Add the From Date. Click the From Date Calendar ™ Icon. Select the appropriate date.
Note: To manually add date, enter date in year-day-month (YYYY-DD-MM) format.

J.XL'W Organizational Occupancy

OSWALDGI About Help Logout

View 0001A
Inactive Usage ADMIN
Notes Log
User Defined Fields
Related Documents
Instituti ion 28010 Q
ALBANY
e
SOCIOLOGY
Organization 4200880000 Q
SOCIOLOGY
Usage
Usage Description

Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM

0ct 10,2016

OSWALDG!

©2016 AssetWorks

Figure 82

16) If you need to add functional usage information to this organizational occupancy, proceed to Step
2 of the “"Add Usage” section (Page 62). Otherwise, click the Done button.

L'l Organizational Occupancy

Cancel

0107

MGRS. OFC.

Institution 28050 Q
STONY BROOK
Department

1107 Q

COMPUTER SCIENCE

510019 Q

COMPUTER SCIENCE

‘Organization

Usage

Usage Description

Figure 83

BUCHALKESB About Logout

Last Edited by AIM_IMPORT On 12/07/2016 03:51 PM

Square Footage (a0 | EditDae Dec 07, 2016
Percentage Occupancy
From Date Editor BUCHALKESE
To Date | = ‘
[ |
Square Footage Percent Start Date End Date
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17) Click the Save button. You have completed the process for adding an organizational occupancy.
Note: An error message will occur if any red/bold fields are left blank.
V.V" W Organizational Occupancy

BUCHALKESB About Logout

Last Edited by AIM_IMPORT On 12/07/2016 03:51 PM Status ACTIVE
Location Type 31050
OFFICE-ADMINISTRATIVE

0107

MGRS. OFC.

Primary Usage

Floor 0

Region 28050
STONY BROOK
Facility TECHPARK

OFFSITE HOSPITAL FACILITY

Property 0476

OB GYM BOHEMIA

Organizational Occupancy

Edit Date

Percent Start Date

‘Organization Description
361351 OBSTETRICS/GYNECOLOGY CLINIC 28050 9370 100.00% Sep 01, 2015 Dec 07, 2016
510019 COMPUTER SCIENCE 28050 1107 100.00% Dec 16, 2016 Dec 07, 2016

Figure 84
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Add Usage Information

This process will show the user how to add usage to a location.

1) To locate the location that you will add usage to, follow Steps 1-10 in the “Add Organizational
Occupancy” section. Once in the “Edit Mode” of the Organizational Occupancy screen, continue to

the next step.

2) In “Edit Mode” on the Organizational Occupancy screen, add usage by clicking the Add button.

OSWALDGI About Help Logout

J.XIV W Organizational Occupancy

©2016 AssetWorks

Figure 85
AIM
ORGANIZATIONAL

HIERARCHY SUNY DEFINITION SUNY EXAMPLE

INSTITUTION INSTITUTION ALFRED CERAMICS (28510)

DEPARTMENT DEPARTMENT FINE AND STUDIO ARTS

(CIP 50.08)

ORGANIZATION SUB-DEPARTMENT CERAMICS (COA 420007)

USAGE FUNCTIONAL CODE INSTRUCTION (NACUBO 00)
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3) Add Functional Usage by clicking the Usage Zoom © Icon. Follow the prompts and select the
appropriate usage code.
Note: These codes are in line with National Association of College and University Business Officers
(NACUBO) standards.
Note: Data fields with a red/bold box are required.

.1\ Organizational Occupancy Usage BUCHALKESB Abour Logout

m Add Cancel

Usage

D

Percent

Square Footage

I

Start Date

End Date | B

Figure 86

4) Add the usage Percent value.
Note: The square footage will auto-calculate based upon the percentage entered.

LYW Organizational Occupancy Usage BUCHALKESE About  Logout

m Add Cancel

Usage

Percent

<

I

Square Footage

Start Date

B

End Date

Figure 87

5) Add the start date. Click the Start Date ® Calendar Icon. Select the appropriate date.
Note: To manually add date, enter date in year-day-month (YYYY-DD-MM) format.

.11 Organizational Occupancy Usage BUCHALKESE About  Logout

m Add Cancel

Usage

D

Percent

I

Square Footage

Start Date

<=

End Date

Figure 88
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6) Click the Done button.
Note: An Organization may utilize a Location for more than one type of usage. Click the Add

button to add additional Usage Type codes. Please note, the total of all the Percent of Usage
amounts cannot add up to more than 100%.

BUCHALKESE About Logout

1 W Organizational Occupancy Usage

Cancel

Square Footage (

End Date | Bl

Figure 89
7) Click the Done button.

OSWALDGI About Help Logout

J.XIV W Organizational Occupancy

Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM

Institution preer o) Square Footage | EditDaee Oct 10,2016
ALBANY
Percentage Occupancy 0000
Deparrment (=17 x
S0CI0L0GY From Date i @ Edror OSWALDGI
Orgenization (4200880000 Q
To Date Cll

Square Footage Percent Start Date End Date

100.00% Jul 01, 2016

ADMINISTRATION 07 FACILITIES FOR CENTRAL EXECUTIVE-LEVEL MANAGEMENT AND LONG-RANGE PLANNING FOR THE ENTIRE INSTITUTION. THIS INCLUDES THE PRESIDENT, CHIEF ACADEMIC OFFICER, CHIEF BUSINESS OFFICER
AND CHIEF STUDENT AFFAIRS OFFICER AND CHIEF DEVELOPMENT OFFICER

©2016 AssetWorks

Figure 90
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8) Click the Save button. You have now successfully added a functional usage code to that
organizational occupancy.

LYl Organizational Occupancy BUCHALKESE About  Logout

ACTIVE

0002 Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM Status

ganization Occupancy STAFE OFC Location Type 31038
OFFICE-FACULTY TECHNICAN
Primary Usage
Floor 0
Region 28050
STONY BROOK
Facility WESTCAMPUS
WEST CAMPUS
Property 0006

PRITCHARD GYM

Organizational Occupancy

Edit Date

Percent Start Date

Organization Description

8425 INTRAMURAL ATHLETICS AND RECREATION 28050 84.25 100.00% Sep 01, 2015 Oct 11, 2016

Figure 91

9) To return to the Main Workdesk, click the AiM™ m Logo.

XLVl = Organizational Occupancy OSWALDGI About Help Logout

= B 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM Status ACTIVE
1 ADMIN Location Type 31050
Vi OFFICE-ADMINISTRATIVE
iew
Primary Usage
nactive Organization Occupancy
Oceupants Floor B
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Organizational Occupancy
Organization Description Instution Department Percent Start Date End Date. Edit Dote.
4200880000 SOCOLOGY 28010 s 10000% Jul01, 2016 0ct 10,2016
Recors ERD of 20 e Nex Lo — Q

Figure 92
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Expire Organizational Occupancy

This process will show the user how to expire an existing organization
occupancy from a location.

1) Login to AIM™ and click the Space Management link from the menu channel of the Main
WorkDesk.

L.V W WorkDesk BUCHALKESB About Logout

Administrator Messages a [ © [ SUNYConstructionFund o @ ©

Quick Search

Add Restore

Asset Management

Human Resources

Planning and Needs Analysis
My Work Flow

Property
Space Management _

System Administration

Personal Query Listing a0
Report Listing - O

KBH Testing

1009 - Stacy Test

400-PAST DUE WORK ORDER
401-PAST DUE PHASE
402-PAST DUE PROJECTS
403-PAST DUE PURCH ORDER
404-PAST DUE SERV CON INV

Figure 93

2) Click on the Organizational Occupancy link from the menu channel.

BUCHALKESB About Logout

LL.YL" I Space Management

Add Restore

Q Organizational Occupancy | -

Q Program Location

[=} Grant Location

Q Program
[=} Grant
Q Principal Investigator

Report Listing - = O

511-0CCUPANCY VS VACANCY
513-0ORG OCCUPANCY STACK

Figure 94
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3) From the menu bar, click the Search button.

= Organizational Occupancy OSWALDGI About Help Logout

LostEdtedby On  Status

Location Type
Primary Usage
Floor
Regior
Facility
Property

Organizational Occupancy

Organization Description

Figure 95

4) Enter search parameters. To find Locations within a Property, add a Property value on the Search
screen as indicated below.

XLVl = Organizational Occupancy OSWALDGI About Help Logout
Execute Basic Search
s
New Query Sy - v} [= v || (2800 Q
] Fach = . (GPTOWN  Q
— . T Y| —
Property - v [= v 1| [oom a
)CCUPANCY Location - v = v ( Q ‘
OCCUPANCY-CE-COMPUTER Dexcription = v [comains ¥
ENGINEERING
OCCUPANCY-COMPUTER ) Staws -~ = 20 Y
Location Type - vl v] | al
Floor -
Editor o5 Q|
Edit Date = = )
Notes Log [ETIEA
Operator
Sequence 3 ( )
Note Type (
Notes contains ¥ [ J
£dit Date ( Il
Editor = v ]
Date Creatad ( Gl
Created 8y = vl ]
Srane sty
Operator
Status Date & YT m
Editor & vl 1
O O

©2016 AssetWorks

Figure 96
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5) Click the Execute button.

J.XIVW = Organizational Occupancy OSWALDGI About Help Logout

Execute Basic Search

Display Order =
] Regen 28010 Q
) Factiy - ] [= | [wprown Q]
— | Propeny - v [= I fon a)
| Location -] [= v Q)
—)  Description - v | [conains ¥
JPANCY: ITE T ] Seams - v [= Y| [ a)

EERING | Location Type B2 B v ‘7Q\7
SN Floor = - v
) Eedior - v [= - Q)

Edit Date - v M= v - )

Notes Log

Operator
Sequence = v ( )
Note Type = v (

Notes contains ¥

Edit Date - v '
Editor = v B
Date Created - v
Created By - v (

Status History

Operator

Status Date - ] =l
Editor - v

Organizational Occupanc

Select

©2016 AsserWorks

Figure 97

6) On the results screen, click on the Location Identifier that needs to be updated. Then continue
to the next step.

JXI'B = Organizational Occupancy OSWALDGI About Help Logout

Location & Description Regicn Eagility Propeny Location Type Status

Export 0001 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8
View [ m ADMIN I 28010 UPTOWN 0031 31050 ACTIVE 8
'BUFFALO-NORTH CAMPUS- 00018 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8
w 0001C ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8
e f 00010 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8
EKS‘L’AQNQMME 0001E ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE H
0001F ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8

00020 ADMIN OFC 26010 UPTOWN 0031 31050 ACTIVE 8

0003 JANITORS CLOSET 28010 UPTOWN 0031 X05 ACTIVE 8

0007 VESTIBULE 28010 UPTOWN 0031 wos ACTIVE 8

0008 KEY SHOP STORAGE 28010 UPTOWN 0031 725 ACTIVE 8

0009 STORAGE 28010 UPTOWN 0031 575 ACTIVE 8

0010 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8

00104 MECHANICALRM 28010 UPTOWN 0031 Y04 ACTIVE e

00108 STORAGE 28010 UPTOWN 0031 255 ACTIVE 8

0010C PREPRM 28010 UPTOWN 0031 255 ACTIVE 8

00100 ELECTRON MIC 28010 UPTOWN 0031 255 ACTIVE 8

0010 RESEARCH LAB 28010 UPTOWN 0031 20 ACTIVE 8

00105 CIRCULATION AREA 28010 UPTOWN 0031 255 ACTIVE 8

0011 RESEARCH LAB 28010 UPTOWN 0031 210 ACTIVE 8

00114 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8

00118 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8

0011C DARK RM 28010 UPTOWN 0031 255 ACTIVE 8

001D RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8

0UE CONFOCAL MICROSCO 28010 UPTOWN 0031 255 ACTIVE 8

Page (NN of 13 Display: 25 50 100 First Previous Next Last

Figure 98
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7) This is the main Organizational Occupancy screen. Continue to next step.

OSWALDGI  About el

JXIYW = Organizational Occupancy

uuuuu

Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status

Location Type

c
e Primary Usage

Floor B

Organizational Occupancy 6

Organization Description

200880000 SOCIOLOGY 28010 s 100.00% Jul 01, 2016 0ct 10, 2016

Record CRD of 320 7
Figure 99

N

Menu Bar — Provides options for Editing and Searching Properties.
Location Identification - The Location is uniquely identified by an Identifier.
Description Block - Identifies a summary of the Location. Typically the Location Official Name.

Status and Classification Block — The Status identifies the current state of the Location. The Location Type
and Primary Use further defines attributes of the Location.

Locality Block — Defines the Property Geographical Location by a Defined Region, Facility and Property.
Organizational Occupancy Details — A List the Organizations within the Location.
Record Indicator — Indicates the current record number. Also indicates the number of records.

Record Navigation — Options allow the navigation between records; First (Navigates to the First
Page/Record), Previous (Navigates to the previous record), Next (Navigates to the next record), and Last
(Navigates to the last record).

g
g
)
()
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8) Click Edit button.

XVl = Organizational Occupancy OSWALDGI About  Help

Logout
Browse
0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
Emal ADMIN Location Type 31050
OFFICE-ADMINISTRATIVE
Primary Usage
Inactive Organization Occupancy
Occupants oot B
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Organizational Occupancy
Organization Description Institution Department Percent Start Date End Date Edit Dote.
9003010000 ‘GENERAL ADMINISTRATION AND LOGISTICAL SERVICES 23010 8530 100.00% Sep 01, 2015 Oct 06, 2016
Record First Previous Next Last

Figure 100

9) Select the appropriate Organization Identifier. There could be more than one to choose from.

J.XIV W Organizational Occupancy OSWALDGI About Help Logout
Cancel
b 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
Inactive Organaation Occupancy ADMIN LocationType 31050
Occupants OFFICE-ADMINISTRATIVE
Primary Usage
Floor B
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY

Organizational Occupancy

Organization Description

Institution Depantment Percent Start Date End Date. Edit Date

GENERAL ADMINISTRATION AND LOGISTICAL SERVICES 28010 8530 100.00% Sep 01, 2015 Oct 06, 2016

©2016 AssetWorks

Figure 101
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10) To expire an Organization from the Location, select the To Date Calendar ® Icon. Enter the
appropriate expiration date.
Note: To manually add date, it must be entered in year-day-month (YYYY-DD-MM) format.
Note: Data fields with a red/bold box are required.

F.XIV W Organizational Occupancy OSWALDGI About Help Logout

b 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM
Inactive Usage ADMIN
Notes Log
User Defined Fields.
Related Documents
stumon 28010 Square Footage (8 | EditDate Oct 06, 2016
ALBANY

Percentage Occupancy

Department 8530

GENERAL ADMINISTRATION AND LOGISTICAL SERVICES From Date Sep01.2015 M Editor AIM_IMPORT

Organization 9003010000

To Date

GENERAL ADMINIS

N AND LOGISTICAL SERVICES Jua2016
<« Today > >
Su Mo Tu We Th Fr_ Sa
0 n1 2 38
7.8 9 1 il =

1w 15 16 17 48 ST foas
ADMINISTRATION 07 FACILITIES FOR CENTRAL EXECUTIVE-LEVEL MANAGEMENT AND LONG-RANGE PLANNING FOR THE ENJIR 21 2 23 1 i EF ACADEMIC OFFICER, CHIEF BUSINESS OFFICER 10000% Jul 01, 2014
AND CHIEF STUDENT AFFAIRS OFFICER AND CHIEF DEVELOPMENT OFFICER % 2 Bl 1 B

Percent Start Date End Date

©2016 AsserWorks

Figure 102

11) Click the Done button.

V.YL"l Organizational Occupancy OSWALDGI About Help Logout
Cancel

View 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM

inactve flage TR

Notes L

Related Documents

Institution 28010 Square Footage (38 | EditDate 0ct 06,2016

Pusastage Oty

Department 8530

GENERAL ADMINISTRATION AND LOGISTICAL SERVICES From Date Sep01.2015 M Editor AIM_IMPORT
Organization 9003010000

To Date Jun30,201¢ H)
GENERAL ADMINISTRATION AND LOGISTICAL SERVICES e

Usage Description . — Percent Start Date End Date
ADMINISTRATION 07 FACILITIES FOR CENTRAL EXECUTIVE-LEVEL MANAGEMENT AND LONG-RANGE PLANNING FOR THE ENTIRE INSTITUTION. THIS INCLUDES THE PRESIDENT, CHIEF ACADEMIC OFFICER, CHIEF BUSINESS OFFICER 100.00% Jul 01, 2014

AND CHIEF STUDENT AFFAIRS OFFICER AND CHIEF DEVELOPMENT OFFICER

Figure 103
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12) Click the Save button. You have now successfully expired an organizational occupancy.
Note: An error message will occur if any data fields with a red/bold box are left blank.

.U W Organizational Occupancy BUCHALKESE About  Logout

Save Cancel
0001 Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM Status ACTIVE
i Laocation Ty Woe
Ina janization Occupancy Logey ype
Occ PUBLIC CORRIDOR
Primary Usage
Floor 00
Region 28050
STONY BROOK
Facility WESTCAMPUS
WEST CAMPUS
Property 0081

DEWEY COLLEGE

Organizational Occupancy

Percent Start Date Edit Date

Organization Description

89.13 100.00% Sep 01, 2015 Dec 13, 2016 Oct 11, 2016

89.13 RESIDENCE HALLS CUSTODIAL SERVICES 28050

Figure 104
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Expire Usage

This process will show the user how to expire an existing usage from an
organization within a location.

1) To locate the organization in the system that needs edits, follow Steps 1-9 in the “Expire
Organizational Occupancy” section. Once in the “Edit Mode” of the Organizational Occupancy
screen, continue to the next step.

2) Click the Usage Identifier that needs to be expired.

LUl Organizational Occupancy BUCHALKESB About  Logout

m Add Cancel

Mew 0101A Last Edited by AIM_IMPORT On 12/07/2016 03:51 PM
Inactive Usage T CLasET
Motes Log

User Defined Fields

Related Documents

Institution 28050 Square Footage 50 | EditDate Dec 07, 2016

STONY BROOK

Percentage Occupancy 100.00%|

Department 93.70

HOSPITAL DIRECT PATIENT CARE From Date Sep 01,2015 Editor AIM_IMPORT

Organization 361331

To Date | B |

OBSTETRICS/GYNECOLOGY CLIMIC

Usage (=

Usage Description Square Footage Percent Start Date End Date
‘ M, MCE | 06 FACILITIES FOR THE ADMINISTRATION, SUPERVISION, OPERATION, MAINTENANCE, PRESERVATION, AND PROTECTION OF THE 50 100.00% Sep 01, 2015
INSTITUTION'S PHYSICAL PLANT. INCLUDES COMMON SPACE SUCH AS COORIDORS AND RESTROOMS.

Figure 105
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3) Add the end date. Click the End Date Calendar ™ Icon. Select the appropriate date.
Note: To manually add date, enter it in Year-Day-Month (YYYY-DD-MM) format.

.Yl Organizational Occupancy Usage BUCHALKESB About  Logout

Cancel

Usage MAINTENANCE

06 FACILITIES FOR THE ADMINISTRATION, SUPERVISION, OPERATION, MAINTENANCE,

Percent 100
Sguare Footage 507'
Start Date 5ep 01,2015 BB
ene{Date Dec23, 2016 PR |
December 2016
Today R

27 28 29 30 1 2 3
4 5 6 7 8 9 10
n 12 13 14 15 16 17

1|8 19 2 2 2 213 24
35 2% 27 28 2 30 3

Figure 106

4) Click the Done button. Continue to the next step.

J.U" W Organizational Occupancy Usage BUCHALKESB About  Logout

Us; MAINTENANCE

06 FACILITIES FOR THE ADMINISTRATION, SUPERVISION, OPERATION, MAINTEMAMCE,

pere 100.00
Square rootage \507‘
Start Date
End Date [Dec 23, 2016 B

Figure 107

5) Click the Done button.

LYW Organizational Occupancy Usage BUCHALKESB About Logout

Cancel

Usag MAINTENANCE

06 FACILITIES FOR THE ADMINISTRATION, SUPERVISION, OPERATION, MAINTEMANCE,

Perce 10000
SquareTOBtage EX
Start Date
End Date |@|

Figure 108
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6) Click the Save button. The process is now complete.

l.V1Y W Organizational Occupancy BUCHALKESE About Logout

Cancel

0101A Last Edited by AIM_IMPORT On 12/07/2016 03:51 PM Status ACTIVE
Location Type Vo4

IT CLOSET
UTILITY-MECHANICAL SPACE
Primary Usage
Floor 01
Region 28050
STONY BROOK
Faility TECHPARK
OFFSITE HOSPITAL FACILITY
Property 0476

OB GYM BOHEMIA

Organizational Occupancy

Percent Start Date Edit Date

Description

Organization

361351 OBSTETRICS/GYNECOLOGY CLINIC 28050 9370 100.00% Sep 01, 2015 Dec 23, 2016 Dec 07, 2016

Figure 109
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Add Occupant

This process will show the user how to add an occupant to a location.

1) Login to AiM™, and click on the Space Management link from the menu channel on the Main
WorkDesk.

L.V W WorkDesk BUCHALKESB About Logout

Add Restore [e]

_ Administrator Messages a [ © [ SUNYConstructionFund o @ ©

Asset Management

Human Resources Dl Zamigh
Planning and Needs Analysis _"
Property My Work Flow of New York

Space Management -

System Administration

Personal Query Listing A O

Report Listing - & O

KBH Testing

1009 - Stacy Test

400-PAST DUE WORK ORDER
401-PAST DUE PHASE
402-PAST DUE PROJECTS
403-PAST DUE PURCH ORDER
404-PAST DUE SERV CON INV

Figure 110

2) Click the Organizational Occupancy link.

LL.YL" I Space Management BUCHALKESB About  Logout

Add Restore 1Q

|Q Organizational Occupancy | -
Q Program Location
Q Grant Location

Q Program
Q Grant
Q Principal Investigator

Report Listing a O

511-0CCUPANCY WS VACANCY
513-0ORG OCCUPANCY STACK

Figure 111
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3) Click the Search icon.

= Organizational Occupancy OSWALDGI About Help Logout

LastEditedby O Starus

Location Type
Primary Usage
Floor

Region

Facility

Property

Organizational Occupancy

Organization Description Instiution Percent Start Date End Date Edit Date

Figure 112

4) To find Locations within a Property, add a Property value on the search screen as indicated below.

= Organizational Occupancy OSWALDGI About Help Logout

Execute Basic Search

Operator

Region

New Query ()
Facili - W - v
View Lol Y,
Property - v [= v
BUFFALO-NORTH CAMPUS- ——
OCCUPANCY Location - v = 2
OCCUPANCY-CE-COMPUTER Description ~ v [comans v
ENGINEERING == )
P = [TE] Status - v - v i Q ‘
INEERING .  ——
ENGINEERING Location Type - ville v Q
Fioor z - 7 SR
Edior S will= v al
Edit Date > v l= v =
Notes Log [ETSHIRA
Operator
Sequence = v ( )
Note Type s ]
Notes contains ¥ J
Edi Date ‘. V] =
Editor 5 o
Date Created 5 ] y
Crested By = . ]
Stas History
[ri—
Staws Date z L m
Editor & v] | ]

Organtzational Occupancy |l

©2016 AssetWorks

Figure 113
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5) Click the Execute button.

Organizational Occupancy OSWALDGI About Help Logout
Execute Basic Search

Display Order

Region 5 (28010

Facllity  ville v |upTOWN
Propery - v [= v
"] Location - v] [= v
3 Description - v | [contains ¥
OCCUPANCY-COMPUTER Status - v [= Y [ aq
Location Type - ville v ( Q)
= Floor > v jills v
Editor S villls . al
Edit Date - v] [= B =
Notes Log 2SN
Sequence = v ' ]
Note Type = v
Notes contains ¥ l
Edic Date = v =)
Editor = v
Date Created - v] | [}
Created 8y = v
Status History
Operator
Status Date - ] "
Edor = v i

Organizational Occupancy

©2016 AsserWorks

Figure 114

6) On the results screen, click the appropriate Location Identifier to update.

JXIVW = Organizational Occupancy OSWALDGI About Help Logout
Search
Location & Description Region Eacility Propeny Location Type Status Eloor
Export 0001 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE B
View 28010 UPTOWN 0031 31050 ACTIVE 8
BUFFALO-NORTH CAMPUS- 00018 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE B
OCCUPANCY
0001C ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE B
A 0001D ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8
0001E ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE L]
0001F ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE B
20020 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 5
0003 JANITORS CLOSET 28010 UPTOWN 0031 X05 ACTIVE 8
0007 VESTIBULE 28010 UPTOWN 0031 wos ACTIVE (]
0008 KEY SHOP STORAGE 28010 UPTOWN 0031 725 ACTIVE B
0009 STORAGE 28010 UPTOWN 0031 575 ACTIVE B
0010 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8
00104 MECHANICAL RM 28010 UPTOWN 0031 Y04 ACTIVE 8
00108 STORAGE 28010 UPTOWN 0031 255 ACTIVE B
010 PREPRM 26010 UPTOWN 0031 255 ACTIVE 8
00100 ELECTRON MIC 28010 UPTOWN 0031 255 ACTIVE B
00108 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE s
0010F CIRCULATION AREA 28010 UPTOWN 0031 25 ACTIVE 8
01 RESEARCH LAB 28010 UPTOWN 0031 210 ACTIVE B
00114 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8
00118 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8
0011C DARK RM 28010 UPTOWN 0031 255 ACTIVE B
00110 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8
0011E CONFOCAL MICROSCO 28010 UPTOWN 0031 255 ACTIVE B

Page NN of 13
Figure 115

Display: 25 50 100 Previous Next Records Found
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7) To add an Occupant(s), click the Edit button on the Organizational Occupancy screen.
Note: This is optional, except for Principle Investigators on Research Foundation Grants.

Organizational Occupancy OSWALDGI About Help Logout

Browse

Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Starus ACTVE
LocationType 31050
OFFICE-ADMINISTRATIVE
Primary Usage
Floor B
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Organizational Occupancy
Organization Description Institution Department Percent. Start Date End Date Edit Dote
2200880000 SOCIOLOGY 28010 s 10000% Jul01, 2016 0ct 10,2016
Record CH of 320 First Previous Next Last S
8) Click the Occupants link on the View menu.
J.XL'W Organizational Occupancy OSWALDGI About Help Logout
Save Cancel
bt 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
Inactive Organgation Occupanc KR LocationType 31050
[ | < f— OFFICE-ADMINISTRATIVE
Primary Usage
Floor 3
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Organizational Occupancy Add
Organization Description Insttution Department Percent Start Date End Date Edit Date
4200880000 SOCIOLOGY 28010 sn 10000% Jul01, 2016 0Oct 10,206

©2016 AssetWorks

Figure 117
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9) To add an Occupant(s), click the Add button.

JXLV B Occupants

OSWALDGI About Help Logout

0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
ADMIN Location Type 31050
OFFICE-ADMINISTRATIVE
Floor 8
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY

ﬁ Add

Payroll Status
000115 CRAIG LITTLE STAFF ACTIVE Jul 01, 2015 Jun 30, 2016 No
000146 MARY GALLANT FACULTY ACTIVE Jul 01, 2016 Jul31, 2016 No

©2016 AsserWorks

Figure 118

10) Click the Occupant Zoom < Icon to add an occupant.
Note: Data fields with a red/bold box are required.

JYI'W = Occupant

OSWALDGI About Help Logout

0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM Region 28010
ALBANY
ADMIN L
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Occupancy
Occupant Type | Q
End Date m Square Footage =
Primary No ¥

Figure 119
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11) Locate the appropriate employee. Click on the Employee Identifier.

Note: Employee may not be on first page. Use the navigational links to navigate between pages.
You can also search by name by clicking the search button on the menu bar.

Employee
Search Cancel

First Name

DOMNMA BUEHLER Employee
006265 DANIEL SLONIEWSKY Employes
006384 HERMAMN LEBOVICS Employes
006619 SANGITA BISWAS Employes
006620 MRINAL DAS Employes
007208 AMDREW LANE Employee
007210 ALLISON COPENHAVER Employee
007211 CATHLEEN ROWLEY Employes
007245 LISA GUZZARDI Employes
007332 EDUARDO LEANDRO Employes
007436 RICHARD [} Employes
007426 EUGENIE A'HEARM Employes
007507 MARGARET DOSKOTZ Employee
007581 MARK LINDSAY Employee L| tN Vi ti n
007656 SUSAN LANE Employee s a qa o
007672 SUSAN MCGRATH Employes
007686 DOMNMA HILDEMEBRAND Employes

Previous Records Found = 17788

Figure 120

12) Click the Occupant Type Zoom= Icon to add the Occupant Type.

JYIVE = Occupant OSWALDGI About Help Logout
Cancel
0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM Region 28010
ADMIN ALBANY
Facility UPTOWN
uPTOW
Property 0031
I0LOGY
Occupant T a sonowe (@) e

DOUGLAS BALDWIN

OccupantType [
‘¢ End Dase 8 Square Footage —

©2016 AssetWorks

Figure 121
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13) Click on the appropriate Occupant Type Identifier.

JXIVl = Occupant Type

Bl - o

Occupant Type Descripsion
EACULTY GENERAL FACULTY
OTHER NON SUNY ENTITY NON-STARTUP

PRINCIPAL INVESTIGATOR

RESEARCH FOUNDATION STAFF
RE-STUDENT RESEARCH FOUNDATION STUDENT
STARTUP NON-SUNY ENTITY STARTUP
STUDENT GENERAL STUDENT

Page (I o1 {2 Display: 25

Records Found = 8

Figure 122

14) Add the start date. Click the Start Date Calendar ® Icon. Select the appropriate Start Date.
Note: To manually add the date, enter it in Year-Day-Month (YYYY-DD-MM) format.

JXI'E = Occupant

OSWALDGI About Help Logout

0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM Region 28010
ALBANY
ADMIN LI
Facilty UPTOWN
UPTOWN
Property 0031
BIOLOGY

End Date = Square Footage
GENERAL STAFF .

Figure 123
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15) Click the Done button. Then continue to the next step.

OSWALDGI About Help Logout

Last Edited by AM_IMPORT On 10/06/201604:43PM  Region 28010
ADMI ALBANY
Facilty UPTOWN
UPTOWN
Property 0031
BIOLOGY

Occupant Start Date o201 @ Percentage

Occupancy
DOUGLAS BALDWIN
OccupantType  [srase Q
End Date Ell Square Footage —
GENERAL STAFF
Primary No v

Figure 124

16) Click the Done button, or follow same steps to add another occupant. Then continue to the next
step.

J-XIV W Occupants OSWALDGI About Help Logout

Cancel

000 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
Location Type 31050

OFFICE-ADMINISTRATIVE

Floor [
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Occupant Name Oceupant Type Payroll Status Start Date End Date Primary
000115 CRAIGLITTLE STAFF ACTIVE Julo1, 2015 Jn30,2016  No
000146 MARY GALLANT FACULTY ACTIVE Jul 01, 2016 J31,20%6  No
000167 DOUGLAS BALDWIN STAFF ACTIVE Jul01, 2016 No

Figure 125
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17) Click the Save button. You have now successfully added an Occupant to a Location.
Note: A system error message will occur if any of the red required data fields are blank.

J.XIV W Organizational Occupancy

OSWALDGI About Help Logout

0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
ADMIN Location Type 31050
OFFICE-ADMINISTRATIVE
Primary Usage
Floor 3
Region 2010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY

Organizational Occupancy

Organization Description

Percent Start Date End Date.

4200880000 SOCIOLOGY 28010 s 100.00% Jul 01, 2016 Oct 10,2016

Figure 126
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Expire Occupant

This process will show the user how to expire an existing occupant from a
location.

1) To locate the location that you will expire an occupant from, follow Steps 1-6 in the “Add
Occupant” section.

2) Click the Edit button on the Organizational Occupancy screen.

OSWALDGI About Help Logout

0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status
s ADMIN Location Type
RATIVE
Primary Usage
Oocipat Floor B
Region 010
Facility PTOWN
TOWN
Property 0031

4200880000 SOCIOLOGY 28010 s 100.00% Jul 01, 2016 0ct 10, 2016

Record ERIN of 320
Figure 127
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3) Click the Occupants link on the view menu.

J.XIV W Organizational Occupancy OSWALDGI About Help Logout

Cancel

b 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
Inactive Organgation Ocoupancy ADMIN Location Type 31050
R OFFICE-ADMINSTRATIVE
Primary Usage
Floor 3
Region 2010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY

Organizational Occupancy

Organization Description

Institution Percent Start Date End Date. Edit Date

4200880000 SOCIOLOGY 28010 s 100.00% Jul 01, 2016 Oct 10,2016

Figure 128

4) To expire an Occupant from the Location, select the appropriate Occupant Identifier.

XLVl Occupants OSWALDGI About Help Logout

Cancel

0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
LocationType 31050

OFFICE-ADMINISTRATIVE

Floor B
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Occupants Add

Occupant Type (- Start Date Primary
| ooouis | CRAIGLITTLE STAFF ACTIVE Jul01, 2015

Figure 129
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5) Add the end date. Click the End Date Calendar ® Icon. Select the appropriate date.
Note: To manually add date, enter it in Year-Day-Month (YYYY-DD-MM) format.

OSWALDGI About Help Logout

Occupant 000115

CRAIG LITTLE

GENERAL STAFF

Start Date

Jul01,2015

Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM

Jun30.201d fH|

June 2016

2] 13 1w s 6 7 8
il 2 2 2 23 u =
%] 7 23 » &l '+ B2

Square Footage

28010
ALBANY
UPTOWN
UPTOWN
0031

©2016 AsserWorks

Figure 130

6) Click the Done button. Continue to the next step.

OSWALDGI About Help Logout

ADM|

Oceupant 000115
CRAIG LITTLE

Occupant Type [ g7a¢ Q
GENERAL

Primary No ¥

Start Date

End Date

Jul 01,2015

(n30.200d 8]

Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM

o
£8
38

Square Footage

28010
ALBANY
UPTOWN
UPTOWN
0031
BIOLOGY

©2016 AssetWorks

Figure 131
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7) Click the Done button.

J.XL'W Occupants OSWALDGI About Help Logout

Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTVE
ADMII Location Type 31050
OFFICE-ADMINISTRATIVE
Floor 8
Region 28010
ALBANY
Facility UPTOWN
upTOWN
Property 0031
BIOLOGY
Occupants Add

Occupant Oceupant Type Payroll Status Start Date Primary

000115 CRAIG LITTLE STAFF ACTIVE Jul01, 2015 Jun 30,2016 No

©2016 AsserWorks

Figure 132

8) Click the Save button. The process is complete.

J.XL'W Organizational Occupancy OSWALDGI About Help Logout
Cancel

b 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE

[ T— o ROR LocationType 31050

OFFICE-ADMINISTRATIVE

Primary Usage
Floor B

Region 2010

ALBANY
Facility UPTOWN

UPTOWN
Property 0031

BIOLOGY

Organizational Occupancy

Organization Description Instiution Depantment Pescent Start Date End Date Edit Date

4200880000 SOCIOLOGY 28010 s 100.00% Jul 01, 2016 Oct 10,2016

©2016 AssetWorks

Figure 133
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9) Click the AiM™ m Logo to return to the Main WorkDesk.

XLVl = Organizational Occupancy OSWALDGI About Help Logout
Browse
E B 0001A Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
E N Kokt LocationType 31050
OFFICE-ADMINISTRATIVE
View
Primary Usage
inactive Organgation Occupancy
Occupants Floor B
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Organization Description Insttution Department Percent S End Date Edit
4200880000 SOCIOLOGY 28010 sn 10000% Jul 01, 2016 0ct10, 2016

First Previous Next Last

Record CHN of 320
Figure 134
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Add Grant

This process will show the user how to add a grant to a location.

Please note. Grants are bulk loaded through an electronic interface. Creating and updating grants
will not be done manually.

1) Login to AiM™, and click on the Space Management link from the menu channel on the Main
WorkDesk.

L.V W WorkDesk BUCHALKESB About Logout

Add Restore [e]

_ Administrator Messages a [ © [ SUNY Construction Fund

Asset Management
uick Search
Human Resources Q

Planning and Needs Analysis

Property My Work Flow

Space Management -

System Administration

Personal Query Listing a O

Report Listing - & O

KBH Testing

1009 - Stacy Test

400-PAST DUE WORK ORDER
401-PAST DUE PHASE
402-PAST DUE PROJECTS
403-PAST DUE PURCH ORDER
404-PAST DUE SERV CON INV

Figure 135

2) Click on the Grant Location link.

.V Space Management BUCHALKESB About Logout

Add Restore

Q Organizational Occupancy
[=} Program Location

Q Grant Location

'I

Q Program

Q Grant

Q Principal Investigator

Report Listing - G 0

511-OCCUPANCY VS VACANCY
513-0RG OCCUPANCY STACK

Figure 136
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3) Click the Search button. Then continue to the next step.

OSWALDGI About Help Logout

= Grant Location

LastEditedby O Starus
Location Type
.

Facility

Grants

Grant

Figure 137

4) To find locations within a Property, add a Property value on the search screen as indicated below.

OSWALDGI About Help Logout

Execute Basic Search

= ] Region - v) [= v | | (28010 Ql

Facili - W - v i
- o3|
Property - v Hl- v || [oo: Q|
| Location Q

e = &= | ]
Statu [ Q)
Location Type Q|
Floor

Sequence

Note Type

Notes

Edit Date

(

edor 5 v )
Date Created (
(

Created 8y

Status History

Status Date = v =
Editor - v |

Granes

Grant

= v
©2016 AssetWorks

Figure 138
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5) Click the Execute button. Then continue to the next step.

Grant Location OSWALDGI About Help Logout

Execute Basic Search

Display Order

Region 5 (28010

Facllity  ville v |upTOWN
Propery = vl v
"] Location - v] [= v
Description - v | [contains v
0 Status - v [= v Q)
"] Lecation Type - v] [« v | al
Floor > v ]ll= v
Notes Log ETIEA
Operator
Sequence - v [
Note Type - v
Notes contains v | [
Edit Date = v |5 []]
Editor - v |
Date Created = v [
Created 8y = v ]

Status History

Operator

Status Date 5 | =

Editor - v (

Granes

Operator

©2016 AsserWorks

Figure 139

6) On the results screen, select the appropriate Location Identifier to update.

= Grant Location ' OSWALDGI About Help Logout

Logation 8 Description Region Eagllity Propeny Location Type Status Eloor

Export 0001 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8
View 0001A ADMIN 28010 UPTOWN 0031 31050 ACTIVE B
00018 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8

0001C ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8

00010 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8

0001E ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8

0001F ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE 8

00020 ADMIN OFC 28010 UPTOWN 0031 31050 ACTIVE B

0003 JANITORS CLOSET 28010 UPTOWN 0031 X058 ACTIVE 8

0007 VESTIBULE 28010 UPTOWN 0031 Woé ACTIVE B

0008 KEY SHOP STORAGE 28010 UPTOWN 0031 725 ACTIVE 8

0009 STORAGE 28010 UPTOWN 0031 575 ACTIVE B

I 0010 h RESEARCH LAB I 28010 UPTOWN 0031 250 ACTIVE 8

00104 MECHANICALRM 28010 UPTOWN 0031 Y04 ACTIVE 8

00108 STORAGE 28010 UPTOWN 0031 255 ACTIVE e

0010C PREP RM 28010 UPTOWN 0031 255 ACTIVE B

90100 ELECTRON MIC 28010 UPTOWN 0031 255 ACTIVE 8

00108 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8

00108 CIRCULATION AREA 28010 UPTOWN 0031 25 ACTIVE 8

0011 RESEARCH LAB 28010 UPTOWN 0031 210 ACTIVE B

00114 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8

00118 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE 8

0011C DARK RM 28010 UPTOWN 0021 255 ACTIVE e

00110 RESEARCH LAB 28010 UPTOWN 0031 250 ACTIVE B

901E CONFOCAL MICROSCO 28010 UPTOWN 0031 255 ACTIVE ]

Records Found

Page NN of 13
Figure 140

Display: 25 50 100 Previous Next
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7) To add a Grant(s), click the Edit button from the Grant Location screen. Then continue to the

next step.

il — ant Location out Help Logout
AiM Grant Locatiol OSWALDGI  Ab: Hel g
Browse
i o010 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
= RESEARCH LAB
Location Type 250
View
o Floor 3
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property on
BIOLOGY
Grants
Grant Description Sqft  Percent Start Date End Date
Record CENIE of 320 First Previous Next Last S
8) Click the Add button on the Grant detail line.
Y.LVl Grant Location OSWALDGI About Help Logout
Save Cancel
o010 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
RESEARCH LAB
Location Type 250
Floor [
Regior 2010
ALBAN
Facility UPTOWN
UPTOWN
Property 0031
OLOGY

Sqft

Percent Start Date

©2016 AssetWorks

Figure 142
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9) Click the Grant Zoom © Icon.
Note: Fields with a red/bold box are required to be populated.

V.Yl Grants OSWALDGI About Help Logout
View 0010 Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM

User Defined Fields RESEARCH LAB

Grant ( 3 I ‘
Saft

Percent G

£nd Date Cl
Occupants
B Employee D Name Occupant Type Start Date End Date

©2016 AssetWorks

Figure 143
10) Locate the appropriate Grant. Click on the Grant Identifier. Then continue to the next step.

Note: The required Grant may not be on the first page. Use the Page Navigation links to navigate
between pages. Click the search button to find a specific grant by its identifier or description.

Search Cancel
Description
0070810134521 SERVICE AND FACILITY
01142810131241 SERVICE AND FACILITY
01122810134401 SERVICE AND FACILITY
0175610131591 HOWARD HUGHES MEDICAL INSTITUTE GCCUPANCY FEES
01175610656011 HOWARD HUGHES MEDICAL INSTITUTE GCCUPANCY FEES
01201510131271 SERVICE AND FACILITY ADVANCED POLYMERS BEAMLINE
01201510134431 SERVICE AND FACILITY ADVANCED POLYMERS BEAMLINE
- NEW YORK STATE SMALL BUSINESS DVELOPMENT CENTER
1660210073202 SUPPLEMENTAL FUNDING REQUEST FOR DEFENSE ECONOMIC TRANSITION GRANT
1660610073232 SELF EMPLOYMENT ASSISTANCE PROGRAM (SEAP)
1661110073272 NYS FRAUD, WASTE AND ABUSE PREVENTION PARTNERSHIP
1662210073212 DEFENSE ECONOMIC TRANSITION ASSISTANCE
1665610073242 COUNSELING AND INSTRUCTION SERVICES FOR ENROLLEES OF THE SELF EMPLOYMENT PROGRAM
1665710073222 DEFENSE ECONOMIC TRANSITION ASSISTANCE FY 2000-2001 List Navigation
1666110073262 THE CONTINUATION OF THE NEW YORK STATE SMALL BUSINESS DEVELOPMENT CENTER FY 9
1692710088712 FOCUS CENTER RESEARCH PROGRAM FOR INTERCONNECTS FOR GIGASCALE INTEGRATION
1729710101992 PLASMA-BASED ULTRAFINE PARTICLE SYNTHESIS

Page of 197 K<l Display: 10 25 50 Previous Records Found = 4902

Figure 144
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11) Enter the Grant Location Percent. Then continue to the next step.
Note: Grant Percent should not add up to more than 100% for the location, including all Grants
assigned to the Location.

VX"l Grants OSWALDGI About Help Logout

View 0010 Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM
User Defined Fields EEEARCE D
Grant (3161911210981 Q]

RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM

©2016 AssetWorks

Figure 145
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12) Add the start date. Click the Start Date Calendar ™ icon. Select the appropriate date.
Note: To manually enter date, enter it in Year-Day-Month (YYYY-DD_MM) format.

V.Yl Grants OSWALDGI About Help Logout

View 0010 Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM
User Defined Fields FEEERRCH B
Gran (3141911210981 q]
RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM
Soft

Start Date ul 01, 201¢ B8

July 2016

Occupant

©2016 AssetWorks

Figure 146

13) Click the Done button, or follow the same steps to add another grant. Then continue to the next
step.

V.Yl Grants OSWALDGI About Help Logout

— o Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM
User Dflbed Fields RESEARCH LAB
Gran (3141911210981 q

RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM

Start Date Jul01, 201 8

End Date =

©2016 AssetWorks

Figure 147
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14) Click the Save button. You have successfully added a Grant to the Location.
Note: A system error message will occur if any red/bold required fields are left blank.

OSWALDGI About Help Logout

LYI' W Grant Location

bicic o010 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
. RESEARCH LAB
Location Type 250
Floor 3

Region 2010
ALBANY

Facility UPTOWN
UPTOWN

Property 0031

BIOLOGY

100.00% Jul 01, 2016

3141911210981  RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM

©2016 AsserWorks

Figure 148
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Expire Grant

This process will show the user how to expire an existing grant from a
location.

1) To locate the location that you will expire a grant from, follow Steps 1-6 in the “Add Grant”
section.

2) Click the Edit button on the Grant Location screen. Then continue to the next step.

OSWALDGI About Help Logout

J.XI"W = Grant Location

fActon 0010 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
= RESEARCH LAB
Location Ty 250

View ype
Inactive! Floor [

Region 010

Facility PTOWN

TOW
Property 0031

100.00% Jul 01, 2015

BIOLOGY
Grants
cant ript
5

1288142 RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM

Record CERI of 320
Figure 149
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3) Select the appropriate Grant Identifier.

L.XLV B Grant Location OSWALDGI About Help Logout
Save Cancel
il 0010 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Stawus AcTvE
Inactive Grant RESEARCHFEAD
LocationType 250
Floor e
Region 23010
ALBAN
Faciity uPTOWN
UPTOWN
Property 0031
BOLOGY
Grants Add

Sqft Percent Start Date

2 _RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM 10000% Jul 01, 2015

Figure 150
4) To expire a Grant from the Location, add the end date. Select the End Date Calendar ® Icon.

VX"l Grants OSWALDGI About Help Logout

View 0010 Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM
User Defined Fields RESEARCH LAB
Grant 3141911288142

RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM

Saft
Percent [ieacd
Start Date Jul01,2015 B8

| t—
Occupans

B Employee D Name Occupant Type Start Date End Date

©2016 AssetWorks

Figure 151
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5) Select the appropriate date. Then continue to the next step.
Note: To manually enter the date, enter it in Year-Day-Month (YYYY-DD-MM) format.
Note: Data fields with a red/bold box are required.

OSWALDGI About Help Logout

YUV Grants

Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM

User Defined Flelds RESEARCH LAB
Grant 3141911288182
RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM
Saft
Percent 100.00

Start Date Jul01,2015 @

22 13 1 15 6 17
M 20 21 2 23 2
s 7 28 » B ' B

©2016 AssetWorks

Figure 152
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6) Click the Done button. Then continue to the next step.

OSWALDGI About Help Logout

LYI" W Grants

o010 Last Edited by AIM_IMPORT On 10/06/2016 04:43 PM
Vsergped Bicks RESEARCH LAB

Grant 3141911288142

RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM
Saft

Percent 700,00
Start Date jul01,2015 @

End Date Jun 30,2016 19

Occuponts
B Employee D la

©2016 AsserWorks

Figure 153

7) Click the Save button. The grant has now been expired.
Note: The history can be found in the Inactive Grant view on the view panel.

OSWALDGI About Help Logout

LYYW Grant Location

Cancel
View 0010 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
SRchE a0t RESEARCH LAB
Location Type 250
Floor 3
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY

10000% Jul01, 2015 Jun 30, 2016

3141911288122  RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM

©2016 AssetWorks

Figure 154
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8) Click the AiIM™ m Logo to return to the Main WorkDesk.

OSWALDGI About Help Logout

L.YI"W = Grant Location

Browse
1 o010 Last Edited by AIM_IMPORT On 10/06/2016 04:43PM  Status ACTIVE
R A RESEARCH LAB
Location Type 250
View
Floor 3
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
Grants
Grant Description Sqft  Percent StartDate End Date
3141911210981 RF/UB SIM AMERICAN UNDERGRADUATE DEGREE STUDIES PROGRAM 100.00% Jul 01, 2016
First Previous Next Last

Record CENIE of 320
Figure 155
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Add Program

This process will show the user how to add a program to a location.

1) Login to AiM™, and click on the Space Management link from the menu channel on the Main
WorkDesk.

L.V W WorkDesk BUCHALKESB About Logout

Add Restore [e]

_ Administrator Messages a [ © [ SUNYConstructionFund o @ ©

Asset Management

Human Resources U i

Planning and Needs Analysis ‘rr
Property My Work Flow . 0
<

Personal Query Listing a0

Report Listing - & O

KBH Testing

1009 - Stacy Test

400-PAST DUE WORK ORDER
401-PAST DUE PHASE
402-PAST DUE PROJECTS
403-PAST DUE PURCH ORDER
404-PAST DUE SERV CON INV

Figure 156

2) Click on the Program Location link.

LL.YL" I Space Management BUCHALKESB About  Logout

Add Restore

0

Organizational Occupancy

-

Grant Location

2o

Program

Q
Q Grant
Q

Principal Investigator

Report Listing a O

511-0CCUPANCY WS VACANCY
513-0ORG OCCUPANCY STACK

Figure 157
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3) Click the Search button.

J.XI'VW = Program Location OSWALDGI About Help Logout

LastEditedby O Starus

Location Type
Floor
Region
Facility
Property
Program
Program Description Square Footsge  Percent Start Date End Date

Figure 158

4) To find Locations within a Property, add a Property value on the search screen as indicated below.

JXI'VW = Program Location OSWALDGI About Help Logout

Execute Basic Search Reset
Action Display Order
w0 Region v
Facili v - v
View _ Y,

Property v] [= v

Location v = v

Description v [comams v }

Status v] [= v] Q)

Location Type v] [« v ( Q|

Floor v - v

Editor v] [= v Q|

Edit Date s o = v -

Notes Log [ETSHIRA
Operator
Sequence = v ( |
Note Type 5 |
Notes contains ¥ l J
£dit Date = v] | =
Editor = v (
Date Created = v )l
Crested By = vl )
Status History
Operator
Status Date - ] )l
Editor = v ( |
Program

©2016 AssetWorks

Figure 159
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5) Click the Execute button. Then continue to the next step.

= Program Location OSWALDGI About Help Logout

Execute Basic Search

Display Ordes
Region
Facllity  ville v

Propery - v [= v

Location s Y. = v
Description - v | [contins ¥
Status - v [= v Q)
Location Type - v] [« v | Q \ )
Floor > v jills v
Editor S villls v al
Edit Date - v] [= v =
Notes Log 2SN
Operator
Sequence 5 v ( )
Note Type = v
Notes contains ¥ l J
Edit Date & v] =
Editor = v
Date Created 5 v
Created By - v ( |
Status History
Operator
Status Date - ] "
Editor = AN ]

Program TN

©2016 AsserWorks

Figure 160

6) On the results screen, click on the appropriate Location Identifier to update. Then continue to
the next step.

= Program Location BUCHALKESB About Logout

Export 0108 EXAM 28050 TECHPARK 0475 850 ACTIVE 01
View 0109 STAFF LOUNGE 28050 TECHPARK 0475 65030 ACTIVE 01
0109 CONSULT A 28050 TECHPARK 0476 850 ACTIVE 01

0110 EXAM 2 28050 TECHPARK 0476 850 ACTIVE o1

PATIENT TOILET 28050 TECHPARK 0475 820 ACTIVE 01

EXAM 3 28050 TECHPARK 0476 850 ACTIVE 01

CONSULTE 28050 TECHPARK 0476 850 ACTIVE 01

0113 EXAM 2 28050 TECHPARK 0476 850 ACTIVE 01

011a EXAM 3 28050 TECHPARK 0476 850 ACTIVE 01

0115 CONSULTC 28050 TECHPARK 0476 850 ACTIVE o1

0116 EXAM & 28050 TECHPARK 0476 850 ACTIVE 01

o117 EXAM 7 28050 TECHPARK 0476 850 ACTIVE o1

0118 CONSULTD 28050 TECHPARK 0476 850 ACTIVE 01

0119 EXAM 8 28050 TECHPARK 0476 850 ACTIVE o1

0120 EXAM & 28050 TECHPARK 0476 850 ACTIVE 01

0121 CONSULTE 28050 TECHPARK 0476 850 ACTIVE 01

0122 EXAM 10 28050 TECHPARK 0476 850 ACTIVE 01

Figure 161
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7) To add a Program(s), click the Edit button from the Program Location screen.

JXI'VW = Program Location OSWALDGI About Help Logout
Browse
g 0011 Last Edited by AM_IMPORT On 10/11/2016 1151AM  Status ACTIVE
— RESEARCH LAB
- Location Type 210
nac Wprogram Floor 8
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Program
Program Description Square Footage Percent Start Date End Date

Record B of 320 First Previous Next Last _ Q
Figure 162

8) Click the Add button. Continue to the next step.

J.XL'B Program Location OSWALDGI About Help Logout
Save Cancel

bicad 0011 Last Edited by AIM_IMPORT On 10/11/2016 11S1AM  Status AcTvE

Inacive Progtam RESEARCH LAB

Location Type 210

Floor [
Region 2010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
frogiam

Description Square Footage  Percent Start Date End Dav

©2016 AsserWorks

Figure 163
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9) Click the Program Zoom < Icon.
Note: Data fields within a red/bold box are required.

J.XLY W Program OSWALDGI About Help Logout

View 0011 Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM

User Defined Fields WESEARCH UAB

Square Footag
Percent
End Date =

©2016 AssetWorks

Figure 164

10) On the results screen, click on the appropriate Program Identifier. Then continue to the next
step.
Note: If the program is not shown on the first page, use the page navigation links to navigate
between pages.

= Program

Cancel

Search

Description

01.08 AGRICULTURAL PUBLIC SERVICES
01.09 ANIMAL SCIENCES

0110 FOOD SCIENCE AND TECHNOLOGY

oLl PLANT SCIENCES

012 SOIL SCIENCES

01.99 AGRICULTURE, AGRICULTURE OPERATIONS, AND RELATED SCIENCES, OTHER

03.01 NATURAL RESOURCES CONSERVATION AND RESEARCH

03.02 NATURAL RESOURCES MANAGEMENT AND POLICY

03.03 FISHING AND FISHERIES SCIENCES AND MANAGEMENT

03.05 FORESTRY

03.06 WILDLIFE AND WILDLANDS SCIENCE AND MANAGEMENT

03.99 NATURAL RESOURCES AND CONSERVATION, OTHER

0402 ARCHITECTURE

0403 CITY/URBAN, COMMUNITY AND REGIONAL PLANNING L|st Navigation

- ENVIRONMENTAL DESIGN

04.05 INTERIOR ARCHITECTURE
04.06 LANDSCAPE ARCHITECTURE
=

Previous Records Found = 388

Figure 165
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11) Add the start date. Click the Start Date Calendar ® Icon. Select the appropriate date.
Note: To manually add date, enter date in year-day-month (YYYY-DD-MM) format.

XLVl Program

OSWALDGI About Help Logout

View 0011 Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM

Square Footag
Percent
Start Date Jul 01,2016 8
iy
End Date a0
<< < Today > >>
Mo Tu We Th Fr Sa
2 » 3 2 30 k2
sl e 72 | | —
0 1 12 3w s 4
Azl 18 19 20 2 2
W = % v 2 30
= 3 0

wiR

n

Figure 166

12) Enter the Percent value (optional).
Note: Program Percent cannot add up to more than 100% including all programs for the location.

XLV Program

OSWALDGI About Help Logout

bt 0011 Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM
User Defined Fields AESEARCH A
Program 0404

End Date =

Figure 167
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13) Click the Done button. Then continue to the next step.

JXIV W Program OSWALDGI About Help Logout

0011 Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM
User (lfined Fields RESEARCH LAB

=

ENVIRONMENTAL DESIGN.

" 100
Start Date julo1, 20
End Date -]

©2016 AsserWorks

Figure 168

14) Click the Save button. You have successfully added a Program to a Location.
Note: An error message will occur if fields with a red/bold box are left blank.

J.XIV B Program Location OSWALDGI About Help Logout

b 0011 Last Edited by AIM_IMPORT On 10/11/2016 11:51AM  Status ACTIVE

RESEARCH LAB

Reg 28010
ALBAN
Facility UPTOWN
UPTOWN
Property 0031
OLOGY

0408 ENVIRONMENTAL DESIGN. Jul01, 2016

©2016 AssetWorks

Figure 169
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15) Click the AiM™ m Logo to return to the Main WorkDesk.

OSWALDGI About Help Logout

J.XI.VW = Program Location

Browse
! B 0011 Last Edited by AM_IMPORT On 10/11/2016 1151AM  Status ACTIVE
. RESEARCH LAB
Location Type 210
View
Inactive Program
n; 8 Pre m Haae o
Region 28010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOGY
Program
Program Description Square Footsge  Percent Start Date End Date
0404 ENVIRONMENTAL DESIGN. Jul0n, 2016
Record CE L Go L Previous Next Last

Figure 170
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Expire Program

This process will show the user how to expire an existing program from a
location.

14

1) To locate the location that you will expire a program from, follow Steps 1-6 in the “Add Program
section.

2) Click the Edit button on the Program Location screen. Continue to next step.

OSWALDGI About Help Logout

JXI'W = Program Location

0011 Last Edited by AIM_IMPORT On 10/11/2016 11:51 AM Status ACTIVE
RESEARCH LAB
Location Type 210
Floor [
Region 8010
ALBANY
Facility UPTOWN
UPTOWN
Property 031

100.00% Jul 01, 2016

ENVIRONMENTAL DESIGN.

Figure 171
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3) Click the appropriate Program Identifier.

J.XLV B Program Location OSWALDGI About Help Logout

b 0011 Last Edited by AIM_IMPORT On 10/11/2016 T1S1AM  Status ACTIVE
Smcie fomen RESEARCH LAB
LocationType 210
Floor B
Region 23010
ALBANY
Facility UPTOWN
UPTOWN
Property 0031
BIOLOX

mmmmm

Jul01, 2015

©2016 AsserWorks

Figure 172

4) To expire a program from the location, add the end date. Select the End Date Calendar =
Icon. Select the appropriate date.
Note: To manually add date, enter date in year-day-month (YYYY-DD-MM) format.

XUV W Program OSWALDGI About Help Logout

View 0011 Last Edited by AM_IMPORT On 10/11/2016 1151 AM
User Defined Fields RESEARCH LAB
Program 01.09
NIMAL N

Percent
Start Date jul01,2015 @8
End Date Jun30.201¢) 68

June 2016
< < Today S 55
2 30 »n 1 2 3 4
Bl s 7 & 9 w il h
2 13 14 15 16 17 18
a9 20 21 2 23 u S
26 27 28 ) 30 1 2

©2016 AssetWorks

Figure 173
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5) Click the Done button.

F.XUV B Program OSWALDGI About Help Logout

0011 Last Edited by AIM_IMPORT On 10/11/2016 1151 AM
User lfned Fields TESEANCH LD

Program 0109

Squa: g

Perce =

Seae: D Jul 01, 2015 ;|

End D lun30 2014 &8

©2016 AsserWorks

Figure 174

6) Click the Save button. You have successfully expired a Program from a Location.
Note: A system error message will occur if any red/bold required fields are blank.

J.XLV W Program Location OSWALDGI About Help Logout

0011 Last Edited by AIM_IMPORT On 10/11/2016 11:51AM  Status ACTIVE

inactvfiProgram RESEARCH LAB
Location Type 210

Floor 3

Reg 28010
ALBA
Facility UPTOWN
UPTOWN
Property 0031
OLOGY

0109 ANIMAL SCIENCES Jul 01, 2015 Jun 30, 2016

©2016 AssetWorks

Figure 175
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Appendix A - New Property Form

State University of New York
of New York
Property Management Form
New Property

Property Profile

Region

Facility

Property ID ( Can not be changed !)

Property Description

Property Address Street Address ‘l City

‘l | State

Zip

Status

Property Type

Property Class

L4 L[ 4 A1 41 41 41 4

Square Footage

Gross For Buildings |

Acres For Land |

General Information

Date Built |

Date Occupied |

Construction Type |

Financial Information

Owned/Leased |

Tax Map ID |

Emergency Information

Exposure Hazard |

User Defined Fields

Building Abbreviation

SFAAS Number (owned buildings)

|
|
Ownership |
|

EO88 Permanantly Exclude

EO88 Perm Status Explanation |

EO88 Temporarily Exclude |

EO88 Temp Status Explanation |
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Appendix B - Personal Query Setup

What is a Personal Query?

A user can setup personal queries on any search screen within AiM. A personal query allows the user to
save search criteria, allowing a search to be completed in one click.

Creating a New Personal Query

1.
2.
3.

No v A

Within a search screen, click on the “"New Query” link, located in the Action side panel.

Enter a name for the query in the red/bold box.

Add other optional information.

¢ Note: By selecting “Yes” for Personal Query Count and/or Personal Query Listing, the

query will also be displayed on these channels of your WorkDesks (see WorkDesk Setup —
Appendix C)

Enter the search parameters and display order.

Click the Save button.

Click the Execute button.

This returns the results of your personal query.

Editing a Personal Query

ouhn=

From the search screen, click on the link for the query that you would like to edit.
Click on “Edit Query” link, located in the Action side panel.

Edit search criteria.

Click the Save button.

Click the Execute button.

This returns the results of your edited personal query.

Deleting a Personal Query

uhwnN =

From the search screen, click on the link for the query that you would like to delete.
Click on the query’s hyperlink (located below the Reset button).

Click the Delete button.

Click Yes.

The query has been deleted.
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Appendix C - WorkDesk Setup

WorkDesks within AiM can be setup based upon the user’s preferences.

The setup guidelines below apply to all WorkDesk screens. AiM contains a Main WorkDesk, as well as one
WorkDesk for each module. Please note that each WorkDesk needs to be setup individually.

Channel Setup

|II

Each section of a WorkDesk is called a “channe
the steps below:

. To add or edit channels that appear on the WorkDesk, follow

1. Click on the blue Add button. This brings the user to the Layout Manager for the WorkDesk.
2. As indicated in the Layout Manager, channels are either wide or narrow.
3. Determine the changes you need to make to your WorkDesk via the below guidelines:
e To Add: Place a checkmark in any Available Channels that you would like to add. Click
the blue Add button. The selected channels will now appear at the top of the page.
e To Edit Order of Appearance: Make changes to the numbers to the left of your
selected channels. These numbers determine the order (from top to bottom) of their
appearance on your WorkDesk.
o To Remove: Click on the delete @ icon next to your selected channel(s) that you
would like to remove.
4. Click on the green Save button.

Editing Channel Content

Click on the notepad E icon of the channel to edit the content and the display of the content on the
WorkDesk.

Key Tip: For the “Personal Query Count” and “Personal Query Listing” channels, make sure that “Yes” is

chosen on the setup screen for the query (see Appendix B, Step 3 of Creating a Personal Query). This will
automatically push out the query to your WorkDesk channel.

The Restore Button

Please note that by clicking the red Restore button, your WorkDesk will be returned to a standardized
appearance and any edits you have made will be deleted. This cannot be undone.
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