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TThhaannkk  yyoouu  ffoorr  aatttteennddiinngg  tthhee  eeFFaacciilliittiieess  AAiiMM  ttrraaiinniinngg  sseessssiioonn..    TThhee  ffooccuuss  ooff  tthhiiss  
sseessssiioonn  iiss  ttoo  pprroovviiddee  yyoouu  aa  ggeenneerraall,,  hhaannddss--oonn  oovveerrvviieeww  ooff  tthhee  CCuussttoommeerr  RReeqquueesstt  
ffuunnccttiioonnss  wwiitthhiinn  tthhee  ssooffttwwaarree  aapppplliiccaattiioonn..    SSuubbmmiittttaallss  ooff  rreeqquueessttss  oonnlliinnee  aallllooww  ffoorr  
aa  mmoorree  ssttrreeaammlliinneedd  pprroocceessss  aanndd  eeaassyy  ttrraacckkiinngg//mmoonniittoorriinngg..    WWee  aarree  ssoo  pplleeaasseedd  
ttoo  bbee  wwoorrkkiinngg  iinn  ccoollllaabboorraattiioonn  wwiitthh  yyoouu  dduurriinngg  tthhiiss  eexxcciittiinngg  ttiimmee..  

TThhee  pprroojjeecctt  tteeaamm  aanndd  tthhee  OOppeerraattiioonnss  &&  MMaaiinntteennaannccee  ((OO&&MM))  ssttaaffff  aarree  hheerree  ttoo  
sseerrvvee  yyoouu  aass  bbeesstt  wwee  ccaann..    YYoouu  aarree  mmoosstt  wweellccoommee  ttoo  ccaallll  oonn  uuss  ttoo  aassssiisstt  yyoouu  iinn  
tthhee  uussee  ooff  eeFFaacciilliittiieess  AAiiMM,,  oorr  aannyy  ooff  yyoouurr  rreeppaaiirr  aanndd  mmaaiinntteennaannccee  nneeeeddss..  

Thank you for collaborating with the MCC Operations & Maintenance 
Office during this transition into AiM.  We appreciate your participation!    

Process Flow 
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Initial Log-In  

Authorizer = UH Username of Dean/Director/Dept Chair. 
FO = 3-digit departmental Fiscal Officer Code (058 for MCC) 
 
FO code should default for Users of MCC. 
 
Although both the Authorizer and the FO is set upon initial login, Users 
may change this as necessary directly on the Customer Request. 
 
The Authorizer and FO screens shown above will display only at the 
initial login.  Subsequent logins will direct Users straight to the Work 
Desk. 
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See A D D E N D U M  2  -  A i M  I C O N  Q U I C K  S H E E T  for a color rendering of this icon sheet 
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Setting up the Work Desk 
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Setting up the Work Desk (continued) 

A) Quick Links 
1. Go to the System Administration module. 
2. Select Quicklink from the System Administrator list. 
3. Click on Customer Service module. 

4. Click on   Add Link to add further information. 
5. Click on the radial button next to Screen. 
6. Click on  Next to proceed. 
7. Add a Title, a numeric Sequence, and in the Work Desk field, select YES. 

Note:  Each QuickLink sequence should be assigned in numeric order (i.e. 1, 2, 3, 
etc) 

8. Click  Save button to save.   
9. Return to the Work Desk to view the newly created QuickLink.  Use this to get to 

the template for new customer requests. 
10. Repeat steps to add other links or URLs.  

 
B) Image 

1. Click on edit in the Image box. 
2. Type in a Title, Description (minimally copy the Title here), and set New Window 

field to Yes. 
3. Type in the corresponding URL.  (Suggestion:  try http://www.maui.hawaii.edu) 
4. In the Image field, type in an Image Code to set the MCC or System seal on the 

Work Desk. (See Addendum 1) 
5. Set the Background Color (typing in any primary color should work). 

6. Click    Save button to save. 
 

C) Personal Query Count 
1. Go to the Customer Service module 
2. Select Customer Request from the Customer Service list. 
3. Click on the  Search icon in the top right corner of screen. 
4. In the search field called, “Status,” click on the  Zoom button to call up a list of 

different Customer Request statuses.  Select Requested. 
5. Click on the  Add Query icon to execute the addition of the query to your 

Work Desk. 
6. Enter a query Name. 
7. Set the Work Desk field to Yes. 
8. Set the Work Desk Count field to Yes. 
9. It is suggested that you enter a Description (minimally copy the Name here). 
10. Click  Done flag to exit this screen.   

11. Click  Save button to save the query.  This personal query should now be 
visible on the Work Desk. 

12. Repeat the steps above with the different levels shown on the Status list. (I.E. 
Approved) 

http://www.maui.hawaii.edu/
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Entering Customer Requests 
 
1. In AiM, select Customer Service from Module list. 
 
2. Select Customer Request from the Customer Service list. 

3. Click the   New button. 
 
4. Select a Problem Code, if applicable.  Problem codes exist for the most 

commonly requested services.  If none of the Problem Codes apply, a detailed 
description will suffice. 
 

5. Enter a Description.  
 
6. Enter a Contact, Contact Phone, and an optional Contact Email Address.  An 

email will be sent to the email address listed. 
 

7. Enter your Dean/Director/Dept. Chair as an Authorizer.  If after submitting the 
request, the O&M office determines that an Authorizer is required, you shall be 
notified accordingly (status of the Request shall be changed to ‘Pending’).  The 
designated Authorizer must then login to AiM and change the request Status 
from ‘Pending’ to ‘Authorized.’  
 

8. Your 3-digit Fiscal Officer Code should be defaulted in.  Because MCC does not 
perform charge-backs, this field, although required, shall not be used. 
 

9. Enter or select a Property. To select a property, click the  Zoom button next to 
the Region. 
 
10. Optionally enter or select a Location. (Location is a Room Number.) 

 

11. Click the  Save button. 
 

Searching For a Customer Request 
 
1. Access the Customer Service module and click on the  Seach icon in 

the top right corner of screen. 
2. Type the Customer Request Number in the line for Transaction Number. 
3. Click on the  Execute Seach icon to begin the query (search). 
4. The Customer Request you are searching for should then appear. 
5. Click on the underlined Transaction number to pull up that Customer Request. 
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6. Click on  Edit to make changes to the request.  You may edit up until 
someone authorizes/approves the transaction. 

7. Click the  Save button. 

Checking the Status of Customer Requests 
 
1. Customer Requests are initially saved with a status of ‘Requested.’  

Although different status indicators may be required if Authorization or 
Fiscal approval is required along the way, a request does not become a 
Work Order until O&M classifies the request as Approved. 

 
2. At the time a request is approved as a Work Order, a Work Order number                  

(######-FY-MU) shall be designated. 
 

3. A Work Order that is complete will have a status of Closed. 
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ADDENDUM 1 – Logos for WorkDesk Image 
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