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USER NAVIGATION IN THE AiM SYSTEM 

The main navigation for the AiM system is called the WorkDesk.  Your WorkDesk is customized for you based 
on your business responsibilties and user login access rights.  When you first log in to the AiM system, you are 
presented with your WorkDesk which looks similar to the diagram below: 
 

 
 
 
You can access the different modules of the AiM system by clicking on the links listed in the Menu section of 
the WorkDesk.  For example, if you want to enter a new Customer Service Request, you would click on the  
Customer Service link which will open the module.   
 
 

Click on a link in the Menu 
section to open an AiM module. 
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From the Customer Service module you click on Customer Request to enter a new request. To return to your 
main WorkDesk, simply click on the AiM logo at the top of the screen. 
 
 

 
 
 
Once you have opened any of the modules in the AiM system, you will be presented with different icon 
symbols which represent different actions.  These icons are discussed in the next section. 
 
 

Click on Customer Request to open 

Click the AiM logo to return to your WorkDesk 
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USING THE AiM ICONS 
 

 HELP icon (Quick Key: ALT+?) is available on most of the screens in AiM.  When you click on HELP, you 
will get an online explanation of how different areas of the screen you are viewing are used in AiM. 
 
 

 NEW icon (Quick Key: ALT+I) is available on screens where you are allowed to create a new record such 
as a new Customer Request.  When you click on NEW, you are presented with a blank input screen for the 
module you are working in.  All available fields are highlighted by a box.  Any fields which are highlighted by a 
red box will be required before you can save your work.  Use the TAB key to move between fields. 
 

 EDIT icon (Quick Key: ALT+E) is available on screens where you are allowed to edit existing information 
in AiM.  When you click on EDIT, you are presented an input screen showing all fields which can be edited. All 
available fields are highlighted by a box.  Any fields which are highlighted by a red box are required.  Use the 
TAB key to move between fields. 
 

 SAVE icon (Quick Key: ALT+S) is available when you are adding a new record or editing an existing 
record.  When you click on SAVE, the information you entered in your current changes will be written to the 
AiM database. 
 

 CANCEL icon (Quick Key: ALT+C) is available when you are adding, editing, or searching records in AiM.  
When you click on CANCEL, AiM cancels your current activity.  If you choose CANCEL when you are in new or 
edit mode, any changes you have made will not be saved in the database. 
 
 

 CREATE SEARCH icon (Quick Key: ALT+S) will begin a new search for you.  When you click on SEARCH, 
you will be presented with an input list where you can tell AiM what you want to find. 
 

   EXECUTE SEARCH icon (Quick Key: ALT+E) is available when you are creating a new search.  After you 
have input the information you want to find using SEARCH, click on EXECUTE SEARCH to launch the search. 
 

 RESET icon (Quick Key: ALT+R) is used when you enter a new search and want to clear the information 
you specified in a previous search.  For example, if you execute a search for all your Customer Requests with 
“Plumbing” as the problem code, you can do a second search for “Electric” problem code by clicking on RESET 
to clear the first search criterion. 
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 BACK TO BROWSE icon (Quick Key: ALT+K) is related to executing a search.   For example, if you 
execute a search for all the current work requests in AiM for your department, you may be presented with a 
listing of several work orders which match your search request.  Then if you click on one of the work orders to 
view the details, you may wish to go back to the search results to view another work order.  To do so, just click 
on BACK TO BROWSE to return to the list. 
 
 

 ADD QUERY icon (Quick Key: ALT+A) will allow you to add a search query to your Personal Query List.  
You first set up your search based on the information you want to find.  Execute the Search to verify that the 
information is what you expected and then click on ADD QUERY.  You will be prompted to name the query, 
give a description, and optionally show it on your desktop. 
 

 DELETE QUERY icon (Quick Key: ALT+D) is the opposite of ADD QUERY.  It allows you to delete any 
queries which you have created in your query list.  When you are in a SEARCH input screen, if you have any 
existing queries, they are accessible in a dropdown box next to the icons at the top of the page.  To delete a 
query in the list, just click on the title you gave it and click on DELETE QUERY. 
 

 EXPORT icon (Quick Key: ALT+V ) is available to let you save a copy of the list of matches whenever 
your search produces more than one result.  Let’s say you have executed a search for all the current work 
orders for your department.  When you are presented with the list of work orders, you can click on EXPORT 
which will write the list to a csv (comma-separated values) file.  You can then view the csv file using a 
spreadsheet program such as Excel. 
 

 DONE icon (Quick Key: ALT+O) is available when you are viewing or editing any of the secondary input 
screens in AiM.  For example in Work Management, if you are viewing the “View: Select Extra Description” 
screen, you would click on DONE to return to the main Work Order screen.  If you are in edit mode and make 
changes on the Extra Description screen, click on DONE to save the changes you made to the screen.  Note 

that your changes will not be written to the database until you click  SAVE to save all changes from the 
main screen. 
 

 CANCEL icon (Quick Key: ALT+C) will be available on secondary input screens if you are editing the 
record.  For example, if you are editing a work order and add information to the “View: Select Extra 
Desciption” screen, clicking on CANCEL would cancel any changes you made to that screen. 
 

 SHOW ALL  icon (Quick Key: ALT+W) refreshes the selection screen.  For example, while filling out a 
Customer Request when you select Business Affairs as the Institution, the next step is to choose a Business 
Affairs Department.  But you meant to choose Academic Affairs as the Institution.  You just click on Institution: 
Business Affairs at the top of the Department window and choose Show All which will let you choose from the 
list of Institutions again. 
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NAVIGATIONAL ARROWS are used throughout AiM when you are presented with a list of choices which take 
up more than one screen page.  Use the navigational arrows to move forward or backward through the pages 
to find your choice. 

       
FIRST  NEXT  PREVIOUS LAST 

    In list  in list  in list  in list 
 
Another feature available when you are viewing a list of choices is the ability to change the number of items 
displayed per page.  For example, if you are viewing a list of buildings on campus, the list will default to 10 
items per page.  But you have the option to change the view to show 25 or even 50 items per page by clicking 
on the Display option on the bottom bar of the list window. 
 

 
 
 
 
 
 

Click here to change the number 
of items to show per page. 

Default is 10 items per page. 
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You may also change the sort of the list by clicking on the ascending or descending arrow.   You may change 
the sort to a different column by clicking on the arrow till it is gone, and then click on the column name you 
want as your sort. 
 

 PRINT icon (Quick Key: ALT+J) is available on screens in AiM when you are allowed to print.  For 
example, if you are viewing a Customer Service Request or a Work Order, you can click on PRINT which will 
send a formatted listing of your current record to your printer. 
 

 EMAIL icon (Quick Key: ALT+M) is available on screens in AiM when you are allowed to send an email 
to someone.  For example, if you are viewing a work request, when you click EMAIL a window will open 
prompting you to enter the recipient’s and sender’s email addresses along with a subject and optional 
message block.  AiM will automatically add a hyperlink to the email which links to the work request you were 
viewing.  The email recipient will be able to click on the hyperlink to view the same work order. 
 
 

 ADD DETAIL icon (Quick Key: ALT+A) is used to add information to secondary or related screens under 
the main screen.  For example, if you wished to add a second phase to an open work order, you would choose 
EDIT on the work order screen and then click on ADD DETAIL on the blue Phase block header.  AiM would then 
create a new phase screen for you to enter the information for the phase.  Once you have completed the 

information for the new phase, you would click  DONE.  AiM would then show the work order screen with 

the new phase listed in the Phase block.  You would then have to click  SAVE to write your changes to the 
database. 
 

 DELETE DETAIL icon (Quick Key: ALT+D) is the opposite of ADD DETAIL.  It will remove detail 
information from a secondary or related screen.  For example, if you were editing a phase screen, you would 
be able to remove a shop person name from the Shop Person secondary screen on the phase.  You just put a 
checkmark in the checkbox to the left of the person you wish to remove and then click DELETE DETAIL.  AiM 
will ask you to confirm that you want to delete before doing so. 
 
 

 VIEW FINDER icon (Quick Key: ALT+W) will provide a screen with hyperlinks to other screens which 
contain similar data.  For example, in the Property module, the VIEW FINDER presents you with a list with 
hyperlinks to other modules like Employee Profile and Master Asset Profile, etc. 
 

 ADD CONTENT icon (Quick Key: ALT+A) is available on your main WorkDesk.  When you click on ADD 
CONTENT you will be presented with a list of all the “channels” which are available to view directly from your 
WorkDesk.  To add one or more channels, simply click in the checkbox in front of the title and then click on the 
SAVE icon.  The channels you have chosen will appear on your WorkDesk in their own separate windows. 
 



7 
AiM Navigatuion.pdf v1.0  8/20/2012 
Questions or Comments?  hayesl@uncw.edu 

 WORKDESK RESET icon (Quick Key:ALT+R) is on your WorkDesk to enable you to reset your WorkDesk 
to its most current default appearance.  Optional channels which you added to the WorkDesk using ADD 
CONTENT will be deleted once you confirm that you want to reset to the default. 
 

 ACCEPT icon  (Quick Key: ALT+Y) 

 DECLINE icon (Quick Key: ALT+N) 
 
ACCEPT meaning YES and DECLINE meaning NO are used to answer a question asked by the AiM system – 
usually to confirm your action asking “Are you sure?”  For example, suppose you are editing a Master Asset 
Profile and want to delete some detail information such as a Component Asset.  You would use the DELETE 
DETAIL icon to delete the detail but AiM asks you to confirm that you actually want to delete the item first.  
You would receive a screen message like this: 
 

 
 
In answer to the question, you would choose ACCEPT (Yes) or DECLINE (No) from the icons at the top right.  If 
you accept, the detail is then deleted.  If you decline, the detail is not deleted. 
 

Choose ACCEPT or DECLINE from these icons. 
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SUPPLEMENTAL ICONS 
For Facilities Administration Office Use Only 

 
 

  COPY icon (Quick Key: ALT+Y) is available when you have retrieved a work order.  The COPY command 
copies the existing work order except that it assigns the next available work order number to the new work 
order.  Optionally, you can also copy some of the related screens from the old work order to the new one.  See 
diagram below.  When presented with this screen, you have the option of also copying any of the related 
screens to your new work order by putting a checkmark in the checkbox to the left of the choice and clicking 

the  NEXT icon (Quick Key: ALT+>).  
 

  
 
 
 

 GENERATE icon (Quick Key: ALT+ ) is used by the AiM system to generate certain processes like 
Preventive Maintenance work orders and Time Cards. 
 
 


