Creating Elevator Inspection
Add unit to Down Report
January 2025



2:459

e Open the Go-Asset Management
App

AssetWORKS

https://aim-test.assetworks.cloud.tamu.e...

e Check Use SSO
e Touch Login

2:46 97

Cancel ASSGtWOR KS

,'\][,‘4 ‘ 'LI‘EXAS A&M

Sign in

NetID@tamu.edu

Can't access your account?

e Enter NetID as indicated on the line.
1. Ex: NetID is annab
2. Enter annab@tamu.edu on the
line
e Touch Next

2:46 9 all = @)

Cancel AssetWORKS

M | TEXAS A¢M

NIVERSITY.
4 annab@tamu.edu

Enter password

Password

Forgot my password

m

e Enter NetID password
e Touch Sign In




2:46 9 il s .
AssetWQORKS

A

Check for a Duo Push

Verify it's you by approving the notification. ..

Sent to “IOS" (sse-see-! 5892)

\O
Other options

Trust browser

Need help? Secured by Duo

TIME SENSITIVE

Verify your ident \

Are you logging o Microsoft 365 at
Texas A&M

i

Are you logging in to Microsoft 365 at
Texas A&M?

® Texas A&M University
® College Station, TX, US
O 2:46PM

annab

>

Deny Approve

Open the popup to Verify your
identity

Touch the Green circle to Approve
the login

Accounts Add e

Texas A&M University
Texas A&M University

Passcode eeeeee Show

Touch Go WorkMgmt to return to
the app




2:47 7 il =
Cancel AssetWORKS

im ‘ TEXAS A&M

UNIVERSITY.

annab@tamu.edu

e Touch Yes

Stay signed in?

Do this to reduce the number of times you are
asked to sign in.

(7) Don't show this again

No | Yes
AirServer® Universal (x64 — [m) x
File View Help
L]
9:20 ull T @)
+ Asset Scan Sign Out

Q Search assets

e At the bottom of the screen, choose
Inspection

4

3:05

Inspections By Type +

e Choose the Plus sign in top right
corner

Q Filter by Inspection

ELEVATOR DOWN 1
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Cancel Inspection

592835

Asset

Location

Type
Status

Scheduled Start

Extra Description

ol T e

Save

Touch > on the Type row

Cancel Inspection Type

ELEVATOR DOWN

Used to track down elevator units

Clear

Choose ELEVATOR DOWN

9:25
Cancel Inspection

592835

Asset

Location

Type

BACKFLOW

Status

Scheduled Start

Extra Description

al T e

Save

Choose > for Asset




9:27
Cancel Assets

Q Search assets

al T m)

Clear

e Scan the SSC Barcode or type the
number in the Search Assets bar
Cancel Inspection Save
943017
Asset
10367
Location
X
Al
1402
ELEV RM ® ChOOSe > next to Status
Type

ELEVATOR DOWN

Status

Scheduled Start

Extra Description




Cancel Status Cl
Q
OUTIOF SERVICE e Choose OUT OF SERVICE
RETURN TO SERVICE

Cancel Inspection Save
943017

Buzbee Elevator #1 TX081544
Asset
10367
Location
hR¢
Al

e In the box under the Inspection
1402
number, enter the elevtaor

ELEV RM information.
Type e Choose SAVE

ELEVATOR DOWN

Status
OUT OF SERVICE

Scheduled Start

Extra Description




Edit Inspection

943017

Buzbee Elevator #1 TX081544

Asset
10367

Location

X

Al

1402

ELEVRM

Type
ELEVATOR DOWN

Status
OUT OF SERVICE

Scheduled Start

Extra Description

ol

Choose Done

Inspections By Type

Q Filter by Inspection

BACKFLOW

I ELEVATOR DOWN

<

TAMIIDEACTIVE

3:05 o'z

Inspections

> 943016
]

943017
S

Buzbee Elevator #1 TX081544

Choose ELEVATOR DOWN

Touch on the Inspection Number




Done Inspection

943017

Filter ALL W

1

Touch on each line to complete the
inspection

Result .
Fail
Value

Remedial Actions

Photo Gallery

For each item,
1. Choose a Result
= Fail — Choose NO for Remedial
Action
= Not Applicable
2. Choose a Value
=  Complete line 1 and 2
= 1. Is the date it is taken down
= 2. Is a multiple choice for why
it is being taken down
3. Add a Photo if needed
4. Choose Next
**Must Choose Next to save the
information.
Then Choose Cancel to return to
the main screen

Add Notes Daily
- = Each day, Notes need to be added.
< e This can be done in the app or on the
computer.
943016 @

943017 @
Buzbee Elevator #1TX081544

In the App —
Touch the ®




< Inspection

943017
Details Notes Documents
Asset
10367
Location
™ e Choose Edit
Al
1402
ELEV RM
Type
ELEVATOR DOWN
Status
OUT OF SERVICE
£ Inspection +
943017
e Touch Notes tab
Details Notes Documents i TouCh the + Slgn
2, Search note
Cancel
ELEV DOWN UNIT
Motd
e Choose ELEV DOWN UNIT
¢ Enter the note in the box
e Choose SAVE
“Mot" r Not Morning
qlwle tjyjujijojp




When the elevator is returned to
service, answer the last 2 inspection
lines.

Change the status to RETURN TO
SERVICE

ADD WORK ORDER TO THE INSPECTION

YLV WorkDesk
[ Add | Restore
Work Management 1/20/25 10:26 AM  EDU - SSC PROJECT P 'Y Click on the ELEVATOR OPEN
_—
WORK ORDERS query
I 54\ Wl:vk Management ~ V;le:)rdev i‘El;\Df:TOR ;PE; WORK ORDERS I
" 7y .

. ELEVATOR OPEN WORK ORDERS . . .
TT—— e On the list that is returned, click on
terdisciplinary Life Sciences Building FIr- 01 Rm: 110! the Work Order of the Work Order

evator - Maintenance - Elevator will not always go ¢

| o o perchose il come gt vy for the Elevator that was taken out of

F FC Bypass? YES service

Work Order
241202-19 o Click SR

Budget Tool - S5C

o Interdisciplinan
ViewFinder not come get a
T FC Bypass? YES
Email

Contact Email [craig.luther@tamu_edu
Description .
e Click Phase 001

Interdisciplinary Life
1105D Elevator - M:
always go to the 4tt
get anyone at the p




f.X"\ B Phase

e Under Action Click Copy

Extra Description

Green Initiative

Created By Anna Barwick On 1/31/25 1108 AM  Stawus EXTERNAL RESOURCEY O

Last Edited by Anna Barwick On 1/5/25 5:08 PM

On Down Unit Repor] o Work Order zauoz—w?msse

Bud
Shop Stock a5

Location (77030 Q

J
Budget Change Order

v N

. Change the description to “ON THE DOWN UNIT REPORT
Set the Status to EXTERNAL RESOURCES

Click  Done

Clck
5. Copy the Work Order number

v =)

Work Order

e C(Click on the word AiM to return to
the main WorkDesk

241202-

e In AiM, Click on Asset Management

Work Management

Asset Management
S

Contract Adm|h1| Asset Mananement




AVl Asset Management

Restore

Q | Master Asset Profile

o . .
Q B Asset Meter Click on the magnify glass next to
Asset Availability Il’lSpGCthl’l
Q [ Asset Package
Q [ Asset Release/Return
Q K Inspection
‘Assets
Status Update for Assets
= Inspection
New Query UNITS CUI
Edit Query, . .
¢ Run the Elevator Down Unit query
-
First Previous Next Last Des
*&Failed Backflow inspections D
ELEVATOR DOWN UNIT C] Stat
5 w
D Asst
= Inspection
e C(Click on the inspection number
Export elevator 3
B |rllolmanon E%\YV‘:
#&Failed Backflow inspections
Action .
o C(Click Edit

943016

View
elevator information

Extra Description

Sent Email




LW Inspection ama @ [c]

Save

Cancel

943018 Last Edited by Anna Barwick On 1/22/25 11:05 AM Status OUT OF SERVICE Q

Extra Description

Sent Email

Notes Log o

User Defined Fields

Status History,

Related Documents

Type ELEVATOR DOWM Q

Used to track down elevator units

Reference

I

Region  TX Schedule Date Asset 10367 Q
TEXAS e
ELEVATOR; TXE081544;
Facility A1
East Campus Actusl Darz Work Order
Property 1402
Buzbee Leadership Leaming Center
s e q
Location  ELEV M
ELEVATOR ROOM k
Line ltems
Line Line Group Description Result
1 Date taking out of service
2 Why is the system being taken down?
4 e What was the final resolution?
5 Date to remove from the reporc

©2023 AssetWorks Inc.

1.

N

Add the work order and Phase 002

Enter Schedule Date as the date it is going on the Down Unit report
These are the questions the techs are answering

Notes Log — Please to add daily notes that will be added to the report
Click h




