
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Creating Elevator Inspection 

Add unit to Down Report 

January 2025 
  



 

 

 Open the Go-Asset Management 
App 

 

 Check Use SSO 
 Touch Login 

 

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

line 
 Touch Next 

 

 Enter NetID password 
 Touch Sign In 



 

 Open the popup to Verify your 
identity 

 

 Touch the Green circle to Approve 
the login 

 

 Touch Go WorkMgmt to return to 
the app 



 

 Touch Yes 

 

 At the bottom of the screen, choose 
Inspection 

 

 Choose the Plus sign in top right 
corner 



 

 Touch > on the Type row 

 

 Choose ELEVATOR DOWN 

 

 Choose > for Asset 



 

 Scan the SSC Barcode or type the 
number in the Search Assets bar 

 

 Choose > next to Status 



 

 Choose OUT OF SERVICE 

 

 In the box under the Inspection 
number, enter the elevtaor 
information. 

 Choose SAVE 



 

 Choose Done 

 

 Choose ELEVATOR DOWN 

 

 Touch on the Inspection Number 



 

 Touch on each line to complete the 
inspection 

 

 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.  
This can be done in the app or on the 
computer. 
 
In the App –  

 Touch the  



 

 Choose Edit 

 

 Touch Notes tab 
 Touch the + sign 

 

 Choose ELEV DOWN UNIT 
 Enter the note in the box 
 Choose SAVE 



 

 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 

 

 Click on the ELEVATOR OPEN 
WORK ORDERS query 

 

 On the list that is returned, click on 
the Work Order of the Work Order 
for the Elevator that was taken out of 
service 

 

 Click   

 

 Click Phase 001 



 

 Under Action Click Copy 

 

 Click  

1. Change the description to “ON THE DOWN UNIT REPORT 
2. Set the Status to EXTERNAL RESOURCES 
3. Click   
4. Click   
5. Copy the Work Order number  

 

 Click on the word AiM to return to 
the main WorkDesk 

 

 In AiM, Click on Asset Management 



 

 Click on the magnify glass next to 
Inspection 

 

 Run the Elevator Down Unit query 

 

 Click on the inspection number 

 

 Click   



 
1. Add the work order and Phase 002 
2. Enter Schedule Date as the date it is going on the Down Unit report  
3. These are the questions the techs are answering 
4. Notes Log – Please to add daily notes that will be added to the report 
5. Click   

 
 

 


