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AIM CONTRACT ACCOUNT SETUP DEFINITION 
 
This training document is for specifically adding an account to the Consultant/Construction Contract Screen.  
 
Responsibility: ADMIN ASSOC LRFP 
 
The Admin Assoc LRFP will perform the following procedures in AiM for adding an Account to the 
Consultant/Construction Contract Screen. 

AiM Contract Account Setup Navigation: 
 
Menu Navigation: 
Main Menu > Contract Administration Module > Consultant/Construction Contract > Choose Contract > 
View/Select Dropdown > Account Setup 
 
Workdesk Navigation: 
Quick Search Content Channel > Consultant/Construction Contract > Choose Contract > View/Select Dropdown > 
Account Setup 
 
The Quick Steps required to add an Account to the Contract Screen in AiM: 
 

1. Navigate to the Contract Screen through the Navigation methods shown above (demonstration below is 
through the Quick Search Channel for a Consultant Contract. The process is the same for Construction 
Contracts). 

2. Search for/open the Contract to be edited (if you know the Contract #, you can type it into the field next to 
the search icon) 

3. Once the record is open, place the project in “Edit Mode,” and navigate to the Account Setup Screen 
through the View/Select Dropdown Menu. 

4. All accounts that are attached to the respective project will show on this screen. If you wish to add 
accounts, click the “Load Accounts,” hyperlink. If not, simply enter the following fields: 

a. Sub code 
b. Contract Encumbered Amount 

5. After all Account information has been entered, click the “Green Done Flag” in the top right-hand corner. 
6. Once back to the Capital Project Screen, click the “Save” button to save your progress. 
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AIM CONTRACT ACCOUNT SETUP SCREEN SHOTS: 
 

7. Navigate to the Contract Screen through the Navigation methods shown above (demonstration below is 
through the Quick Search Channel for a Consultant Contract. The process is the same for Construction 
Contracts). 
 

 
 

8. Search for/open the Contract to be edited (if you know the Contract #, you can type it into the field next to 
the search icon) 
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9. Once the record is open, place the project in “Edit Mode,” and navigate to the Account Setup Screen 
through the View/Select Dropdown Menu. 
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10. All accounts that are attached to the respective project will show on this screen. If you wish to add 
accounts, click the “Load Accounts,” hyperlink. If not, simply enter the following fields: 

a. Sub code 
b. Contract Encumbered Amount 

 

 
 

11. After all Account information has been entered, click the “Green Done Flag” in the top right-hand corner. 
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12. Once back to the Capital Project Screen, click the “Save” button to save your progress. 
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