CS-13 AiM SOP User Guide

Customer Service: CPPM Project Initiation

All project requests, regardless of size or scope, are initiated on the Facilities Management Customer
Portal as a Customer Work Request. Work control will route project requests to the appropriate
manager in Facilities Management for an initial review. If a determiniation is made to initiate a capital
project the FM manager will approve the customer request. This will generate an email notification to
you to create a capital project in AiM.
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field. Should the reviewer want to refer the request to another individual, he can do so by editing
the Customer Request, changing the Status and Save.
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Once the request has been reviewed, the reviewer will enter
details about the project into the comments field.
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Finally, approve the project request by editing the customer request, setting a status for CPPM
initiation and Save. This will automatically send a status email notification to the requestor and
the CPPM project initiator.

4. CPPM Project Initiator will receive an email notification that a new
capital project should be initiated. Please refer to the CPPM SOP
for the project initiation process for each project type:
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Facilities Management Work Contral has received the following request for a capital project. The project
has been approved for an FMCS project. This is the required information for project initiation as outlined
in the CPPM Standard Operating Procedures. Please create a capital project in AiM.

Request Date: 01/27/2015 The e-mail notification will contain the contact
Reguest Number: 2716 i . . .

Contact Name: CRISTINA WHELESS information and details on the project needed
Contact Phone Number: (123) 456-7891

Contact Email: cristina@ckisconsultants.com for project |n|t|at|on' Please /Ogin to AIM to
Department Number: C30

Organization Number: C3052 create the capital project and begin the CPPM
Region: OSU-STILLWATER

Facility: CENTRAL CAMPUS process

Property: 0092
Description: THIS REQUEST TO INITIATE A PROJECT FOR COLVIN REC CENTER REMODEL
Project Review Comments: The funds have cleared. We are ready to start the project.

If you have questions, please contact Work Control at (405) 744-7154. - N N - N N
Facilities Management Work Control has received the following request for a capital project. The project

If you would like to access more information about the request, you can do so { equest has been approved and the capital project is being created. A project manager will contact you

Management Customer Portal: shortly.
https://workordertest.okstate.edu/Customer/Lookup?search val=2716

Request Date: 01/27/2015

Thank you! Request Number: 2716

Contact Name: CRISTINA WHELESS

Description: THIS REQUEST TO INITIATE A PROJECT FOR COLVIN REC CENTER REMODEL

5. Requestor W|” also receive an If you have questions, please contact Work Control at (405) 744-7154.

email notification that their If you would like to access more information about the request, you can do so at the Facilities
Management Customer Portal:

P rOJECt h as bee n app rOVGd . https://workordertest.okstate.edu/Customer/Lookup?search val=2716

Thank you!




