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FSU Facilities AiM Service request process 

FACILITIES SERVICE CENTER 
RECEIVES REQUEST 

WHAT KIND OF WORK OR 
SERVICE IS BEING REQUESTED?

DESIGN AND 
CONSTRUCTION

DESIGN AND 
CONSTRUCTION

BUILDING SERVICES
(B)

BUILDING SERVICES
(B)

GROUNDS
(G)

GROUNDS
(G)

INFORMATION TECH
(CUSTOMER REQ)

INFORMATION TECH
(CUSTOMER REQ)

MAINTENANCE
(M)

MAINTENANCE
(M)

MASTER CRAFTSMAN
(MC)

MASTER CRAFTSMAN
(MC)

WASTE 
MANAGEMENT

(WM)

WASTE 
MANAGEMENT

(WM)

GOLF COURSEGOLF COURSE

ELEVATORSELEVATORS
EXTERNAL 

CUSTOMERS
EXTERNAL 

CUSTOMERS

ONLINE SERVICE 
REQUEST 

PROCEDURE

ONLINE SERVICE 
REQUEST 

PROCEDURE

UNIVERSITY 
HOUSING

UNIVERSITY 
HOUSING
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IS THE REQUEST FOR A 
SPECIAL EVENT OR FOR 

BOXES?

TYPE: B
CATEGORY:<SELECT>

PHASE LEVEL SETUP
FUNDING : SHOP

NO

SPECIAL EVENT

BOXES

SPECIAL EVENTS PROCESSSPECIAL EVENTS PROCESS

PROBLEM CODE: BOX
TYPE: B

CATEGORY:BOX
PHASE LEVEL SETUP
FUNDING : CUSTOM

ACCOUNT SETUP 

CHARGE 
  SUBCODE : <OMNI PO #>

   ACCOUNT: <First 9 digits of PO 
#>>

OFFSET
  SUBCODE : WCTF
  ACCOUNT: 041013310

BUILDING SERVICES
(B)

Boxes are provided by Maintenance which is 
why we use the WCTF as the subcode – we 

have to recover the funds!

Boxes are provided by Maintenance which is 
why we use the WCTF as the subcode – we 

have to recover the funds!

Check the PO to 
make sure the 
description is 
applicable to the 
request

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE
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NO

YES

WILL THE CUSTOMER BE 
CHARGED FOR THE SERVICE?

PHASE LEVEL SETUP
FUNDING : SHOP

GROUNDS 
(G)

CONTACT FACILITIES 
FINANCE DEPARTMENT 

FOR DIRECTION 

PROBLEM CODE:  GMAINT
TYPE: G

CATEGORY: R

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

Currently we do not charge for any Grounds 
related services.  Please work with Facilities 
Finance to discuss options if instructed 

otherwise.

All Grounds service requests use ‘Shop’ as the 
funding method.  This means that any work 
charged to this request will be paid for by 

Grounds. 
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YES

NO

WASTE MANAGEMENT
(WM)

PROBLEM CODES:
RECYCLING OR SOLID 
WASTE

PHASE LEVEL SETUP
WORK CODE: SELECT 
APPROPRIATE
FUNDING : SHOP

WILL THE CUSTOMER BE 
CHARGED FOR THE SERVICE?

IS THIS FOR A ROLL OFF OR 
CONFIDENTIAL SHREDDING?

ROLL OFF

PHASE LEVEL SETUP
FUNDING : CUSTOM

PROBLEM CODE: ROLLOFF
TYPE: WM

CATEGORY:SOLID WASTE

ACCOUNT SETUP 

CHARGE 
  SUBCODE : <OMNI PO #>

   ACCOUNT: <First 9 digits of PO 
#>>

OFFSET
SUBCODE: VM

CCOUNT: 042001310

PROBLEM CODE: CONF SHREDDING
TYPE: WM

CATEGORY:RECYCLING

ACCOUNT SETUP 

CHARGE 
  SUBCODE : <OMNI PO #>
  ACCOUNT: <First 9 digits of PO #>>

OFFSET
SUBCODE: VM
CCOUNT: 042001310

PHASE LEVEL SETUP
FUNDING : CUSTOM

CONFIDENTIAL SHREDDING

Check the PO to 
make sure the 
description is 
applicable to the 
request

Check the PO to 
make sure the 
description is 
applicable to the 
request

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

Roll off’s and confidential shredding are the 

only billable services
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MAINTENANCE
(M)

WILL THE CUSTOMER BE 
CHARGED FOR THE SERVICE ?

ISTHIS AN E&G BUILDING ?NO

PHASE LEVEL SETUP
FUNDING : PROPERTY

TYPE: M
CATEGORY:RM

YES

PHASE LEVEL SETUP
FUNDING : CUSTOM

TYPE: M
CATEGORY:RM

YES

ACCOUNT SETUP 

CHARGE 
  SUBCODE : <OMNI PO #>
  ACCOUNT: <First 9 digits of PO #>>

OFFSET
  SUBCODE : <Leave BLANK>
  ACCOUNT: <Leave BLANK>

NO

Check the PO to 
make sure the 
description is 
applicable to the 
request

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

Customer/Facilities Funded ServicesCustomer/Facilities Funded Services

Not sure if customer account information 
is needed?  

Use the “FINANCIAL REVIEW” status on 
the phase level to bring attention to it 
from the Finance team

MAKE SURE YOU CHANGE THE STATUS TO 
“ENTERED” ONCE THE FINANCE TEAM 
CLARIFIES YOUR ISSUE

Not sure if customer account information 
is needed?  

Use the “FINANCIAL REVIEW” status on 
the phase level to bring attention to it 
from the Finance team

MAKE SURE YOU CHANGE THE STATUS TO 
“ENTERED” ONCE THE FINANCE TEAM 
CLARIFIES YOUR ISSUE

Room Lookup ToolRoom Lookup Tool

https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
https://www.facilities.fsu.edu/space/
https://www.facilities.fsu.edu/space/
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MASTER CRAFTSMAN STUDIO
(MC)

WILL THE CUSTOMER BE 
CHARGED FOR THE SERVICE ?

IS THE CUSTOMER AN
 INTERNAL FSU CUSTOMER OR 

AN EXTERNAL?

TYPE: MC
CATEGORY: INTERNAL

YES

TYPE: MC
CATEGORY:EXTERNAL

PHASE LEVEL SETUP
FUNDING : CUSTOM

ACCOUNT SETUP 

CHARGE 
  SUBCODE : <OMNI PO #>

   ACCOUNT: <First 9 digits of PO 
#>>

OFFSET
  SUBCODE : MCS
  ACCOUNT: 199000320

PHASE LEVEL SETUP
FUNDING : CUSTOM

ACCOUNT SETUP 

CHARGE 
  SUBCODE : EXTERNAL
  ACCOUNT: <AUX # >

OFFSET
  SUBCODE : MCS
  ACCOUNT: 199000320

EXTERNAL

INTERNAL

IMPORTANT
ALL SERVICE REQUESTS 

FOR MASTER CRAFTSMAN 
ARE BILLABLE TO THE 

CUSTOMER

NO

Check the PO to 
make sure the 
description is 
applicable to the 
request

Check the PO to 
make sure the 
description is 
applicable to the 
request

ONLINE 
SUBMISSION- 

CUSTOMER 
REQUEST 

PROCEDURE

ONLINE 
SUBMISSION- 

CUSTOMER 
REQUEST 

PROCEDURE

External customers have an AUX 
number in place of an OMNI PO #  – 
it serves as a vendor ID so we can 
send them a bill 
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GOLF COURSE SERVICE 
REQUESTS

WILL THE CUSTOMER BE 
CHARGED FOR THE SERVICE ?

CREATE WORK 
ORDER AND 

PUT PHASE IN 
‘FINANCIAL 

REVIEW’ 
STATUS

YES

PHASE LEVEL SETUP
FUNDING : PROPERTY

TYPE: M
CATEGORY:RM

NO

RETURN 
STATUS TO 
‘ENTERED’

FINANCE TEAM MAKES DETERMINATION

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

Not sure if customer account information 
is needed?  

Use the “FINANCIAL REVIEW” status on 
the phase level to bring attention to it 
from the Finance team

MAKE SURE YOU CHANGE THE STATUS TO 
“ENTERED” ONCE THE FINANCE TEAM 
CLARIFIES YOUR ISSUE

Not sure if customer account information 
is needed?  

Use the “FINANCIAL REVIEW” status on 
the phase level to bring attention to it 
from the Finance team

MAKE SURE YOU CHANGE THE STATUS TO 
“ENTERED” ONCE THE FINANCE TEAM 
CLARIFIES YOUR ISSUE

https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
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INFORMATION TECHNOLOGY
(FACIT) 

ENTER AiM CUSTOMER REQUEST ENTER AiM CUSTOMER REQUEST 

SELECT CUSTOMER 
SERVICE MENU 

OPTION

CLICK ON NEW ICON 
ON TOP MENU

ENTER PROBLEM 
CODE 

ITSUPPORT 

ENTER RELEVANT 
DETAILS 

SAVE

IT SUPPORT WILL PROMOTE 
INTO A SERVICE REQUEST AND 

ROUTE ACCORDINGLY

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

https://aim.facilities.fsu.edu/fmax/screen/WORKDESK?module=CUSTSERVICE
https://aim.facilities.fsu.edu/fmax/screen/WORKDESK?module=CUSTSERVICE
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PHASE LEVEL SETUP
SHOP: SELECT APPROPRIATE
WORK CODE: SELECT 
APPROPRIATE
FUNDING : CUSTOM

DESIGN AND CONSTRUCTION

WORK ORDER
TYPE: F

CATEGORY: EXP

ACCOUNT SETUP 

CHARGE 
   SUBCODE : <OMNI PO #>
   ACCOUNT: <First 9 digits of PO #>>

OFFSET
   SUBCODE : <Leave BLANK>
   ACCOUNT: <Leave BLANK>

You will no longer use IWAs when 
creating work orders in AiM 

CREATE OMNI PO FOR EACH 
INDIVIDUAL PROJECT 

IS FSU FACILITIES 
MAINTENANCE 
GOING TO BE 
INVOLVED?

YES

SET UP 
CONSULTANT 

CONTRACT FOR 
TOTAL 

AMOUNT OF 
MONEY 
NEEDED

Check the PO to 
make sure the 
description is 
applicable to the 
request

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE
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NO

YES

IS THIS REPAIR REQUEST 
INITIATED BY FACILITIES 

PERSONNEL?

PHASE LEVEL SETUP
SHOP: 15 ELEVATOR
FUNDING : SHOP

ELEVATORS

PROBLEM CODE:  ELEVATOR
TYPE: M

CATEGORY: RM

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

PROBLEM CODE:  ELEVATOR
TYPE: M

CATEGORY: RM

PHASE LEVEL SETUP
SHOP: 15 ELEVATOR
FUNDING : ASSET

Once you have created the work order, make 
sure you send an email with the work order 

number and description to:

elevator@lists.facilities.fsu.edu  

The Facilities employee will need 
to give you the Asset Number.  If 
it is not known, tell the requestor 

to confirm the number and 

contact the Service Center again  
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YES

NO

WILL THE CUSTOMER BE CHARGED FOR 
THE SERVICE?

PHASE LEVEL SETUP
SHOP: SELECT APPROPRIATE
FUNDING : CUSTOM

EXTERNAL CUSTOMERS

If the external customer is reporting 
a Facilities issue that is in an E&G 
space, follow instructions on the 

Maintenance Workflow

TYPE: SELECT APPROPRIATE
CATEGORY: SELECT APPROPRIATE

ACCOUNT SETUP 

CHARGE 
  SUBCODE : EXTERNAL
  ACCOUNT: AUX NUMBER

OFFSET
  SUBCODE : <Leave BLANK>
  ACCOUNT: <Leave BLANK>

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

 External Customer Service Requests will always be funded by 

the customer 

External Customers will have account numbers starting with 
AUX-.  You can search for their account numbers using the 

search function in AiM. 
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EVENT MORE THAN 
5 DAYS

IN FUTURE

PHASE LEVEL SETUP
FUNDING : CUSTOM

PROBLEM CODE: SPECIAL EVENT 
TYPE: B

CATEGORY:SE

ACCOUNT SETUP 

CHARGE 
  SUBCODE : <OMNI PO #>
  ACCOUNT: <First 9 digits of PO #>>

OFFSET
  SUBCODE : <Leave BLANK>
  ACCOUNT: <Leave BLANK>

SPECIAL EVENT REQUEST

Check the PO to 
make sure the 
description is 
applicable to the 
request

*CREATE CUSTOMER REQUEST*
PROBLEM CODE: SPECIAL EVENT

TYPE: B
CATEGORY:SE

STATUS: SPECIALEVENTREVIEW
FUNDING: CUSTOM

INFORM CUSTOMER 
EVENT REQUEST 
WILL REQUIRE 

BUILDING SERVICES 
APPROVAL

ACCOUNT SETUP 

CHARGE 
  SUBCODE : <OMNI PO #>
  ACCOUNT: <First 9 digits of PO #>>

OFFSET
  SUBCODE : <Leave BLANK>
  ACCOUNT: <Leave BLANK>

Check the PO to 
make sure the 
description is 
applicable to the 
request

BUILDING SERVICES REVIEWS 
AND

APPROVES/REJECTS
STATUS APPROVED: OPEN

STATUS REJECTED: CANCELED

EVENT LESS THAN
5 DAYS 

IN FUTURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

Create two phases for these requests, one 
for ‘DROPOFF’ and the other ‘PICKUP’. 

Also make sure you capture type (chair, 
tables etc), quantity and time/location 

details.  

Create two phases for these requests, one 
for ‘DROPOFF’ and the other ‘PICKUP’. 

Also make sure you capture type (chair, 
tables etc), quantity and time/location 

details.  

SERVICE CENTER
STATUS:

APPROVED

Create two phases for these requests, one 
for ‘DROPOFF’ and the other ‘PICKUP’. 

Also make sure you capture type (chair, 
tables etc), quantity and time/location 

details.  

Create two phases for these requests, one 
for ‘DROPOFF’ and the other ‘PICKUP’. 

Also make sure you capture type (chair, 
tables etc), quantity and time/location 

details.  
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UNIVERSITY HOUSING

IS THIS FOR A STUDENT 
RESIDENCE OR EXTERNAL 
CUSTOMER LOCATION?

IS THIS REQUEST RELATED TO:
- RAISING/LOWERING BEDS

- PEST CONTROL
- REFRIGERATOR INSTALL

- FURNITURE ISSUES
- CLEANING

STUDENT

PHASE LEVEL SETUP
FUNDING : PROPERTY

TYPE: M
CATEGORY:RM

NO

SEE EXTERNAL CUSTOMERS 
INSTRUCTIONS

SEE EXTERNAL CUSTOMERS 
INSTRUCTIONS

EXTERNAL CUSTOMER
YES

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

ONLINE SUBMISSION- 
CUSTOMER REQUEST  

PROCEDURE

SEE BUILDING SERVICES 
INSTRUCTIONS

SEE BUILDING SERVICES 
INSTRUCTIONS

Not sure if customer account 
information is needed?  

Use the “FINANCIAL REVIEW” status on 
the phase level to bring attention to it 
from the Finance team

MAKE SURE YOU CHANGE THE STATUS 
TO “ENTERED” ONCE THE FINANCE 
TEAM CLARIFIES YOUR ISSUE

Not sure if customer account 
information is needed?  

Use the “FINANCIAL REVIEW” status on 
the phase level to bring attention to it 
from the Finance team

MAKE SURE YOU CHANGE THE STATUS 
TO “ENTERED” ONCE THE FINANCE 
TEAM CLARIFIES YOUR ISSUE

https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
https://fac-wwwdev.facilities.fsu.edu/depts/maintenance/fundingCategories.php
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SERVICE CENTER RECIEVES 
ONLINE CUSTOMER REQUEST 

(CR)

REVIEW DESCRIPTION 
FOR RELEVANT 
INFORMATION

SELECT APPROPRIATE 
TYPE

CATEGORY
WORK CODE

SHOP
PRIORITY

SELECT 
APPROPRIATE

FUNDING 
METHOD

CUSTOM 
FUNDING 
METHOD

REVIEW ACCOUNT 
SETUP FOR 
CUSTOMER 
ACCOUNT 

INFORMATION

NON-CUSTOM 
FUNDING 
METHOD

CHANGE STATUS 
TO “APPROVED”; 

WORK ORDER 
WILL BE 

AUTOMATICALLY 
CREATED

CUSTOMER DID 
NOT PROVIDE 

INFORMATION/
ENTERED 

INCORRECT 
INFORMATION

CUSTOMER 
PROVIDED 
CORRECT 
ACCOUNT 

INFORMATION

“UNDER REVIEW” status will put the 
CR in a holding status if more 
information is required.  A WO will 
not be generated.

STATUS: UNDER REVIEW

CONTACT CUSTOMER 
FOR REQUIRED 
INFORMATION

STATUS: APPROVED

WORK ORDER WILL 
BE AUTOMATICALLY 

CREATED

CUSTOMER
PROVIDES 

INFORMATION

CHANGE STATUS 
TO “APPROVED”

WORK ORDER 
WILL BE 

AUTOMATICALLY 
CREATED

This process is the same as for 
regular work orders; please 
reference work flow for various 
departments’ work order types
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