
 

 

 

 

  



Overview 
 

Capital Project information is set-up in AiM by the Director of Facilities Planning and 

Construction.  Capital projects are then updated by FP&C and Accounting staff. 

 

Information on capital projects can be accessed from different screens.  From the main 

workdesk, click “Capital Projects.” 

 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



This will take you to the Capital Project module 

Click “Capital Project” 
 

 
 

This will take you to the main project screen.  The search function may be used to look up 

projects or filter projects.  If the project number is known, enter the number in the search 

function and click on the magnify glass  This will take you to the main project screen. 
 



 

The main Capital Project screen will provide an overview of a project.  Information regarding the 

project can be accessed from this screen.  

 

NOTE:  You can click on line items underlined and in blue to access additional information 

regarding a line item or view.  

 

On the Capital Project screen, click Viewfinder. 

 

 

 

 

 

 



 

 

 

 

 

 

 

From the viewfinder, information screens 

can be accessed easily by clicking on 

individual line items.  
 

  



Entering Bi-Weekly Information 

 

To Enter Tasks  
 

 

Click on “Capital Projects” on the workdesk.  This will take you to take you to the Capital 

Project module in AiM. 

 

 
 

 

 

  



 

Under Capital projects, click “Capital Project” 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



This will take you to the main project screen. The search function  may be used to look up 

projects or filter projects.  If the project number is known, enter the number in the search 

function and click on the search function.  This will take you to the main project screen. 

 
 

 

 
To enter information concerning tasks, click “edit” on and capital project screen 

 

 



click “activities” 

 

 

 
 



 
 

Dates on activities (tasks) are entered on this screen. As dates start/end, the biweekly will update 

automatically.  When edits are completed, click “done”. This will take you back to the main 

Capital Project screen.  Click “save” to save changes 

 

 

To Add Tasks 

From the Capital Project page, click “edit” 

click “activities” 

On the Activities page, click “Load” 

 

 
 

Click on activity needed 

Click “done” 

This will take the activity needed to the activity screen. Enter dates as needed. 

Click “done” 

Click “save” 

 

 



To Remove Tasks 

From the Capital Project page, click “edit” 

click “activities” 

Click the check box by activity not needed, then click “remove” icon.  

Click “save” 

 

 
 

 

Are you sure you want to delete?  Click ‘yes” 
 

 
 

 

Click “done” 

Click “save” 
 

 

 



To Enter Activities tied to a project 
 

On the main Capital Project page, click Universal Action List  
 

 

 

Click “search” 



 

 

 

 

Enter the Capital project number in the Capital Project search field 

Click ‘execute” 

 

 

This will bring up a types of existing activities to choose 
 

 

 

 

Click the type  

 

Click “edit” 

This will take you to the Universal Action List screen 

 

 

 

 

 

 



To add items 

Click “add”  

 

 
 

 

 

 

Once information has been entered, click “save” 

 

Click the browse icon to go to the next type by clicking “browse” and repeat the process for each 

action item.  
 

NOTE: Action items on the bi-weekly are automatically added/removed based on the complete 

dates. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



To Enter Issues for a Project – New Issues 

 
At the Workdesk, click on Capital Projects 

 

  



 

Click on “issue”  

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the issue screen, click “new” 

 

 

 



 

 
 

 

 

Type in the capital project number, then click the magnifying glass 

 

Click on the search function to choose the responsible party 

 

On the type, click on the search function to choose the type.  Click on the type needed 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Type in the description of the issue, 

Click on the search function for the responsibility party. 

 

 
 

 

To add a line item, click “add” under line item.  

 



 

 
 

Enter this issue information in the description box 

Click on the search function to choose the component group 

Click on the search function to choose the component 

The status is automatically set to open 

Click “done” 

 

 

Click “save” 

 

 
 

 

 

 



To Add Line Items on Existing Issues 
 

Click on capital project 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the project number to get to the main capital project screen 

Click on the search function 

 

 

 



Click edit 

Click on “issues” 
 

 

 

This will bring up the issues screen. 

 

To add issues, click the issue number needed on the issues list 
 

 
 

 



Click “edit” 

Click “add” 

Enter an Issue,  

Click ‘enter’ 
 

 

Click Add to add Line items 

Enter the component group 

Enter the component 

Click “done” 

Click “save” 

 

 
 

 

 

  



 

To run the Bi-weekly Report 
 

From the main capital project page, Click “print” 

 
 

 

 



 
 

Click JMU CPPM BIWEEKLY.  This will run the report. 
 

 

 

 

 
 

 


