Job Aid
GM AIMS Non-Faculty

Enter the OnePurdue Portal

https://erp-portal-prd.itap.purdue.edu/irj/portal

Log into the Portal

Enter your Career Account Login and Password and press Enter or click Log
on button.

Welcome

| userp = | |

| Password * | |

. AINS
Click

Once in the OnePurdue portal, to get into the GM AIMS Non-Faculty Application, click the following buttons:

Takes you to the AIMS page within the portal

queries.

cicx [

Variable screens allow users to enter values that limit the results that will be returned in the

Takes you to the first variable screen within the GM AIMS Non-
Faculty application

Once a variable screen is
complete, the chosen values will
appear in the description fields to
the right of the selection boxes.

Mandatory fields on variable
screens are indicated by a (*)
next to the variable field, as
shown on the FY Period field on
the screen to the right.

Once all desired values have
been entered into the variable

screen, user can click to
execute query.

All variable screens in AIMS look similar to the one shown below.

Variable Entry
Available Variants: [=|[ save |[ Save As... |[ Delete |
Variable Current Selection Description
Sponsored Program I ]
Grant [100144 7] | 100144
Fund [ =
FY Period - Mandatory (%) | | [l

At any point if you wish to return
to the variable screen for a
report, click the Variable Screen
button.

“ariable Screen
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Variable Screens - Selecting Variable Values

If the user needs to search for the desired value(s) in the variable screen, the following steps
should be followed.

Click the button next to the input

. .
box to open a selection dialog.

Once the selection dialog is E—
open, can choose single values .

; J ; Show view: Single valuez N
or value ranges, depending on i b
the variable. All ik

Single values -

Can also search for a value using
search functionality. To change
to search mode, on the Show
View dropdown box, choose All -
Search. search

Show tool: [Singls values |v|

Show view: Al [+

Most variables will allow you to
search by either text or key
using the dropdown next to the

variable name.
Search

In most cases, text allows you to Fund: |Text [=]| | [ search |
search for a name or description, | Text
while key allows you to search Maximy ey
for a number value. For
example, a Key would be
“41010000” while the text value

would be “N.S.F.”.

Once key or text have been
selected, enter as much
information as possible.

To aid in searching, enter * at
the beginning and/or end of the
value that you wish to search
for. This increases your chances
of getting the appropriate Fund: [Text [~

value(s) returned.
) aximun{5955559 |

To ensure that all possible values
are searched, it is imperative
that the maximum box is
increased beyond the default of
1000.

*N.S.F.* || search

When desired value is entered
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and maximum increased, click

to return values meeting
the criteria.

Once returned values are shown,
click the gray box to the left of Fund
the desired value to highlight the T

choice, then click the

button to add the value to your
selections box.

1k

| | 41010000 N.S-F.

Add 4

Repeat this process until all
desired values are selected.

Selections

Type De=cription
= M.5.F.

To remove a value from the
selection box, click the gray box
to the left of the desired value in
the Selections box to highlight
the choice, then click the

button to remove the

value from your Selections box.
Add 3

Once all desired values are

selected, click to return to
the variable screen.

Searching For Pl or CoPl Names

To search for Pl or CoPl Names, follow the steps below.

Open the search box on the

Account Assignment Variable . . i
Screen next to the Pl Name or Click to the right of the PI Name or CoPl Name field.

CoPIl Name field.

Increase Maximum number from
1000 to 999999999. This will
enable you to search the entire Maximunm| 999999999
list of names, rather than just
the first 1000 entries.

In the box to the right of the
funnel, enter the last name of
the staff/faculty member that | 7 | JONESH
you are searching for. Enter an
* after the last name for a higher
probability of returning the
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correct values.

Note: This particular field is
case sensitive, so be sure to
enter the proper case to increase
your chance of returning the
correct results. The proper case
is all caps. For example, JONES*
is a valid entry.

After you have entered the
desired search value, click the

i

to begin search.

Once returned values are shown,
click the gray box to the left of
the desired value to highlight the

choice, then click the | v | JONES
button to add the value to your JOMES, DON

selections box. | JONES, JAMES

Repeat this process until all
desired values are selected.

Once all desired values are

selected, click to return to
the variable screen.

Variable Screens - Creating Variants

To save variable values as a variant for future use, follow the steps below.

Once all desired values are
entered into the variable screen,

click [ Save As...| to save variable

values as variant. Save Variant

L. Save Wariant
Enter a description for your

variant. Description:

[MSF AIMS variand] |

Technical Name:

Do not enter a technical name
unless you are a BW Super User. | |

The variants that you create are

available for your use only.

If you wish to create a global
variant, please contact your
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area’s BW Super User.

Once all Description is entered,

click to return to the
variable screen.

To use your variant, click the
dropdown next to Available
Variants on the Variable Screen
to view the available choices.

Select the variant that you would | Available Variants: =
like to use. This will Variable

automatically populate the MSF AIMS Variant -
variable values that are stored in Flind ' I

that variant.

Click to process the query
with the values from the variant.

Query Jumps

In the BEXx tools, to “drill through” from query to query, you will execute what is called a jump.
To get to the jumps, follow the steps below.

To move from one query to
another in AIMS, make sure your
cursor is a hand and not an
arrow on the data that you wish
to jump from, then right click on

your mouse and you will get a
drop down menu.

Once you get the drop down
menu, you can select the report
that you would like to jump to.

Back "’lJuuuﬁ*l 5 | 51113921910 | Kuhn Richard
Click the report that you would Goto Account Summary L
like to see. A new window will Filter k| Al Expenses By FY Period
open up with the selected report. Broadcast and Export * | Al Commitments By FY Period i
Save View All Rezervations By FY Period p
Note: For some jumps, you will Budget Documentz i
be prompted with a new variable Properties k| Grant Month End Report
screen, however, on many Documents * | Sponsored Program Month End Report
jumps, there are variables Technical Reports Due
automatically passed behind the Legacy AMS

scenes. It is important to be on
the proper column within the
report that you are jumping from
in order to get the desired
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results on the query that you are
jumping to.

The link to Legacy AIMS will take
you to the expense transaction
details that posted prior to
2/1/07, as well as the Payroll

. - Grants | Fund % Sponzored Program & Pl Name &
and Travel transaction details
that post from 2/1/07 through 100144 | 21010000 | 8000001590 | 511 1392-1911 | Kuhn Richard J
the HR release of OnePurdue. — Account Summary i
The navigation within this report Fitter ¥ | AllExpenses By F Period .
is pOint-and-C!iCk,. similar to the Broadcast and Export * | Al Commitments By Fr" Period i
old AIMS application. Save WView All Reservations By FY Period

Budget Documents jd

Once you drill down within Properties »| Grant Month End Report i
Legacy AIMS, to get back a Documents | Sponzored Program Month End Report
page, use your backspace Overall Result Technical Reports Due
button. Legacy AMS

ks
To get back to OnePurdue AIMS

from Legacy AIMS, close the
window.

Printing a Report

To print a report from AIMS, follow the steps below.

Click the Print Version button.
Print Version
Scaling Factor -
* Fit to page width age
In the Print Version dialog box, Wz o temEs Theme:  [Standard SAP [~]
. . " Fi
change the Orientation to - ::'”: Pags Size: [ON A2 =]
oEler
Landscape Format. Orientation: [Landscape Format =
Portrait Format
You can also add Headers and e Landscape Format
eader
Footers to the report here. Margins [in mm [=]
Left: |N|j|15 |v||
Margins can also be adjusted Top:  [z00 Center: [None [~
from this dialog box. Bottom: [20.0 Right: [Hane [=]|
Left: 20.0
Once all selections are complete, Right:  [20.0 oL
click _ This will generate a
PDF file that you can print and/or Left:  [none [=]|
save. Center: [None [~
Right: |N|j|15 |v||
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To export a report to an Excel file, follow the steps below.

Click the Export to Excel button. | Export to ExDE:II
File Download | %]

Do you want to open or save this file?

A dialog box will open allowing |x€] j Name: Report1171661720312xds

you to Open or Save the Excel i) Type: Microsoft Excel Worksheet, 1.67 KB
file. From: em-portal-prd.itap.purdue.edu
Note: If the results are too Open | Save

large for Excel, you will receive
an “Out of Memory Error”.

harm your computer. f you do not trust the source, do not open or

@ While files from the Intemet can be useful, some files can potentialhy
gave this file. What 's the risk?
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The BEXx tools allow for Broadcasting functionality. Broadcasting allows a user to send, or
broadcast, a report or a link to a report to one or many other users.

To broadcast a report, follow the steps below.

Click the Send button. Send

The Broadcasting Wizard box

Step 1 From 2: Determine Basic Settings

You can choose the output
format here. Here you chooze how you want to diztribute the document and in what format it iz to be created. To
exit the wizard and call the broadcaster, click here

the: I_Dlease rememt_)er the Output Format | Online Link to Current Data 7|
University’s data policies MHTML

when using the broadcast XML (WS Excel)

functionality. HTML
:Online Link to Current Data

The default and preferred
format is an Online Link to
Current Data. This will email
a link to the user, who must
log into the portal to view the
data. All other formats do
not require the recipient to
log in to view the data.

Once the desired Output
Format is selected, click

to go to the next

screen in the Broadcasting
Wizard.

|Canu:el| |1 EIﬂu:L'| | Continue h| |E;-:5|:ut5
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The second page in the
Broadcasting Wizard allows
you to enter the email
address(es) of the person or
groups that will receive the

link or the data. You can

enter any valid email address
in the E-Mail Addresses line. Step 2 From 2: Enter E-Mail Message

Specify the e-mail addrezzes of the recipientz and maintain textz for the =ubject line and body of the -
i mail *'ou can then execute the broadcast setting here or continue with the wizard in order to schedule
You should enter a subject to the setting To exit the wizard and call the broadcaster, click here

the message on the Subject

line. E-Mail Addresses | crystalb@purdue.edu E
Subject | Importance IMedium 'I

Select the Importance of the
email in the Importance box.
The default is Medium.

Contentz

You can also add any
additional information that
the recipient should know in
the Contents box.

Once all desired information
. .

is entered, click

send the message.

[Cancel| [4 Back| | Continue k| [Execute

You can also Cancel the

message by clicking or

go back to the previous
screen in the Wizard by

clicking .

To sort within a report, click the  next to the column that you wish to sort.

Sortin
9 Clicking multiple times will change the sort between ascending and descnding.
To remove a column from the display, click on the column header of the
Removing a Column column you wish to remove and drag it until you see X_ Once the X appears,
from Display release your mouse button. The query will refresh itself and the column will no

longer appear during that session. To get the column back into the display,
exit and re-enter the GM AIMS Non-Faculty application.

To rearrange columns within a report, click on the column header that you wish

to move and drag it to the left or right of the column header of where you wish
Rearranging Columns 1
to move the column. Once you see the

to move the column, release your mouse.

in the position where you would like
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