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1.  Log into AiM using your MySFA User Name and 
Password:

https://aim.sfasu.edu/fmax

https://aim.sfasu.edu/fmax


2.  Select the “Customer Service” menu

3.  Open a new “Customer Request” by pressing 
the blank page icon



4.  Fill out the required fields highlighted in RED: 
Description, Contact, Contact Phone, Contact Email, 
Region, Facility, Property, and Problem Code

*These 3 things are required even 
though they are not in a red box

*Give as 
many details 
as possible to 
describe the 
issue & 
location, and 
please stick 
to just the 
facts.   
*Building
* Room #

FOP: 123456-78910-100 *Please enter your department FOP in the 
description even if the work falls under general 
maintenance and is a non billable task.

*The Problem Code should always be Faculty/Staff



5.  Select the Region 

6.  Select the Facility 

Main Campus will be 
used by most



7.  Select the Property (see bottom of screen to go 
to the next page of properties if needed)



8.  Select the room, then select “Done.” If room is not 
listed, just select “Done.”

Select 
Room
then
press 
Done



8.  Check to make sure all information is correct and then 
SAVE your request. Call ext. 3206 for questions or to 
confirm receipt.



Helpful Tips!
• Enter as much detail in the description field as possible (building, 

room #, office #, specific issue, etc…)
• Just state the facts!  Description field only allows so many 

characters. 
• Do not send customer requests to follow up on a previous request.  

You can call ext. 3206 or shop directly for an update.
• Submitting requests through the AiM system helps 

• streamline the large amount of work requests we receive
• provides us with documentation to support approving the 

request
• helps us direct the request to the correct maintenance shop
• reduces the large influx of telephone calls to our office
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