GUIDELINE
FOR AOM WORK ORDER MANAGEMENT
-ASSET CATEGORIZATION-

Effective January 1, 2026, for reporting purposes, please follow the procedure below for all
Work Orders assigned to you.

Note that for reporting purposes all WOs should be properly categorized with a valid asset,
corresponding to an existing application managed by ASU/AOM. Although more than one
asset can be registered in the WO, the reporting process will only consider the first listed
asset that matches a correct application name.

With respect to the compliance of this process, we are preparing a daily alert to inform
AOM teams about those WO without correct asset or missing.

How to Verify and Insert the Correct Asset Number in a Work Order

Before beginning work on each Work Order, ensure you complete the following step (as per
screenshot below):

Step 1: Check the Asset Setup

e Openthe assigned Work Order.
e (Gotothe Assets tab.
¢ Inthe Asset Number section, confirm that the correct asset is listed.
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Step 2: Retrieve the Correct Asset Number

If the asset number is missing or incorrect, follow these steps:

1.
2.
3.

a

Log into VDI

Connect to the Dashboard | Alert Reporting System

Go to the “Reports” section

Select “uCMDB Applications” from the available reports.
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Filter the “Team” column by “ASU”

In the “Business Application” search bar, look for the correct asset number

Copy the retrieved asset number and paste it into the Asset Number field in your
Work Order.

Note: To add an “Asset number”, please click the “+” button and ensure you enter
the asset number obtained from the uCMDB Applications report.
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Please adhere to these guidelines consistently to ensure accurate and standardized

reporting. Upon completion of all required steps, you may proceed with executing the
assigned Work Order.


https://ars.dfs.un.org/

