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AssetWorks – General Information
What is AssetWorks? 
AssetWorks is an Asset Management system that captures information about an asset. Assets include tagged equipment A-G, facility land and buildings. Work order 
repairs and inspections are submitted against the assets to validate operational costs and benchmark replacements. 

AssetWorks Servers - TEST vs PRODUCTION -- ** Please make sure you are in the correct Server **
TEST SERVER – Use this server when you are in training or testing. DOTnet it says, AssetWorks – TEST. 
PRODUCTION SERVER. – Use this server once you GO LIVE and actively using the system. The data content is the actual data. DOTnet it says, AssetWorks-
PRODUCTION. 

How will I know what server I am in? 
When you log into AssetWorks, the home page you will see in red text, TEST or PRODUCTION. 

Logging into AssetWorks – With Single Sign On (SSO)
You have 2 options to sign into AssetWorks for both Test and Production Servers from the DOTnet site.  

1- With Single Sign On - With Single Sign On log in will allow you click on the AssetWorks link. This will use your credentials from when you logged into your 
pc. This can only be used if SSO is working. It is a good idea to sign in without SSO just in case SSO is not working. Then you can get into AssetWorks anytime.
2 –Without Single Sign On -Without Single Sign On will require you to sign in using your DOT userid and password would be “password1”. It will not ask you 
to change your password. How to change your password information is included in this training manual. If you log in with Google, it will ask you if you want 
to save your password.  It is recommended you sign into Without SSO sometime. Then you have a way to get into AssetWorks if SSO is not working. 

Training Information
PowerPoint presentation and Audio and Video Presentation – optional. If you feel this would be helpful, please request this option on a SNOW ticket. 

Where can I find Training Manuals and Videos?
If you want to see a list of all training information, you have 2 ways to find this. 1- If you are in AssetWorks, go to the AssetWorks Homepage, then go to the 
Quick Links section and click on the link that says, AssetWorks Training Manuals 2- DOTnet homepage, in the center of the page, you will see AssetWorks. Click 
on this and it will take you to the same website.

Help Desk Ticket- in Quick Links Section
If you have any questions or issues in AssetWorks (AW), please submit a IDOT Help Desk service ticket (SNOW) in the Quick Links section located on the Home 
page. Issues would include having trouble logging in or anything else system related.
Your request ticket will be forwarded to the Office of Budget and Business System to help you. In the section labeled, “Please describe your issue in a few 
words ”  type in  AssetWorks - explain what you need help with. 

Missing Portals
If you need to do other functions in AssetWorks  and do not see where this can be done. You may need other portals. You can submit a Service Ticket by 
clicking on the Quick Link named Help Desk Ticket Requests for AssetWorks located on the Home Portal. In the field named, “Please Describe the Issue in a few 
words” please start with AssetWorks – Need to do……. add additional Portal(s).



Where Can I Find The AssetWorks (AW) System?
Click on your internet browser. This could be Internet Explorer         or 
Google Chrome          . It is recommended that you use Chrome, 
Internet Explorer may not be supported in the future. 

You have 2 Options to find AssetWorks information:
1. DOTnet- intranet
2. DOT Website- internet. You can click on the AssetWorks Icon on 

your desktop- or the AssetWorks located in center of the page. 

Option 1 - DOTnet URL Address to log into the system.
If your homepage is not the DOTnet site, navigate to DOTnet site 
using this address http://dotnet/

On the DOTnet site, go to the left blue margin.
See the following options to log into AW. 

• PRODUCTION with SSO
• PRODUCTION without SSO
• TEST with SSO
• TEST without SSO

If you do not see AssetWorks Option 1, click the F5 button and the 
‘+’ button on your keyboard, this will clear out your cache. Then these 
log in types should appear.  

Option 2  - AW icon will be sent to your desktop. This will take you to 
training materials. Here is the DOT AW Website URL address:

https://iowadot.gov/assetworks 
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What is Single Sign On (SSO)
• If you click on the with Single Sign On (SSO) this will 

automatically log into AssetWorks. 

• If you click on the without Single Sign On (SSO) you will 
need to type in your IDOT User ID and password1 to log 
in. 
You can then change your password.  

Log into 
AW

Training 
Materials



AssetWorks – Current URL Links in AssetWorks 21MARCH2019

AssetWorks Server Addresses

TEST SERVER – Use this server when you are in training or testing. 
TEST URL Link with Single Sign On (SSO) - https://fawebt10.assetworks.com/IowaDOTTestSSO/
TEST URL  without Single Sign On(SSO) - https://fawebt10.assetworks.com/IowaDOTTest/

PRODUCTION SERVER – Use this server once you GO LIVE and actively using the system. 
The data content is the actual data. DOTnet it says, AssetWorks-PRODUCTION. Please do not test in this system.

PRODUCTION URL Link with Single Sign On (SSO) - https://faweb10.assetworks.com/IowaDOTSSO/
PRODUCTION URL without Single Sign On(SSO) – https://faweb10.assetworks.com/IowaDOT/

Iowa DOT Website Internet for AssetWorks – URL Link - https://iowadot.gov/assetworks

Iowa DOTnet Intranet URL Link for AssetWorks -URL Link - http://dotnet/

What are these Single Sign On (SSO) Options?

1- With Single Sign On(SSO)  
With Single Sign On log in when you click on this AssetWorks link, this will use your credentials from when you logged into 
your pc. This can only be used if SSO is working. 

2 –Without Single Sign On (SSO) 
When you click on the Without SS, this will require you to sign in using your DOT userid and type in “password1”. It will 
not ask you to change your password. You will need to change your password. Go to the training manual named, How to 
Change your Password in AW.  
It is recommended you sign into without SSO sometime. Then you have a way to get into AssetWorks if SSO is not 
working. 
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How to login to AssetWorks?

If you have any questions or issues in the AssetWorks (AW) system, please submit a Service Now (SNOW) ticket. Your ticket will be forwarded to the Office 
of Budget and Business Systems. To submit a Service Now ticket, click on the Quick Link named Help Desk Ticket Requests for AW located at the Home 
portal. In the field name, “Describe the Issue in a few words” please start with AssetWorks – then provide what you need help with. 

If you signed in with SSO, this login will automatically log you in. If you sign in without SSO, type in your IDOT user ID and password. 

Once you have logged into the AssetWorks system, you will be directed
to the home portal screen. The home tab will turn light blue which means
that you are on the home portal.

Each tab, shown under the AssetWorks logo, is called a Portal. The portals
you see will be dependent on the access rights that you have been given.

All users will have “View Only” access which will include the following
Portals; Service Requests, Work Mgmt, Ames Inventory Requests, 
Motor Pool Reservation, Meter Readings, Query, and Reporting. 

If you need other portals, you can submit a Service Now Ticket by 
clicking on the Quick Link named Help Desk Ticket Requests for AW
located on the Home poral. In the field named, “Describe the Issue in a
few words” please start with AssetWorks – then provide what you need 
help with. 

Note:
1. If you are testing in the system, login to Test.
2. If you aren’t testing and the system is live, use Production.
What you put in test will not carry over to Production.



What is Ames Inventory Requests?
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The Ames Inventory Request portal will allow DOT staff the ability to order stock items from the 
Ames Warehouse. 

Non-DOT staff will also be allowed to order Stock Items from the Non-DOT Inventory Requests 
Portal. This portal can only be viewed by Non-DOT customers.  

These orders will be a direct issue charged to the requested Cost Center location.



Ames Inventory Request - Ordering
Once you have logged into AssetWorks, click on the Ames Inventory Requests portal. 

Click on the Request Ames Warehouse Stock Items button.  

Note: 
In the Your previous requests section, this provides you by Request Status any previous orders you have placed by User ID.  Your 
User ID is shown in the upper right. 
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Your Ames Inventory Request- Statuses
Under the heading Your Previous Requests, you can view all requests that you’ve made from the Ames Warehouse.  
Request Statuses:
PENDING- Is waiting for Ames Whse approval.  Once approved the Ames Whse will start the fulfillment process to complete your request. If 
you need to cancel, you will need to contact the Ames Whse to cancel your order.

CANCELLED - you can cancel by Request ID,  by clicking the red Cancel button on the far left of your screen only at the Pending status and it 
is not approved.  

COMPLETED - your request has been completed and in route for delivery or ready for pick up at the Ames Whse. 

ALL- your request with all Status types. 

Approval Status: 
Approved Status means your Request has been approved by the Ames Whse. The fulfillment process will be started.
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Your Previous Ames Inventory Requests - Table Views
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Your Previous Request section, can provide different column headings. You can select information 
you want to view in this table by right clicking on any of the blue headings. 

The Table Options screen will appear, as shown to the right. 

Check the boxes for  the columns headings you want to appear in your table. Once you have selected 
the titles you want to view, click OK.  These column headings shown in the table are the titles you 
selected in the Table Option screen. If you want to add or delete columns, repeat the process, 
clicking on the blue on any of the blue headings. These views are only viewed by the User ID that is 
logged into AssetWorks.

You also have the option to rearrange columns by moving them in the column heading or resizing 
the width. Click between the columns until the double arrow appears, then move to either side. 

Table Options - Column Headings Options



Step 1: Who is this for?

11

Click Next to continue on to Step 2. 

Now you are ready to order. All requests will follow 4 steps: Who, Reason, Choose, and Review. 
Step 1: WHO is this for?
• For My Department – This allows you to request items for your Department Cost Center. Selecting this option will 

automatically take you to Step 2. The Cost Center the User ID is assigned will be charged for the stock items ordered.
• For Other Department – This is used if you order for another Department Cost Center or for Non-DOT Locations. You can 

request items here by Department. Operator and Location will not be used. 



Step 2: Type of Request
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On this screen you have 2 Options to select from; New Item and Return. 

Returns will be covered later in this training manual. 

To order stock items from the Ames Whse, click on the New Item button. This will take you to Step 3. 



Step 3: Choose Your Stock Items- for the first time
If this is the  1st time you are ordering from AssetWorks, under the Request Catalog,  you will not see any previous orders show in the #1 
screen. 
Once you are ready to place a new order, Click the Request Catalog button to open the Ames Warehouse Inventory Catalog. 
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Step 3: Choose Your Stock Items- After the first time
If you have ordered items in AssetWorks your view will look like screen #2. 
Once you are ready to place a new order, Click the Request Catalog button to open the Ames Warehouse Inventory Catalog. 
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Screen #1

Screen #2 ASSIGNED View

Screen #2 ALL View
Note: If you have a 
long list of items, 
type in a word in 
the Search box to 
reduce your list of 
items to view. 

Note: Issued Status refers to your items was issued and charged to your Cost 
Center location.



Step 3: Choose Your Stock Items
The Select Request Item screen will appear. To view the items by categories/keywords, click on the BLUE ARROW only.
If you click on the catalog name- INVENTORY STOCK ITEMS- this will load all items and IT MAY TAKE SEVERAL MINUTES TO LOAD THE 

ENTIRE CATALOG. You cannot cancel this you will need to let it finish.  
Once you click on the blue arrow, a list of keywords will appear below. See next page. 
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Stock Items are: -
- Available
-- Out of Stock
-- Discontinued 

Stock Items will 
be noted in the 
description as 
Discontinued. 
Once the stock is 
gone, it will not 
be reordered. 

Note: Quick 
Search does not 
work until you 
select a Catalog 
Category -
Keyword. 
See next page.Sign Shop Stock Items are signs

the Ames Sign Shop provides.  
You can order Signs from CC 762000 and 764001.      
Make sure you are looking at the correct Current    
Location when looking for a sign. 



Step 3: Choose Your Stock Items- Keywords
In the blue left margin is a list of Catalog Categories/Keywords.
In this example, the keyword FILTER was chosen and all stock items that are a filter will appear with a photo, stock item # and 
availability.  Notice you have 157 items to view. If this category has many stock items, it may take time to load them all. 

After a Keyword (Filter) has been selected, you now have the option to use the Quick Search. If you know what type of filter you are 
looking for example, type in air, your total items has reduced from 157 to 49.
If you know the stock item # you can type it in the Quick Search field. 

Note: 
A green checkmark next in the catalog category/keywork indicates the current category you are viewing.
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Catalog 
Category 
–
Keywords

You can only 
select 1 
Keyword 
category at a 
time. 

Quick 
Search -
air



Step 3: Choose Your Stock Items – 1st Stock Item Request
After selecting a stock item, the Review Item screen will appear. The Item Details screen appears. This provides you additional information 
about the stock item.  Available – Out of Stock.
Qty will default to 1. If you need to change the quantity, type in a number or click the arrows. Please review the Unit of Measure to make 
sure the quantity you need is correct.  
The description field (Is this a Quick Pick Up at the Ames Whse? Yes or No) is a free text field where you should enter:
• Yes – For Quick Pick. If not you can leave this blank or type in No.
• Project Number or Function Code – If the stock item requires charges to a Project # and/or Function code provide this in the field. 
• Add to Freight Truck For CC # - If this needs to be added to the freight truck, indicate who to make sure it gets added to any other orders 

requested.  Then the Whse will know what route your stock requests should go on.
Once you’ve adjusted the quantity and added a description if needed, click Add to List. 

Note: Information for how to select more than one item can be found on the next page. 
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If you want to 
cancel your 
request, click the 
Cancel button. 

Note: If there is a function code, it needs 
to be added in this box.



Step 3: Choose Your Stock Items (More Than 1 Stock Item on Same Request)
After selecting your first item, you can add other items to your order request. Click in the Add Another? Box, a check mark 
will appear, then  click Add to List.

These additional stock items will be added and charged, along with any other requirements in the Requested Details 
provided with 1st item request.  
For this example, same charged to CC Location, Project #, Function Code, or Add to Freight truck for CC location #.

Note:
If this needs to be charged to a different CC location, Project # function code, it is recommended that you submit a new 
Stock Item Request. 
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Step 3: Choose Your Stock Items (More Than 1 Stock Item)
Once you add stock items to your list, the green successful update bar will appear. You will be taken back to the catalog. You 
can now select your next item by keyword. Select your stock item, quantity, and add a description if needed.  The first item 
you ordered does not repeat this information.  If you have a project # charges, it is best to only order stock items that 
require that specific project #. 

If this is your last item, click Add to List, otherwise, check the Add Another? box to continue adding more items.

Note: This shows that you 
have one other item 
currently in your cart.
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Step 3: Choose Your Stock Items - Out of Stock
If you select a stock item that is Out of Stock, you can still order this stock item. If you need it by a specific date, 
please note this in the field, shown in example.  
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Step 4: Review and Submit – Updates 
The inventory item(s) that you have selected will appear on the Step 4. If all the information looks correct, click the Submit Request 
button. 
Order Changes- prior to clicking the Submit Request button. 
• If you need to go back to any previous steps to make changes you can do this prior to clicking on the Submit Request. 
• You can cancel stock items by clicking on the red X, change quantity from this screen.
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The green successful update bar will appear and AssetWorks will automatically take you back to the Ames Inventory Requests Portal 
homepage.

Under the Your Previous Requests heading, you can see the inventory request you just created. 

Note:
You can cancel this request as long as it is at Pending Request Status. 

Checking Your Inventory Request  
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Step 3: Can’t Find Item - New Item to Stock
If you’re unable to find the item you’re looking for, click the Can’t find item? red text in the bottom left corner.
The Review Item screen will open. Here, you can describe the item you would like to have stocked in the Ames Whse. 
Describe the item you are asking the  Ames Whse to stock, you can also request it to be stocked at your stock room location, provide  
quantity you are needing. Click Add to List. 
The Ames whse will contact you if this can be stocked in Ames and provide you the stock item information when available.  
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Step 4: Review and Submit – Can’t Find Item – New Stock Item
The description you provided will populate in the ID field. From there, the Ames Warehouse will try to find what you are looking for 
based on the description you provided. 

Click Submit Request 
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How to Return Inventory
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Returning Inventory Stock Item
To return one or more stock items,  click on the Ames Inventory Requests portal and select Request Ames Warehouse Stock Items.

All Returns must be approved by the Ames Whse Admin staff prior to returning. 

Returns for reimbursement must follow DOT Policy and Procedures. 



Returning Inventory – Step 1: Who is this For?
Similar to requesting inventory, returning inventory follows the same process. 
• Select For My Department if you are returning for your Cost Center location. 
• Select For Other Department if you are returning items for another Cost Center Location or Non-DOT Locations.

A form at the DOT Website will need to be downloaded and filled out if your return comes back on the freight truck only   

27



Returning Inventory – Step 2: Type of Request
When returning inventory, click the Return button a drop down will appear.  
There are 4 reasons for returning an inventory item:
Broken - The item is broken and needs to be returned
Expired - You received an item with an expired expiration date. If you received an item that expired while in your possession, you will need to 
watch the expiration dates.  
Lost - Lost if not being used by the DOT. Use this for wanting to return an item you no long need. We are hoping to add another that just 
says Not Needed or something similar to that.  
Stolen – Not Applicable.
After choosing a Reason for the return, you will be taken to Step 3, if not, click the Next button.
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Use Lost Reason for normal returns.



Returning Inventory – Step 3: Choose Your Stock Items
Once you click the Return Reason, this screen will appear.  Since you had previously ordered this item, your ordered items from that 
location will appear.  Click in the box, to the left of the photo, the item you want to return.  The Assignment Request Line Item 
screen will appear. 
Note: If you need to return more than 1 stock item, you will need to return 1 stock item at a time. 
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The quantity will default to 1. If you 
order this item on multiple requests, 
you will need to return from each 
order’s  transaction.
You can return 1 or more  of the item 

you ordered. Type in the number you 
are returning in the Quantity box. 



Returning Inventory – Step 3: Choose Your Stock Items
Once you have validated and edited the quantity you want to return. Go to the Justification box and explain why you need to return 
the item.  Click the Add button to submit your request. 
Transactions for refunds need to be done by charge to Cost Center, function and/ or Project #.
If you need to return another item, go back to Step 3, select the next item you want to return.  
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Returning Inventory – Step 4: Review and Submit
Review the items you wish to return. Here is the first item returned. Do not hit Submit Request if you have another item to return. 
Go back to Step 3 and select your next item you want to return. The first screen shows the first item returned. 
In this example we returned all 3 items.  In the reason for Request heading, the description should say LOST for a regular return item 
no longer need. You can delete the line, or change quantity.   If all the information looks correct, click Submit Request. 
You cannot make changes to your return once you click the Submit Request button. You will need to contact Ames Whse if changes 
need to be made to your return request. 
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You can delete the line, or change quantity before
you click Submit Request.

Justification is explained on next page.

When you click the Submit Request button, the Working button will appear. Once it has completed your request, it will take you 
back to the Home page of the Inventory Request portal. 



Returning Inventory – Step 4: Review Justification
Clicking on the Justification            icon the Add a Justification screen will appear. This shows what you typed in for Justification on 
your return.   
This heading “Is this a Quick Pick Up at the Ames Whse? Yes or No will be change. 
If you need to make changes to your Justification for Return, you can edit this box and click Save.  
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Returning Inventory
Under the Your Previous Requests section, you can see your returns at Pending status.  You can still cancel any of these requests 
while at Pending status.  

Once this changes to Approved, you cannot cancel your return requests. 

You will know what items are Returns by the Request Reason. Lost is currently being used for items that need to be returned 
because you no longer need. 
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