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1 Asset Priority Index (API)

1.1 Introduction

The Asset Priority Index (API) is numerical rating, indicating the importance a structure or location
(e.g., building) is to a site. The APl application is designed to help Indian Affairs (IA) staff assign APIs to
operating locations. APIs are determined through a series of questions in an APl Worksheet. Asset
Managers will update an operating location’s APl by answering questions in the APl Worksheet. Central
Office will then approve or reject the operating location’s API. Upon approval of an APl score for an
operating location, the data will be sent to IA-FMS.

1.2 Getting Started

This section explains how to log in to APl and the overall structure of the application.

1.2.1 Llogginginto API
To log in to API:

1. Open your Web browser.
2. Enter the link for API.

3. The API Login page will appear, as shown below.

rLogin

User Mame:
Password:

Remerber: You must use your Maximo username and password.

4. Enter your Active Directory user name and password in the User Name and Password fields. If you
do not know your user name and/or password, contact the Help Desk.

5. Click the Login button or press Enter.

6. If you entered your user name or password incorrectly or if you do not have access to the API
application, you will see an error message. Otherwise, you will see the APl Home page.



API Training Manual Page 2

1.2.2 Understanding User Roles

Every APl user is assigned a user role and, if applicable, one or more sites or regions in the BIA User
Management Portal (BUMP). API has two user roles for IA staff:

e Users with the Asset Manager role are assigned to a site, and sometimes to multiple sites, in BUMP.
These users can:

— Review a location’s API
— Update a location’s API by completing the APl Worksheet.

e Users with the Central Office role are assigned to all regions in BUMP. They can perform the
following tasks:

— Review a location’s API

— Update a location’s APl by completing the APl Worksheet
— Approve a location’s API

— Reject a location’s API.

1.2.3 API Title Bar, Menu, and Tab Structure

Every screen in the APl application includes two parts: a title bar and a menu bar.
Title Bar

The black title bar across the top of the page displays:

e The name of the application on the left side.

e Your name, followed by user ID in parentheses, and your user role, followed by site(s) or region in
parentheses when applicable, on the right side. User roles determine the features of APl you can use
and the data you can access.

o The Logout link and timer, also on the right side, where you can see how much time remains before
you are automatically logged out of API for inactivity.

| Lagout 29:46

Inactivity Timeout

Due to IA OCIO security requirements, the APl application must log you out after 30 minutes of
inactivity. The inactivity timer in the title bar shows how many minutes are left until you will be
automatically logged out. When the timer reaches three minutes, you will be prompted to indicate
whether you want to remain logged in. The timer is reset to 30 minutes when you use the keyboard or
click the mouse within the Web page.
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Menu Bar

The APl menu bar has two main menus to navigate the application, each with a submenu, as shown
below.

Horme M| Locations hd

The table identifies each menu and describes the options on its submenu.

Menu | Option \ Description

Home

Home Takes you to the Home page, which provides a link to the
Location Search and Filter page.

Logout Allows you to log out of the APl application.

Locations

Search & Filter Takes you to the Location Search and Filter page, which allows
you to search for Locations and their APl. Dependent upon the
user role, they will be able to calculate, modify, reject, or
approve an API for locations.

1.3 Overall API Process

The APl application allows Asset Managers to calculate the APl and Mission Dependency for a location
record by answering a series of questions in the APl Worksheet. Central Office will also have the ability
answer questions in the APl Worksheet, but it is primarily the Asset Manager’s responsibility.

All location data in the APl application comes directly from IA-FMS.

1.3.1 Completing an APl Worksheet

The questions in the APl Worksheet vary depending on the location’s program, such as General Admin,
Education, or Law Enforcement.

After the Asset Manager completes the APl Worksheet, the APl is then reviewed by Central Office.
However if an Asset Manager fails to complete an APl Worksheet for a location record in the status “API
Update Due”, “Incomplete”, or “Rejected” for 30 days, that record will still be sent to Central Office for
review. The current APl and Mission Dependency associated with that record in IA-FMS will be used as a
default. If the location record does not have an APl or the APl value is null in IA-FMS, a default API will
be assigned.
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1.3.2 Approving an APl Worksheet

Central Office will review all location records in the status “Pending CO Approval”. They will either
approve or reject the location record. If the location record is approved, the status changes to
“Approved” and the updated APl and Mission Dependency are sent to IA-FMS. If the location record is
rejected, the status changes to “Rejected” and no data is sent to IA-FMS. The location record must go
through the APl completion process again.

If the Central Office fails to review a location record in the status “Pending CO Approval” for 30 days, the
record will be automatically approved by the system. The status will change to “Approved” and the
updated APl and Mission Dependency are sent to IA-FMS.

1.4 Calculating API

1. Login and click on Location Search and Filter.

Getting Started

To begin Cakulating , madéying. rejecting ce approving AP] for locations visit the Location Search and Filter page:

2. From the Location Search and Filter screen, use one or any combination of the search fields
to filter for the desired location(s). However, this example casts a wide net, showing the
Approval Status set broadly to “APl Update Due.” This will return every location record that
requires an update to its API. Click the Search button to execute the search.

h
2 T | # Ssarch| (#Resst Advanced Search
w Search Criteria

Program

o
§
]

v

Gereral Admin -

Regon

ALASKA
CENTRAL QOFFICE

Sne

1& TEST
\14001 x

Location &
Maome ID
Location Descriptior
Current APT In TAFMS
Current Calculated A1
Location Status
|ACTIVE -

Location Type I .
1100-Buslding
1300-Tower x

Approval Status ].

VERang DU AperovE
Appreved
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3. From the resulting list of locations, choose the individual location record (Maximo ID) whose
APl needs to be updated. Note any preexisting APl values on the record.

Note: The Current Calculated API pertains to the API calculated prior to Central Office approval,;

the Current APl in IA-FMS pertains to the API after Central Office approval, existing in IA-FMS
(Maximo).

- . - " ————————

Losation Stefus: CPTRATING | Approwal Stetus: Proding (0 Apprevel

Location Records Search and Filter

proviows | 1] 2] 3] 4] o] memte |y s 0308 ewsons tpage 10 326 ] ol 2| @) ] sznnx -

e uerrren
e riotin ThEE 1D Locatien Descrigtion AP In Cabruleted  Lotatses Siatus o
Sasrsiedien LA = "

el rere—)
[ Lyt Lk TEST
Gerersl Adman ¥ [oowTeas omon Y flaco
Edipton NAVAIO ez H34-27 ALANC AmrA1Y Schood, Secondary, Dey we - o OPTRATING 110 " ~ WX
o APl Update Due
[P By [ W3 L ABLAI4 Jenrbery, hparimart 1T > SHLAT G 1180 . -
: - " N - APl Update Due
Bl MR ey H34-I7 LA ABECAII wh 5 L v (1} ] M -] CPURATING 110 " T s M R ER
b &) . il Gunrbary, Sergie-Fam . 1 AP Update Due .
Educsbe 1eoor Wz i MBECAZIT  Gruariers, Sengle-Famiy ' API Update Due
Fdscatamn ek L o05) W3- XY LA ABE 412 Cpanrtery. Sorggin-#amiy e -] & CRATING 1100 A . ~ a3t
o APl Update Du#
e W e SBECAEYS  Quariery, Sengie-Pamiy " i AP Update Due

4. Click on the Maximo ID to begin calculating the location’s API.

Lastinn Shobus: GPUBATING | Apprevsl Shotus: Panding L0 hpprevsl

Location Records Search and Filter

—rr— e "e L] CPTRATING 90 A M n et

AP Updat e
4 o Pl Update Due
‘ o : APl Update Due

ot s wenz WD Ao " " ¢ oraTNG 1180 AP Undate D e
! APi Update Due
- MIMIIT Qe Sege famiy e . oaTG 1) AP Undate Due
- APi Update Due

Foucatan e WS MMADT  MAMG MG G, Segiefemy e -: : ormaTe 110 e n o
e APi Update Due
— T TwmPehes W " WEW APl Update Due

5. Answer all the questions within the Mission Criteria, Operations, and Substitutability
sections. Click the Next button to move from one page to the next. Click the Finish button
when the questions have been completed and the API calculated is ready for approval.
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API Worksheet for School, Secondary, Day (AB104217)

Education Mission: To Provide quality education opportunities from early chidhood theough e in accordance with the Tribe's and indvidual’s needs for cultural and economic

well-Deing in Leeping with the wide drversity of Indian tribes and Alaska Natve villages a1 datingt cultural and governmentsl entites

The snswers 1o this workaheet will detarming the AZ] of the Location Schacl, Secondary, Day (ABLICA217) at the Ske ALAMO NAVAIO SOHOOL (18002
Plaase select an anmwer for sach question and, once you are satiafied with your answer, cick Next' to procesd to the next gquestion. Once o guestions are complete, the form
take you back to the Incomplete Worksheet lnt
You may siip one or more quastions, If you wish, and ether answer them at 3 later time or aliow ancther Axset Manager to anawer them
Calculated API: O Calculated Mission Dependency: 3
T = Question-1 Question-2 Question-3
Mission

Criteria @ To what degree does the asset provide a quality education of school
aged children from Indian Tribes and Native Alaskan communities?

(4] ) High
. Medium
] Low

3 None

Mission Criteria: Question 1 of 3

— =1
L® ]

6. At this point, the API has been calculated and submitted; the role of the Asset Manager (the
primary role for updating the API) is complete. Central Office personnel may now approve
or reject the submitted API.

Note: The APl application’s functionality allows both the Central Office and the Asset Manager

to calculate the API. Therefore, if necessary, Central Office personnel can assume full
responsibility for this process (updating, approving, rejecting API) from start to finish.

1.5 Approving/Rejecting API

1. Login and click on Location Search and Filter

Note: Skip to Step 3 if the user is already logged in and viewing the Location Search and Filter

screen.
- T e A ———

Getting Started

To begin Cakulating , medéying. rejecting ce approving AP] for locations visit the Location Search and Filter page

B
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2.

Note: The Approval Status field defaults to “Pending CO Approval.”

From the Location Search and Filter screen, use one or any combination of the search fields
to filter for the desired location(s). Click the Search button to execute the search.

2 [» Search| (sResst

Location Records Search and Filter

Advanced Search |

Program

Region

Locateon =

Maomo 1D

Locateon Descrption

Current APT In JAFMS.

Current Calculated AP

Locatson Status

Loeatson Type

Approval Status

~
Education
General Admin W
~
ALASHA
CENTRAL OFFICE w
~
14 TEST
14001 e
-~
ACTIVE w
~
1100-Building
1300-Tower W

491 Update Due ~
= 'ﬁ OO Appeoval W

=T
Approved

(A I I

3. Click on the row(s) in the result set to be either approved or rejected.

Note: A highlighted row indicates the row has been selected and may therefore be approved or
rejected.

— T e - |

Location $tatus: OPERATING | Approval Status: Pending €O Approval

Previaius

RN RN Nest

Location Records Search and Filter

Maxima I Location Description Struchure 8 Room £

P (x OW @

=

[ {3

Approval Status

site
Description

Cusrent
Calculated  Location Status
AFL

NOT REAEY o

Location
Twpe

Education ALASKA 14 TEST B OFERATING >~  1100-Ba - AF] Update Due

Gantral Admin 7| [CENTRAL OFFICE ™| (15000 7 1300-Te ™ 5:1_'3:"1f° Approad|

lducation HAVAID 1ED02 N4-27 -um]:n LB108317  Gehool, Secandary, Cay 105 100 OPERATING 1160 Pending CO Approval

AV

Is:;:u:- HavAID 1E0D H34. ALEMO 811 DPERATING Fending C0 Approval

Educaban RavaID IE0O2 N34-27 813 o OPERATING 1100 Pending CO Approval
RavaIo IEDD: N B 104 Quart: Fam 814 OPERATING 00 Pemding CO Appraval

Educaben NAVAID 1E002 N34-37  ALAMO AB1O4232 Quarters, Segle-Famidy 819 T OPERATING 1100 Pemiing CO Appraval

NAVAID

4. Click either the Approve or Reject button to approve or reject the selected location’s API.
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Location Status: OPERATING | Approval Status: Pending €0 Approval

Location Records Search and Filter

Previsus || 1) 2| 3| 4| - Hest

Locatian Descrigtion Structare &  Room & Approval Status

- NOT READY o
27

. OPERATINGI] = | 1100-Bx | A1 Update Due
L OFFICE ™ = 1300-Te ™| |PEnding COApaneval
Approved h
Education RAVAIO 1E002 3427 School, Secondary, Dy 109 100 0 OPERATING 1100 Pending CO Approval
Educabun HAVAID Quarters, &

tment 811 70 0 OPERATING 1100 Feming CO Approval

Educaton RAVAID 1ED0Z H34:27  ALAMD ABLOSZZE  Quarters, Segle-Famiy 813 70 o

OPERATING 1100 Pending CO Approval
Educabon RAVAID 1E002 ABLOSZZT  Quarters, Sesgle-Famiy 814 0 [ OPERATING 1100 Pening CO Approval
Educaton RAVAID 1E002 H34:27  ALAMO AB10423  Quarters, Segle-Famiy 819 70 (! OPERATING 1100 Pending CO Approval

5. The location’s APl has been approved as indicated by the system message in the upper left-
hand corner of the screen.

Requestis) approved
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1.6 Exercise #1- Calculating API

1. Login and click on Location Search and Filter.

W reme et A —————

Getting Started

To begin Calculating , modifying, rejecting or approving API for locations visit the Location Search and Filter page:

Location Search and Filter

2. From the Location Search and Filter screen, you may use one or any combination of the
search fields to filter for the desired location(s). However, for the purposes of this exercise,
set the Approval Status to “APIl Update Due” and click the Search button to execute the
search.

Location Records Search and Filter

n) e Reset|
Ej>hqm) v s

w Search Criteria

Program -
Education
General Admin =

Region o
ALASKA
CENTRAL OFFICE b

Site -
1A TEST
T1A001 v

Location =

Maximo 1D
Location Description
Current API In TAFMS

Current Calculated API

a]fenf{ralfalicy

Location Status
ACTIVE x

Location Type

»

1100-Building
1300-Tower 2

Approval Status

4 Wy

Fenang CO Approvar
Approved

3. From the resulting list of locations, choose any individual location record (Maximo ID) to
work with, and write down the following for it:

Maximo ID:

Current APl in IA-FMS:
Current Calculated API:

Approval Status:
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4. Click on the Maximo ID to begin calculating the location’s API.

P

Latis st CPTRATING | Appoms Satun. Py CO Appravel

Location Records Search and Filter

L
a E Sche, Secaedery, Owr 1o ™ o SRR R 2 o U date Due ]
J " - - APl Update Due
Ebanten e W MMT MM AN Qe Sege ey ™ " 0 TN 1 AP! Update Due o
o APiUpdate Due
Bhucatan = W WD MO IR Qe Segefendy wis » s TG 1186 AP1 Update Due a1

APl Update Due

5. Answer all the questions within the Mission Criteria, Operations, and Substitutability
sections. Click the Next button to move from one page to the next. Click the Finish button
when ready to submit.

APl Worksheet for School, Secondary, Day (AB104217)

Education Mission: To P nitses from earty chidhood through e in accor dual's needs for cultural and economic
well-baing n heepeg et and Alaska Native villages as datinct culty
The aniwers to thia workaheet » 21 of the Location School, Secondary, Day (AB104217) at the S2e ALAMO NAVAID SOHOOL (16002

nd, once you are satiafied with your answer, cick Neat' to proceed to the next guestion, Once o guestions are complete, the form w

ou wish, and aither ansveer them at 3 later time or allow ancther Asset Mansger 1 antwer them

Calculated APL: O Calculated Mission Dependency: 3

Question-1  Question-2 Question-3

Mission
Criteria @ To what degree does the asset provide a quality education of school

aged children from Indian Tribes and Native Alaskan communities?

® O High
@ Medium
B Low

) None

Mission Criteria: Question 1 of 3

. =
> ]

6. At this point, the APl has been calculated and submitted; the role of the Asset Manager (the
primary role for updating the API) is complete. Central Office personnel may now approve
or reject the submitted API.

Note: The API application’s system functionality allows both the Central Office, as well as the
Asset Manager, to calculate the API. Therefore, if necessary, Central Office personnel can
assume full responsibility for this process (updating/approving/rejecting API) from start to finish.





