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1.  Log in  to AIMS  using  your intranet password.

• Click on the User ID access link 
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2. Click on Use Another ID.

3. Select the person that you want to review and click submit.
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4. Click the View & Report link

5. Click the FY 2009 link next to “Approved IPOW Summary.” On the 
View Plan of Work screen.
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6. Review the IPOW summary

• If the IPOW is acceptable, click the Approve it link (at the top of the screen.)

• If revisions need to be made  to the IPOW, then click Revisions Requested link.

• The employee automatically receives an e-mail notification of the approval or the revision 
requested.
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7. To resume your ID click USER ID ACCESS, then
RESUME YOUR ID

• If you want to approve ANOTHER IPOW, select that 
person’s name and follow the steps above.
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