CREATING & MANAGING PERSONAL QUERIES

CREATE PERSONAL QUERY

1. Navigate to the screen in which you want to save a search. In this example, a persona

3.

query will be created for Work Orders

Click on the SEARCH Icon in the upper right hand corner of the screen

Module»  VWork Management« Setup VIEW WORK ORDERS
Work Order view: EXE— BN
Searc
Waork Order Created By Status =
Date Created Project
Description
Desired Date
Budget
Casscaton |
Organization Region Froblem Code
HERE Facility Type
Contact
Prope Catego
Contact Phone = =
Contact Email
Phase
Phase Description Location Shop Work Code Priority Status
[ T
Click the ADD QUERY Icon with the green plus sign
Moduley  Work Managementy Setup VIEW WORK ORDERS
Y
Work Order 54 oy O

Work Order Add Query

Description = v ‘ ‘
Region = v |:|

Facility = vl [ e

Project

Problem Code

Type
Category = v l:l
Institution = vl [ e
Department ] v |:|
Organization ] v |:|
Requestor = ~ I:l
Contact
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4. Enter adescriptive Name for the Query, and choose the WorkDesk display options.
Click the DONE Icon to continue

a. If Work Desk and Work Desk Count are left at No, then the saved query will not
show up on the WorkDesk, but will be available as a saved search at the screen
level.

b. If Work Desk is set to Y es, then the saved query will show up on the WorkDesk
without arecord count

c. If Work Desk Count is set to Y es, then the saved query will show up on the

WorkDesk with arecord count
Module» Work Management Setupw VIEW WORK ORDERS
Personal Query Sl )
Name [Erectrical Fhase in Active Status |
Work Desk Mo |w

Work Desk Count || ves |+

Cescription

5. Set the Search Criteriaand click the SAVE Icon

|| Module »  Work Management» Setupw VIEW WORK ORDERS
[ ' ' ———— Save Queryk (7
Status = v
Description = “ ‘ ‘
Estimatar = w |:|
Estimated Start Date = " | | “w | | -----
Estimated End Date = " | | “w | | -----
Work Code = vl | |@
Shop = v| [ELECTRICAL |@
Labar Hours = w |:|
Labor Cost = w |:|
Waterial Cost = ~ |:|
Equipment Cost - v |:|
Total Contract = v |:|
Contracter = vl [ e
Address Code = v :l ~
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6. Return to the WorkDesk to view the new Personal Query

VIEW WORK ORDERS

Module  Work Management » Setup-
1
o

Quick Links edit x | | Administrator Messages edit x
* COUNTER RELEASE e G/28/07 847 AM ~ RCROSS ~ FMAX TRAINING 6/25/07 - 6/29/07

* COUNTER RETURN o G/28/07 8:4T7 AM ~ RCROSS ~WELCOME TO FACILITYMAX - YOU ARE CURRENTLY LOGGED INTO THE TEST
* WIEW WORK ORDERS SYSTEM

Report Listing edit x | | Personal Query Count edit x
* WORK ORDER PRINT & 7 \Work Management ~ Work Order ~ ELECTRICAL PHASE IN ACTWVE STATUS

Approvals edit x
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EDIT A PERSONAL QUERY

1. Click on the Personal Query on the WorkDesk that will be edited

| Module» Work Management»

Setupw

VIEW WORK ORDERS

Quick Links edit = | | Administrator Messages edit x
e COUNTER RELEASE o G/28/07 3:47 AM ~ RCROSS ~ FMAX TRAINING 6/25/07 - 6/29/07

e COUNTER RETURM e G/28/07 847 AM ~ RCROSS ~WELCOME TO FACILITYMAX - YOU ARE CURRENTLY LOGGED INTOQ THE TEST
e VIEW WORK ORDERS SYSTEM

Report Listing edit x | | Personal Query Count edit x
& WORK ORDER PRINT . |TWurk Management ~ Work Order ~ ELECTRICAL PHASE IN ACTIVE STATUS)|

Approvals edit x |
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2. Click on the SEARCH Icon in the upper right corner of the screen

Module» Work Management

Setup -

VIEW VIORK ORDERS

Work Order ~ 1

Work Order 7 Description Status Type Category Region Facility Property Requestor Date{:r-

001516 RN 114; LIGHT IS OPEN MAINTENANCE | CORRECTVE | ALBANY UW_WEST 000036 45400 Jun 26, 2007
BUZZING LOUDLY

001509 REPLACE OPEN MAINTENANCE CORRECTME  ALBANY UVY_WEST 000044 31110 Jun 25, 2007
BALLASTS IN ROOM
205
FIX LIGHT IN THE OPEN WAINTENANCE | CORRECTVE | ALBANY UW_WEST 000001 24100 Jun 25, 2007
OFFICE

001495 REPAR LIGHTS N OPEN MAINTENANCE | CORRECTVE  ALBANY UW_EAST 000125 20500 Jun 25, 2007
OFFICE

001493 FIX THE LIGHTS N | OPEN WAINTENANCE | CORRECTVVE | ALBANY UW_EAST 000017 10110 Jun 25, 2007
THE OFFICE

001491 FIX THE LIGHTS N OPEN MAINTENANCE | CORRECTVE | ALBANY UW_WEST 000026 29000 Jun 25, 2007
THE OFFICE

001484 ROOM 103: OPEN WAINTENANCE  CORRECTWE | ALBANY UVY_WEST 000050 45210 Jun 20, 2007
REPLACE BALLAST
IN SECOND ROW OF
LIGHTS BY
WINDOWS
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Records Found =7




3. Verify that the correct query Nameislisted next to Queries at the top of the screen. Use
the dropdown menu to choose a different query to edit if needed

Module » Work Management Setupw VIEW WORK ORDERS

-~
Work Order [ELECTRICAL PHASE IN ACTIVE STATUS _

Work Order = w

Description - v ‘ ‘
Status = “ [ e

Region = “ [ e

Facility - “ [ e

Project

Problem Code

Type

Category = v |:| a

Institution - v | |
Department = v | |
Organization - v | |
Requestor = v| | |
Contact = v| | |
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4. Edit the Search Criteriaas needed. Click the SAVE Icon

| Module» Viork Management Setup - VIEW WORK ORDERS ‘

Work Order Lo (Y 0] ELECTRICAL PHASE IN ACTIVE STATUS | [ll % 4 as ] as Gﬂ

Description - v ‘ |
Status = v |:|

Region = hd |:|

Facility = vl [ e

Papery S —

Project = v |:|

Problem Code

Type
Institution = v/ | |
Department - w | |
Organization = w | |
Requestor - w | |
Contact = W | |
Contact Phone
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DELETE A PERSONAL QUERY

1. Click on the Personal Query on the WorkDesk that will be deleted

| Module» Work Management»

Setupw

VIEW WORK ORDERS

Quick Links edit = | | Administrator Messages edit x
e COUNTER RELEASE o G/28/07 3:47 AM ~ RCROSS ~ FMAX TRAINING 6/25/07 - 6/29/07

e COUNTER RETURM e G/28/07 847 AM ~ RCROSS ~WELCOME TO FACILITYMAX - YOU ARE CURRENTLY LOGGED INTOQ THE TEST
e VIEW WORK ORDERS SYSTEM

Report Listing edit x | | Personal Query Count edit x
& WORK ORDER PRINT . |TWurk Management ~ Work Order ~ ELECTRICAL PHASE IN ACTIVE STATUS)|

Approvals edit x |
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2. Click on the SEARCH Icon in the upper right corner of the screen

Module» Work Management

Setup -

VIEW VIORK ORDERS

Work Order ~ 1

Work Order 7 Description Status Type Category Region Facility Property Requestor Date{:r-

001516 RN 114; LIGHT IS OPEN MAINTENANCE | CORRECTVE | ALBANY UW_WEST 000036 45400 Jun 26, 2007
BUZZING LOUDLY

001509 REPLACE OPEN MAINTENANCE CORRECTME  ALBANY UVY_WEST 000044 31110 Jun 25, 2007
BALLASTS IN ROOM
205
FIX LIGHT IN THE OPEN WAINTENANCE | CORRECTVE | ALBANY UW_WEST 000001 24100 Jun 25, 2007
OFFICE

001495 REPAR LIGHTS N OPEN MAINTENANCE | CORRECTVE  ALBANY UW_EAST 000125 20500 Jun 25, 2007
OFFICE

001493 FIX THE LIGHTS N | OPEN WAINTENANCE | CORRECTVVE | ALBANY UW_EAST 000017 10110 Jun 25, 2007
THE OFFICE

001491 FIX THE LIGHTS N OPEN MAINTENANCE | CORRECTVE | ALBANY UW_WEST 000026 29000 Jun 25, 2007
THE OFFICE

001484 ROOM 103: OPEN WAINTENANCE  CORRECTWE | ALBANY UVY_WEST 000050 45210 Jun 20, 2007
REPLACE BALLAST
IN SECOND ROW OF
LIGHTS BY
WINDOWS
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Verify that the correct query Name islisted next to Queries at the top of the screen. Use
the dropdown menu to choose a different query to delete if needed

Module » Work Management Setupw VIEW WORK ORDERS

-~
Work Order [ELECTRICAL PHASE IN ACTIVE STATUS _

Work Order = w

Description - v ‘ ‘
Status = “ [ e

Region = “ [ e

Facility - “ [ e

Project

Problem Code

Type

Category = v |:| a

Institution - v | |
Department = v | |
Organization - v | |
Requestor = v| | |
Contact = v| | |
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Click on the DELETE QUERY Icon with the red minus sign to delete the query

Module» Work Management » Setup - VIEW WORK ORDERS

'l Lo
Work Order AP Ta Y ELECTRICAL PHASE IN ACTIVE STATUS [v [l %4 oan 1 o W

Work Order Bea'tagE

Description

= v ‘ ‘
Status — v |:|
Region = ~ |:|
Facility = vl [ e
Froperty = Ev3 |:|
Project = v |:|

Problem Code

Type

Institution = " | |
Department = v| | |
Organization = - | |
Requestor = vl | |
Contact = v | |
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5. Return to the WorkDesk to verify the query has been removed

VIEW WORK ORDERS

Module» Work Managementw Setup - MIEVY WWIRR URDERS
WorkDesk )

Quick Links edit x | | Administrator Messages edit x
« COUNTER RELEASE « G/28/07 8:47 AM ~ RCROSS ~ FMAX TRAINING 6/25/07 - 6/29/07
. UNTER RETURN e G/28/07 8:47 AM ~ RCROSS ~ WELCOME TO FACILITYMAX - YOU ARE CURRENTLY LOGGED INTO THE TEST
» VIEW WORK ORDERS SYSTEM

edit x

Report Listing edit x |Persona| Query Count
L 1

« WORK ORDER PRINT

Approvals edit x |
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