
CREATING & MANAGING PERSONAL QUERIES 
 

CREATE PERSONAL QUERY 
 

1. Navigate to the screen in which you want to save a search.  In this example, a personal 
query will be created for Work Orders 

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

 
 
 

3. Click the ADD QUERY Icon with the green plus sign 

 



4. Enter a descriptive 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 Yes, then the saved query will show up on the WorkDesk 
without a record count 

c. If Work Desk Count is set to Yes, then the saved query will show up on the 
WorkDesk with a record count 

 

 
 
5. Set the Search Criteria and click the SAVE Icon 

 



6. Return to the WorkDesk to view the new Personal Query 

 
 



EDIT A PERSONAL QUERY 
 

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

 
 
2. Click on the SEARCH Icon in the upper right corner of the screen 

 
 



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

 
 

4. Edit the Search Criteria as needed.  Click the SAVE Icon 

 
 



DELETE A PERSONAL QUERY 
 

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

 
 
2. Click on the SEARCH Icon in the upper right corner of the screen 

 
 



3. Verify that the correct query Name is listed next to Queries at the top of the screen.  Use 
the dropdown menu to choose a different query to delete if needed 

 
 

4. Click on the DELETE QUERY Icon with the red minus sign to delete the query 

 
 



5. Return to the WorkDesk to verify the query has been removed 

 
 


