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PROCEDURE: Creating a New Query on your WorkDesk 

INTENDED AUDIENCE: All Campus personnel with access to AiM. 

PURPOSE: Creating queries on individual WorkDesk organizes the work order 

and phases to just the work, buildings and/or accounts you want to 

track. 

 

1. Log onto your AiM WorkDesk 

 

 
 

NOTE: If you do not have access to AiM, contact Aimadmin@ucf.edu. 

 

2. If—as in the example—you do not have a box on your WorkDesk labeled Personal 

Query, click on the blue Add button on the upper left hand corner: 

 

mailto:Aimadmin@ucf.edu
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3. A list of all available channels is displayed. Select the box next to Personal Query 

Count.  

 
 

4. Next click on the blue Add button on the right side of the screen. 
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5. Now your screen should have the Personal Query Count as indicated below. 

 

 
 

6. Click the green Save button. 
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7. After clicking Save, you will be returned to your AiM WorkDesk. There should now be 

a channel for Personal Query Count. 

 

 
 

8. You are now ready to create your own personnel query. Before creating the query, ask 

yourself the following questions: 

 

a. What information do I want? 

b. How much detail do I want? In depth or summary? 

c. What order do I want to colums to be in? 

 

9. It is a good idea to rough sketch what you would like on a piece of paper to decide on 

the layout before creating the query. 

 

10. On the left side of the screen under Menu, click on the words Work Management. 
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11. On this screen, click on the magnifying glass 🔍 next to Phase. 
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12. This is the selection screen to set up what you wish to see. It has the following features: 

 

a. Select which categories you want displayed and in what order. 

b. Sort feature (whether that field sorts ascending or decending). 

c. This selection lets you choose equal to,  less than, greater than, between dates, 

contains, starts with, and in options for each item. 
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For this example of a personal query, we want to see all open Customer Funded work orders 

that are set to ‘Ready For Billing’ without any charges posted to the Cost Analysis for the 

current fiscal year. 

 

13. Looking at your rough draft, select the columns in the order you wish to see them on 

your report from left to right. This is done by putting a number value in column a. 

 

Note: It is recommended to do this by 5’s (05,10, 15 etc) in case you decide you want to slip 

something between two selections. 

 

a 

 

b 

 

c 
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14. Once you’ve decided the order of your columns, you can start filtering for specific data 

on the work order. If you need to filter for specific data on the phase, click on the link 

that says ‘Advanced Search’ on the top left hand corner. This will display the Phase 

items that can be selected.  
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15. As with the Work Order section, in the Phase section we need to select what colums we 

want to see on the report. This is done by putting a number value in column a.  
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Note: It is recommended to do this by 5’s (05,10, 15 etc) in case you decide you want to slip 

something between two selections. 

 

Note: Look at Phase, Description, Status, Location. I gave them values between the values on 

the Work order section because I want these to be in the correct column of the report. 

 

16. If you ran the query now, it would list every WCC work order in the system that is set 

to ‘Ready For Billing’ with zero charges posted to the cost analysis. We want to narrow 

our report to only the Customer Funded WCC work orders that are in ‘Ready For 

Billing’ with zero charges for the current fiscal year. 

  

a. We want to make sure the dates fall between July 01, 20XX and June 30, 20XX 

to capture the current fiscal year. 
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b. If you know all the statuses you want to filter for (in this case all the ‘open’ 

work order statuses), you can type them in seperated with a comma and with the 

operator set to ‘in.’ If not, click on the magnifying glass 🔍 inside the status 

field and check all the boxes next to the statuses you want to filter for, then 

click Done when you’re finished.  

 
 

c. When done it should look like this: 
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17. Next, we want to only look at customer funded work order types. To do this, type in 

CUSTOMER FUNDED in the type field: 

 

 
 

18. Now we are ready to run the query to make sure it is what we want. To do this, click on 

the Execute button on the left hand corner of the screen. 
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19. The result is all corrective phases in any status. There is a total of 07 records. 
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20. To navigate between pages, click on the links at the bottom of the page that say First, 

Previous, Next, Last. 

 

21. To return to your query, click the magnifying glass in the blue Search button on the top 

left hand corner of the screen: 
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22. This will bring you back to the query screen. To save this as a personal query, click on 

the New Query link under the ‘Action’ section of the left menu bar. 
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23. This will bring up the Personal Query screen 

 

 
 

24. Select a Query Name and description for your query 
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25. Select the alert level (optional). In the Yellow field, pick the number of phases that the 

alert box should turn from green to yellow. In the Red field, pick the number to go from 

yellow to red. 

 

 
 

26. In the WorkDesk section, select if you just want a query listing or a query count: 

 

d. Query Listing will jut show the query with no number of results. 

e. Query Count will show you the query with the number of phases that meet the 

queries criteria. 

 

 
 

27. To save this, click on the Done button on the left hand corner. 
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28. To save the query, click on green Save button on the left hand corner of the screen. 

 

 
 

29. To see the query on your WorkDesk, click on the AiM tab in the left upper corner: 
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30. You should now see your query in the Personal Query Count Box on your WorkDesk. 

 

 
 

31. To look at your query click on the query. 
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32. To make adjustements to the query, click on the Search button on the upper left hand 

corner to return to the query, then click the Edit Query link under the ‘Action’ section 

of the left menu bar to access the edit query screen. 

 

 
 

33. On this page, you make any changes to your query. When finished, you can either click 

on the Save button to save all current changes, click Reset to erase all selections and 

filters, or you may click Cancel to return to the query page without applying any 

changes. 

 

 
 

34. If you wish to edit the alert levels of your query, how they appear on your WorkDesk, 

or even just delete the query all together, this is accomplished by clicking on the name 

of the query above the ‘Display Order’ column to access the ‘Personal Query’ screen. 

From here, you can either click on the Edit button to apply any additional changes to 

the query, or you may click the red Delete button to remove it all together. 
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>>>END OF PROCEDURE 


