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Frequently Used Define Query 
 

What it’s for  

Define data query is useful when user need to search for specific data. Instead of repeating 
define query steps, it is advisable to save certain data query as it will saves much time and 
simplify works. In this syllabus, we will guide on frequently used define query used to retrieve 
data based on their requirement. 

 

1. Scenario 1: Search Data Within Date Range 

User wants to retrieve DO status (Open status) Work Order with certain date range. In 
this scenario, date range is between 01/01/2021 and 31/12/2021 (1 year). 

 

1.1 On the left panel of the system, click on Work Order > Work Order. 

 
Figure 1.1 

 

1.2 Work Order table view will pop up and data will retrieve. Click on Define button.  

 
Figure 1.2 

1.1 Click  

1.2 Click  

1.3 Click  
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1.3 Define query data window will popup. Select Field Name column by click  icon.  
1.4 Select Origination Date. 

 
Figure 1.3 

 

1.5 Select Operator column. Drop down  icon and select “>=” operator.  

  

Figure 1.4 

 

1.4 Select  

1.5 Select 
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1.6 In Prompt column, tick the prompt checkbox. 
1.7 Click add button to add more query lines 

 
Figure 1.5 

 

1.8 Fill up the information as below. 
1.9 Click save button to save the query defined. 

 

Figure 1.6 

1.6 Tick  

1.8 Type  

1.7 Click  

1.9 Click 
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1.10 Insert the name in Query Name data field.  
1.11 You may set the query availability to Global, which is available for everyone to use or 

Personal, query available only for the user. 
1.12 Click save button. User will be redirected to Work Order table view. 

 
Figure 1.7 

 

1.13 Click on query list icon. 
1.14 Select the query previously saved. Query Prompter data window will popup. 

 
Figure 1.8 

 

 

 

 

1.10 Type 

1.11 Click  

1.13 Select  

1.12 Click  
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1.15 Fill in the date value 
1.16 Click OK to retrieve the data 

 
Figure 1.9 

 

1.17 Total of 34 DO status Work Order date range between 01/01/2021 and 31/12/2021 

 
Figure 1.10 

 

 

1.14 Type 

1.15 Click 
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2. Scenario 2: Search Data by Running Number 

User wants to retrieve Work Orders by running number generated by CMMS system.  

 

2.1 On the left panel of the system, click on Work Order > Work Order.  

 
Figure 2.1 

 

2.2 Work Order table view will pop up and data will retrieve. Click on Define button. 

 
Figure 2.2 

 

 

 

 

 

 

2.1 Click  

2.2 Click  

2.3 Click  
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2.3 Define query data window will popup. Select Field Name column by click  icon. 
2.4 Select Work Order No 

 
Figure 2.3 

 

2.5 Select Operator column. Drop down  icon and select “like” operator.  

 
Figure 2.4 

 

2.4 Select  

2.5 Select  
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2.6 In Prompt column, tick the prompt checkbox. 
2.7 Click save button. 

 
Figure 2.5 

 

2.8 Insert the name in Query Name data field. 
2.9 You may set the query availability to Global, which is available for everyone to use or 

Personal, query available only for the user. 
2.10 Click save button. User will be redirected to Work Order table view. 

 
Figure 2.6 

2.6 Tick 

2.7 Click 

2.8 Type 

2.9 Click 
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2.11 Click on saved query dropdown icon. 
2.12 Select the query previously saved. Query Prompter data window will popup. 

 
Figure 2.7 

 

2.13 Fill in the value required. 
2.14 Click OK button to retrieve data 

 
Figure 2.8 

 

 

 

 

 

2.10 Select 

2.11 Type 

2.12 Click 
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2.15 Total of 10 Work Order with running number like ‘cwo10398 ’ 

 
Figure 2.9 
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3. Scenario 3: Search Work Order by Current Date 

User wants to search Work Order by current date (today). 

 

3.1 On the left panel of the system, click on Work Order > Work Order.  

 
Figure 3.1 

 

3.2 Work Order table view will pop up and data will retrieve. Click on Define button. 

 
Figure 3.2 

 

 

 

 

 

 

3.1 Click  

3.2 Click  

3.3 Click  
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3.3 Define query data window will popup. Select Field Name column by click  icon. 
3.4 Select Created Date 

 
Figure 3.3 

 

3.5 Select Operator column. Drop down  icon and select “like” operator. 

 
Figure 3.4 

 

 

3.4 Select 

3.5 Select 
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3.6 In value column, type today() 
3.7 Click save button to save the query 

 
Figure 3.5 

 

3.8 Insert the name in Query Name data field. 
3.9 You may set the query availability to Global, which is available for everyone to use or 

Personal, query available only for the user. 
3.10 Click save button.  

 
Figure 3.6 

3.6 Type 

3.7 Click 

3.9 Click 

3.8 Type 
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3.11 User will be redirected to Work Order table view with shortlisted data based on query 
defined. The query is saved as WO TODAY in define query list 

 
Figure 3.7 
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4. Scenario 4: Search Work Order Assigned to User 

User wants to search Work Order with DO(Open) status assigned to him/her 

 

4.1 On the left panel of the system, click on Work Order > Work Order.  

 
Figure 4.1 

 

4.2 Work Order table view will pop up and data will retrieve. Click on Define button. 

 
Figure 4.2 

 

 

 

 

 

 

4.1 Click  

4.2 Click  

4.3 Click  



USER MANUAL 
 

 
19 

 
 

4.3 Define query data window will popup. Select Field Name column by click  icon. 
4.4 Select Assign To 

 
Figure 4.3 

 

4.5 Select Operator column. Drop down  icon and select “like” operator. 

 
Figure 4.4 

 

4.4 Select 

4.5 Select 
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4.6 In value column, type gs_empl_id 
4.7 Click add button to add new query lines. 

 
Figure 4.5 

 

4.8 Fill up the information as Figure 
4.9 Click save button to save the query defined. 

 
Figure 4.6 

4.6 Type 

4.7 Click  

4.8 Type 

4.9 Click 
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4.10 Insert the name in Query Name data field. 
4.11 You may set the query availability to Global, which is available for everyone to use or 

Personal, query available only for the user. 
4.12 Click save button.  

 
Figure 4.7 

 

4.13 User will be redirected to Work Order table view with shortlisted data based on query 
defined. The query is saved as MY WORK ORDER in define query list 

 
Figure 4.8 

4.10 Type 

4.11 Click  
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5. Scenario 5: Search Overdue Work Order 

User wants to search Overdue Work Order Assigned to him/her 

 

5.1 On the left panel of the system, click on Work Order > Work Order. 

 
Figure 5.1 

 

5.2 Work Order table view will pop up and data will retrieve. Click on Define button. 

 
Figure 5.2 

 

 

 

 

 

 

5.1 Click  

5.2 Click  

5.3 Click  
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5.3 Define query data window will popup. Select Field Name column by click  icon. 
5.4 Select Due Date 

 
Figure 5.3 

 

5.5 Select Operator column. Drop down   icon and select “like” operator. 

 
Figure 5.4 

5.4 Select 

5.5 Select 
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5.6 In value column, type today() 
5.7 Click add button to add new query lines. 

 
Figure 5.5 

 

5.8 Fill up the information as Figure 
5.9 Click save button to save the query defined. 

 
Figure 5.6 

5.6 Type 

5.7 Click  

5.9 Click  

5.8 Type 



USER MANUAL 
 

 
25 

 
 

5.10 Insert the name in Query Name data field. 
5.11 You may set the query availability to Global, which is available for everyone to use or 

Personal, query available only for the user. 
5.12 Click save button.  

 

 
Figure 5.7 

 

5.13 User will be redirected to Work Order table view with shortlisted data based on query 
defined. The query is saved as OVERDUE WO in define query list 

 
Figure 5.8 

5.10 Type 

5.11 Click  


