Hyperfind Query Setup O

Overview

HyperFinds are used to filter and retrieve lists of employees who meet a specific set of criteria. This job aid will
cover:

e Creating a Personal Hyperfind
e Assigning a Personal Hyperfind to another person.

Creating a Personal Hyperfind

1. From the homepage, click on Main Menu icon E
2. Under the System Configuration section, click on Time Application Setup.

The Application Setup page opens in another window.

Time application setup

Setup

Expand Al
Common Setup B

» Query Manager

3. Click the downward facing triangle to expand the Common Setup section.
4. Then click Hyperfinds.
The Hyperfinds page displays with existing hyperfinds.

©
5. Click the Create button [===<|. The Hyperfind Editor window opens.

Note: Ad Hoc creates a temporary query. Personal creates a permanent query, visible only to the person
creating it. This type of query may be shared with others but must be assigned. See steps in Assigning a
Personal Hyperfind to Another Person section.

Hyperfind editor X

l Test ‘] Home employees @ 1o [ Visibility ® Personal ] ]

s hyperfind is for home employees only. Only you Wil be able 10 See this hyperfing

Add description

Ihi
Adhoc ® Mo O Yes
\ This hyperfind will be saved for later.

Build your hyperfind by adding conditions
here.

6. Click No, next to Ad hoc to create a personal permanent query Visibility switches to personal and the
description field opens.

7. Enter the Hyperfind Query name in the blank field. This is the label that users see in the select Hyperfind
drop-down list.

8. Optional, Click Add description and then enter a short description into the text box.

9. Click the Add Conditions button.
07/2026 1Page




T,

{#)ssTART

Hyperfind Query Setup

The Select conditions page displays. In this example, two conditions are set, one to set the location and the
other to select the employement status. You may use the filters from the left-hand navigation to set
additional conditions for the hyperfind.

Select conditions

Filter J Primary Job

® Include O Exclude people whe meet this condition

v General Information

@[ Asof | 7/20/2026 B8 ]

¥ Locations selected

Name or ID

SOA > 008 > 0000 © '
Primary Job
Select al Search Q
Expired Primary Job
Home > 008
Primary Labor Category
Locations Locations
Primary Cost Center
= 008 0 G ® - @
N
SOA/O08 SOA/0O08;
Additional Information b Joo8/
O 399 ,© Eooco Bo
Personis Dates s0A/389 SOA/D08/0000
Reports To O 9999 o]

SOA/008/9999

Employee License

Worker Type
ims Zane Effective Date [~ g of today -
State
Logged On User
> Timekeeper 0
> Time Management @
Selected conditions ‘Add

> Biometrics

[Frimary Jo6 marches SOA/ODE/O000 &5 of today (Include Jobs from all locations below) )

> Scheduling

> Attendance

> Accruals

> Leave

> llser Infarmation

10. From the As of date field, ensure that the effective date is displaying.
11. Under the Primary Job section, click the right-facing arrow for your Agency in the Locations column.

Note: The divisions within your agency will be displayed on the right in the second Locations section. You
may click the right-facing arrow to drill down.

12. Check the box of the desired location.
Note: Check more than one box to select more than one location.
13. Click the Add button. The condition is added to the Selected Conditions.

14. From the Filters menu, expand the Timekeeper category.
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Select conditions

Filter q ﬁmployment Status \

@ Include O  Exclude people who meet this condition

> General Information

. status [ pcy -
v Timekeeper ‘ Active J

Asof @ Today
Hire Date
O specific Date

Employment Status @ \ 7/20/2026 \

O Within specified time period
Employment Terms

O By Effective Date

\ Yy
Device Group @

Badge Numbers Selected conditions Add

Timecard Change Request Status Primary job matches SOA/008/0000 as of today (include jobs from all locations below)
Employee employed and working as of today
> Time Management
> Biometrics
> Scheduling B

> Attendance

15. Select Employment Status.

16. The Status defaults to Active, make changes as needed, then click the Add button.
17. Once all filters have been added, click the Apply button.

The Hyperfind Editor page displays with the filters selected displaying in the middle of the screen. The Add or
edit conditions button is available in the lower right-hand side of the screen if edits are needed.

Hyperfind editor

\’ Training Group A ] Home employees Visibility ® Personal

Add description Only you will be able to see this hyperfind.
Adhoc ® HNo QO Yes

This hyperfind will be saved for later.

Primary job matches SOA/O08/0000 as of today (include jobs from all locations below)

And

Employee employed and working as of today

\.

[ © Add or edit conditions ]

N
=0

18. Click Test Hyperfind.
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The Test panel opens with a preview of the hyperfind.

X Test

Name + D
EXEMPTI, EDWARDA 1520000
LPNL LEEA 1580000
MAINT], MIKEA 1590000
MANAGER, JUNIORA 1540000
NEWBY1, NEILA 1560000
POLICEI PATA 1570000
PUNCHI, PENNYA 1530000
STAMP1, SANDYA 1550000

| Totals 8 I
© ~

19. After reviewing the results, click Done.

20. If satisfied with the results, click Save.

Note: Add or edit conditions button is available in the lower right-hand side of the screen if edits are

needed.

Your newly created Hyperfind will now be displayed in the list of Hyperfinds.

21. Close the Hyperfinds tab in your web browser.

View a Personal Hyperfind

1. From the active eSTART tab, click on the Main Menu E

2. Under My Team, click Team time and Time summary.

The Time Summary page displays.

Time summary

{Ji)eSTART

-

Timeframe ‘ [55) Previous Pay Period ‘ < > Location ‘ © AllHomd . {3 Loaded 3:02PM
Y +T Locations & hyperfinds
Select all Refine Zoom [ fgearch |
v Employee full name L4 Employee id - Actual hours - Sched! ted hours AT
sa - Open Leave Cases for Active .
[ exempn eowaroe 7520001 95:00 9500
Self Only
[ iewiees T580001
TeleStaff Integration
[0 AN MiKes T590001
Teletime Employees
[0 MaNAGER! JUNIORB 7540001
\ Terminated and Inactive Employees
[0  newsvinews 7560001 N
= Test I
[ rouce.rare 7570001
Time off Request - All excluding Te...
[J  PpuncHL PENNYE 7530001
7Int - Active Non-Board Members U
[ stampisanpve T550001 New hyperfind
Select locations

3. Click the Locations drop-down and scroll until you locate your personal Hyperfind.

a. Your personal hyperfind will have a red star * next to the name and a pencil Z | in the event

edits to this hyperfind need to be made.
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Assigning a Personal Hyperfind to Another Person

1. From the homepage, click on Main Menu icon E
2. Under the System Configuration section, click on Time Application Setup.

The Time Application Setup page opens in another window.

Time application setup

Setup

Expand All

Common Setup B

v Hyperfinds

v Query Manager

3. Click the downward facing triangle to expand the Common Setup section.

4. Then click Query Manager.

The Query Manager page display.

5. Enter the last name in the Search field of the person who created that Hyperfind and select the Search button.

QUERY MANAGER

:

6. Your list of personal Hyperfinds displays. Select the query to be assigned, then click the Assign button.

QUERY MANAGER

= |

Name * Query Name

MANAGERI, JOHNB Test

The Assign Query window displays with a list of available names. Key the manager’s last name in the Search
field to narrow the search of needed.

7. Click the desired name. After selecting a name, the page header, Query Manager-Assign Query, text will
display in red.

Note: Hold down the CTRL key to assign the query to more than one person.
8. Click the Save button. The Query assignment was successful message displays, click OK

The assigned person now has access to the Hyperfind from any of their Hyperfind Location drop-down.
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