
 

How to Create/Edit a Hyperfind Query 

    1 of 4
  

How to Create/Edit a Hyperfind Query 

This job aid explains how you can create hyperfind queries to use when viewing schedules, and how to edit 
and save them for future use. 
 

About Hyperfinds  

• A hyperfind is a query that enables you to view a list of employees based on filter criteria.  

o For example, you may be interested in viewing active employees as of today’s date who work 
in a specific department and have an FLSA of non-exempt.  

Hyperfind types include:  

• Ad Hoc — A temporary hyperfind that only you can use. When you log off, the hyperfind is deleted.  

• Personal — The hyperfind is saved and available for reuse, but only you can access it.  

• Public — The hyperfind is available for anyone to use; a public hyperfind cannot be edited by others.  

• Search results depend on the employees to whom you have access. Your access rights determine whether 
you can create and modify queries and the conditions you can use.  

Create a Hyperfind  

Create a hyperfind to help you locate data based on specific search criteria.  

Navigation: Main Menu > Time > Employee Summary  

1. From the toolbar, select the Select Hyperfind icon.  

2. From the drop-down list, select New Hyperfind.  

 
Once selected, the Hyperfind Editor appears.  
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3. Ensure that the Home Employees button is set to No.  

 
4. At Ad Hoc, select one of the two buttons 

 No – Select to create a personal or public hyperfind that will be available. 

 Yes – Select to create a temporary ad hoc hyperfind. 

  
5. Add a name for the hyperfind 

 
6. Select your visibility option to make either a personal or public hyperfind. 

 
7. Select the Add Conditions button.  
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The Select Conditions page displays the filters available to you.  

8. Select a condition and then select Add.  

 
9. Once you’ve added all of your desired conditions, Select Apply.  

10. Select Test Hyperfind on the bottom left corner to verify that the correct employees appear on the 
Test panel.  

 
11. Select Done after verifying, then select Save 
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Edit a Hyperfind  

1. From the toolbar, select the Select Hyperfind icon.  

2. From the drop-down list, select the edit icon next to the hyperfind you want to edit.  

3. See Steps 3-11 in the above Hyperfind Editor section to make changes to your hyperfind. 
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