Create Hyperfind Query by Group

A. Create Query

e On the top right corner of your screen select Setup.

Log Off Setup | Help

e Select Hyperfind Queries

Common Setup

+ Commentz

+ Delegate Profiles
+ HvperFing, Queries
+ CQuery M er
+ Mew Perzon

+ Worker Types

+ Event Manager

+ Table Import

+ HReport Setup

+ Raole Profiles

e Click New on the menu line.

HYPERFIND QUERIES

Last Refreshed: 5:16PM

% Duplicate =3 Edit =» Change Properties =»

Gty Marme 14
1- Financial Systems Group Perzonal
All Horme: Public
All Home and Transferred-in Public

e Under Filters, General Information, highlight Primary Account.

SELECT COMDITIONS | EDIT COMDITIONS

Filters Primary Accg
= General Information ® Include (O E
Hame or 1D
Primary Job

Expired Primary Jo| Hame or Descrig

Primany Account |

Additiol Informal

Person| Primary Accnunt|
Timekeeper on

Time Management
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Click the button next to Per Admin.

All the Per Admin’s you have access to should appear in the box to the left.

Highlight the desired Per Admin in Search Results box.

Click Add.

o The selected Per Admin should then appear on the PerAdmin line to the
right.

Hame or Description ) Future Use |
|

S53QJHHE CONTROLLERS OFF

) Personnel Area |

") WBS Element |

%) PerAdmin | T30

i1 Cost Center |

) Internal Order |

) Fund |
3
e Click Add Condition.
IName or Description ") Future Use |

53Q0,JHHS CONTROLLERS OFF

("I Personnel Area |

"I WBS Element |

i PerAdmin | S50

1 Cost Center |

1 Internal Order |

1 Fund |

Effective Date () VWithin specified time period (8 As of taday

Add Condkiﬁon

Selected Conditions
Primary labor account matches *r**/530/*** as of today

e At the bottom of the KRONOS screen is the Selected Conditions box.
e After clicking Add Condition, the condition should appear at the bottom.
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B. Remove Terminated Employees

e Under Filters, click the “+” next to Timekeeper.
e Highlight Employment Status.

SELECT COMDITIONS | EDIT COMDITIONS | WIEW QUERY | A

Lorn’ caoah oata | it o

Fitters Primary Account

= General Infornation i Include ) Exclude people who me
Hame or ID
Primary Job
Expired Primary Jo| Hame or Description
Primary Account .

L h

Additional Informat | | search |
Person's Dates 530, JHHS COMTROLLERS OFF

Timekeeper

Iﬁ Hire Date
Employment Status
Pay Rules
Device Groups
Badge Humbers

Time Management

Biometrics

e Click button for “Exclude people who meet this condition”.
e Click button for Status: Terminated.
e Click Add Condition.

Employment Status
7 Include (W) Exclude people whio meet this condition.

Status: | Active () Inactive () Terminated

A= of: W Today 0 Specific Date | 52002005

Add Condition

Selected Conditions
Frimary lahor account matches *FHISI00FF* as oftoday
HOT(Emplovee no longer emploved as of today)

e At the bottom of the KRONOS screen is the Selected Conditions box.
o After clicking Add Condition, the condition should appear at the bottom.
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C. Test Query

e Once all information has been added to the query, click the Test button in
the upper right corner of the KRONOS screen.

ASSEMEBLE QUERY | WIEW SQL

: Condition =» Delete Condition PHnt Screen = @

e A Hyperfind Test box will be displayed.
e This is what your query will look like.

2 HyperFind Test

Last Refreshed: 5:34PM
Show: | Untitled
Tinme Period: |Current Pay Period hd |
Refresh
Mame 14 ICx

Adams, Carrall ooy 9952 =
Atchizan, Patrick b Q0053755
Bigzhy, Jozeph 000901 61
Eroaks, Lannell 000g2122
Eryant, Melvina OO0EE=92
Buehler, Janet 0005613
Bussard, Alan 0o0s7al2
Clauter, James 0ooz2317
Dravidd, Diozdada 0aca0sFo
Deinish, Donna 0033330 |

o If the hyperfind query has all the necessary employees, close the Hyperfind
Test box.
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D. Save Query

e Click Save As on the menu bar.

SELECT COMDITIONS EDIT CONDITIONS

=3 v O
ymen

Filters Emplo
= General Information £ Include (@) B
Hame or 1D
L Primand loh

Select Personal.

Name the Query in the New Name box.
Description: optional.

Click OK.

A Save Query As

*Hew Hame | I

Description

Visibility
i1 Ad Hoc - temporary query
i® Personal - visible only to me

it Public - visible to everybody

Create Hyperfind Query by Group Kronos@jhmi.edu Page 5 of 5




