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Create Hyperfind Query by Group 
 

A. Create Query 

 

 On the top right corner of your screen select Setup. 

 

 
 

 

 Select Hyperfind Queries 

 

 
 

 Click New on the menu line. 

 

 
 

 Under Filters, General Information, highlight Primary Account. 
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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. 

 

 
 

 Click Add Condition. 
 

 
 

 At the bottom of the KRONOS screen is the Selected Conditions box.   

 After clicking Add Condition, the condition should appear at the bottom. 
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B. Remove Terminated Employees 

 

 Under Filters, click the “+” next to Timekeeper. 

 Highlight Employment Status. 
 

 
 

 Click button for “Exclude people who meet this condition”. 

 Click button for Status:  Terminated. 

 Click Add Condition. 

 

 
 

 At the bottom of the KRONOS screen is the Selected Conditions box.   

 After clicking Add Condition, the condition should appear at the bottom. 
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C. Test Query 

 

 Once all information has been added to the query, click the Test button in 

the upper right corner of the KRONOS screen. 
 

 
 

 A Hyperfind Test box will be displayed. 

 This is what your query will look like. 

 

 
 

 If the hyperfind query has all the necessary employees, close the Hyperfind 
Test box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



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

D. Save Query 

 

 Click Save As on the menu bar. 

 

 
 

 Select Personal. 

 Name the Query in the New Name box. 

 Description:  optional. 

 Click OK.   

 

 


