i UVAHealth

Hyperfind Query

A Hyperfind allows you to find people who match certain criteria
e Itisused to create a list of team members (i.e., a list of RNs, PCTs, HUCs)
o Types of Hyperfind Queries:
» Ad-Hoc-a search set up for a specific, temporary purpose
e This query cannot be saved permanently
* Personal —is visible and available to the person who created it
e Thisisaquery which will be needed more than once

Creating a Hyperfind Query Using Department Number

e Open Schedule Planner or Schedules
o GotoAll Home drop down
o Select Hyperfinds
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e Select Edit Ad Hoc
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All Home Locations

» Locations (5)

~ Hyperfinds (40)
Ad Hoc

_ All Home

06-Non Exempt

07 Non Exempt

07 Non Exempt 1
08 Non Exempt

09 Non Exempt

10 Non Exempt

New...

I Eaﬁ Ad Hoc I

e From Select Conditions
e Select Primary Account (located under General Information)
o Select Department
HYPERFIND QUERIES
Visibility  Ad Hoc = Query Name ~  Ad Hoc Description
Select Conditions Assemble Query Test
FTer PRIMARY ACCOUNT
&' General information @ Include () Exclude people who meet this condition
Name orlD Summary ~ Company  Division  Admin imekeeper... Job Code  Position Code
Primary Job
Expired Primary Job [) Select all available entries for all labor levels
.
Additional Information ompany
Person’s Dates Division
® Timekeeper .
# Time Management Admin
[*| Biometrics Department
53] Scheduling
[*] workforce Scheduler Timekeeper ..
@ Attendance Job Code
[# Accruals
* Leave Position Code
[*] User Information )
53] Role - Timekeeper Effective Date  As of today B
[*| Process Manager
* TeleTime IP
Selected Conditions
e Once the Department window opens, enter the first 4 numbers (before the

asterisk) for the department (In this case, the department number is 2028)
o Note 2028000 Coronary Care Unit is located in the window below
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PRIMARY ACCOUNT
® Include () Exclude people who meet this condition

Summary  Company  Division  Admin | Department  Timekeeper .. Job Code  Position Code

Wild Card Selection

Available Items Selected Items

2028000,Coronary Care Unit <

-

e Highlight and move the department to the Selected Items by clicking tJ

PRIMARY ACCOUNT
@ Include () Exclude people who meet this condition

Summary  Company  Division Admin = Department  Timekeeper ... Job Code  Position Code

Wild Card Selection

Available ltems Selected Items

2028* Search

2028000,Coronary Care Unit

e Select Add to move the department to the Selected Conditions

PRIMARY ACCOUNT

@® Include () Exclude people who meet this condition

Summary  Company  Division  Admin  Department = Timekeeper .. Job Code  Position Code

Wild Card Selection

Available ltems Selected ltems

2028* Search

2028000,Coronary Care Unit

&

Effective Date  As of today -

Selected Conditions Add

User accounts are active as of today

Employee employed and working as of today

Rev. 12.12.21 Page | 3



!T?_'ﬁ UVAHeaIth Kronos Support

e The following conditions will be used to create the Hyperfind Query
o Useraccounts are active as of today
o Employee employed and working as of today
o Primary labor account matches */*/*/2028000/*/*/* as of today

Selected Conditions ﬁ

User accounts are active as of today
Employee employed and working as of today

Primary labor account matches */*/*/2028000/*/*/* as of today

e Select the Visibility from the drop down
o Select Personal (will be accessible from user’s Hyperfind Queries)
o Name the query
o Adescription may be added to further define query

HYPERFIND QUERIES

Visibility  Personal = Query Name = Unit 2028 CCU Description  All team members

e Click Test (prior to save to ensure all data needed displays)

HYPERFIND QUERIES
Visibility | Personal - Query Name =~ Unit 2028 CCU
Select Conditions Assemble Query Test

e Toview team members that meet the selected conditions, select Test

o Test will display the name and employee ID for each team member that
meets the selected conditions.
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HYPERFIND QUERIES

Visibility  Personal - ‘ Query Name ~  Unit 2028 CCU
Select Conditions Assemble Query Test

Time Period = Current Pay Period - ]

Hﬁﬂe =

e Ifthe test displays the expected team members, select Save As (personal query
with name selected)

[ cancel | | Refresh ||| saveAs ||

e The Hyperfind will show up in the list of Hyperfinds (see below)

» Locations (5)
~ Hyperfinds (41)
Ad Hoc

Terminated employees B
Unexcused Absence Unpaid Hyper

[ 2028 coul

UVA Exempt Employees

UVA Magnet Report

~ UVA NON-EXEMPT

: Womens Services 8
New...

. Edit Ad Hoc...

e [f additional conditions need to be added/removed to a Personal Query select the
Hyperfind and select Edit

Unit 2028 CCU v |l Edit
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e Once the Hyperfind has been edited, the Hyperfind can be saved with the same
name or it can be saved with a new name

e Callthe Help Desk at 434-924-5334
OR
e Goto KNOWLEDGELINK and enter a ticket online

See job aid located on the Kronos Welcome Page titled:
Submit a Help Desk Ticket On-line
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