How to Create Custom Hyperfinds

e Hyperfinds are used to create a group of employees based on specific identifiers such as name, job, ID number, department, etc.
e Hyperfinds can be used to filter staff in all tools, however, use of Hyperfinds in the scheduling tool will limit the performance of that application.

e Navigate to an employee’s timecard and select the icon listed below and a drop-down box will appear.
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e See the drop-down box below, titled Locations & Hyperfinds.
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e Select New Hyperfind.
e Home Employees — Searches employees in your home departments only and cannot be changed.
e AdHoc-

o Select Yes if this will be a one-time search.
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o Select No if you would like to save this search, in which case you will be prompted to add a name and description of your search
parameters.
Visibility — Defaults to Personal and cannot be changed.
Hyperfind Editor

Ad Hoc Home Employees @ HNo O Yes Visibility

Add Description

Select Add Conditions.
Use the filters on the left to select the conditions that you would like to apply to the search.
o When adding an employee by name, if there are multiple employees with the same name in the department, it will add all. In this case, it
would be recommended to use the employee’s ID number.
Select Add to include the selected conditions.

Select Delete to remove conditions as applicable.
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e Select Apply to start search.

e Select Save.
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