
Create a New Hyperfind

1. Select the Hyperfind icon           in the upper right of the screen while in 

either the Timecards, Scheduling, or Dataviews workspaces.

2. Select New Hyperfind from the bottom of dropdown list

3. Select Yes to use an Ad Hoc query if the Hyperfind will only be used 

once (will not be available at next log-on) or No to create a Personal 

Hyperfind for continual use. 

4. If creating a Personal Hyperfind, enter a name for the Hyperfind.

5. Click Add Conditions.

Hyperfind Queries
Hyperfind is a search engine that filters and selects groups of employees through queries that specify 

conditions or locations (criteria). Queries enable you to access a specific group of employees who are active 

as of a specific date. The results of query searches depend on the employees to whom you have access. 

This Job Aid walks through the basics of Hyperfinds. 

Timekeeper Job Aid: Creating Hyperfind Query

1Version: Feb 2022|Workforce Dimensions

Selecting Conditions

Various filters exist to include or exclude which teammates will populate in the 

Hypferfind Query. Most common would be:

• General Information>Primary Job: Select conditions based on the levels of the 

Business Structure (Market, Hospital, Service, Department, or Job)

• General Information> Reports To: List all teammate’s that have direct reports. 

Must be chosen from a list.

• Time Management> Pay Code: Will only populate teammates with those pay 

codes during the selected time period. 

Note: When naming the Hyperfind Query that will be used often it is 

helpful to start the name with a number to keep it at the top of the 

list.



Selecting Conditions

1. When selecting your conditions move them to the selection pane.

2. When you have populated one set of criteria click Add to add the condition to the 

query.

3. After adding one criteria, continue to add as many as needed to narrow the results.

4. When complete, click Apply

5. Click Test Hyperfind in the bottom left of the screen to validate the results of your 

Hyperfind. 

6. If further edits are needed move to step 2 of Editing Conditions. 

7. Click Save when complete
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Note: On the top of the selection screen there is an option to ‘Include’ or ‘Exclude’ people that meeting the 

chosen criteria. For example, if you had chosen ‘Exclude’ and the criteria chosen was PTO Unscheduled, 

the result would be all teammates that do not have PTO Unscheduled in the selected time period.

Note: If the query did not return any results, it is often times because of conflicting conditions. For example, if 

the query called to return employee number 123456 AND teammates in department PT-321025 at Anderson 

Hospital, if employee 123456 was not within that department no results would come back. However, if it was 

OR the query would return that teammate and all teammates within the chosen department. See last page of 

the Job Aid for tips on assembling queries. 

Editing Conditions

1. In the Hyperfind Menu select the edit icon next to 

the Hyperfind to be edited.

2. Select ‘Add or Edit Conditions’ in the bottom right.
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Editing Conditions (continued)

3. Highlight the condition to be amended. The specific condition will open for edit at the top of screen.

4. Clicking Delete will remove the condition from the query

5. Make any updates to the condition needed. 

6. Click Update to move the edits into the query.

7. Click Apply

8. Click Save
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Note: Hyperfind creation can be simple, or very complex, and takes time to master. If assistance is 

needed, please contact the Dimensions Support Team using this Job Aid.

Assembling Queries

1. While on the Hypferfind editor screen he query will show with AND or OR statements. 

AND statements say both conditions must be met. In the example it will return 

associates who have overtime charged to one of the departments selected

OR statements say either condition can be true. In the example below it will return all 

associates in the departments, and all people the teammate has access to that has overtime. 

To toggle between AND and OR statements 

2. Click on the conditions to be joined. They will become blue.

3. Click the AND or OR options in the bottom left of the screen.  
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