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Topic 1. Creating HyperFind Queries
HyperFind queries

Workforce Timekeeper uses HyperFind queries to search People records and return employees
that meet a specific set of criteria. Workforce Genies, calendars, and reports use HyperFind
gueries are used in Workforce Genies, calendars, and reports.

The following are examples of frequently used queries:

e All employees who forgot to punch

e All employees with overtime

e All clerks in my department who were absent
e All employees who are on vacation today

Note

The employee group, assigned to you, controls which
employees a Hyperfind query will return to you.

HyperFind query types
The following table describes the three types of HyperFind queries:

Public Queries that are available to all users who can access Workforce Genies or reports
Personal Queries that are accessible only to the user who created them
Ad hoc Queries that are created for temporary use during the current session
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Creating a new HyperFind query

The Show drop down list contains all the available HyperFind queries. You can edit them or
create a new one. The New and Edit options open the HyperFind query editor.

Show

Time Period

le ¥ Approvals *

Early In

All Home - I I
All Home

All Home and Scheduled Job Trans
All Home and Scheduled Job Trans
All Home and Transferred-in

All Home and Transferred-in (Orga
All Home and Transferred-in* Late Out
Cost Center 401

Cost Center 402

Cost Center 403

Cost Center 404 |
Department 301 and 302

Employees Hot Signed Off

HC

Irregular Timecards j

Py

CUIL AT

The HyperFind query editor

The HyperFind Query editor is where you create and edit personal and ad hoc queries.

The following illustration shows the HyperFind Query editor:

Additional Informal
Person's Dates

User Information
Role - Timekeeper
Process Manager

F

HYPERFIND Query Hame |Uniftied
Last Refreshed: 440PM
Description |
Visibility |

SELECT CONDITIONS | EDIT CONDITIONS WIEW QUERY ASSEMELE QUERY | WIEW 0L

Refresh Data Edit Condition = Delete Condition Print Screen =

Migsed Punches
Unscheduled

Timekeeper Long Break
= Time Management
Worked Jobs Short Break
Worked Accounts | | Long Interval
Worked Pay Code Short Shift
Exceptions
Comments Wery Early In
Biometrics EarlyIn
Scheduler Late In
Accruals Early Out

Yery Late Out

Selected Conditions

Filters Exceptions -
B General Information @ Include () Exclude peaple whao meet this caneiion.

Hame or 1D

Primary Joh

Expired Primary Jo -

Primary Account | CXceptions
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The following table describes the five possible tabs in the HyperFind Query editor:

Select Conditions Contains options for creating a query
Edit Conditions Is where you add, change, and delete conditions in a query
View Query Displays all conditions and their relationships
Assemble Query Contains options for modifying the association between conditions
View SQL Displays SQL server code for the query
Filters

Use HyperFind filters to define the conditions that search for and return the employees you need..
The following lists the nine categories of filters in the HyperFind Query editor:

e General Information
o Timekeeper

e Time Management
e Biometrics

e Scheduler

e Accruals

e User Information

e Role - Timekeeper
e Process Manager

Note

Your assigned Function Access Profile determines which
filter categories you have access to in the HyperFind Query
editor.

Steps

Configuringe a new query

From the Show drop down list, select New.

From a filter category, select a filter.

Click one or more conditions and specify any necessary information.

Click Include or Exclude to include or exclude employees who match the selected condition.

Click Add Condition.

o oA WN P

Repeat steps 2--5 to add additional conditions.
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Note

Workforce Timekeeper automatically inserts logic
operators, OR, AND, or BUT, between conditions to
create one query.

Testing HyperFind queries

Test your query to confirm that it returns the correct employees. You can click the Test button to
test your query. Workforce Timekeeper returns results for the current pay period. You can select
a different time period.

The following illustration highlights the Test button:

HYPERFIND

Last Refreshed: 3:40PM

Query Hame |Unt'rtled

Description |

Viibility |
SELECT CONDITIONS | EDIT COMDITIONS WIEW QUERY ASSEMELE QUERY | VIEW SQL

Refrech bata | Gkt conditin | belete Condition | prntsereen 5 | et |

Filters Exceptions B
B General Information @ Include () Exclude peaple who meet this condition.
Hame or ID
Primary Job
Expired Primary Jo -
Primary Account Emt‘eptlons
Additional Informal | Missed Punches =
Person's Dates Unscheduled
Timekeeper Long Break
= Time Management

Worked Jobs Short Break
Worked Accounts | | Long Interval
Worked Pay Code Shart Shitt
Exceptions

Comments Yery Early In
Biometrics Early In
Scheduler Late In
Accruals _ Early Qut
Uger Information Very Late Out —
Role - Timekeeper eryLate Ou -]
Process Manager fondmmed
Selected Conditions J

Steps

Testing a query

1 From any tab in the HyperFind Query editor, click Test.
2 From the Time Period list, select or define a time span.
3 Review the results.
4

Click Print to print the employee list.
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Viewing the query logic

If your query does not produce the correct results, you need to analyze the query logic between
conditions. Workforce Timekeeper combines multiple conditions using the following "natural
language query building blocks" or logic operators:

AND Displays employees whose data matches both conditions.
OR Displays employees whose data matches either of the conditions.
NOT Displays employees whose data does not match the specified condition.

The View Query tab displays all of the conditions in the query and the logic operators that
combine them. The following illustration shows a sample query in the View Query tab:

SELECT COMDITIONS | EDIT COMDITIONS | WIEW QUERY | ASSEMBLE QUERY

(Primary labor account matches *=H*401; 4027 as of today AND
Hire date is on or befare 1/01/1 897

Steps

Viewing a query

1 From the HyperFind Query workspace, click the View Query tab.
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Saving queries

After the query returns the desired results, save the query and assign to it a visibility status.

The following illustration shows a sample Save Query As dialog box for an ad hoc query:

7 Save Query As x|
*Hew Hame |.ﬂ.d Hoiz
Description
Visibility

® Ad Hoc - temporary query
) Personal - vigible only to me

() Public: - visible to everybody

Java Applet Window

Steps

Saving HyperFind queries

1 Click Save or Save As.

2 Enter a query name and a description.
3 Select a visibility option.

4 Click OK.
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Topic 2: Using the Work & Absence
Summary calendar

Work & Absence Summary calendar

The Work & Absence Summary calendar displays absence and time trends for an employee over
a selected time period. The calendar uses color codes, icons, and text to highlight critical
information about an employee’s worked and non-worked times. These indicators make it easier
for you to quickly spot deviations in an employee’s time and attendance.

The following illustration shows a sample Work & Absence Summary calendar displaying the
multiple month view. The shaded boxes indicate sick days and the outlined boxes indicate late-in
punches.

WORK & ABSENCE SUMMARY show: [T =
Hame & I0:[ Carperter, Jil = [2z=] OO

Time Perind:IRange of Dates ;l Isrm 12005 E |5,.~1 2005 j

View Width: & wieek O mporth % Multiple Morths

= -~ r iz r June = dully
5§ M T w T F & 5§ M T w T F & 5 M T W

Q1+ 2z 2 4 5 & 7 [ 1z 4 =

T =2 =4 1M 1z 13 14 T s & ¥ = @8 1w 11 =

T 15 & 17 18 18 20 21 [T 12 13 14 15 16 17 18 =

M 2z 2z LT T = =

M oz a0 = = =

r

Viewing trends in the Work & Absence Summary calendar

You can use the Work & Absence Summary calendar to identify trends in worked and time-off
events for employees. The calendar-like display makes it easy for you to view a day column to
see whether an employee has a pattern of taking time off on or arriving late on a specific day.

You can see trend information such as the following:

o Number of Mondays the employee has arrived late to work
e Number of Fridays the employee has called in sick

e Number of weekends the employee is scheduled and has worked

-10 -
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Navigating in the calendar
The following table provides the steps to display information in a calendar for data analysis:

Select a particular date Click the date cell in the calendar. Its fill color changes to show that
the date is selected.

Deselect a selected date Click the date cell a second time. Its fill color reverts to normal to
show that the date is no longer selected.

View non-abbreviated details of a Click the date cell and select Day Detail from the menu options.
particular day

View a legend showing descriptions  Select Legend from the menu options.
of abbreviations and colors

To view different calendar formats Select Week to view one week across the screen. This view displays
the most detail.

Select Month to view each month across the screen. This view
displays trends.

Select Multiple Month to view several months across the screen.
This view displays several months at a time.

Steps

Accessing and viewing information in the Work & Absence Summary calendar

1 Access Work & Absence Summary from the Timekeeping tab.

2 From the Show list, select a group of employees. From the Name & ID list, select an
employee.

3 From the Time Period list, select or define a time span. Click one of the View Width options

and then click Apply.

4 Review information in the calendar workspace.

-11 -
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Topic 3: Transferring Employee Time

Work rule transfers

Each employee is assigned a default work rule. Work rules identify such things as how punches
are rounded, the types of overtime an employee can earn and which pay codes track which types
of hours. During a normal workday, all worked are calculated using the assigned work rule. In
some cases, you may need to have Workforce Timekeeper calculate the employee’s shift using a
different work rule. You note this in the system using a work rule transfer.

The following illustration shows an hourly timecard with an On-Call work transfer on Tuesday:

TIMECARD
Hame & 1D | Adams, Jule [1
Last Saved: 2:45PM
Time Period |Current Pay Period -
[Tl | Actions * Punch * Amount > Accruals ¥ Comment ™ Approvals ¥ Reports *
Date Pay Code Amount In Tranzfer ot In Transter Ot Shift Draily Cumulative
a Sun 601 - - -
a Mon 6102 - 9:008M - | 200PM - 400 400 400
a Tue B/03 - 2:004M Z00PM - 00 oS00 | &0d
a Wi BI04 - S004M - | Z0oRM - 400 400 1300
a Thu 805 - 9:004M w | Z00PM - 400 400 17:00
a Fri GG - 9:004M - | Z00PM - 400 | 400 21:00
a Sat GO7 - - - 21:00
a Sun 6103 - - - 21:00
a Mon 6109 - - -
TOTALS & SCHEDULE @ ACCRUALS AUDITS
Date Start Time End Time Pay Code Amourt
All hd Man 602 F:008M 2:00PM
} Acoount ‘ Pay Code Amourt Wages Tue B/03 SO0 Z00PK
02203131 9401 /531 | on-can 500 25 n-ng_| \Wied €/04 S:00AM Z:00PM
102/203/31 9401/531 Reoular 1600 16000 |. ThuBO3 S:00AM 2:00Pk!
* Fri6iE 3004M Z:00PM

The following illustrations shows the Select Transfer dialog box where you identify the work rule
to which you are transferring the shift:

Labor Account

Hame or Description:

Available Entries: (@) Division
) Facility
101, Healthcare ) Department

epartme

102 Manufacturing e
103, Retail . | cost center
104,Gov-Ed "0 gob

Work Rule
on-Call -

Full Time &0 Min Mo Zane j
Full Time Executive
On-Call

Part Time
Professional Hourly J

Professional Salaried
Professional Salaried AFS
Ja| Salaried ﬂ
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Steps

Transferring work rule hours

1

Do you want to transfer all or a portion of the shift hours?
To transfer all hours in a shift, continue to step 2.

To transfer a portion of the shift hours, click the Insert Row icon. In the In punch cell in the
new row enter the starting time shift being transferred.

Click in the Transfer cell to display the Transfer list.

Does the transfer entry appear in the Transfer list?

If the work rule appears in the Transfer list, select the work rule. Continue to step 7.
If the work rule does not appear in the Transfer list, select Search.

To transfer hours to another work rule, click the arrow in the Work Rule box and select the
appropriate work rule.

When you have completed all transfers, click OK.

If necessary, click the Out cell that corresponds to the transfer and enter the time the shift
ends.

Click Save.
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