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4.4.b. Org Manager Job Aid: How to Build a
Hyperfind Based on Supervisor

1 To build a custom Hyperfind, navigate to the Hyperfind editor. For instructions on
this step, refer to Org Manager Job Aid: Introduction to Hyperfinds.

The following steps show how to create a Hyperfind filter based on a specific
supervisor.

In this example, the Hyperfind filter is titled "Emily L supervisor". To add additional
details, click on 'Add description' and add additional information.

Once the title and additional description have been created, click on 'Add
conditions' to begin adding search parameters.

Alert!

Hyperfind filters based on supervisors only show direct supervisors. There is no
current option for roll-up supervisors to be listed. To pull an accurate report, the
supervisor of record in Banner must be entered.

If a supervisor leaves, the corresponding Hyperfind must be edited to include
their replacement. If edits are not made, the Hyperfind will pull incomplete
or inaccurate information.
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2 This is the default page when creating a new Hyperfind filter. On the left is a list of
the many different options that can be used to create customized Hyperfind
filters. Click on the ">" to expand the menu under each topic.

Note: Some of the naming conventions are not intuitive and may require
exploration to find specific parameters.
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3 Under 'General Information', select 'Reports To'. A menu will pop up that shows all
supervisors, as listed in Banner, alphabetically by last name. Scroll to find the
specific supervisor. Click on the appropriate name and it will be highlighted. In this
example, the highlight color is light blue.

Note: Multiple supervisors can be selected. To select multiple supervisors, simply
click on one supervisor then scroll to find the next supervisor and click again. To
unselect a specific supervisor, click on their name again to unhighlight the name.
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4 Once the supervisor(s) have been selected from the list, click 'Add'.

Once added, click on 'Apply' to save the Hyperfind filter.
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5 All Hyperfind parameters will be listed below the Hyperfind name. In this example,
it is 'Reports to Luhman, Emily'. If a filter needs to be changed, click on 'Add or Edit
Conditions'.

Once the Hyperfind filters have been set, click 'Save' to save the Hyperfind for
future use.
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6 To find a newly built Hyperfind filter, click on the Hyperfind icon (triangle with a
shape at each apex). Click in the search bar and type a portion of the desired
Hyperfind filter name.
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7 In this example, to find the 'Emily L Supervisor' Hyperfind filter, start by typing
"Emily" in the search bar. This will bring up all search options that match the
search term. A custom-built Hyperfind filter is designated with a star to the left
and a pencil to the right. Click on the desired filter to apply it to the employee
view. In this example, the 'Emily L Supervisor' filter will be applied within the
'Employee Timecards' view.

--End--

Related Job Aids:

Org Manager Job Aid: Introduction to Hyperfinds

Org Manager Job Aid: How to Build a Hyperfind Based on Department Code

Org Manager Job Aid: How to Build a Hyperfind with Multiple Parameters


