Global Change of Timekeeper by HR Administrator

Step 1
Enter URL – To be given on November 18th.  

Step 2
Click on the “Log in” button

Step 3
Click on the “Continue” button

Step 4
Enter E-Auth User ID and Password

Step 5
Click on the “Log in” button

Step 6
Click on the “HR Admin” button if not already grayed out

Step 7
Click on “Roles” for Role Management

Step 8
Click on “Change Tkp” for Timekeeper Global Change.

Step 9
Click on “Search” to locate current timekeeper

Step 10
Type in name and click on “Search”

Step 11
Click on “Global Change”

Step 12
Click on “Search”

Step 13
Type in name of new timekeeper and click on “Search”

Step 14
Click on “Save”

