Timekeeper “Take Over” Employee Process
Step 1
Enter URL – Available 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 “Timekeeper” button if not already grayed out
Step 7
Click on “Take Over” button

Step 8
Click on “Search button”

Step 9
Type in employee name and click on “Search”

Step 10
Click on “Take Over” button

Step 11
Check to see if you now have the employee in you group 
