Takeover new employees

1)  From Timekeeper Main Menu, under Delegates/Reassignment
2)  Select Takeover Employee
3)  Type in name, click search, employee’s name pops up, click Select
4)  Message appears “successfully took over employee, Doe, Jane”
5)  Click Cancel at bottom of page or Timekeeper Main Menu at top of screen
6)  From Timekeeper Main Menu, Click Select Timesheets
7)  Click box next to Employee’s name, scroll to bottom, Click Timesheet Profile
8)  Change Status Change Type to “Start”
9)  Change Status Change Day to appropriate start date—usually “Week 1 Sunday”
10) Under Status section, check “oath of office”
11) Under Alternative Schedule choose “Variable Workday/Maxiflex” 
12) Scroll Down to Accounting Section, choose Manual Account Entry (keep     employee on manual for two pay periods, then change to “stored account”. (do not use “local account”.)
13) Scroll down, Click Save
14) [bookmark: _GoBack]Scroll to top, left side Click Timesheet Details
15) Under Retain Data Type, Select Entries only – No Time
16) Change pay period only if necessary
17) Click Save
18) To return Click Save or scroll to top and Click “Select Timesheets”
