Timekeeper “Take Over” Employee Process
Step 1

Log into webTA  

Step 2

Click on the “Timekeeper” button if not already grayed out
Step 3

Click on “Take Over” button

Step 4

Click on “Search button”

Step 5

Type in employee name and click on “Search”

Step 6

Click on “Take Over” button

Step 7

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

Remember to change the employee’s accounting code and contact point number. 
***********************************************************************
Go to the Account Table and assign the new accounting code to the employee (see instructions below).  
Click on the T&A Profile and change the Contact Point number and check the “new contact point” block; then scroll down to the Accounting block and select the “Stored Account” option and the new accounting code from the drop down menu.  (If using multiple accounting codes select “Manual Account Entry”.)  
How to enter a New Accounting Code

Step 1
From Timekeeper Main Menu, Click on the 



“Account” button next to wording “Account Table” 

Step 2
Next to “Account List For”, Select an employee from 



the drop down menu

Step 2
Click “Get Account” to search for an account OR

Click “New Account” 

Enter Fiscal Year – i.e., 9
Enter Fund – i.e., 01
Enter Division – i.e., 2155
Enter Mgt Unit – i.e., 235
Enter Description – University of Nebraska soft fund (optional),     Click  Finish
