Transferring Keytabs

If the Keytabs you are assigning were used by a previous employee and you want to
transfer them to another employee, just follow these simple steps:
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2. From the Detail Screen toolbar,
double-click Assign Keytabs.
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from one employee to another. Use the Keytab Reader
Use this method if:
@* a : - you are assigning new Keytabs for the first time, or
m - you are reassigning Keytabs but are NOT SURE who was

using them previously

Transfer from another employee

Use this method if:

3 a - you are reassigning Keytabs and you ARE SURE who
" m was using them previously

ﬁ Please plug in your Keytab Reader inte an available USB port.
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Transferring Keytabs

If for any reason you need to back-date
the keytab assignment, click Change
and this will allow you to change the
time and date of the assignment. This is
useful if the employee was given the
keytabs prior to assignment.

Note: You will not be able to assign
keytabs to an employee with a future
date.

Otherwise, press Next.

Select the employee you want to
transfer Keytabs from. Click Next.

Checkmark the Cost Codes you want to
transfer. Click Next.

@ Keytab Assignment =

Transfer Keytabs to: Sachs, Arie

E‘m Confirm the "effective” date and time:

This is the date and time that the Keytabs will start tracking time for this employee.
Normally you don't need to change the date and time shown below

Friday, November 21, 2014
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&, Please plug in your Keytab Reader into an available USB port.

@ Keytab Assignment

Transfer Keytabs to: Sachs, Arie

Select the employee

From the list on the left, select the employee who curently has the Keytabs you wish to
transfer. The list on the right shows the Keytabs assigned to the highlighted employee:

Transfeming from: Keytabs assigned

Employee D | | cost coae N
4 Bambo, Hazel P mn
5 Wagtaos, Katrina | out

A sachs, Mylene -
-~
~.
b

=8

ﬁ Please plug in your Keytab Reader inte an available USB port.
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@ Keytab Assignment M
Transfer Keytabs to: Sachs, Arie

Which Keytabs do you want to transfer?

Checlkmark the Keytabs you wish to transfer in the list below
Any Keytabs that arent checkmarked will remain assigned to the orginal employse:

| ‘ Cost Code « | Effective Date |
[ Design 4/1/2013 4:45:00 PM
B n 4/1/2013 4:48:00 PM
out 4/1/2013 4:45:00 PM

Keytab serial number: 0100000E4A752500
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&, Please plug in your Keytab Reader into an svailable USB port.
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Confirm the assignment of these
Keytabs to the new employee and click
Finish to complete the transfer.

You can now verify the transfer by
selecting the “Keytabs held by this
employee” tab.

Transferring Keytabs

@ Keytab Assignment | =

Transfer Keytabs to: Sachs, Arie

Please confirm the Keytabs you're transferring
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o .“\To. Sachs, Arie
2 Effective: 11/21/2014 4:43 PM

\'g Transfeming these Keytabs:
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&, Please plug in your Keytab Reader into an available USB port.

4, Bambo, Hazel - Employee [E==A
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Effective Date: 4/1/2013 4:48:00 PM

W hn Start 0100000C912F2247
W out Stop 0100000C6770ECAS
A
)
I




