Final T&A’s for separating employees

1)  From Timekeeper Main Menu, Click Select Timesheets
2)  Click box next to Employee’s name, scroll to bottom, Click Timesheet Profile
3)  Change Status Change Type to “End”
4)  Change Status Change Day to appropriate start date—usually “Week 2 Saturday”
5) Under Status section, check “final report”
6) Scroll down, Click Save
7) Click Cancel to return to list of employees or Scroll up and Click Select Timesheets 
8) Print Final T&A Summary after T&A is completed (submit with aD-581, SF-52 and AD-349)
9) IF EMPLOYEE DID NOT WORK FULL PAY PERIOD, CHANGE ANNUAL AND SICK LEAVE ACCRUALS TO ZERO:
10) Go back to Select Timesheets Menu
11) Scroll to bottom, Click Leave Balances
12) Click  Annual leave
13) Click 2nd option “Add Manual Accrual Adjustment”
14) Type in adjusted accrual amount (4, 6 or 8 hours for FT employees or prorated for PT), Click Save
15) Click Cancel at bottom of page or Leave Balances at top of page
16) Click Sick Leave
17) Click 2nd option “Add Manual Accrual Adjustment”
18) Type in adjusted accrual amount (4 hours for FT employees or prorated for PT), Click Save
19) Change pay period only if necessary
20) Click Save
21) To return Click Save or scroll to top and Click “Select Timesheets”
22) [bookmark: _GoBack]Print T&A Summary (submit with AD-581, etc.)
