
Marking a T & A as Final in WebTA4.2



Select the applicable Pay Period that includes the last 
day the employee worked.



Scroll to the bottom and select “Timesheet Profile”



Select “End” as the Status Change Type



Open the drop down menu next to
Status Change Day



Select the applicable day in the applicable week
to identify the last day the employee worked.



Select “Final Report”



Scroll to the bottom and select “save”
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