How to Request Leave in webTA
Step 1
Enter URL  -  https://wtausda.nfc.usda.gov/usda/
Step 2
Click on the “Log in” button

Step 3
Click on the “Continue” button

Step 4
Enter E-Auth User ID and Password

Step 5
Click on the “Log in” button

Step 6
From Employee Main Menu, Click on the “Leave/Prem Pay” 


Button next to wording “Leave and Premium Pay Requests” 
Step 7
Click the “Leave” button next to the wording “Leave Requests”
Step 8
Click “New Request”
Step 9
Select Leave Type and Transaction Type from drop down menus, i.e. Annual Leave and Annual Leave respectively or Sick Leave and Family Friendly Sick Leave.
Step10
Select Date and enter # of hours to be taken (optional), enter beginning and ending times of leave for that day.  If sick leave is being requested, select reason, enter remarks (optional).
NOTE: 
Employee cannot have more than one leave slip for a single day for the same leave type. 
Step 11
Click Save.
Step 12
Once the leave request has been approved, it will auto populate the T&A.  If a change needs to be made, the supervisor can go the list of approved requests, click Edit then “revert to pending” so that the employee can make modifications; leave can also be changed directly in the T&A.

