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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Employees training course.  In this lesson, you will learn how to View Leave 
Balances, View and Submit Leave Requests, and View Leave Calendar. Select the Next button to 
continue. 
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Slide 3 - Review 

 
Slide notes 
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Slide notes 
To begin, let's take a look at the Leave Balances.  Select the Leave Balances link to continue.   
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Slide notes 
This page contains a summary of your Leave Balance information, organized by leave type.  You can 
view your accruals, current balances, end of year balances and your end of year, use or lose hours, 
among other details. The top portion of the page contains leave types that accrue like annual and sick 
leave. 
You can view leave balances as of past, and future pay periods by selecting that pay period from the 
drop-down menu, and selecting the Go button.  Select next to continue.   
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Slide notes 
You can view Leave Balances as of 26 pay periods in the past . . .  
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Slide notes 
. . . and 26 pay periods into the future.   
 



USDA Employee webTA Leave Requests 

Page 10 of 138  ©Kronos, Incorporated 

Slide 10 - Slide 10 

 
Slide notes 
 



USDA Employee webTA Leave Requests 

Page 11 of 138  ©Kronos, Incorporated 

Slide 11 - Slide 11 

 
Slide notes 
 



USDA Employee webTA Leave Requests 

Page 12 of 138  ©Kronos, Incorporated 

Slide 12 - Slide 12 

 
Slide notes 
In this example, we are going to stay in the current pay period.  Select next to continue.   
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Slide notes 
Next, we will scroll down to view the bottom portion of the page. Select next to continue. 
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Slide notes 
The bottom section contains leave types that are tracked as they are used, leave without pay, furlough 
and VLTP. Next, we will scroll back to the top of the page. Select next to continue. 
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Slide notes 
To view details of a particular leave type, select its link.  In this example, we are going to select Annual 
Leave.  Select next to continue.   
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Slide notes 
The details page contains the accrual, and usage of the leave for the type selected.  Pending Leave 
Request hours are not reflected on this page.  Once the hours have been added to your timesheet upon 
approval by your Supervisor, those hours will be reflected here.  Select the Leave Balances link from 
the breadcrumb trail to continue.   
 


