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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 Submit 
Dollar Transaction Requests and view approved Requests on your Timesheet. To continue, select the 
Next button.   
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Slide notes 
To submit a Dollar Transaction Request, begin by selecting the Dollar Transaction Requests link from the Employee Main Menu. Select next to continue.  

 



USDA Employee webTA Dollar Transactions 

Page 5 of 56  ©Kronos, Incorporated 

Slide 5 - Slide 5 

 

Slide notes 
 



USDA Employee webTA Dollar Transactions 

Page 6 of 56  ©Kronos, Incorporated 

Slide 6 - Slide 6 

 

Slide notes 
The Current Dollar Transaction Requests page displays approved, pending and denied requests for the current, and for future pay periods. You can view 
existing requests by selecting the status link for the desired request.   

This table is sortable by column type.  Select the column headers to sort the table by the desired field.   In this example, we will keep the table as is, and we 
are going to create a new request by selecting the Add Dollar Transaction Request button.  Select next to continue.   
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Slide notes 
Here, we see the Dollar Transaction Request form. To view a list of available Transaction Codes, we will expand the drop-down list. Select next to continue.  
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Slide notes 
Here, we see a list of Dollar Request Transactions. In this example, we are going to select the Parking Subsidy code. Select next to continue.  
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Slide notes 
In addition to the Transaction Code, you must also select an Account for the Dollar Transaction. To display a list of available Account codes, we will click 
the Account Select button. Select next to continue.  
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Slide notes 
Here, we see a list of available account codes. Next, we will click the Select button for the available code. Select next to continue.  
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Slide notes 
Note that the account now displays on the form. Next, we will enter start and end dates for the request. If we were requesting reimbursement of a one time 
expense, we would enter the date of the transaction in both the start and end date fields.  

The Amount field represents the dollar amount per day being requested. You can request reimbursement of expenses over a range of dates by entering 
Start and End Dates in the appropriate fields. However, you can only enter a range of dates if the amount per day is the same for those dates. 

For example, if you are requesting a Parking Subsidy of $10 per day over the period of a week, you would enter the Start and End Dates, and then enter 
$10 into the amount field. This would be a request for $10 per day for the date range entered. 

If the amount per day is not consistent, you must enter individual rows containing the dates and specific amounts being requested for those dates. 

In this example, we are requesting a constant Parking Subsidy for an entire week, so we will select Monday, March 2nd for the start date by selecting the 
calendar icon, and selecting the date. Select next to continue.  
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Slide notes 
Next, we will use the calendar icon again, and select Friday, March 6th as the end date. Select next to continue.  
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Slide notes 
Next, we will select the Amount field, and enter the dollar amount for the subsidy. In this example, we paid $5 per day for parking, so we will enter 5 dollars 
in the amount field. Select next to continue.  
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Slide notes 
Next, we will select the Submitter Remarks field, and provide an explanation of the request to our supervisor. Select next to continue.   
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Slide notes 
Once all the required fields have been completed, click the Submit button. This will send a message to the Supervisor, notifying them of the request and 
they can approve or deny the request. Select next to continue.  
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Slide notes 
Note the message indicating that the request has been submitted, and now has a status of Pending. Next, we will return to the Dollar Transaction Requests 
page using the breadcrumb trail. Select next to continue.  
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Slide notes 
Here, we see that the request is listed. Next we will return to the Main Menu using the Employee Tab. Select next to continue.  
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Slide notes 
As mentioned, the Supervisor will receive a message notifying them of the request. Upon action from the Supervisor, we will receive a message notifying us 
that the request has been approved or denied. Let's take a look at our Inbox now. Select next to continue.  
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Slide notes 
Note the first message in our inbox stating that the Dollar Transaction Request has been approved. Once Dollar Transactions have been approved by your 
Supervisor, they will display on your Timesheet. Let's return to the Main Menu and take a look by selecting the Employee tab. Select next to continue.  
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Slide notes 
Let's take a look at the Dollar Transactions Request page again by selecting its link. Select next to continue.  

 



USDA Employee webTA Dollar Transactions 

Page 41 of 56  ©Kronos, Incorporated 

Slide 41 - Slide 41 

 

Slide notes 
 



USDA Employee webTA Dollar Transactions 

Page 42 of 56  ©Kronos, Incorporated 

Slide 42 - Slide 42 

 

Slide notes 
Here, we can see that our request is now approved. Let's return to the Main Menu using the Employee tab. Select next to continue.  
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Slide notes 
Now, let's take a look at our Timesheet by clicking the link. Select next to continue.  
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Slide notes 
Let's scroll down to view the bottom of the Timesheet. Select next to continue.  
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Slide notes 
Here, we see the dollar transactions for each day of our request, and the total at the bottom. Next, we will scroll back to the top of the page and return to the 
Main Menu. Select next to continue.  
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   

 

 


