USDA Employee webTA Leave Requests

Slide 45 - Slide 45

° .W E B.I-AN Employee

Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Leave Request Form

Leave Type and Dates
Employee: MILLER, SAMANTHA

Leave Type:
61 - Annual Leave, Shift 3
Comp Time/Travel Used
Start D 64 - Comp Time/Travel Used
Compensatory Time Off
64 - Comp Leave Used
64 - Comp Time Used w/Night Diff
64 - Comp Time Used, Shift 1
64 - Comp Time Used, Shift 3
Credit Hours Used
50 - Credit Hours
50 - Credit Hr Used-Detail
SubmiHome Leave Used
Rema 69 - Home Leave
69 - Home Leave { 3:00PM TO MIDNIGHT) WG-SHIFT-2
Appr( 69 - Home Leave { 7:00AM TO 3:00PM) WG-SHIFT-1(MIL)

Transaction L

Month Day

Remarks

69 - Home Leave-MFL w/ Night Diff @ 15%-COPR

Commel 9 - Home Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MIL)
69 - Home Leave (WITH 2 OR MORE SHIFTS) WG-SHIFT-4 (MIL)
i 69 - Home Leave Used w/Sun + Night
SickLeave| g9 pome Leave Used, Shift 1
If you are rd 69 - Home Leave Used, Sh!il 7.4
69 - Home Leave Used, Shift 3
@ None 69 - Home Leave w/ Night Diff @ 15% (U.S.CUSTOMS) (MIL)
- liness/i B9 - Home Leave w/ Night Diff @ 20% (U.S.CUSTOMS) (MIL)
©) Medicayl 69 - Home Leave w/ Night Diff @ 20% S&E/COBRA (U.S. CUSTOMS) (MIL)
© Careoffl 69 - Home Leave w/ Night Difi@ 15% S&E/COBRA (U.S.CUSTOMS) (MIL)
; 69 - Home Leave w/ Sun Diff @ 50% (U.S.CUSTOMS) (MIL)
©Careof il g9 _ Home LeaveMFL
© Other (P| 69 - Home Leave-MFL w/ Night Diff @ 15%-COBRA-COPR

tal Hours

eavemnent

Family and Medical Leave Act

Slide notes

Action

| Delete |

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Pending Approved Denied

Leave Balance Calculator

m

Here, we see more Comp Time codes as well as Credit Hours and Home Leave transaction codes. We

will continue to scroll. Select next to continue.
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USDA Employee webTA Leave Requests

Slide 46 - Slide 46

IEI ™
WEBTA inbox [11] | Setings | Holp | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: hd
Transaction L 61 - Annual Leave, Shift 3
Comp Time/Travel Used

Start D 64 - Comp Time/Travel Used tal Hours  Action
Compensatory Time Off
Month Day 64 - Comp Leave Used @ldistel

64 - Comp Time Used w/Night Diff
64 - Comp Time Used, Shif 1

64 - Comp Time Used, Shift 3
Credit Hours Used
Remarks 50 - Credit Hours
50 - Credit Hr Used-Detail
SubmiHome Leave Used g
Rema 69 - Home Leave
69 - Home Leave { 3:00PM TO MIDNIGHT) WG-SHIFT-2

Appr( 69 - Home Leave { 7:00AM TO 3:00PM) WG-SHIFT-1(MIL)

Comme 69 - Home Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MIL)
69 - Home Leave (WITH 2 OR MORE SHIFTS) WG-SHIFT-4 (MIL)
69 - Home Leave Used w/Sun + Night
69 - Home Leave Used, Shift 1
69 - Home Leave Used, Shift 2
69 - Home Leave Used, Shift 3
@ Mone 69 - Home Leave w/ Night Diff @ 15% (U.S.CUSTOMS) (MIL)
- 69 - Home Leave w/ Night Diff @ 20% (U.S.CUSTOMS) (MIL)

m

Sick Leave

If you are re

@n fi

A Ml?:a;; 69 - Home Leave w/ Night Diff @ 20% S&E/COBRA (U.S.CUSTOMS) (MIL)

- 69 - Home Leave w/ Night Diff@ 15% S&E/COBRA (U.S.CUSTOMS) (MIL)

() Care of f§ eavemnent

; 69 - Home Leave w/ Sun Diff @ 50% (U.S.CUSTOMS) (MIL)
©Careof il g9 _ Home LeaveMFL

© Other (P| 69 - Home Leave-MFL w/ Night Diff @ 15%-COBRA-COPR

69 - Home Leave-MFL w/ Night Diff @ 15%-COPR -

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes
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USDA Employee webTA Leave Requests

Slide 47

- Slide 47

Employee Main

Leave Type

:.W E B.I-AN E‘“Plolfee

Inbox [11] | Settings | Help | Log Out

Menu > Leave Requests =

Leave Request Form

and Dates

Employee: MILLER, SAMANTHA

Leave Type:

Transaction L

Start D

Month Day Y

Remarks

Submi
Remal

Apprd
Commel

Sick Leave
If you are re

@ None

= linessfin
) Medical/
() Care of f§
() Care of f§
_) Other (P

61 - Annual Leave, Shift 3
Comp Time/Travel Used
64 - Comp Time/Travel Used
Compensatory Time Off
64 - Comp Leave Used
64 - Comp Time Used w/Night Diff
64 - Comp Time Used, Shift 1
64 - Comp Time Used, Shift 3
Credit Hours Used
50 - Credit Hours
50 - Credit Hr Used-Detail
Home L eave Used
69 - Home Leave
69 - Home Leave ( 3:00PM TO MIDNIGHT) WG-SHIFT-2
69 - Home Leave ( 7:00AM TO 3:00PM) WG-SHIFT-1(MIL)
69 - Home Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MIL)
69 - Home Leave (WITH 2 OR MORE SHIFTS) WG-SHIFT-4 (MIL)
69 - Home Leave Used w/Sun + Night
69 - Home Leave Used, Shift 1
69 - Home Leave Used, Shift 2
69 - Home Leave Used, Shift 3
69 - Home Leave w/ Night Diff @ 15% (U.S.CUSTOMS) (MIL)
69 - Home Leave w/ Night Diff @ 20% (U.S.CUSTOMS) (MIL)
69 - Home Leave w/ Night Diff @ 20% S&E/COBRA (U.S.CUSTOMS) (MIL)
69 - Home Leave w/ Night Diff@ 15% S&E/COBRA (U.S.CUSTOMS) (MIL)
69 - Home Leave w/ Sun Diff @ 50% (U.S.CUSTOMS) (MIL)
69 - Home Leave-MFL
69 - Home Leave-MFL w/ Night Diff @ 15%-COBRA-COPR
69 - Home Leave-MFL w/ Night Diff @ 15%-COPR
69 - Home Leave-MFL w/ Night Diff @ 20%-COBRA-COPR

tal Hours | Action

eavemnent

Family and Medical Leave Act

Slide notes

Delete

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical

certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act b

Pending Approved Denied

Leave Balance Calculator

m
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USDA Employee webTA Leave Requests

Slide 48 - Slide 48

I:I ™
i WEBTA Employee Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: hd
69 - Home Leave-MFL w/ Night Diff @ 20%-COPR -
Transaction Lt Leave Without Pay

71 - FMLA Adoption / Foster Ca

Start D 71 - LWOP - Military Emergency tal Hours Action
71 - LWOP - Military Leave
Monih Day Y| 71 - LWOP/Humanitarian Delete |

71 - Leave Without Pay-Allocating time for TOD
71 - Leave Without Pay-Government Closure

71 - Leave Without Pay-Lapse in Appropriations
Military Emergency
Remarks 68 - Emergency Military Leave
68 - Emergency Military Leave-DC Parade/Encampment
Subm 68 - Mil. (Title 39) w/Night Diff
Rema 68 - Mil. (Title 39) w/Sun+Night
68 - Mil. (Title 39) w/Sunday Diff

Appr( 68 - Mil. Emergency w/Night Di

Comme 68 - Mil. Emergency w/Sun+Nigh

68 - Mil. Emergency w/Sunday D

68 - Military Emergency Lv, Shift 1
Military Regular
If you are rd 65 - M!I!tary Regular w!SIunday Diff
65 - Military Regular, Shift 1

m

Sick Leave

@ MNone 65 - Regular Military Leave

© Ninessfin Owgf ffgury LleLave OGP (ness

i - Annual Leave ness

- Medicalll &1 Annual Leave OWCP (injury)

() Care of f§ eavement
" Careoffl B4~ Compensatory Leave-OWCP (llness)

2 64 - Compensatory Leave-OWCP (Injury)
© Other (P 50 - Credit Hours OWCP (lllness)
50 - Credit Hours QWCP (Injury) i

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes

Next are the Leave Without Pay, Military and Injury codes. Select next to continue.
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USDA Employee webTA Leave Requests

Slide 49 - Slide 49

I:I ™
i WEBTA Employee Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: hd
69 - Home Leave-MFL w/ Night Diff @ 20%-COPR -
Transaction Lt Leave Without Pay

71 - FMLA Adoption / Foster Ca

Start D 71 - LWOP - Military Emergency tal Hours Action
71 - LWOP - Military Leave
Monih Day Y| 71 - LWOP/Humanitarian Delete |

71 - Leave Without Pay-Allocating time for TOD
71 - Leave Without Pay-Government Closure

71 - Leave Without Pay-Lapse in Appropriations
Military Emergency
Remarks 68 - Emergency Military Leave
68 - Emergency Military Leave-DC Parade/Encampment
Subm 68 - Mil. (Title 39) w/Night Diff
Rema 68 - Mil. (Title 39) w/Sun+Night
68 - Mil. (Title 39) w/Sunday Diff

Appr( 68 - Mil. Emergency w/Night Di

Comme 68 - Mil. Emergency w/Sun+Nigh

68 - Mil. Emergency w/Sunday D

68 - Military Emergency Lv, Shift 1
Military Regular
If you are rd 65 - M!I!tary Regular w!SIunday Diff
65 - Military Regular, Shift 1

m

Sick Leave

@ MNone 65 - Regular Military Leave

© Ninessfin Owgf ffgury LleLave OGP (ness

i - Annual Leave ness

- Medicalll &1 Annual Leave OWCP (injury)

() Care of f§ eavement
" Careoffl B4~ Compensatory Leave-OWCP (llness)

2 64 - Compensatory Leave-OWCP (Injury)
© Other (P 50 - Credit Hours OWCP (lllness)
50 - Credit Hours QWCP (Injury) i

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes
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USDA Employee webTA Leave Requests

Slide 50

- Slide 50

Employee Main

Leave Type

:.W E B.I-AN E‘“Plolfee

Inbox [11] | Settings | Help | Log Out

Menu > Leave Requests =

Leave Request Form

and Dates

Employee: MILLER, SAMANTHA

Leave Type:

Transaction L

Start D

Month Day Y

Remarks

Submi
Remal

Apprd
Commel

Sick Leave
If you are re

@ None
= linessfin
) Medical/
() Care of f§
() Care of f§
_) Other (P

Leave Without Pay
71 - FMLA Adoption / Foster Ca
71 - LWOP - Military Emergency
71 - LWOP - Military Leave
71 - LWOP/Humanitarian
71 - Leave Without Pay-Allocating time for TOD
71 - Leave Without Pay-Government Closure
71 - Leave Without Pay-Lapse in Appropriations
Military Emergency
68 - Emergency Military Leave
68 - Emergency Military Leave-DC Parade/Encampment
68 - Mil. (Title 39) w/Night Diff
68 - Mil. (Title 39) w/Sun+Night
68 - Mil. (Title 39) w/Sunday Diff
68 - Mil. Emergency w/Night Di
68 - Mil. Emergency w/Sun+Nigh
68 - Mil. Emergency w/Sunday D
68 - Military Emergency Lv, Shift 1
Military Regular
65 - Military Regular w/Sunday Diff
65 - Military Regular, Shift 1
65 - Regular Military Leave
OWCP Injury Leave
61 - Annual Leave OWCP (lliness)
61 - Annual Leave OWCP (Injury)
64 - Compensatory Leave-OWCP (lliness)
64 - Compensatory Leave-OWCP (Injury)
50 - Credit Hours OWCP (lllness)
50 - Credit Hours OWCP (Injury)
B7 - Injury Leave Night Diff @ 15%

eavemnent

Family and Medical Leave Act

Slide notes

tal Hours | Action

Delete

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical

certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act b

Pending Approved Denied

Leave Balance Calculator

m
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USDA Employee webTA Leave Requests

Slide 51

- Slide 51

Employee Main

Leave Type

“WEBTA" crzm

Inbox [11] | Settings | Help | Log Out

Menu > Leave Requests =

Leave Request Form

and Dates

Employee: MILLER, SAMANTHA

Leave Type:

Transaction L

Start D

Month Day Y

Remarks

Submi
Remal

Apprd
Commel

Sick Leave
If you are re

@ None

71 linessfin
) Medical/
() Care of f§
() Care of f§
() Other (P

63 - Restored Annual Leave-OWCP (Injury)
62 - Sick Leave OWCP (lllness)
Other
72 - Absence W/Out Official Lv
74 - Furlough
67 - Injury Leave
65 - Military Leave w/Night Di
65 - Military Lvw/Sun+Night
65 - Military Lvw/Sunday Diff
63 - Restored AL W/ Night Diff @ 15% (MIL)
63 - Restored Annual Leave
63 - Restored Annual Leave (MIL) ( 15T SHIFT + SUNDAY ) WG-SHIFT-5
63 - Restored Annual Leave (MIL) ( 2ND SHIFT + SUNDAY ) WG-SHIFT-6
63 - Restored Annual Leave (MIL) ( 3:00FM TO MIDNIGHT) WG-SHIFT-2
63 - Restored Annual Leave (MIL) ( 3RD SHIFT + SUNDAY ) WG-SHIFT-7
63 - Restored Annual Leave (MIL) ( 7:00AM TO 3:00PM) WG-SHIFT-1
63 - Restored Annual Leave (MIL) (11:00PM TO 8:00AM) WG-SHIFT-3
63 - Restored Annual Leave (MIL) (WITH 2 OR MORE SHIFTS) WG-SHIFT-4
63 - Restored Annual Leave Donated
63 - Restored Annual Leave w/Night Diff
63 - Restored Annual Leave-FMLA
63 - Restored Annual Leave-MFL
63 - Restored Annual Leave-MFL w! Night Diff @ 15%-COBRA-COPR
63 - Restored Annual Leave-MFL w! Night Diff @ 15%-COPR
63 - Restored Annual Leave-MFL w/ Night Diff @ 20%
63 - Restored Annual Leave-MFL w/ Night Diff @ 20%-COBRA
63 - Restored Annual Leave-MFL w! Night Diff @ 20%-COBRA-COPR
63 - Restored Annual Leave-MFL w/ Sunday Diff @ 50%
63 - Restored Annual w/Sun+Night
63 - Restored Annual, Shift 1

.

erification of a serious health condition may be required by

Family and Medical Leave Act

Slide notes

tal Hours | Action

Delete |

eavemnent

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical

c v q v your agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act

Pending Approved Denied

Leave Balance Calculator

m

Here, we see the leave transactions in the "Other" category. Select next to continue.
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USDA Employee webTA Leave Requests

Slide 52 - Slide 52

IEI ™
WEBTA inbox [11] | Setings | Holp | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: -
63 - Restored Annual Leave-OWCP (Injury) -
Transaction L 62 - Sick Leave OWCP (lllness)
Other
Start D 72 - Absence W/Out Official Lv tal Hours  Action
74 - Furlough
Month Day 67 - Injury Leave | Delete |

65 - Military Leave w/Night Di

65 - Military Lv w/Sun+Night

65 - Military Lvw/Sunday Diff

63 - Restored AL W/ Night Diff @ 15% (MIL)

Remarks 63 - Restored Annual Leave

63 - Restored Annual Leave (MIL) { 15T SHIFT + SUNDAY ) WG-SHIFT-5

Subm 63 - Restored Annual Leave (MIL) ( 2ND SHIFT + SUNDAY ) WG-SHIFT-6

Remal 63 - Restored Annual Leave (MIL) ( 3:00FM TO MIDNIGHT) WG-SHIFT-2
(MIL) (
(MIL) (
(MIL)

63 - Restored Annual Leave (MIL) ( 3RD SHIFT + SUNDAY ) WG-SHIFT-7
Appr( 63 - Restored Annual Leave (MIL) ( 7:00AM TO 3:00PM) WG-SHIFT-1

Comme 63 - Restored Annual Leave (MIL) (11:00PM TO 8:00AM) WG-SHIFT-3

63 - Restored Annual Leave (MIL) (WITH 2 OR MORE SHIFTS) WG-SHIFT-4

i 63 - Restored Annual Leave Donated

Sick Leave |63 Restored Annual Leave wiNight Dift ]
If you are rd 63 - Restored Annual Leave-FMLA E

63 - Restored Annual Leave-MFL |

@ None 63 - Restored Annual Leave-MFL w! Night Diff @ 15%-COBRA-COPR N

- 63 - Restored Annual Leave-MFL w! Night Diff @ 15%-COPR

@m fi
© Magerl 63~ Restored Annual Leave-MFL w! Night Diff @ 20%
B 63 - Restored Annual Leave-MFL w/ Night Diff @ 20%-COBRA
() Care of f§ eavemnent

T 63 - Restored Annual Leave-MFL w/ Night Diff @ 20%-COBRA-COPR
©Careoffl g3 Rastored Annual Leave-MFL w/ Sunday Diff @ 50%

(© Other (P 63 - Restored Annual w/Sun+Night

63 - Restored Annual, Shift 1 &4

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes
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USDA Employee webTA Leave Requests

Slide 53

- Slide 53

Employee Main

Leave Type

“WEBTA" crzm

Inbox [11] | Settings | Help | Log Out

Menu > Leave Requests =

Leave Request Form

and Dates

Employee: MILLER, SAMANTHA

Pending Approved Denied

Leave Balance Calculator

m

Leave Type:

Transaction L

Start D

Month Day

Remarks

Submi
Remal

Sick Leave

Appr{ 63 - Restored Annual Leave
Comme 63 - Restored Annual Leave (MIL) (WITH 2 OR MORE SHIFTS) WG-SHIFT-4

erification of a serious health condition may be required by

62 - Sick Leave OWCP (lllness)
Other

72 - Absence W/Out Official Lv

74 - Furlough

67 - Injury Leave

65 - Military Leave w/Night Di

65 - Military Lv w/Sun+Night

65 - Military Lvwi/Sunday Diff

63 - Restored AL W/ Night Diff @ 15% (MIL)
63 - Restored Annual Leave
63 - Restored Annual Leave
63 - Restored Annual Leave
63 - Restored Annual Leave
63 - Restored Annual Leave
63 - Restored Annual Leave

MIL
MIL
MIL
MIL
MIL
MIL

(15T SHIFT + SUNDAY ) WG-SHIFT-5
( 2ND SHIFT + SUNDAY ) WG-SHIFT-6
( 3:00PM TO MIDNIGHT) WG-SHIFT-2
( 3RD SHIFT + SUNDAY ) WG-SHIFT-7
( 7:00AM TO 3:00PM) WG-SHIFT-1
(11:00PM TO 8:00AM) WG-SHIFT-3

63 - Restored Annual Leave Donated

63 - Restored Annual Leave w/Night Diff

63 - Restored Annual Leave-FMLA
63 - Restored Annual Leave-MFL

youare ™ g3 _ Restored Annual Leave-MFL wi Night Diff @ 15%-COBRA-COPR
@ None 63 - Restored Annual Leave-MFL w! Night Diff @ 15%-COPR

= liness/in 63 - Restored Annual Leave-MFL w/ Night Diff @ 20%

© Medicall 63 - Restored Annual Leave-MFL w/ Night Diff @ 20%-COBRA

P Care of 63 - Restored Annual Leave-MFL w/ Night Diff @ 20%-COBRA-COPR
. 63 - Restored Annual Leave-MFL w/ Sunday Diff @ 50%

© Care of i g3 _ Restored Annual w/Sun+Night

- Other (P| 63 - Restored Annual, Shift 1

63 - Restored Annual, Shift 3

tal Hours | Action

| Delete |

g 2

eavemnent

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical

c v q v vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act

Slide notes
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USDA Employee webTA Leave Requests

Slide 54 - Slide 54

I:I ™
i WEBTA Employee Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: hd
60 - Comp Used/Religious Shift -
Transaction L 60 - Comp Used/Religious Shift 1
60 - Comp Used/Religious Shift 3

Start D4 Sick Leave tal Hours  Action
62 - Adoption
Month Day Y| 62 - FFLA-FFSL Extended Delete |

62 - FFLA-FFSL General w/FMLA

62 - FMLA Sick

62 - Family Friendly Sick + Ni

62 - Family Friendly Sick Leave

Remarks 62 - Family Friendly Sick Leave

62 - Family Friendly Sick Leave w/ Night Diff @ 15% (COPR) (MIL)

Submi 62 - Family Friendly Sick LvS

Remal 62 - Family Friendly Sick Lv St 1

62 - Federal Employees Family Friendly Leave Act-Extended w/FMLA
Appr( 62 - Federal Employees Family Friendly Leave Act-MFL Shift 1

Comme 62 - Federal Employees Family Friendly Leave Act-MFL Shift 2

62 - Federal Employees Family Friendly Leave Act-MFL Shift 3

62 - Federal Employees Family Friendly Leave Act-MFL Shift 4

62 - Federal Employees Family Friendly Leave Act-MFL Shift 5

If you are rd 62 - Federal Employees Fam!ly Fn:endly Leave Act-MFL Sh!ﬂ 6

62 - Federal Employees Family Friendly Leave Act-MFL Shift 7

Sick Leave

@ Mone 62 - Hospitalization / Surgery

& Nnessfin 62 - Sick Leave

P Madicall 62 - Sick Leave ( 15T SHIFT + SUNDAY ) WG-SHIFT-5 (MIL) =

= C 62 - Sick Leave ( 2ND SHIFT + SUNDAY ) WG-SHIFT-6 (MIL) |

() Care of f§ _|eavement

(
; 62 - Sick Leave ( 3:00PM TO MIDNIGHT) WG-SHIFT-2 (MIL)
©Careoffl g7 _ gick Leave (3RD SHIFT + SUNDAY ) WG-SHIFT-7 (MIL)
© Other (P| 62 - Sick Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MIL)

62 - Sick Leave (7:00AM TO 3:00PM) WG-SHIFT-1 (MIL) -

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes
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USDA Employee webTA Leave Requests

Slide 55 - Slide 55

I:I ™
i WEBTA Employee Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: hd
60 - Comp Used/Religious Shift -
Transaction L 60 - Comp Used/Religious Shift 1
60 - Comp Used/Religious Shift 3

Start D4 Sick Leave tal Hours  Action
62 - Adoption
Month Day Y| 62 - FFLA-FFSL Extended Delete

62 - FFLA-FFSL General w/FMLA

62 - FMLA Sick

62 - Family Friendly Sick + Ni

62 - Family Friendly Sick Leave

Remarks 62 - Family Friendly Sick Leave

62 - Family Friendly Sick Leave w/ Night Diff @ 15% (COPR) (MIL)

Submi 62 - Family Friendly Sick LvS

Remal 62 - Family Friendly Sick Lv St 1

62 - Federal Employees Family Friendly Leave Act-Extended w/FMLA
Appr( 62 - Federal Employees Family Friendly Leave Act-MFL Shift 1

Comme 62 - Federal Employees Family Friendly Leave Act-MFL Shift 2

62 - Federal Employees Family Friendly Leave Act-MFL Shift 3

62 - Federal Employees Family Friendly Leave Act-MFL Shift 4

62 - Federal Employees Family Friendly Leave Act-MFL Shift 5

If you are rd 62 - Federal Employees Fam!ly Fn:endly Leave Act-MFL Sh!ﬂ 6

62 - Federal Employees Family Friendly Leave Act-MFL Shift 7

Sick Leave

@ Mone 62 - Hospitalization / Surgery

& Nnessfin 62 - Sick Leave

- Madicall 62 - Sick Leave ( 1ST SHIFT + SUNDAY ) WG-SHIFT-5 (MIL) E

= C 62 - Sick Leave ( 2ND SHIFT + SUNDAY ) WG-SHIFT-6 (MIL) |

() Care of f§ eavemnent

(
; 62 - Sick Leave ( 3:00PM TO MIDNIGHT) WG-SHIFT-2 (MIL)
©Careoffl g7 _ gick Leave (3RD SHIFT + SUNDAY ) WG-SHIFT-7 (MIL)
(
(

© Other (P| 62 - Sick Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MIL)
62 - Sick Leave (7:00AM TO 3:00PM) WG-SHIFT-1 (MIL) -

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes

And finally, the Sick Leave codes. In this example, we are going to close the menu, then re-open, and
select Annual Leave for this request. Select next to continue.
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USDA Employee webTA Leave Requests

Slide 56 - Slide 56

™
WE BT Employee Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied
Leave Request Form — 00— <

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

Leave Type: E

m

Transaction Leave Balance: NA

Start Date End Date All Day Start Time Stop Time  Daily Hours Total Hours  Action

Month Day Year |=f | Month Day Year [= ] Delete |

Add New Row

Remarks
Submitter B
Remarks: ¥
Approver »
Comments: o

Sick Leave Purpose
If you are requesting sick leave, you must indicate the reason

@ None

) liness/injury/incapacitation of requesting employee

_ Medical/dental/optical examination of requesting employee

() Care of family member, including medical/dental/optical examination of family member, or bereavement
() Care of family member with a serious health condition

(©) Other (Provide the reason in Remarks)

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes
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USDA Employee webTA Leave Requests

Slide 57 - Slide 57

IEI ™
WEBTA inbox [11] | Setings | Holp | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: hd

| »

Transaction L{ Admin/Excused Absence

66 - 1995/1996 Furlough

Start D 66 - Admin Excused w/Night Dif

66 - Admin Leave Pending Case

Month Day 66 - Admin for Volunteering | Delete |

66 - Admin/Exc. Absence w/Sund

66 - Admin/Exc. Absence/Sun+Ni

66 - Blood Donation

66 - Bone Marrow + Sunday Diff

Remarks 66 - Bone Marrow w/Sun + Night

66 - BoneMarrow/OrganDonor Lea

Submi 66 - Change of Duty Station

Remal 66 - Court Leave

66 - Court Leave + Sunday Diff
Appr{ 56 - Court Leave w/Sun+Night

Commef 66 - Examination Leave

66 - Federal Holiday

66 - Haz. Weather w/Sun+Night

66 - Haz. Weather w/Sunday Diff

66 - Hazard Weather Bureau Clo

66 - Holiday Off + Sunday Diff

@ None 66 - Holiday Off w/Sun + Night

- 66 - Local Holiday

tal Hours | Action

—

Sick Leave

If you are re

) lness/in 660 D + Sunday Diff

: - Organ Donor + Sunday Di

B Meckcal 66 - Organ Donor w/Sun + Night

() Care of f§ eavemnent

T 66 - Other Leave w/Night Dif-Bone Marrow Donor

i Care of f 66 - Other Leave w/Night Dif-Organ Donor

© Other (P g6 - Other Leave, Shift 1

66 - Other Leave-Office Closed Red Alert 3

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes

Page 57 of 138 ©Kronos, Incorporated



USDA Employee webTA Leave Requests

Slide 58 - Slide 58

:.W E B.I-AN E‘“Plolfee

Employee Main Menu > Leave Requests =

Inbox [11] | Settings | Help | Log Out

Leave Request Form

Leave Type and Dates
Employee: MILLER, SAMANTHA

Leave Type:

Transaction L

Start D

Month Day Y

Remarks

Submi
Remal

Apprd
Commel

Sick Leave
If you are re

@ None

= linessfin
) Medical/
() Care of f§
() Care of f§
_) Other (P

Admin/Excused Absence

66 - 1995/1996 Furlough

66 - Admin Excused w/Night Dif

66 - Admin Leave Pending Case

66 - Admin for Volunteering

66 - Admin/Exc. Absence w/Sund

66 - Admin/Exc. Absence/Sun+Ni

66 - Blood Donation

66 - Bone Marrow + Sunday Diff

66 - Bone Marrow w/Sun + Night

66 - BoneMarrow/OrganDonor Lea

66 - Change of Duty Station

66 - Court Leave

66 - Court Leave + Sunday Diff

66 - Court Leave w/Sun+Night

66 - Examination Leave

66 - Federal Holiday

66 - Haz. Weather w/Sun+Night

66 - Haz. Weather w/Sunday Diff

66 - Hazard Weather Bureau Clo

66 - Holiday Off + Sunday Diff

66 - Holiday Off w/Sun + Night

66 - Local Holiday

66 - Organ Donor + Sunday Diff

66 - Organ Donor w/Sun + Night

66 - Other Leave w/Night Dif-Bone Marrow Donor
66 - Other Leave w/Night Diff-Organ Donor
66 - Other Leave, Shift 1

66 - Other Leave-Office Closed Red Alert
66 - Other Leave-Organ Donor

eavemnent

erification of a serious health condition may be required by

Family and Medical Leave Act

Slide notes

tal Hours | Action

Delete

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical

c v q v vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act

Pending Approved Denied

Leave Balance Calculator

m
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USDA Employee webTA Leave Requests

Slide 59 - Slide 59

“WEBTA" crzm

Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Leave Request Form

Leave Type and Dates
Employee: MILLER, SAMANTHA

Leave Type:

66 - Other Leave-State Holiday
66 - Time Off Award
66 - Time Off Award w/Night Diff

Transaction L

Start D 66 - Time Offincent w/Sun+Night
66 - Time Offincent w/Sunday
Month Day 66 - Time OfffIncentive, Shift 1

66 - Voting

66 - Voting w/Night Diff

66 - Voting w/Sunday Diff

66 - Voting w/Sunday+Night Diff
Annual | eave

- 61 - Annual Leave
Subm 61 - Annual Leave

Appr{ 61 - Annual Leave

61 - Annual Leave w/Night Diff

( 1STSHIFT + SUNDAY ) WG-SHIFT-5 (MFL)
Rema 61 - Annual Leave ( 2ND SHIFT + SUNDAY ) WG-SHIFT-6 (MFL)
61 - Annual Leave ( 3:00PM TO MIDNIGHT) WG-SHIFT-2 (MFL})
(
(

3RD SHIFT + SUNDAY ) WG-SHIFT-T (MFL)

Commel g1 - Annual Leave ( 7:00AM TO 3:00PM) WG-SHIFT-1 (MFL)
61 - Annual Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MFL)
Sick Leave 61 - Annual Leave (WITH 2 OR MORE SHIFTS) WG-SHIFT-4 (MFL)

61 - Annual Leave Donated

If you are rd 61 - Annual Leave FMLA
61 - Annual Leave MFL

@ None 61 - Annual Leave MFL Night Diff @ 15%-COPR

“ lnessfin 61 - Annual Leave MFL N!ght D!ﬁ @ 20%

© Medicall 61 - Annual Leave MFL Night Diff @ 20%-COBRA

& Care of 61 - Annual Leave MFL Night Diff @ 20%-COBRA-COPR

T 61 - Annual Leave MFL Sunday Diff @ 50%

©Careof i g1 _ annual Leave w/ Night Diff @ 15% (MFL)

© Other (P §1- Annual Leave w/ Night Diff @ 20% (COPR) (MFL)

m

tal Hours

eavemnent

Family and Medical Leave Act

Slide notes

Action

| Delete |

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act

Pending Approved Denied

Leave Balance Calculator

m
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USDA Employee webTA Leave Requests

Slide 60 - Slide 60

IEI ™
WEBTA inbox [11] | Setings | Holp | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied
Leave Request Form — 00— <

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA
Leave Type: |[atlE NE:EIT:] B2

ITransaction Leave Balance: Annual Leave 64:00 I

m

Start Date End Date All Day Start Time Stop Time  Daily Hours Total Hours  Action

Month Day Year [ | Month Day Year = B | Delete |

Add New Row

Remarks
Submitter -
Remarks: ¥
Approver »
Comments: i

Sick Leave Purpose
If you are requesting sick leave, you must indicate the reason

@ None

) liness/injury/incapacitation of requesting employee

_ Medical/dental/optical examination of requesting employee

() Care of family member, including medical/dental/optical examination of family member, or bereavement
() Care of family member with a serious health condition

(©) Other (Provide the reason in Remarks)

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes
When you select a Leave Type, note that the Current Leave Balance section updates to reflect the type

of leave, and the balance for this type. This can be helpful when planning your leave requests. Next, we
will change the type of leave from Annual, to Sick. Select next to continue.
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USDA Employee webTA Leave Requests

Slide 61 - Slide 61

I:I ™
i WEBTA Employee Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Pending Approved Denied

Leave Request Form

Leave Type and Dates Leave Balance Calculator

Employee: MILLER, SAMANTHA

m

Leave Type: |61 - Annual Leave E
Transaction Leave Balance: Annual Leave 64:00

Start Date End Date All Day Start Time Stop Time  Daily Hours Total Hours  Action

Month Day Year [ | Month Day Year [&]| [E Delete |

Add New Row

Remarks
Submitter B
Remarks: ¥
Approver »
Comments: o

Sick Leave Purpose
If you are requesting sick leave, you must indicate the reason

@ None

) liness/injury/incapacitation of requesting employee

_ Medical/dental/optical examination of requesting employee

() Care of family member, including medical/dental/optical examination of family member, or bereavement
() Care of family member with a serious health condition

(©) Other (Provide the reason in Remarks)

Family and Medical Leave Act

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act %

Slide notes
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USDA Employee webTA Leave Requests

Slide 62

- Slide 62

Employee Main

Leave Type
Employee: M

“WEBTA" crzm

Inbox [11] | Settings | Help | Log Out

Menu > Leave Requests =

Leave Request Form

and Dates
ILLER, SAMANTHA

Leave Type:
Transaction L

Start D

Month Day

Remarks

Submi
Remal

Apprd
Commel

Sick Leave
If you are re

@ None
7 liness/fin
) Medical/
() Care of f§
() Care of f§
() Other (P

61 - Annual Leave
61 - Annual Leave ([ 15T SHIFT + SUNDAY ) WG-SHIFT-5 (MFL)
61 - Annual Leave ( 2ND SHIFT + SUNDAY ) WG-SHIFT-6 (MFL)
61 - Annual Leave ( 3:00PM TO MIDNIGHT) WG-SHIFT-2 (MFL})
61 - Annual Leave ( 3RD SHIFT + SUNDAY ) WG-SHIFT-7 (MFL)
61 - Annual Leave ( 7:00AM TO 3:00PM) WG-SHIFT-1 (MFL)
61 - Annual Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MFL)
61 - Annual Leave (WITH 2 OR MORE SHIFTS) WG-SHIFT-4 (MFL)
61 - Annual Leave Donated
61 - Annual Leave FMLA
61 - Annual Leave MFL
61 - Annual Leave MFL Night Diff @ 15%-COPR
61 - Annual Leave MFL Night Diff @ 20%
61 - Annual Leave MFL Night Diff @ 20%-COBRA
61 - Annual Leave MFL Night Diff @ 20%-COBRA-COPR
61 - Annual Leave MFL Sunday Diff @ 50%
61 - Annual Leave w/ Night Diff @ 15% (MFL)
61 - Annual Leave w/ Night Diff @ 20% (COFR) (MFL)
61 - Annual Leave w/Night Diff
61 - Annual Leave w/Night+Sun Diff
61 - Annual Leave, Shift 1
61 - Annual Leave, Shift 3
Comp Time/Travel Used
64 - Comp Time/Travel Used
Compensatory Time Off
64 - Comp Leave Used
64 - Comp Time Used w/Night Diff
64 - Comp Time Used, Shift 1
64 - Comp Time Used, Shift 3
Credit Hours Used

m

tal Hours | Action

| Delete |

eavemnent

erification of a serious health condition may be required by

Family and Medical Leave Act

Slide notes

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
_If annual. sick. or leave without pay will be used under the Family and Medical Leave Act

C ') q W W OUr agency pay Y

Pending Approved Denied

Leave Balance Calculator

m
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USDA Employee webTA Leave Requests

Slide 63

- Slide 63

Employee Main

Employee: M

“WEBTA" crzm

Inbox [11] | Settings | Help | Log Out

Menu > Leave Requests =

Leave Request Form

Leave Type and Dates

ILLER, SAMANTHA

Leave Type:
Transaction L

Start D

Month Day

Remarks

Submi
Remal

Apprd
Commel

Sick Leave
If you are re

@ None
= liness/fin
) Medical/
() Care of f§
() Care of f§
_) Other (P

61 - Annual Leave

61 - Annual Leave ( 15T SHIFT + SUNDAY ) WG-SHIFT-5 (MFL})
61 - Annual Leave ( 2ND SHIFT + SUNDAY ) WG-SHIFT-6 (MFL)
61 - Annual Leave ( 3:00PM TO MIDNIGHT) WG-SHIFT-2 (MFL})
61 - Annual Leave ( 3RD SHIFT + SUNDAY ) WG-SHIFT-7 (MFL)
61 - Annual Leave ( 7:00AM TO 3:00PM) WG-SHIFT-1 (MFL)
61 - Annual Leave (11:00PM TO 8:00AM) WG-SHIFT-3 (MFL)
61 - Annual Leave (WITH 2 OR MORE SHIFTS) WG-SHIFT-4 (MFL)
61 - Annual Leave Donated
61 - Annual Leave FMLA
61 - Annual Leave MFL
61 - Annual Leave MFL Night Diff @ 15%-COPR
61 - Annual Leave MFL Night Diff @ 20%
61 - Annual Leave MFL Night Diff @ 20%-COBRA
61 - Annual Leave MFL Night Diff @ 20%-COBRA-COPR
61 - Annual Leave MFL Sunday Diff @ 50%
61 - Annual Leave w/ Night Diff @ 15% (MFL)
61 - Annual Leave w/ Night Diff @ 20% (COFR) (MFL)
61 - Annual Leave w/Night Diff
61 - Annual Leave w/Night+Sun Diff
61 - Annual Leave, Shift 1
61 - Annual Leave, Shift 3
Comp Time/Travel Used
64 - Comp Time/Travel Used
Compensatory Time Off
64 - Comp Leave Used
64 - Comp Time Used w/Night Diff
64 - Comp Time Used, Shift 1
64 - Comp Time Used, Shift 3
Credit Hours Used

tal Hours | Action

| Delete |

eavemnent

erification of a serious health condition may be required by

Family and Medical Leave Act

Slide notes

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
I annual. sick. or leave without pay will be used under the Family and Medical Leave Act

C Y q W WV OUr agency pay ¥

Pending Approved Denied

Leave Balance Calculator

m
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USDA Employee webTA Leave Requests

Slide 64 - Slide 64

“WEBTA" crzm

Inbox [11] | Settings | Help | Log Out

Employee Main Menu > Leave Requests =

Leave Request Form

Leave Type and Dates
Employee: MILLER, SAMANTHA

Leave Type: |61 - Annual Leave
60 - Comp Used/Religious Shift 1
Transaction L 60 - Comp Used/Religious Shift 3
Sick Leave
Start D 62 - Adoption
62 - FFLA-FFSL Extended
Month Day 62 - FFLA-FFSL General w/FMLA
62 - FMLA Sick
62 - Family Friendly Sick + Ni
62 - Family Friendly Sick Leave
62 - Family Friendly Sick Leave
Remarks 62 - Family Friendly Sick Leave w/ Night Diff @ 15% (COPR) (MIL)
62 - Family Friendly Sick LvS
Submi 62 - Family Friendly Sick Lv St 1
Remal 62 - Federal Employees Family Friendly Leave Act-Extended w/FMLA
62 - Federal Employees Family Friendly Leave Act-MFL Shift 1
Appr( 62 - Federal Employees Family Friendly Leave Act-MFL Shift 2
Comme 62 - Federal Employees Family Friendly Leave Act-MFL Shift 3
62 - Federal Employees Family Friendly Leave Act-MFL Shift 4
i 62 - Federal Employees Family Friendly Leave Act-MFL Shift 5
SickLeave | & Fageral Employees Family Friendly Leave Act-MFL Shift 6
If you are rd 62 - Federal !Employees Family Friendly Leave Act-MFL Shift 7
62 - Hospitalization / Surge:
@ None [ :

- lnessfin B2 - Sick Leave ( 1ST SHIFT + SUNDAY ) WG-SHIFT-5 (MIL)
© Madicall 62 - Sick Leave { 2ND SHIFT + SUNDAY ) WG-SHIFT-6 (MIL)
& Care of 62 - Sick Leave { 3:00PM TO MIDNIGHT) WG-SHIFT-2 (MIL)

T 62 - Sick Leave ( 3RD SHIFT + SUNDAY ) WG-SHIFT-7 (MIL)
©Careof il g7 _ gick |eave (11:00PM TO 8:00AM) WG-SHIFT-3 (MIL)
© Other (P| 62 - Sick Leave (7:00AM TO 3:00PM) WG-SHIFT-1 (MIL)

62 - Sick Leave (WITH 2 OR MORE SHIFTS) WG-SHIFT-4 (MIL)

m

tal Hours

eavemnent

Family and Medical Leave Act

Slide notes

Action

| Delete |

Contact your supendsor and/or your personnel office to obtain additional information about your entitlements and responsibilities under the FMLA. Medical
certification of a serious health condition may be required by vour agency. If annual. sick. or leave without pay will be used under the Family and Medical Leave Act

Pending Approved Denied

Leave Balance Calculator

m
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