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Slide notes 
Before we re-submit this request, note the Activity Log.  Just like with timesheets, webTA tracks leave 
requests as they go through the submission and approval process for auditing purposes.  The Action, 
resulting state, date and time, as well as who took the action, are recorded and displayed in the log.   
You can also delete the request by selecting the Delete Request button.  And, you can cancel any 
changes made to the request by selecting the Cancel button.  In this example, we want to re-submit the 
request.   
To continue, select the Submit button.   
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Slide notes 
Note the message indicating that the request was updated.  If a Leave Request is approved by your 
Supervisor, and you end up working fewer hours of Leave than you requested, webTA will require you 
to enter a note in the Submitter Remarks section explaining why the Leave hours differ from what was 
requested and approved.  
To return to the Leave Requests Page, select the link from the breadcrumb trail.  Select next to 
continue.   
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Slide notes 
The request has been added to the Current Leave Requests page.   
Let's take a look at the other buttons on this page. The History button allows you to view requests from 
previous pay periods and requests denied by your Supervisor.  Select the History button to continue.    
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Slide notes 
Here, we can see our historic requests.  Next, we will return to the Current Requests page. Select next 
to continue. 
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Slide notes 
The View Calendar button allows you to see a calendar containing your leave and premium pay 
requests.  To continue, select the View Calendar button. 
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Slide notes 
The Request Calendar contains all of the Approved, Denied and Pending requests for a given month. In 
addition to showing your requests, the Calendar will also display Leave Requests of fellow employees 
in your Organization. This helps ensure office coverage and help keep team members informed as to 
when fellow team members will be out of the office.  
Let's move ahead to the month of April to view the request we just submitted. Select next to continue. 
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Slide notes 
The days and hours of the request we just submitted are displayed with a status of P, for pending.  
Select the link to view the form for that request.  Select next to continue.  
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Slide notes 
Here, we can see the request we just submitted. The Request Calendar is just an alternate way to view 
your Leave and Premium Pay Requests.  Let's return to the Leave Requests Page by selecting its link 
from the breadcrumb trail.  Select next to continue.   
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Slide notes 
Next, we will select the Employee Tab to return to the Main Menu.  Select next to continue.  
 



USDA Employee webTA Leave Requests 

Page 136 of 138  ©Kronos, Incorporated 

Slide 136 - Slide 136 

 
Slide notes 
 



USDA Employee webTA Leave Requests 

Page 137 of 138  ©Kronos, Incorporated 

Slide 137 - Slide 137 

 
Slide notes 
 



USDA Employee webTA Leave Requests 

Page 138 of 138  ©Kronos, Incorporated 

Slide 138 - Finish 

 
Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 
 


