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Slide notes 
Welcome to the webTA for Employees training course. In this lesson, you will learn how to submit a 
Premium Pay Request. Select next to continue.  
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Slide notes 
To begin, select the Premium Pay Requests link on the Main Menu. 
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Slide notes 
Similar to the Current Leave Requests page, the Current Premium Pay Request displays pending, 
approved or denied Premium Pay Request for the current and future pay periods.  Premium Pay 
Requests from past pay periods will also display here if they are in the Pending status. This table is also 
sortable, by column.   
To see a Calendar showing your leave and Premium Pay Requests, select the View Calendar button. 
Select next to continue.   
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Slide notes 
The Request Calendar contains all of the Approved, Denied and Pending Leave and Premium Pay 
Requests for a given month.  LR represents Leave Requests, and PPR stands for Premium Pay.  Each 
of the requests in the calendar are active links, that when selected, take you directly to that particular 
request.   
The links contain the name of the employee, the number of hours requested on a given day, and, in 
parentheses next to each link, is the status of the request.  P stands for Pending, D for Denied, and A 
for Approved.    
In this example, we will return to the Premium Pay Requests page by using the breadcrumb trail.  
Select next to continue.   
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Slide notes 
The History button, just like with Leave Requests, will display Premium Pay Requests from previous 
pay periods.   
To add a new Premium Pay Request, select the Add Premium Pay Request button. 
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Slide notes 
The Premium Pay Request form looks and behaves similarly to the Leave Request form.  The 
Transaction drop-down menu contains the valid Premium Pay transactions.  Select next to continue.   
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Slide notes 
Like Leave type transactions, Premium Pay transactions are grouped by category. Here, we see the 
Comp Time and Credit Hours codes, as well as the Hazard Pay and Home Leave codes. Select next to 
continue. 
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Slide notes 
Further down the list, we see the Other and Overtime categories. Select next to continue. 
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Slide notes 
More Overtime codes . .  
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Slide notes 
. . . and Religious Comp time. In this example, we are going to scroll back up and select Over 40 - 
Overtime. Select next to continue. 
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Slide notes 
Just like with the Leave Request form, you can type the start, and end dates for your request directly 
into the appropriate fields, or you can use the calendar icons to select the dates.  In this example, we 
will select Saturday, March 29th.  Select next to continue.   
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Slide notes 
Because our request is only for a single day, an end date does not have to be entered.  When we enter 
a Start Time, the End Date field will automatically be filled in with the 29th.  In this example, we will 
enter 9am in the Start Time field and 3pm in the Stop Time field.  Select next to continue.    
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Slide notes 
At this point, we can Submit the request for approval.  Select the Submit button to continue. 
 


