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Welcome to the webTA for Employees training course.  Please review the objectives listed here and 
when you are ready to continue, select the Next button.   
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A new feature in webTA is the ability to manage Employee Telework Agreements and Requests. In 
order to use telework functionality in webTA, an employee must be flagged as Telework Eligible. If you 
recall, this was located in the Telework section of the Settings. Let's take a look. Select next to continue.  
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Next, let's select the Telework link. Select next to continue.  
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Here, we can see that the employee is Eligible, which allows us to submit a Telework Agreement, and 
then Telework Requests. Let's return to the Main Menu. Select next to continue.  
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Once an employee is eligible for Telework, they must have an approved Telework Agreement. Let's 
take a look at how to do this now, by selecting the Telework Agreements link. Select next to continue.  
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Any existing Agreements would be listed on this page. In this case, there are no existing Agreements, 
so let's create one by selecting the Add New Agreement button. Select next to continue.  
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Here, we see the Telework Agreement form. Note the Agency Guidelines at the top of the page. Also 
note the links for the Telework and Internet and Email Security immediately below the Guidelines. Next, 
is the Employee Information. The Essential Checkbox is managed by the HR department, but 
employees have the ability to select Medical Accommodation, if applicable.  
Next, we see the Telework Type. You must select either Regular/Routine or Situational/Ad Hoc as your 
Telework Type in order to submit the Agreement. In this example, we are going to select Situational. 
Select next to continue.  
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Let's scroll down to display more of the agreement form. Select next to continue.  
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Next, we need to enter a Start Date for the Agreement. In this example, we are going to select the 
calendar icon and select March 30th. Select next to continue.  
 



USDA Employee webTA Telework 

Page 20 of 99  ©Kronos, Incorporated 

Slide 20 - Slide 20 

 
Slide notes 
 



USDA Employee webTA Telework 

Page 21 of 99  ©Kronos, Incorporated 

Slide 21 - Slide 21 

 
Slide notes 
 



USDA Employee webTA Telework 

Page 22 of 99  ©Kronos, Incorporated 

Slide 22 - Slide 22 

 
Slide notes 
Next, select the Primary Telework Location from the available options. In this example, we are going to 
be working from Home, so we will leave that option selected. To save time, we will complete the 
address information in the background. Select next to continue.  
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Enter the total number of miles saved per day into the appropriate field. In this example, we are going to 
enter 10. Select next to continue.  
 



USDA Employee webTA Telework 

Page 25 of 99  ©Kronos, Incorporated 

Slide 25 - Slide 25 

 
Slide notes 
 



USDA Employee webTA Telework 

Page 26 of 99  ©Kronos, Incorporated 

Slide 26 - Slide 26 

 
Slide notes 
 



USDA Employee webTA Telework 

Page 27 of 99  ©Kronos, Incorporated 

Slide 27 - Slide 27 

 
Slide notes 
Now, let's scroll down to display the bottom of the form. Select next to continue.  
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The next section, which is referred to as the Requirements Completed section, are steps that are similar 
to an electronic signature. The first two are completed by the employee prior to submitting the 
agreement. The boxes must be checked, and the date they were checked must also be completed.  
In this example, we will check the boxes and select March 20th for the dates. Select next to continue.  
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Next, we will scroll down to display the rest of the form. Select next to continue.  
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The Telework Schedule section allows you to identify days of the Pay Period that you plan on 
Teleworking, if you are going to be doing so on a regular basis. But since we selected Situational 
earlier, we are going to leave this section blank. You can also enter any notes for your Supervisor or 
Approver in the Schedule Notes field.  
Also note the Other Comments section, and the Termination Details for if or when the Telework 
Agreement ends. In this example, we have entered the information we need, so we will click the Submit 
button. Select next to continue.  
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Note the message indicating that the Agreement was successfully submitted. The Supervisor will 
receive a message notifying them of the Agreement and upon action, we will receive a message as 
well. Let's return to the Telework Agreements page using the breadcrumb trail. Select next to continue.  
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In the background, this Agreement will be approved by the employee's supervisor. Select next to 
continue.  
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Note that the Agreement is now Approved. Let's take a look at the Agreement by selecting its link. 
Select next to continue.  
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Note that the page is now read-only. Let's scroll down to look at the bottom portion. Select next to 
continue.  
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Here, we can see that the Supervisor has completed the Requirements of the Agreement, and added 
the corresponding dates as well. Let's scroll back to the top of the page. Select next to continue. 
 



USDA Employee webTA Telework 

Page 52 of 99  ©Kronos, Incorporated 

Slide 52 - Slide 52 

 
Slide notes 
 



USDA Employee webTA Telework 

Page 53 of 99  ©Kronos, Incorporated 

Slide 53 - Slide 53 

 
Slide notes 
 



USDA Employee webTA Telework 

Page 54 of 99  ©Kronos, Incorporated 

Slide 54 - Slide 54 

 
Slide notes 
Next, we will return to the Main Menu by selecting the Employee tab. Select next to continue.  
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Now that we have an approved Telework Agreement, we can now complete and submit Telework 
Requests. Let's take a look at that process by selecting the Telework Requests link from the Main 
Menu. Select next to continue.  
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The Telework Requests page displays approved, pending and denied Telework 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 Telework Request button. Select next to continue.   
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The Telework Request form is very similar to the Leave and Premium Pay Requests forms. To begin, 
select the Telework Code drop-down menu to select the appropriate code. Select next to continue.  
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Here, we see the list of available Telework codes. In this example, we are going to select Telework 
Home. Select next to continue.  
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Next, we need to select a Reason from the corresponding drop-down menu. Select next to continue.  
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In this example, we are going to select Inclement Weather. Select next to continue.  
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If applicable, you can enter Reason Notes in that field. In this example, we are going to leave it blank. 
Next, we need to enter Start and End Dates, as well as Start and Stop Times in the appropriate field. In 
this example, we are going to select the calendar icon, and click March 20th. Select next to continue.  
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Next, we will select the Start Time field and enter 8 am. Notice, that when we make that selection, the 
End Date field automatically populates with the same date. Select next to continue.  
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Next, we will enter a stop time of 4 pm. Select next to continue. 
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Just as with Leave and Premium Pay Requests, you can add multiple rows to a Telework Request. 
Let's do that now. Select next to continue.  
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In this example, we will select the following Monday, March 23rd. Select next to continue.  
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This time, instead of entering Start and Stop times, we will add 8 hours to the Daily Hours field. Select 
next to continue.  
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We are ready to Submit the Telework Request. Select next to continue.  
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Note the message indicating that the request was successfully submitted. The supervisor will receive a 
message notifying them of the request and upon action from the supervisor, we will receive a 
notification. If the request is approved, the hours will be added to the timesheet. Let's return to the Main 
Menu using the Employee tab. Select next to continue.  
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Let's take a look at the Inbox to see if the Supervisor has approved the request. Select next to continue.  
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Here, we can see the message indicating the request has been approved. So let's go back to the Main 
Menu and verify the hours are on the timesheet. Select next to continue.  
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We can see that the Telework entry has been added to the Timesheet. We would still need to add an 
account, as with other timesheet entries. Let's return to the Main Menu by selecting the Employee tab. 
Select next to continue.  
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You have completed this lesson. To continue, select the Finish button.   
 

 


