USDA Employee webTA Schedules

Slide 1 - Learning Objectives

Schedules

Learning Objectives

In this lesson, you will learn about:
« How to Submit a Schedule Request

« View Shifts and Schedule Templates

Slide notes

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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Employee Main Menu

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

“WEBTA grrm

slide $$cpinfoCurrentSlides$ of

$ScpinfoSlideCount$$

Inbox [6] | Settings | Help | Loy OQut

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes

To view your Schedule Assignment, select the link from the Main Menu. Select next to continue.
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I:I ™
° WEBTA mmﬂ Inbox [6] | Settings | Help | Loy OQut

Employee Main Menu

Time Accounting
Tirmesheet Accounts
Timeshest Summary

Schedule
Processed Timesheets
I Schedule Assignment I
Leave Requests
Shifts

Premium Pay Reguests

7 Schedule Templates
Daollar Transaction Reguests

Leave Balances Messages

Schedule Send Message To Timekeeper
e Send Message To Superdsor

Repaorts Leave Transfer Program
e Leave Donations

Telework Requests Emergency Contacts

Telewark Agreements My Contacts

Continuation of Pay (COP)
COP Events

Slide notes
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LL1] ™
* WEBTA mmﬂ Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu =

Schedule Assignment - THOMPSON, JOSHUA

Permanent Schedule

Schedule Start Date End Date.  Approval Status

Mo permanent schedules have been created

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date Approval Status

Mo temparary schedules have been created

Add Temporary Schedule

Cancel

Slide notes

The Schedule Assignment page displays any Permanent or Temporary Schedule Requests. This
employee has no Requests, so let's create one. In this example, we will create a Permanent Schedule.
Select next to continue.
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu =

Schedule Assignment - THOMPSON, JOSHUA

Permanent Schedule

Schedule Start Date End Date

Mo permanent schedules have been created

|| Add Permanent Schedule | I

Temporary Schedule

Schedule Start Date End Date

Mo temparary schedules have been created

Add Temporary Schedule

Cancel

Approval Status

Approval Status

Slide notes
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I:I ™ |
° WEBTA mmﬂ Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

submitted approved  denied

(Add) Schedule - THOMPSON, JOSHUA

tems marked with an asterizk* are required. Schedule Type: Mone
* Name: Schedule Status: Unsaved
Description:
* Weeks: |2 |Z|

* Start Date: |Apr 19, 2015

m

End Date:
1| Day Shift ROOD Transaction Code Hours  Add Row Delete
[ Sun + X
] Man + X
[ Tue + X
[ wWed + X
] Thu + X
[E1| Fri + X
1| Sat + X

YWeek One TOTAL

[ Day Shift RDO Transaction Code  Hours  Add Row Delete

[T Sun + X

7] Man + X

71| Tue + X

D Wed + X

[ Thu + X

| Fri + X =

Slide notes

Here, we see a blank schedule. The required fields, Name, Number of Weeks and Start Date are
marked with a red asterisk. Schedule Requests must begin on the first day of the pay period. In this
example, we will type j Thompson Permanent in the name field. Select next to continue.
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

ftems marked with an asterizk* are required.

Description:
* Weeks: [2]~|

* Start Date: |Apr 19, 2015 =
End Date: ]

1| Day Shift ROO Transaction Code Hours

[ Sun
] Man
[ Tue
[ wWed
7] Thu
[E1| Fri

1| Sat

YWeek One TOTAL

[ Day Shift RDO Transaction Code  Hours

[T Sun
7] Man
71| Tue
[ wwed
7] Thu
[E| Fri

+

+

+

+

* Name: D Insert Schedule Template

Add Row Delete

X

G | el | e | OmC | e DmC

Add Row Delete

X

G| | el [ mC | el

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved

m

Slide notes
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

ftems marked with an asterizk* are required.

Description:
* Weeks: [2]~|

* Start Date: |Apr 19, 2015 =
End Date: ]

1| Day Shift ROO Transaction Code Hours

[ Sun
] Man
[ Tue
[ wWed
7] Thu
[E1| Fri

1| Sat

YWeek One TOTAL

[ Day Shift RDO Transaction Code  Hours

[T Sun
7] Man
71| Tue
[ wwed
7] Thu
[E| Fri

+

+

+

+

* Name: |,J_'_I_'_h__0_mp_s___0___r_] Perrnanent] | Insert Schedule Template

Add Row Delete

X

G | el | e | OmC | e DmC

Add Row Delete

X

G| | el [ mC | el

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved

m

Slide notes
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I:I ™
° WEBTA mmﬂ Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

submitted approved  denied

(Add) Schedule - THOMPSON, JOSHUA

tems marked with an asterizk* are required. Schedule Type: Mone
* Name: |JIh..0.mp§..0..n Permanent\ | Schedule Status: Unsaved
Description:
* Weeks: |2 |Z|

f—

* Start Date: |Apr 19, 2015

m

—

End Date:
1| Day Shift ROOD Transaction Code Hours  Add Row Delete
[ Sun + X
] Man + X
[ Tue + X
[ wWed + X
] Thu + X
[E1| Fri + X
1| Sat + X

YWeek One TOTAL

[ Day Shift RDO Transaction Code  Hours  Add Row Delete

[T Sun + X

7] Man + X

71| Tue + X

|:| Wed + X

[ Thu + X

| Fri + X =

Slide notes

We want this Schedule to cover 2 weeks, and start on the 19th, so we will leave these fields as is. Let's
scroll down to display the rest of the page. Select next to continue.
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

ftems marked with an asterizk* are required.

Description:
* Weeks: [2]~|

* Start Date: |Apr 19, 2015 =
End Date: ]

1| Day Shift ROO Transaction Code Hours

[ Sun
] Man
[ Tue
[ wWed
7] Thu
[E1| Fri

1| Sat

YWeek One TOTAL

[ Day Shift RDO Transaction Code  Hours

[T Sun
7] Man
71| Tue
[ wwed
7] Thu
[E| Fri

+

+

+

+

* Name: JThampson Permanent Insert Schedule Template

Add Row Delete

X

G | el | e | OmC | e DmC

Add Row Delete

X

G| | el [ mC | el

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved

m

Slide notes
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“WEBTA" gz

Inbox [6] | Settings | Help | Log Out

Emplayee Main Wenu = Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

Items marked with an asterisk® are required.

Description:
* Weeks: [2]+|

* Start Date: |Apr 19, 2015 =
End Date: =]

1| Day Shift RDO Transaction Code Hours

[ Sun
]| Man
1| Tue
[ wwed
7] Thu
[]| Fri

1| Sat

Week One TOTAL

[C] Day Shift RDO Transaction Code  Hours

1| Sun
] Man
1| Tue
[ wWed
[ Thu
1| Fri

+

+

+

+

* Name: JTharmpson Permanent Insert Schedule Template

Add Row Delete

X

S | G | e | 3G | OmC [ DmC

Add Row Delete

X

]

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved m

Slide notes
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* Start Date: [Apr 19, 2015

End Date:
1| Day Shift RDO Transaction Code  Hours  Add Row Delete
1| Sun + X
7] taon + X
71| Tue + X
[ wWed + X
1| Thu + X
| Fri + X
1| Sat + X

Week One TOTAL

[ Day Shift ROO Transaction Code  Hours  Add Row Delete
7] Sun + X
[T taon + X
7] Tue + X
[ wwed + X
[ Thu + X
| Fri + X
| at + X

Week Two TOTAL

Insert Shift Insert Manual Shift Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

| Submit | | Cancel

m

Slide notes

To add time, or shifts to a schedule request, you must select the checkboxes of the days you wish to
add to your schedule. In the background, we will select Monday through Friday for both weeks one and

two. Select next to continue.
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* Start Date: [Apr 19, 2015

—

End Date:

1| Day Shift RODO Transaction Code
1| Sun

Man

Tue

Wed

Thu

Fri

1| Sat

Week One TOTAL

[ Day Shift ROO Transaction Code
7] Sun

Man

Tue

Wed

Thu

Fri

| at

Wyieek Two TOTAL

Insert Shift Insert Manual Shift Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

| Submit | | Cancel |

Hours

Hours

Add Row Delete
+ X

+
G | G | OmC | G | OmC | el

Add Row Delete
+ X

+
g | G| e | mC [ DmD| Def

m

Slide notes

Note that when days are selected, the buttons for Inserting Shifts become active. This is how hours are

added to the schedule. Let's select Insert Shift. Select next to continue.
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* Start Date: [Apr 19, 2015 =
End Date: =l
1| Day Shift RDO Transaction Code  Hours  Add Row Delete
1| Sun + X
Mon + X
Tue + X
Wad . X [
Thu + X
Fri + X
1| Sat + X

Week One TOTAL

[ Day Shift ROO Transaction Code  Hours  Add Row Delete

7] Sun + X

Man + X

Tue + X

Wed + X

Thu + X E
Fri + X

| at + X

Week Two TOTAL

E Insert Manual Shift Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

| Submit | | Cancel |

Slide notes
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Insert Shift

MName Description

| arne | Diescription |Shift Type | Start | Stop | Transaction Code |Meal| HDurs| Select | i

10 Hour Mormal day Regular 2:00am F:00pm Regular Base Pay 60 10:00 Select

4

Cancel

Slide notes

Here, we see a list of available shifts. In this case, this is not the shift we wish to add to the Schedule.
So we will select the Cancel button. Select next to continue.

Page 17 of 50 ©Kronos, Incorporated



USDA Employee webTA Schedules

Slide 18 - Slide 18

Insert Shift

MName Description

| arne | Diescription |Shift Type | Start | Stop | Transaction Code |Meal| HDurs| Select | i

10 Hour Mormal day Regular 2:00am F:00pm Regular Base Pay 60 10:00 Select

Slide notes
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* Start Date: [Apr 19, 2015

End Date: |

1| Day Shift RODO Transaction Code
1| Sun

Man

Tue

Wed

Thu

Fri

1| Sat

Week One TOTAL

[ Day Shift ROO Transaction Code
7] Sun

Man

Tue

Wed

Thu

Fri

| at

Wyieek Two TOTAL

Insert Shift Insert Manual Shift Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

| Submit | | Cancel

Hours

Hours

Add Row Delete
+ X

+
G | G | OmC | G | OmC | el

Add Row Delete
+ X

+
g | G| e | mC [ DmD| Def

m

Slide notes

We could enter the shift Manually using the Insert Manual Shift button, but there is another option you
may have noticed earlier. Let's scroll back to the top of the screen. Select next to continue.
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Week One TOTAL

[ Day Shift ROO Transaction Code  Hours  Add Row Delete
7] Sun + X
[T taon + X
7] Tue + X
[ wwed + X
[ Thu + X
| Fri + X
| at + X

Week Two TOTAL

Insert Shift Insert Manual Shift Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

| Submit | | Cancel |

* Start Date: [Apr 19, 2015 =
End Date: =l
1| Day Shift RDO Transaction Code  Hours  Add Row Delete
1| Sun + X
7] taon + X
71| Tue + X
0| wed . X B
[ Thu + X
[E1| Fri + X
1| Sat + X

m

Slide notes
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Week One TOTAL

1| Day Shift RDO Transaction Code  Hours  Add Row Delete
7] Sun + X
[T taon + X
7] Tue + X
[ wwed + X
[ Thu + X
| Fri + X
| at + X

Week Two TOTAL

Insert Shift Insert Manual Shift Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

| Submit | | Cancel |

* Start Date: [Apr 19, 2015 =]
End Date: =l
1| Day Shift RDO Transaction Code)  Hours  Add Row Delete
1| Sun + X
7] taon + X
1| Tue + X
| wed + X N
[ Thu + X
[E| Fri + X
[ Sat + X

s £

Slide notes
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

ftems marked with an asterizk* are required.

* Name: JThampson Permanent Insert Schedule Template

Description:

* Weeks: |2 |Z|

* Start Date: |Apr 19, 2015

End Date:
1| Day Shift ROOD Transaction Code Hours  Add Row Delete
[ Sun + X
] Man + X
[ Tue + X
[ wWed + X
] Thu + X
[E1| Fri + X
1| Sat + X

YWeek One TOTAL

[ Day Shift RDO Transaction Code  Hours  Add Row Delete
[T Sun + X
7] Man + X
71| Tue + X
D Wed + X
[ Thu + X
| Fri + X

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved

m

Slide notes

Note the Insert Schedule Template button next to the name field. Schedule Templates are created and
maintained for your use and offer a variety of options to use in your Schedule Requests. Let's take a

look. Select next to continue.
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

ftems marked with an asterizk* are required.

1| Day Shift ROO Transaction Code Hours

[ Sun
] Man
[ Tue
[ wWed
7] Thu
[E1| Fri

1| Sat

YWeek One TOTAL

[ Day Shift RDO Transaction Code  Hours

[T Sun
7] Man
71| Tue
[ wwed
7] Thu
[E| Fri

+

+

+

+

*Name: |IThompson Permanent | Insert Schedule Template II
Description: :
* Weeks: |2 |Z|
* Start Date: |Apr 19, 2015 =
End Date: =

Add Row Delete

X

G | el | e | OmC | e DmC

Add Row Delete

X

G| | el [ mC | el

submitted approved  denied

Schedule Type: Mone
Schedule Status: Unsaved

m

Slide notes
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Insert Schedule Template

Regular - - (2 Weeks) -
Second Shift - - (2 Weeks)
Overtime 56 - - (2 Weeks)
Flex Shift - -- (2 Weeks)

m Cancel

Slide notes

Here, a list of available Templates displays. In this example, we will select the Flex Shift template, and
then click the OK button. Select next to continue.
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Insert Schedule Template

Regular - - (2 Weeks) -
Second Shift - - (2 Weeks)
Civertime 5-6 - - (2 VWWeeks

lex Shift - - (2 Weeks)

m Cancel

Slide notes
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Insert Schedule Template

Regular - - (2 Weeks) -

Second Shift - - (2 Weeks)

Overtime 5-6 (2 Weeks
S )

m Cancel

Slide notes
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Insert Schedule Template

Regular - - (2 Weeks) -

Second Shift - - (2 Weeks)

Overtime 5-6 (2 Weeks
S )

|m|

Slide notes
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-
see ™ |
° WEBTA 'mm Inbox [6] | Settings | Help | Loy OQut
Erployee Main Menu > Schedule Assignment =
submitted approved  denied
(Add) Schedule - THOMPSON, JOSHUA —O——O0—0—
tems marked with an asterisk* are required. Schedule Type: Parmanent
* Name: JThampson Permanent Insert Schedule Template Schedule Status: Unsaved
Description: E|
* Weeks: |2 |Z|
* Start Date: |Apr 19, 2015 =
End Date: |Foraver =
1| Day Shift ROOD Transaction Code Hours  Add Row Delete
[ Sun + X
6:00am-10:00am
[ hon 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am
[ Tue 10:00am-2:00pm Regular Base Pay 8 Izl
2:00pm-2:00prm
6:00am-10:00am
] wWed 10:00am-2:00prm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am
[ Thu 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00prm
6:00am-10:00am
[ | Fri 10:00am-2:00prm Regular Base Pay g E
2:00pm-2:00pm
1| Sat + X
Week One TOTAL 40:00
1| Day Shift RDO Transaction Code Hours  Add Row Delete =

Slide notes

Note that the Flex Shift Bands have been added to the Request. Let's scroll down and look at the
bottom of the screen. Select next to continue.
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“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu > Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

ftems marked with an asterizk* are required.

Description:
* Weeks: [2]~|

* Start Date: |Apr 19, 2015 =
End Date: |Foraver =

1| Day Shift ROOD Transaction Code Hours

[ Sun

6:00am-10:00am

[ hon 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

[ Tue 10:00am-2:00pm Regular Base Pay 8
2:00pm-2:00prm
6:00am-10:00am

] wWed 10:00am-2:00prm Regular Base Pay g
2:00pm-2:00pm
B:00am-10:00am

[ Thu 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00prm
6:00am-10:00am

[ | Fri 10:00am-2:00prm Regular Base Pay g
2:00pm-2:00pm

1| Sat
Week One TOTAL 40:00

1| Day Shift RDO Transaction Code Hours

+

B B | @
M K M E

[+]

* Name: JThampson Permanent Insert Schedule Template

Add Row Delete

X

Add Row Delete

submitted approved  denied

Schedule Type: Permanent
Schedule Status: Unsaved

m

Slide notes
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“WEBTA" crrm

Inbox [6] | Settings | Help | Log OQut

Erployee Main Menu > Schedule Assignment =

(Add) Schedule - THOMPSON, JOSHUA

ftems marked with an asterizk* are required.

[[] Day Shift RDO Transaction Code Hours
[ Sun
G:00am-10:00arm
] Mon 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am
[ Tue 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pmm
G:00am-10:00arm
] wed 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

] Thu 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pmm
B:00am-10:00arm

[E| Fri 10:00am-2:00pm Regular Base Pay g

2:00pm-2:00pm
1| Sat
Wyeek One TOTAL 40:00

1| Day Shift RDC Transaction Code Hours

+

F B H|E
=3 I T - R T R E

[+]

* Name: JTharmpson Permanent
Description:
* Weeks: [2]~|
* Start Date: |Apr 19, 2015 =
End Date: |Foraver =

Add Row Delete

X

Add Row Delete

submitted approved  denied

Schedule Type: Permanent
Schedule Status: Unsaved

Slide notes
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=

B
]
o

[l

o

Thu

Fri

Sat

Day

Sun

Man

Tue

Wied

Thu

1/ Fri

Sat

Submit

6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00prm
6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00pm

Week One TOTAL

Shift

G:00am-10:00arm
10:00am-2:00pm
2:00pm-9:00pm
6:00am-10:00am
10:00am-2:00pm
2:00pm-2:00pm
6:00am-10:00arm
10:00am-2:00pm
2:00pm-2:00pm
G:00am-10:00arm
10:00am-2:00pm
2:00pm-2:00pm
B:00am-10:00am
10:00am-2:00pm
2:00pm-2:00pm

Week Two TOTAL

Cancel

Regular Base Pay

Regular Base Pay

RDO Transaction Code

Regular Base Pay

Regular Base Pay

Regular Base Pay

Regular Base Pay

Regular Base Pay

“Insert Shift W Insert Manual Shift [l Delete Shift

Approver
Comments:

Activity Log

Action Resulting State Action Date Name Remarks

g

g

40:00

Hours  Add Row Delete

40:00

+

M B B ®E
M H K HEE

[+]

X

m

Slide notes
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— T = T —T =T
2:00pm-2:00pm

1| Sat + X
YWeek One TOTAL 40:00

[ Day Shift RDO Transaction Code Hours  Add Row Delete

7] Sun * X
B:00am-10:00arm

] Mon 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am

[ Tue 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
G:00am-10:00arm

[ wed 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am

] Thu 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pmm
G:00am-10:00arm

[T] | Fri 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm

| Sat + X
Week Two TOTAL 40:00

Insert Shift Insert Manual Shift [ Delete Shift E
Approver
Comrments: -
Activity Log
Action Resulting State Action Date Mame Remarks
Submit Cancel

Slide notes

The Flex Shift bands continue in week two. The next step is to Submit the Schedule Request for
approval by the Supervisor. Select next to continue.
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—T T = T —T =T

2:00pm-2:00pm

1| Sat + X
YWeek One TOTAL 40:00

[ Day Shift RDO Transaction Code Hours  Add Row Delete

71 Sun + X
B:00am-10:00arm

] Mon 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am

[ Tue 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
G:00am-10:00arm

[ wed 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm
6:00am-10:00am

] Thu 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pmm
G:00am-10:00arm

[T] | Fri 10:00am-2:00pm Regular Base Pay g E
2:00pm-2:00pm

7] Sat + X
Week Two TOTAL 40:00

Insert Shift Insert Manual Shift Delete Shift =l

Approver
Comrments: -
Activity Log
Action Resulting State Action Date Mame Remarks

Slide notes
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Slide 34 - Slide 34

I:I ™ |
° WEBTA mmﬂ Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu = Schedule Assignment = Schedule =

subrﬂitted approved  denied
\ 4 Oo—

(Modify) Schedule - THOMPSON, JOSHUA

| Successfully submitted the work schedule

tems marked with an asterizk* are required. Schedule Type: Permanent 4
* Name: JThompsan Permanent Schedule Status: Submitted |
Description:
* Weeks: [2]+]

* Start Date: |Apr 19, 2015

End Date: Forever

1| Day Shift RDO Transaction Code Hours  Add Row Delete

1| Sun + X
B:00am-10:00am

] Mon 10:00am-2:00pm Regular Base Pay g E Izl
2:00pm-2:00pm
6:00am-10:00am

[ Tue 10:00am-2:00pm Regular Base Pay g IE
2:00pm-2:00pm
G:00am-10:00am

[ wWed 10:00am-2:00pm Regular Base Pay g E Izl
2:00prm-2:00pm
6:00am-10:00am

] Thu 10:00am-2:00pm Regular Base Pay g Iz‘
2:00pm-2:00pm
B:00am-10:00am

[T] Fri 10:00am-2:00pm Regular Base Pay g E Izl
2:00pm-2:00pm

| 3at + X
Week One TOTAL 40:00

.

Slide notes

Note the message indicating that the Request was submitted successfully. The Supervisor will receive a
message notifying them of the Request. Let's go back to the Schedule Assignment page using the
breadcrumb trail. Select next to continue.
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Slide 35 - Slide 35

“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu = ScheduE ézagnment = Schedule =

(Modify) Schedule - THOMPSON, JOSHUA

subrﬂitted approved  denied
\ 4 Oo—

| Successfully submitted the work schedule

ttems marked with an asterizk* are reguired.

1| Day Shift RDO Transaction Code Haours

1| Sun

B:00am-10:00am

] Mon 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
6:00am-10:00am

[ Tue 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
G:00am-10:00am

[ wWed 10:00am-2:00pm Regular Base Pay g
2:00prm-2:00pm
6:00am-10:00am

] Thu 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm
B:00am-10:00am

[T] Fri 10:00am-2:00pm Regular Base Pay g
2:00pm-2:00pm

| 3at
YWeek One TOTAL 40:00

Slide notes

+

E B EH| B

]

* Name: JThompsan Permanent
Description:
* Weeks: [2[+]
* Start Date: |Apr 19, 2015 =]
End Date: |Forever =l

Add Row Delete

X

=3 I T R Y R T R 1

Schedule Type: Permanent
Schedule Status: Subrmitted

m

Page 35 of 50

©Kronos, Incorporated



USDA Employee webTA Schedules

Slide 36 - Slide 36

“WEBTA" gz

Inbox [6] | Settings | Help | Loy OQut

Erployee Main Menu =

Permanent Schedule
Schedule Start Date

JThompson Permanent Apr19, 2015

Add Permanent Schedule

Temporary Schedule
Schedule Start Date

Mo temparary schedules have been created

Add Temporary Schedule

Cancel |

Schedule Assignment - THOMPSON, JOSHUA

End Date

Farever

End Date

Approval Status
Submitted

Approval Status

Slide notes

Note the Approval Status is Submitted. In the background, we will have the Supervisor Approve the

Request. Select next to continue.
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Slide 37 - Slide 37

LL1] ™
* WEBTA mmﬂ Inbox [7] | Settings | Help | Loy OQut

Erployee Main Menu =

Schedule Assignment - THOMPSON, JOSHUA

Permanent Schedule

Schedule Start Date End Date Approval Status
JThompson Permanent Apr19, 2015 Farever Approved

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date Approval Status

Mo temparary schedules have been created

Add Temporary Schedule

Cancel |

Slide notes

Note that the Status is now Approved. The Schedule will now appear on the employee's Timesheet.
Let's take a look. First, we will return to the Main Menu by selecting the Employee tab. Select next to
continue.
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Slide 38 - Slide 38

“WEBTA"

Inbox [7] | Settings | Help | Loy OQut

Erployee Main Menu =

Schedule Assignment - THOMPSON, JOSHUA

Permanent Schedule

Schedule Start Date End Date

JThampson Permanent Apr 18, 2015 Forever

Add Permanent Schedule

Temporary Schedule

Schedule Start Date End Date

Mo temparary schedules have been created

Add Temporary Schedule

| Cancel |

Approval Status
Approved

Approval Status

Slide notes
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Slide 39 - Slide 39

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Repaorts

Telework Requests

Telewark Agreements

COP Events

“WEBTA grrm

Inbox [7] | Settings | Help | Loy OQut

Employee Main Menu

Reports

Telewark

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes

Next, we will select the Timesheet link. Select next to continue.
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Slide 40 - Slide 40

I:I ™
° WEBTA mmﬂ Inbox [7] | Settings | Help | Loy OQut

Employee Main Menu

Time Accounting

I imesheet I Accounts

Timeshest Summary

Schedule
Processed Timesheets
Schedule Assignment

Shifts

Leave Requests

Premium Pay Reguests

7 Schedule Templates
Daollar Transaction Reguests

Leave Balances Messages

Schedule Send Message To Timekeeper
e Send Message To Superdsor

Repaorts Leave Transfer Program
e Leave Donations

Telework Requests Emergency Contacts

Telewark Agreements My Contacts

Continuation of Pay (COP)
COP Events

Slide notes
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Slide 41 - Slide 41

™
WE BTA 'mm Inbox [7] | Settings | Help | Loy OQut
Erployee Main Menu =
. Unva@ated “alidated Certified Sent
Timesheet e o—
Employee: Thompson, Joshua Timesheet Type: Regular
Pay Period: |08 -2015: Apr 19, 2015-May 02,2015 * S [+]| | Select Pay Period Status: Unvalidated
Work Time
Sun Mon Tue Wed Thu Fri Sat Wk Sun Mon Tue Wed Thu Fri Sat
419 4120 421 4122 4133 4724 4125 4126 4127 4728 4129 4130 5601 5/02
Time In
Time Out
Meal Time
Transaction = Account
Work Time Total
Leave Time
Absence Start
Ahsence End
Transaction = Account
Gif -
Hazardous  |Select
Weather Account
PG
Leave Time Total
Daily Total
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework (
Su W F it Th F Sa Su hd T W F Sa
0419 04120 041 04522 04123 04i24 04125 04026 Dara7 04128 04i29 04130 04f01 0802
6:00a-10:00a 6:00a-10:005 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:005 6:00a-10:005 6:00a-10:005 6:00a-10:00a
T0:003-2:00p 10:005-2:00p0 10:005-2:00p 10:00a-2:00p0 10:005-2:00p 10:003-2:00p 10:004-2:00p0 10:005-2:00p 10:00a-2:00p 10:00a-2:000 s
0Nk 000 0Ne N0k T00n 00 ANk 000k 0N 100 00w 0NN ANA N0e NN N0 NN TNNe R e R [ T
4 m 3

Slide notes

Let's scroll down to see the Schedule tab. Select next to continue.
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Slide 42 - Slide 42

™
WE BTA 'mm Inbox [7] | Settings | Help | Loy OQut
Erployee Main Menu =
. Unva@ated “alidated Certified Sent
Timesheet e o—
Employee: Thompson, Joshua Timesheet Type: Regular
Pay Period: |08 -2015: Apr 19, 2015-May 02,2015 * S [+]| | Select Pay Period Status: Unvalidated
Work Time
Sun Mon Tue Wed Thu Fri Sat Wk Sun Mon Tue Wed Thu Fri Sat
419 4120 421 4122 4133 4724 4125 4126 4127 4728 4129 4130 5601 5/02
Time In
Time Out
Meal Time
Transaction = Account
Work Time Total
Leave Time
Absence Start
Ahsence End
Transaction = Account
Gif -
Hazardous  |Select
Weather Account
PG
Leave Time Total
Daily Total
Dollar Transactions
Transaction = Account Date Amount =
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su W F it Th F Sa Su hd T W Th F Sa
0419 04120 041 04522 04123 04i24 04125 04026 Dara7 04128 04i29 04530 04f01 0802
6:00a-10:00a 6:00a-10:005 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:005 6:00a-10:005 6:00a-10:005 6:00a-10:00a
T0:003-2:00p 10:005-2:00p0 10:005-2:00p 10:00a-2:00p0 10:005-2:00p 10:003-2:00p 10:004-2:00p0 10:005-2:00p 10:00a-2:00p 10:00a-2:000 =
0Nk 000 0Ne N0k T00n 00 ANk 000k 0N 100 00w 0NN ANA N0e NN N0 NN TNNe R e R [ T
4 m 3

Slide notes
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Slide 43 - Slide 43

WEBTA grrm

Inbox [7] | Settings | Help | Log OQut

Ernployee Main Menu =

Timesheet

Employee: Thompson, Joshua
Pay Period:

Work Time

Time In
Time Out

Meal Time

Transaction = Account
Work Time Total

Leave Time
Absence Start
Ahsence End

Transaction  Account
GG -
Hazardous  |Select
Weather Account
FiEE
Leave Time Total
Daily Total

Dollar Transactions
Transaction = Account Date Amount
Dollar Total

m Totals Remarks (0) Leave Balances Telework

03 - 2015 : Apr 19, 2015-May 02, 2015 * 5 |Z| Select Pay Period

Sun Mon Tue Wed Thu Fri
419 4720 421 4j22 4523 4524

Unva@ated “alidated Certified Sent
- . - -

Timesheet Type: Regular
Status: Unvalidated

Sat Wik Sun Mon Tue Wed Thu Fri Sat
4i25 4)26 4527 4528 4i29 4130 5101 5i02

Su h T Wi Th F Sa
0419 04720 04121 0422 04723 04124 04725

6:00a-10:00a 6:00a-10:005 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a

10:008-2:00p 10:005-2:00p 10:00a-2:00p 10:00a-2:00p 10:00a-2:00p

el la o r R aln Y e R ala o R alaly R W H T Y el la o r R n [ Y R ala o R ala Y
4 m

04126 0427 04728 041249 04730 0401 0502

Su hd T W Th F Sa

6:00a-10:00a 6:00a-10:005 6:00a-10:005 6:00a-10:005 6:00a-10:00a
10:00a-2:00p | 10:00a-2:00p 10:003-2:00p 10:008-2:00p 10:008-2:00p0 =

NN AR 00 00 | T 000 | 100 300 | 300 e

Slide notes
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Slide 44 - Slide 44

Pay Period: 05 - 2075 : Apr 19, 2078-May 02, ZOT5E 75 [=[ | Select Pay Period STatus: Urialidated
Work Time
Sun Mon Tue Wed Thu Fri Sat e Sun Mon Tue Wed Thu Fri Sat
414 4520 4121 4i22 4§23 4524 4125 4126 4427 4528 4129 4530 ai01 5f02
Time In
Time Out
Meal Time
Transaction  Account
Work Time Total
Leave Time
Absence Start
Absence End
Transaction  Account
Fifi -
Hazardous Select
Weather Account
PxEE
Leave Time Total
Daily Total
Dollar Transactions
Transaction = Account Date Amount L
Dollar Total 3
m Totals Remarks (0) Leave Balances Telework
Su W F it Th F Sa Su ] T Wy Th F Sa
041149 04iz20 0421 04522 04i23 04524 04i25 0426 04527 04i28 04,29 04430 0&i01 0502
6:00a-10:00a B:00a-10:00a 6:00a-10:00a B:00a-10:00a 6:00a-10:00a §:00a-10:00a B:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a
10:003-2:00p 10:005-2:00p 10:00a-2:00p 10:00a-2:00p 10:00a-2:00p 10:002-2:00p | 10:00a-2:00p | 10:005-2:00p 10:002-2:00p | 10:00a-2:00p
200p-9:00p  2:00p-9:00p | 2:00p-9:00p | 2:00p-9:00p | 2:00p-9:00p 200p-9:00p  2:00p-3:00p | 2:00p-9:00p  2:00p-3:00p  2:00p-5:00p
8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours
Action Remarks:
A
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
4 m »

Slide notes

Note that the Flex Shift Bands display. Let's scroll back to the top of the screen, and return to the Main
Menu by selecting the Employee tab. Select next to continue.
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Slide 45 - Slide 45

Pay Period: 05 - 2075 : Apr 19, 2078-May 02, ZOT5E 75 [=[ | Select Pay Period STatus: Urialidated
Work Time
Sun Mon Tue Wed Thu Fri Sat e Sun Mon Tue Wed Thu Fri Sat
414 4520 4121 4i22 4§23 4524 4125 4126 4427 4528 4129 4530 ai01 5f02
Time In
- Time Out
Meal Time
Transaction  Account ]
Work Time Total
Leave Time
Absence Start
- Absence End
Transaction  Account
A -
Hazardous  |Select
Weather Account
PxEE
Leave Time Total
Daily Total
Dollar Transactions
Transaction = Account Date Amount 1
Dollar Total 3
m Totals Remarks (0) Leave Balances Telework
Su W F it Th F Sa Su ] T Wy Th F Sa
041149 04iz20 0421 04522 04i23 04524 04i25 0426 04527 04i28 04,29 04430 0&i01 0502
6:00a-10:00a B:00a-10:00a 6:00a-10:00a B:00a-10:00a 6:00a-10:00a §:00a-10:00a B:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a
10:003-2:00p 10:005-2:00p 10:00a-2:00p 10:00a-2:00p 10:00a-2:00p 10:002-2:00p | 10:00a-2:00p | 10:005-2:00p 10:002-2:00p | 10:00a-2:00p
200p-9:00p  2:00p-9:00p | 2:00p-9:00p | 2:00p-9:00p | 2:00p-9:00p 200p-9:00p  2:00p-3:00p | 2:00p-9:00p  2:00p-3:00p  2:00p-5:00p
8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours
Action Remarks:
A
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel
4 m »

Slide notes
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Slide 46 - Slide 46

Pay Period:  [05 - 2015 : Apr 19, 2015-May 02,2015 * S [~] | Select Pay Period Status: Urvalidated
Work Time
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
4149 4120 421 4122 4133 4124 4j25 4126 4127 4128 4j29 4130 5101 a/02
Time In
Time Out
Meal Time
Transaction = Account
Work Time Total
Leave Time
Absence Start
Absence End
Transaction  Account
GG -
Hazardous  |Select
Weather Account
PfbE
= Leave Time Total
Daily Total
Dollar Transactions
Transaction  Account Date Amount A
Dollar Total 1
m Totals Remarks (0) Leave Balances Telework
Su i T Wi Th [F Sa Su M T Wi Th F Sa
04119 04/20 04121 04/22 04/23 04124 04/25 04126 04727 04/28 04249 04/30 0s/01 0s/02
6:00a-10:00a 6:00a-10:005 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:005 6:00a-10:005 6:00a-10:005 6:00a-10:00a
10:00a-2:00p 10:005-2:00p 10:00a-2:00p 10:00a-2:00p 10:00a-2:00p 10:00a-2:00p | 10:00a-2:00p | 10:005-2:00p 10:00a-2:00p | 10:00a-2:00p
200p-9:00p  2:00p-9:00p | 2:00p-9:00p | 2:00p-9:00p | 2:00p-9:00p 200p-9:00p  2:00p-3:00p | 2:00p-9:00p  2:00p-3:00p  2:00p-5:00p
8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours 8 hours
Action Remarks:
P
Characters Remaining: 255
Save Validate Delete Timesheet Remove All Entries Cancel i |
4 m 3

Slide notes
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Slide 47 - Slide 47

™
WE BTA IEE! Inbox [7] | Settings | Help | Loy OQut
Erployee Main Menu =
. Unva@ated “alidated Certified Sent
Timesheet e o—
Employee: Thompson, Joshua Timesheet Type: Regular
Pay Period: |08 -2015: Apr 19, 2015-May 02,2015 * S [+]| | Select Pay Period Status: Unvalidated
Work Time
Sun Mon Tue Wed Thu Fri Sat Wk Sun Mon Tue Wed Thu Fri Sat
419 4120 421 4122 4133 4724 4125 4126 4127 4728 4129 4130 5601 5/02
Time In
Time Out
Meal Time
Transaction = Account
Work Time Total
Leave Time
Absence Start
Ahsence End
Transaction = Account
Gif -
Hazardous  |Select
Weather Account
PG
Leave Time Total
Daily Total
Dollar Transactions
Transaction = Account Date Amount
Dollar Total
m Totals Remarks (0) Leave Balances Telework
Su W F it Th F Sa Su hd T W Th F Sa
0419 04120 041 04522 04123 04i24 04125 04026 Dara7 04128 04i29 04530 04f01 0802
6:00a-10:00a 6:00a-10:005 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:00a 6:00a-10:005 6:00a-10:005 6:00a-10:005 6:00a-10:00a
T0:003-2:00p 10:005-2:00p0 10:005-2:00p 10:00a-2:00p0 10:005-2:00p 10:003-2:00p 10:004-2:00p0 10:005-2:00p 10:00a-2:00p 10:00a-2:000
0Nk 000 0Ne N0k T00n 00 ANk 000k 0N 100 00w 0NN ANA N0e NN N0 NN TNNe R e R [ T
4 m 3

m

Slide notes
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Slide 48 - Slide 48

Employee Main Menu

Time
Timesheet
Timeshest Summary
Frocessed Timesheets
Leave Requests
Premium Pay Reguests
Daollar Transaction Reguests
Leave Balances

Schedule

Reports
Repaorts

Telewark
Telework Requests

Telewark Agreements

COP Events

“WEBTA" gz

Inbox [7] | Settings | Help | Loy OQut

Continuation of Pay (COP)

Accounting

Accounts

Schedule
Schedule Assignment
Shifts

Schedule Templates

Messages
Send Message To Timekeeper

Send Message To Superdsor

Leave Transfer Program

Leave Donations

Emergency Contacts

My Contacts

Slide notes
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Slide notes
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Slide 50 - Finish

Select the Finish button.

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