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Slide 1 - Learning Objectives 

 
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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Slide 3 - Review 
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Slide notes 
To view your Schedule Assignment, select the link from the Main Menu. Select next to continue.  
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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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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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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.  
 



USDA Employee webTA Schedules 

Page 12 of 50  ©Kronos, Incorporated 
 

Slide 12 - Slide 12 

 
Slide notes 
 



USDA Employee webTA Schedules 

Page 13 of 50  ©Kronos, Incorporated 
 

Slide 13 - Slide 13 

 
Slide notes 
 



USDA Employee webTA Schedules 

Page 14 of 50  ©Kronos, Incorporated 
 

Slide 14 - Slide 14 

 
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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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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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.  
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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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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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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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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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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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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 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 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 notes 
Next, we will select the Timesheet link. Select next to continue. 
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Slide notes 
Let's scroll down to see the Schedule tab. Select next to continue.  
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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 notes 
You have completed this lesson. To continue, select the Finish button.   
 
 


