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Below the timesheet, you will find tabs that contain additional information for this pay period. First, we 
have the schedules tab. If you have an approved Schedule, or a saved Default Schedule, as this 
employee does, you will see it displayed here. If you move the mouse over a particular day, you can 
see details about the schedule. Select next to continue. 
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Here, you can see the details of the employee's Schedule. Next, let's take a look at the Totals tab. 
Select next to continue.  
 



USDA Employee webTA Timesheets  

Page 73 of 181  ©Kronos, Incorporated 
 

Slide 73 - Slide 73 

 
Slide notes 
 



USDA Employee webTA Timesheets  

Page 74 of 181  ©Kronos, Incorporated 
 

Slide 74 - Slide 74 

 
Slide notes 
Here, we see the total number of hours for each week, and for each Transaction Code. Beside the 
Totals tab, is the Remarks tab. Select next to continue.  
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General remarks for the pay period can be entered in the Pay Period Remarks field. You can also enter 
remarks for an individual day, or work entry by selecting the cell, and pressing Shift-R on your 
keyboard, or by double-clicking in the entry for which you want to enter remarks.  
In this example, we will enter a remark for the telework entry on Friday of week 2. Select next to 
continue.  
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Let's scroll down to show the remarks section and enter our Remark. In this example, we want to 
communicate to our Supervisor that we have an outstanding Telework Request awaiting their approval. 
Select next to continue.  
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You can see that we added our remark. Now, let's scroll down and save the Timesheet by clicking the 
Save button. Select next to continue.  
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Note the red triangles in the Friday field and in the entry field where our remark was added. These 
indicate that remarks have been added to these days. Let's scroll down and take a look at the Saved 
Remark. Select next to continue.  
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Here, we can see that our remark has saved, and that the key details of the remark, including the date, 
the entry and a timestamp of when the remark was created, along with the text of the Remark. You can 
add additional remarks by selecting the plus sign, as needed. To delete a remark, click the X button on 
the far right side of the row. Let's do that now. Select next to continue.  
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Note that the red triangles are gone. Let's scroll down and take a look at the bottom of the Timesheet 
once again. Select next to continue.  
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And our Remark has been removed. Next, we will take a look at the Leave Balances tab. Select next to 
continue.  
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On this tab, you can view the details of the leave types that were used or changed during this pay 
period. We see Annual and Sick leave details because we accrued hours for these types of leave as 
part of the standard accrual process.  
 If we had used other types of leave during this pay period, we would see their details here. Next, we 
will take a look at the Telework tab. Select next to continue.  
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The Telework tab contains all the relevant information regarding this employee's Telework status. We 
see whether or not they are eligible and ready for Telework, their Telework Type and the status of their 
Telework Agreement. Details for Telework Agreements and Requests will be covered in a later lesson.  
The final step is to validate your timesheet.  When you validate your timesheet, webTA checks the time 
you have entered and verifies that it matches the settings in your timesheet profile such as tour of duty 
and alternative work schedule, as well as OPM and NFC rules.  To validate, we will scroll to the bottom 
and select the Validate button.  Select next to continue. 
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