USDA Supervisor webTA Employee Premium Pay Requests

Slide 1 - Learning Objectives

Employee Premium Pay Requests

Learning Objectives

In this lesson, you will learn how to:
« View Employee Premium Pay Requests
 Approve/Deny Employee Premium Pay Requests
« View Request Calendar
« Revert an Approved Premium Pay Request to Pending

Slide notes

Welcome to the webTA for Supervisors training course. In this lesson, you will learn how to View
Employee Premium Pay Requests, Approve/Deny Employee Premium Pay Requests, View Request
Calendar, and Revert an Approved Premium Pay Request to Pending. Select next to continue.
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Slide notes

Just like with Leave Requests, taking action on employee Premium Pay requests is easy in webTA.
When employees submit a request, you will receive a message in your inbox. And when you approve
or deny the request, webTA will notify the employee.

Also, upon approval of a Premium Pay request, the requested hours will automatically populate to the

employee's timesheet. Select n

ext to continue.
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Slide notes

The “Employee Premium Pay Requests” link allows you to view, approve, or deny premium pay
requests submitted by your employees.

To continue, select the Employee Premium Pay Requests link,
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.:I ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu =

Premium Pay Request Current

Status v User g‘;g g:ti Transaction JSL?'S W Supendsor
Pending | JOHNSON, MARK 03312014 03312014 sz dﬁ;a'éﬁ’r;\,‘g 1 kﬁﬁ"rjﬁ?‘ﬁﬁﬁ e T LR
Pendng | JONES, JANET  [03/28/2014  03/2812014 |Comp Time Worked  |2:00 mm.-‘zma 1052 &%%E?NOS%;” LEIAM =
Pending | LEE, MICHAEL  [03/28/2014  03/2812014 g’::;lhrﬁg Oers 200 gﬁmsznm ke &%%E?NOS%;V ILLIAM -
Pendng | oiacre 032972014 033072014 | Over 40 Overtime 600 ) P OO E O WAL
1-4 of 4 Records 1 view [28] [50] [100]

| History | | View Calendar | | Cancel |

Slide notes

The Current Premium Pay Requests page displays all requests that have the status of "Pending",
including pending requests from earlier pay periods, if applicable. It also includes Approved or Denied
requests from the current or future pay periods.

You can sort the list of Premium Pay requests by selecting the column header. Currently, the list is
sorted by the last name of the employee making the request. We will leave it sorted that way for now.

You can also see the key details of each request, including the start and end dates, Premium Pay type,
number of hours requested, and the date the request was submitted.

This page also displays requests with the status of Approved and Denied, if they are scheduled for
future pay periods. Once a current, or past Premium Pay request has been approved, or denied, it is
moved to the Premium Pay Requests - History page, which will be covered later in this lesson.

Any Premium Pay request that you have not taken action on will be marked “Pending.”

Premium Pay requests that you approve or deny are marked as such. Approved Premium Pay will
automatically be added to the employee’s timesheet during the specified pay period.
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To view the details of a Premium Pay request, select it's status link from the list. In this example, we
are going to select the first request on the list, the Comp Time - Travel Earned request from Mark

Johnson. Select next to continue.
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FWEBTA cnvioree (s

Supendsor Main Menu =

Premium Pay Request Current

[ http://webta.kronosfederal.com/nfchost8/LeaveCalendar® ]

Start End 3

Status v User Date Date Transaction
Sondnd  JOHNSON, MARK  0331/2014  03/31/2014 | SOP fime/Travel
Pending  JONES, JANET  |03/282014 | 03/28/2014 | Comp Time Worked
Pendng  LEE, MICHAEL 03/28/2014 032812014 g‘::c.hed' Over 8

rtime
. MILLER, .

Pending SAMANTHA 03/29/2014 03/30/2014 | Over 40 Overtime
1-4 of 4 Records 1
| History | | View Calendar | | Cancel |

Total
Hours

3:00

2:00

3:00

6:00

Submit Date
03/31/2014 10:54
AM

03/31/2014 10:52
AM
03/31/2014 10:55
AM

03/25/2014 11:57
AM

Inbox [6] | Settings | Help | Log Out

Supendsor
ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

Slide notes
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I:I ™
° WEBTA Employee m Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Pending Approved Denied
—e—O0—0—

Premium Pay Request

Transaction and Dates
Employee: JOHNSON, MARK

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 300

Ee marks

Submitter
Remarks: X

Approver
Comments: i

Activity Log

Action Resulting State Date Name Comments
Submit Pending 03/31/2014 10:54 AM JOHNSON, MARK

Deny | | Cance

Select the Approve button

Slide notes

Here, you can review the request details including the Premium Pay Transaction, the start and end
dates, and start and stop times. Approver remarks can be added as needed when you take action on
the request.

At the bottom of the request page, we can see the Activity Log, as well as the action buttons. In this
case, we want to approve the request.

Select the Approve button to continue.
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.
aee ™
i WEBTA Employee Supenfisor Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Pending Approved Denied
—C———0—

Premium Pay Request

Premium pay request successfully updated
The premium pay time for 03/31/2014 has been added to the user's timesheet.

Transaction and Dates
Employee: JOHNSON, MARK

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 3:00

Remarks

Submitter
Remarks:

Approver
Comments:

Activity Log

Action Resulting State Date Name Comments
Approve  Approved 03/31/2014 10:58 AM ROBINSON, WILLIAM
Submit Pending 03/31/2014 10:54 AM JOHNSON, MARK

Revertto Pending | | Cancel |

Slide notes

Note the message indicating that the request has been updated, and that the time has been added to
the employee's timesheet. Also note that the status has changed to approved.

Next, we will return to the Premium Pay Requests page using the breadcrumb trail. Select next to
continue.

Page 10 of 36 ©Kronos, Incorporated



USDA Supervisor webTA Employee Premium Pay Requests

Slide 10 - Slide 10

L ] ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out
Supendsor Main Menu = =

Pending Approved Denied
—C———0—

Premium Pay Request

Premium pay request successfully updated
The premium pay time for 03/31/2014 has been added to the user's timesheet.

Transaction and Dates
Employee: JOHNSON, MARK

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action

3:00 3:00

Remarks

Submitter »
Remarks: ¥

Approver »
Comments: o
Activity Log
Action Resulting State Date Name Comments

Approve  Approved 03/31/2014 10:58 AM ROBINSON, WILLIAM
Submit Pending 03/31/2014 10:54 AM  JOHNSON, MARK

| Revertto Pending | | Cancel |

[ http://webta.kronosfederal.com/nfchosts/PremiumPayRequest® l

Slide notes
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Supendsor Main Menu =

Status v User
Approved | JOHNSON, MARK
Pending JONES, JANET

Pending LEE, MICHAEL

. MILLER,
Pending | g aMANTHA

1-4 of 4 Records

| History | | View Calendar |

'E'\/\/EB'I-AN Employee (N

Premium Pay Request Current

Start
Date

03/31/2014

03/28/2014

03/28/2014

03/29/2014

Cancel |

End
Date

03/31/2014

03/28/2014

03/28/2014

03/30/2014

Transaction

Comp Time/Travel
Eamed

Comp Time Worked

Unsched. Over 8
Overtime

Over 40 Overtime

1

Total
Hours

3:00

2:00

3:00

6:00

Submit Date
03/31/2014 10:54
AM

03/31/2014 10:52
AM
03/31/2014 10:55
AM

03/25/2014 11:57
AM

Inbox [6] | Settings | Help | Log Out

Supendsor

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -
WROBINSON

Wiew

Slide notes

Note that the request is now listed as approved. Now that you have learned how to approve a request,
let's review how to deny one. In this example, we are going to select the last request on the list - the
Over 40 Overtime request from Samantha Miller. Select next to continue.
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Supendsor Main Menu =

Premium Pay Request Current

[ http://webta kronosfederal.com/nfchosts/PremiumPayRequest# l

Start End 3

Status v User Date Date Transaction
Approved | JOHNSON, MARK 033112014 | 03/31/2014 | SOmP fime/Travel
Pending | JONES, JANET  03/28/2014 | 03/28/2014 | Comp Time Worked
Pendng  LEE, MICHAEL 03/28/2014 032812014 g‘::c.hed' Over 8

rtime

= MILLER, .
Pendnd | 5anianTHA 03/29/2014  03/30/2014  Over 40 Overtime
1-4 of 4 Records 1
| History | | View Calendar | | Cancel |

Total
Hours

3:00

2:00

3:00

6:00

Submit Date
03/31/2014 10:54
AM

03/31/2014 10:52
AM
03/31/2014 10:55
AM

03/25/2014 11:57
AM

Inbox [6] | Settings | Help | Log Out

Supendsor
ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

Slide notes
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'.WEBTAN Employee m

Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Premium Pay Request

Transaction and Dates
Employee: MILLER. SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00

Remarks

Submitter -
Remarks: g

Approver E
Comments: =

Activity Log

Action Resulting State Date Name Comments
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

| Approve | | Cancel |

Select the Deny button

Pending Approved Denied
—e—O0—0—

Slide notes

Select the Deny button to continue.
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.
aee ™
i WEBTA Employee Supenfisor Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Pending Approved Denied
—e—O0—0—

Premium Pay Request

| ALERT: You must provide a reason in the Approver Comments field when denying a request.

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00

Remarks

Submitter -
Remarks: o’

Approver b
Comments: i
Activity Log

Action Resulting State Date Name Comments
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

Approve Deny Cancel

Slide notes

When Denying an employee's Premium Pay request, you are required to provide a reason in the
Approver Comments field. If you try to deny the request without adding comments, you will receive an
error prompting you to do so, as you see here.

In this example, we will enter our remarks, and then select the Deny button. Select next to continue.
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FWEBTA cnvioree (s

Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Premium Pay Request

Pending Approved Denied
—e—O0—0—

| ALERT: You must provide a reason in the Approver Comments field when denying a request.

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: e
Approver I - I
Activity Log
Action Resulting State Date Name Comments
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

| Approve | Deny | | Cancel |

Slide notes
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.=.WEBTAN Employee m

Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Premium Pay Request

Pending Approved Denied
—e—O0—0—

| ALERT: You must provide a reason in the Approver Comments field when denying a request.

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: e
Approver |Denied for budgetary reasons b
Comments: b
Activity Log
Action Resulting State Date Name Comments

Submit  Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

| Approve | Deny | | Cancel |

Slide notes
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'.WEBTAN Employee m

Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Premium Pay Request

Pending Approved Denied
—e—O0—0—

| ALERT: You must provide a reason in the Approver Comments field when denying a request.

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: e
Approver |Denied for budgetary reasons b
Comments: i
Activity Log
Action Resulting State Date Name Comments
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

| Approve | Cancel |

[ http://webta.kronosfederal.com/nfchost8/PremiumPayRequest ]

Slide notes
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.
aee ™
i WEBTA Employee Supenfisor Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

. Pending Approved Denied
Premium Pay Request — 00 —e&—

| Premium pay request successfully updated

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter
Remarks: "
Approver |Denied for budgetary reasons b
Comments: b
Activity Log
Action Resulting State Date Name Comments
Deny Denied 03/31/2014 10:59 AM ROBINSON, WILLIAM Denied for budgetary reasons
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA
Revert to Pending Cancel

Slide notes

Note the message indicating that the request has been updated, and that the status has changed to
denied. The employee will receive a message in their inbox notifying them of the denial.

Next, we will return to the Current Premium Pay Requests page using the breadcrumb trail. Select next
to continue.
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L ] ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out
Supendsor Main Menu = =

. Pending Approved Denied
Premium Pay Request — 00 —e&—

| Premium pay request successfully updated

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: e
Approver |Denied for budgetary reasons b
Comments: i
Activity Log
Action Resulting State Date Name Comments
Deny Denied 03/31/2014 10:59 AM ROBINSON, WILLIAM Denied for budgetary reasons
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

| Revertto Pending | | Cancel |

| hitp://webta.kronosfederal.com/nfchostd/PremiumPayRequest# i

Slide notes
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L ] ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu =

Premium Pay Request Current

Status v User g‘;g [E;ti Transaction Jgﬁ?ls Submit Date Supendsor
Approved | JOHNSON, MARK 033112014 | 03/31/2014 | SOmP fime/Travel 300 ol L il
Pending | JONES, JANET  |03/28/2014 | 03/28/2014  Comp Time Worked  2:00 g?f”m” 10:22 &%%E?NOS%;" ILLIAM =
Pending | LEE, MICHAEL 03/28/2014 | 03/28/2014 g‘::;lhrﬁ: Over 8 300 Rf‘auzma 10:55 &%%E?NOS%;\' ILLIAM -
Demied | MLER 032872014 033012014  Over 40 Overtime 6:00 S TIBILS: || R L
1-4 of 4 Records 1 view [28] [50] [100]

. View Calendar | | Cancel |

Select the History button

Slide notes

Note that although we denied the request, it is still listed on this page. Once the pay period in which
denied requests fall is in the past, they will be moved to the History page.

Let's review the History page now. Select the History button to continue.
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L ] ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu =

Premium Pay Request History

Start End Total

Status v User Date Date Transaction s Submit Date Supenisor
2 MILLER, Comp Time : 03/25/2014 11:49 ROBINSON, WILLIAM -
Denied SAMANTHA 03/07/2014 03/07/2014 Warked 3:00 AM WROBINSON
141 of 1 Records 1 View

: View Calendar | | Cancel |

Select the Current button

Slide notes

We now see Premium Pay Requests — History page, which contains all previous employee Premium
Pay requests for your reference. Select the Current button to return to the Current Requests page.
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'.WEBTAN Employee m

Supendsor Main Menu =

Premium Pay Request Current

Start End : Total
Status v User Date Date Transaction i
Comp Time/Travel :
Approved  JOHNSON, MARK  03/31/2014 03/31/2014 B 3:00

Pending JONES, JANET 0312812014 03/28/2014 | Comp Time Worked 2:00
Unsched. Over 8

Pending LEE, MICHAEL 03/28/2014 03/28/2014 Overtime 3:00
: MILLER, v :
Denied SAMANTHA 03/29/2014 03/30/2014 | Over 40 Overtime 6:00

1-4 of 4 Records 1

| History | | View Calendar || Cancel |

Select the View Calendar button

Submit Date
03/31/2014 10:54
AM

03/31/2014 10:52
AM
03/31/2014 10:55
AM

03/25/2014 11:57
AM

Inbox [6] | Settings | Help | Log Out

Supendsor

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -

WROBINSON

Wiew

Slide notes

One additional feature available to supervisors to help manage their employee's Premium Pay requests
is the Premium Pay Calendar. Select the View Calendar button to continue.
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View: |All
Sun
23 February
Pay Period 4
2
9 Pay Period 5

23 Pay Period 6

Cancel

24

10

24

[=]

Mon

'E'\/\/EB'I-AN Employee (N

Supendsor Main Menu > Premium Pay Requests =

Premium Pay Request Calendar View

25

25

Tue

4 |March 2014

Wed
26

26

[=]»

27

20

27

Thu

A= Approved D= Denied P = Pending

Fri
28

7
MILLER, SAMANTHA
3:00 (D)

14

21

28
JONES, JANET 2:00
(P)
LEE, MICHAEL 3:00
(P)

Inbox [6] | Settings | Help | Log Out

Sat
1 March

8

22

29
MILLER, SAMANTHA
3:00 (D)

Slide notes

The Calendar View allows you to see your employee's requests for the month. The employee's name,
number of hours and the status of the request are listed, and these requests serve as links to view,

approve or deny the requests.

In this example, we will select the request from Michael Lee on March 28th. Select next to continue.
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I:I ™
B WE BTA Employee m Inbox [6] | Settings | Help | Log Out
Supendsor Main Menu > Premium Pay Requests =
Premium Pay Request Calendar View
View: |All |Z| A= Approved D= Denied P = Pending
4 [March 2014 [+]
Sun Mon Tue Wed Thu Fri Sat
23 February 24 25 26 27 28 1 March
Pay Period 4
2 3 4 5 6 7 8
MILLER, SAMANTHA
3:00 (D)
9 Pay Period 5 10 1 12 13 14 15
16 17 18 19 20 21 22
23 Pay Period 6 24 25 26 27 28 29
JONES, JANET 2:00  MILLER, SAMANTHA
P) 3-00 (D)
L EE. MICHAEL 3:00
Pl
| Cancel |
[ http://webta.kronosfederal.com/nfchost8/FederalPremiumPayRequestsForR... ‘ -

Slide notes
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Premium Pay Request

Transaction and Dates
Employee: LEE. MICHAEL

* Transaction:

Start Date End Date Start Time

Remarks

Submitter
Remarks:

Approver
Comments:

Activity Log

Action Resulting State Date
Submit Pending 03/31/2014 10:55 AM

Approve Deny Cancel

'E'\/\/EB'I-AN Employee (N

Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests > Request Calendar =

Stop Time  Daily Hours Total Hours Action

3:00 3:00

Name Comments
LEE, MICHAEL

Pending Approved Denied
—8—0—0

Slide notes

Here, we can approve or deny the request in the same way we could from the Current Preimium Pay
Request page. Next, we will return to the Premium Pay Requests page using the breadcrumb trail.

Select next to continue.
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[ 11 ] ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out
Supendsor Main Menu :IPremium Pay Requests >|Request Calendar >

Premium Pay Request

Pending Approved Denied
—e—O0—0—

Transaction and Dates
Employee: LEE. MICHAEL

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 3:00
Remarks
Submitter -
Remarks: g
Approver E
Comments: =
Activity Log
Action Resulting State Date Name Comments
Submit Pending 03/31/2014 10:55 AM LEE, MICHAEL

| Approve | Deny | | Cancel

[ http://webta.kronosfederal.com/nfchost8/ReleMenu/SupervisorMainhMenu ]

Slide notes
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Supendsor Main Menu =

Status v User
Approved | JOHNSON, MARK
Pending JONES, JANET

Pending LEE, MICHAEL

MILLER,
SAMANTHA

1-4 of 4 Records

Denied

| History View Calendar

'E'\/\/EB'I-AN Employee (N

Premium Pay Request Current

Start
Date

03/31/2014

03/28/2014

03/28/2014

03/29/2014

Cancel |

End
Date

03/31/2014

03/28/2014

03/28/2014

03/30/2014

Transaction

Comp Time/Travel
Eamed

Comp Time Worked

Unsched. Over 8
Overtime

Over 40 Overtime

1

Total
Hours

3:00

2:00

3:00

6:00

Submit Date
03/31/2014 10:54
AM

03/31/2014 10:52
AM
03/31/2014 10:55
AM

03/25/2014 11:57
AM

Inbox [6] | Settings | Help | Log Out

Supendsor

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -

WROBINSON

ROBINSON, WILLIAM -
WROBINSON

Wiew

Slide notes

In some cases, you may need to change an approval or a denial of an employee's Premium Pay
Request. This can be done by Reverting the Request back to the Pending status, and then approve or
deny. In this example, we are going to select the Denied request from Samantha Miller. Select next to

continue.
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Status
Approved
Pending
Pending

Deniec

| History | |

v User
JOHNSON, MARK
JONES, JANET

LEE, MICHAEL

MILLER,
SAMANTHA

1-4 of 4 Records

View Calendar | |

FWEBTA cnvioree (s

Supendsor Main Menu =

Premium Pay Request Current

Start
Date

03/31/2014

03/28/2014

03/28/2014

03/29/2014

Cancel |

End
Date

03/31/2014

03/28/2014

03/28/2014

03/30/2014

[ http://webta kronosfederal.com/nfchosts/PremiumPayRequest® l

Transaction

Comp Time/Travel
Eamed

Comp Time Worked

Unsched. Over 8
Overtime

Over 40 Overtime

1

Total
Hours

3:00

2:00

3:00

6:00

Submit Date
03/31/2014 10:54
AM

03/31/2014 10:52
AM
03/31/2014 10:55
AM

03/25/2014 11:57
AM

Inbox [6] | Settings | Help | Log Out

Supendsor
ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

ROBINSON, WILLIAM -
WROBINSON

Slide notes
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L ] ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

. Pending Approved Denied
Premium Pay Request — 00 —e&—

Transaction and Dates
Employee: MILLER. SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter 5
Remarks: g
Approver Denied for budgetary reasons E
Comments: =
Activity Log
Action Resulting State Date Name Comments
Deny Denied 03/31/2014 10:59 AM ROBINSON, WILLIAM Denied for budgetary reasons
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

RevButioming | | Cancel |

Select the Revert to Pending button

Slide notes

Here, we can see the denied request, with our original comments and the denial in the activity log. In
this example, we want to revert the request to Pending. Select the Revert to Pending button to continue.
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.
aee ™
i WEBTA Employee Supenfisor Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Pending Approved Denied
—e—O0—0—

Premium Pay Request

| Premium pay request successfully updated

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: "
Approver |Denied for budgetary reasons b
Comments: b
Activity Log
Action Resulting State Date Name Comments
Revert to Pending  Pending 03/31/2014 11:37 AM ROBINSON, WILLIAM Denied for budgetary reasons
Deny Denied 03/31/2014 10:59 AM ROBINSON, WILLIAM Denied for budgetary reasons
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

Approve Deny Cancel

Slide notes

Note the message indicating that the request has been updated, and that the Revert to Pending action
was captured in the Activity Log. Next, we will approve the request. Select next to continue.
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L ] ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

. Pending Approved Denied
Premium Pay Request ——— 00— O—

| Premium pay request successfully updated

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: e
Approver |Denied for budgetary reasons b
Comments: i
Activity Log
Action Resulting State Date Name Comments
Revert to Pending  Pending 03/31/2014 11:37 AM ROBINSON, WILLIAM Denied for budgetary reasons
Deny Denied 03/31/2014 10:59 AM ROBINSON, WILLIAM Denied for budgetary reasons
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

.Deny,.Canoel.

[ http://webta.kronosfederal.com/nfchost8/PremiumPayRequest ]

Slide notes
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.:I ™
“"WEBTA' &npioyee [ Supervisor | Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

. Pending Approved Denied
Premium Pay Request —O0———C

Premium pay request successfully updated
The premium pay time for 03/29/2014 has been added to the user's timesheet.
The premium pay time for 03/30/2014 has been added to the user's timesheet.

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: h
Approver |Denied for budgetary reasons »
Comments: b
Activity Log
Action Resulting State Date Name Comments
Approve Approved 03/31/2014 11:37 AM ROBINSON, WILLIAM Denied for budgetary reasons
Revert to Pending  Pending 03/31/2014 11:37 AM ROBINSON, WILLIAM Denied for budgetary reasons
Deny Denied 03/31/2014 10:59 AM ROBINSON, WILLIAM Denied for budgetary reasons
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

Revert to Pending Cancel

Slide notes

Note the message that the request has been updated, and that the time has been added to the

employee's timesheet. Next, we will return to the Main Menu by selecting the Supervisor tab. Select
next to continue.
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IE L ™
WE BTA Employee Sunenrisol Inbox [6] | Settings | Help | Log Out

Supendsor Main Menu > Premium Pay Requests =

Pending Approved Denied
—C———0—

Premium Pay Request

Premium pay request successfully updated
The premium pay time for 03/29/2014 has been added to the user's timesheet.
The premium pay time for 03/30/2014 has been added to the user's timesheet.

Transaction and Dates
Employee: MILLER, SAMANTHA

* Transaction:

Start Date End Date Start Time Stop Time  Daily Hours Total Hours Action
3:00 6:00
Remarks
Submitter -
Remarks: h
Approver |Denied for budgetary reasons »
Comments: b
Activity Log
Action Resulting State Date Name Comments
Approve Approved 03/31/2014 11:37 AM ROBINSON, WILLIAM Denied for budgetary reasons
Revert to Pending  Pending 03/31/2014 11:37 AM ROBINSON, WILLIAM Denied for budgetary reasons
Deny Denied 03/31/2014 10:59 AM ROBINSON, WILLIAM Denied for budgetary reasons
Submit Pending 03/25/2014 11:57 AM MILLER, SAMANTHA

| Revertto Pending | | Cancel |

[ http://webta.kronosfederal.com/nfchost8/ReleMenu/SupervisorMainhMenu ]

Slide notes
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Supervisor Main Menu

Ermployees
Certify All
Select Timesheets
Employee Leave Requests
Employee Premium Pay Requests

Employee Dollar Transaction Reguests

Repaorts
Reports
My Saved and Scheduled Reports
Adhoc Report Management

Telewark
Employee Telewark Requests

Employee Telewaork Agreements

Continuation of Pay (COP)
COP Events

FWEBTA covioyee (i

Inbox [58] | Settings | Help | Log OQut

Schedule
Ermployee Schedules List Wiew
Employes Schedules Grid Wiew
Schedule Requests

Shifts

Delegates/Reassignment

My Delegates

Emergency Contacts

Erployee Contacts

Slide notes
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Slide 35 - Finish

Select the Finish button.

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