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Slide 1 - Learning Objectives 

 
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 3 - Review 

 
Slide notes 
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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 next 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, 
 



USDA Supervisor webTA Employee Premium Pay Requests 

Page 6 of 36  ©Kronos, Incorporated 

Slide 6 - Slide 6 

 
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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Slide notes 
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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. 
 



USDA Supervisor webTA Employee Premium Pay Requests 

Page 10 of 36  ©Kronos, Incorporated 

Slide 9 - Slide 9 

 
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.   
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Slide notes 
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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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Slide notes 
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Slide notes 
Select the Deny button to continue.   
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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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Slide notes 
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Slide notes 
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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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Slide notes 
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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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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. 
 



USDA Supervisor webTA Employee Premium Pay Requests 

Page 23 of 36  ©Kronos, Incorporated 

Slide 22 - Slide 22 

 
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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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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Slide notes 
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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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Slide notes 
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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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Slide notes 
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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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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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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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Slide notes 
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Slide 35 - Finish 

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


