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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 Delegate 
your Supervisor capabilities to another Supervisor. Select next to continue.  
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Slide notes 
As a Supervisor, you play a key role in making sure your employees are paid each pay period, on time.  As you have learned, you are responsible for 
certifying their timesheets prior to them being processed.  Without certification, there is a risk that your employees will not get paid. 

Therefore, it is critical that you delegate your supervisor responsibilities to someone else.  This is essentially assigning a back-up.  A delegate is a fellow 
Supervisor, meaning they have the Supervisor role assigned to their profile in webTA.   

Delegates can perform the same functions you can perform on behalf of your employees including timesheet certification, and the approval of leave and 
premium pay requests. To continue, Select the My Delegates link. 
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Slide notes 
Here, we can see that this supervisor has not yet assigned a delegate.  Let's do that now.  Select the Add Delegate button to continue.   
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Slide notes 
Here, we can see a list of available supervisors to whom we could delegate our supervisor responsibilities. In this example, we are going to select Sophia 
Martinez. Select next to continue. 
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Slide notes 
Then, we will select the Select Checked Users button.  Note, that you can assign as many delegates as you like.  Select next to continue.   
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Slide notes 
Note the confirmation message indicating that we successfully delegated to 1 additional supervisor. Now, this supervisor can perform functions on your 
behalf.  

Delegates remain assigned indefinitely.  To remove an assigned delegate, select the X in the row that contains their name or select the Undelegate All 
button to remove all assigned delegates. Delegates can be assigned and unassigned at any time.   

While we have delegated our Supervisor responsibilities to Sophia Martinez, that does not mean that we automatically become her delegate. She would 
need to assign us as delegate in order for us to see her employees. 

Next, we will return to the Main Menu by selecting the Supervisor tab. Select next to continue. 
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Slide notes 
Now that we have seen how assigning a delegate works, let's take a look at how you would work with employees who have been delegated to you. Since 
we delegated our supervisor capabilities to Sophia Martinez, she has assigned us as a delegate as well.   

To see what that looks like, we will go to the Select Timesheets page. Select next to continue. 
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Slide notes 
If you recall from the Select Employees lesson, we learned how to use the Search fields above the list of employees to filter the employees displayed. One 
field we did not cover was the Delegates For field. The default setting for this field is None, as seen here. 

This means that we will only be shown the employees assigned to us - and none who have been delegated to us by a fellow supervisor. Let's take a look at 
the other options for this field. Select next to continue. 
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Slide notes 
If we were to select All, we would see the employees assigned to us, as well as those for Sophia Martinez. In this example, we will select All and then select 
the Search button. Select next to continue. 
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Slide notes 
Note that the list of employees now includes those who have Sophia Martinez as their Supervisor. We can also view only those employees, and not display 
our own employees by selecting her name from the Delegates For menu. Select next to continue. 

 



USDA Supervisor webTA My Delegates 

Page 21 of 34  ©Kronos, Incorporated 

Slide 21 - Slide 21 

 

Slide notes 
 



USDA Supervisor webTA My Delegates 

Page 22 of 34  ©Kronos, Incorporated 

Slide 22 - Slide 22 

 

Slide notes 
 



USDA Supervisor webTA My Delegates 

Page 23 of 34  ©Kronos, Incorporated 

Slide 23 - Slide 23 

 

Slide notes 
 



USDA Supervisor webTA My Delegates 

Page 24 of 34  ©Kronos, Incorporated 

Slide 24 - Slide 24 

 

Slide notes 
Then, we will select the Search button to filter the list. Select next to continue. 

 



USDA Supervisor webTA My Delegates 

Page 25 of 34  ©Kronos, Incorporated 

Slide 25 - Slide 25 

 

Slide notes 
 



USDA Supervisor webTA My Delegates 

Page 26 of 34  ©Kronos, Incorporated 

Slide 26 - Slide 26 

 

Slide notes 
Now, we are shown only the employees who have Sophia Martinez as their supervisor. You can perform functions on behalf of these employees the same 
way you would your own. Next, we will return to the Main Menu by selecting the Supervisor tab. Select next to continue.  
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Slide notes 
One important detail to consider:  Validated timesheets of employees delegated to you from a fellow Supervisor will not show up when you select the Certify 
All link.  

To Certify these timesheets, you would need to go to the Select Timesheets page, filter the list as we just learned, select the timesheets, and then select the 
Certify Selected link. 

Also, you will not receive messages in your Inbox for validated timesheets or leave and premium pay requests for delegated employees. But, you can view 
their Leave and Premium Pay requests from the corresponding links on the Main Menu. In this example, we will select the Employee Leave Requests link. 
Select next to continue.  
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Slide notes 
Here, we can see the Leave Requests for our employees, as well as those for Sophia Martinez, since she has assigned us as her delegate. You can use 
the column sort function to organize the list of requests by Supervisor.  

Next, we will return to the Main Menu by selecting the Supervisor tab. Select next to continue. 
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Slide notes 
If we have been assigned as a delegate, we would also see the Premium Pay Request for those employees on the Employee Premium Pay Request page. 
Select next to continue. 
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   

 

 


