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Slide 1 - Learning Objectives 
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Welcome to the webTA for Supervisors training course.  Please review the objectives listed here and 
when you are ready to continue, select the Next button.   
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As a Supervisor, you are responsible for managing your employee's Telework Agreements and 
Requests. In order for an employee to add Telework Transactions to their Timesheet, they first must 
have an approved Telework Agreement.  
In order for Employees to submit Telework Agreements and Requests, they must first be Telework 
Eligible. This can be checked by looking at the Employee Profile. Let's do that now by clicking the 
Select Timesheets link. Select next to continue.  
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In this example, we will look at the Profile of Joshua Thompson by selecting his User ID link . Select 
next to continue.  
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Next, we will select the Telework link on the left side of the screen. Select next to continue.  
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Here, we can see that this employee is Telework Eligible. Let's return to the Main Menu using the 
breadcrumb trail. Select next to continue.  
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Employees can submit Telework Agreements for approval. To view a list of your employee's Telework 
Agreements, select the link from the Main Menu. Let's do that now. Select next to continue.  
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Here, we see a list of employee Telework Agreements. As with other tables in webTA, this list is 
sortable by column. Click the header to sort the list by that column. In this example, we are going to 
leave it sorted the way it is.  
You can also use the Search fields and dropdown menus to filter the list or find a specific Agreement, 
as needed. To view the details of an Agreement, select the status link for the employee you wish to 
view. In this example, we are going to select the Pending link for Joshua Thompson. Select next to 
continue.  
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Here, we see the Telework Agreement form. The top portion contains the Agency Guidelines and links 
to Departmental and Agency Telework and Internet and Email Policies. Below that is the Employee 
Information, the Telework Type and dates for the Agreement. Let's scroll down and view more of the 
form. Select next to continue.  
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Here, we see the options for Telework Location, Address and Phone, the Mileage Saved per Day, and 
the Completed Requirements of this particular Agreement. Let's scroll down and view the bottom of the 
form. Select next to continue.  
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There are 6 Requirements that must be met for an approved Telework Agreement. The first two are 
completed by the Employee. The boxes must be checked and a date must be entered for each. The 
next four are to be completed by the Supervisor.  
Next, we will select the checkbox for the Data Security Procedures Requirement. Select next to 
continue.  
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Next, we will click the calendar icon and select May 12th as the date the Requirement was completed. 
Select next to continue.  
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In the background, we will do the same for the remaining three Requirements. Select next to continue.  
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Below the Requirements section, is the Telework Schedule, Schedule Notes and other Comments, 
including Remarks from the Submitter, the Approver and the Reason for Denial dropdown Menu. Let's 
scroll down again to view the bottom portion of the form. Select next to continue.  
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Next, are the Termination Details, including date, reason and remarks.  
We mentioned the Denial Reason. If you are denying an Agreement Request, you must select a reason 
from the dropdown menu. You must also enter a comment in the Approver Comments field. Let's take a 
look at the Denial Reasons now. Select next to continue.  
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Here, we see the available denial reasons. Select next to continue.  
 



USDA Supervisor webTA Managing Employee Telework Agreements and Requests 

Page 35 of 49  ©Kronos, Incorporated 

Slide 35 - Slide 35 

 
Slide notes 
Below the Termination Details section is the Activity Log, which captures changes in status of the 
Agreement. And finally, the Action buttons. The Approve button approves the Agreement, and 
depending on your system permissions, you will either see a Deny button, or a First Level Deny button.  
The Deny button denies the Agreement. The First Level Deny button directs the Agreement Request to 
the second level approver, which is usually your Supervisor. The second level Approver has final say on 
the Agreement and can override a First Level denial.  
In this example, we want to Approve the Agreement so we will select the Approve button. Select next to 
continue.  
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Note the message indicating that the Agreement has been approved. This employee can now submit 
Telework Requests and add Telework time to their Timesheets. Next, we will return to the Main Menu 
by selecting the Supervisor tab. Select next to continue.  
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In addition to approving Telework Agreements, Supervisors are also responsible for Approving and 
Denying Employee Telework Requests. Employee Telework Requests are very similar to Leave and 
Premium Pay Requests in webTA.  
When an employee submits a Telework Request, the Supervisor receives a notification in their Inbox 
and they can Approve or Deny it as needed. To view Employee Telework Requests, select the link on 
the Main Menu. Let's take a look. Select next to continue.  
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Here, we see a list of Current Telework Requests. The list is sortable by column. By default, the list is 
sorted alphabetically by last name. To change this, select the column header. In this example, we are 
going to leave it as is. You can also view past Requests by selecting the History button. We will remain 
on the Current page.  
To view the details of the Request, select the status link of the desired request. In this example, we are 
going to select the second request from the list. Select next to continue.  
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Here, we see the Employee name, Telework Code, Reason, Dates and Start and Stop times and 
number of hours for the request. We also see the Remarks field, the Activity Log and the Action 
buttons. Note that if you are Denying the request, you must enter a reason in the Approver Comments 
field. In this example, we are going to Approve the request. Select next to continue.  
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Note the message indicating that the request has been approved. If the request was within the current 
Pay Period, the hours would be added to the employee's Timesheet. In this case, the request is in a 
future Timesheet, so the message tells us that the hours will be added to the Timesheet once it is 
created. Let's return to the Main Menu by selecting the Supervisor tab. Select next to continue.  
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You have completed this lesson. To continue, select the Finish button.   
 
 


