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Slide 1 - Learning Objectives 

 
Slide notes 
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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Slide notes 
Taking action on employee leave requests is easy through webTA. When employees submit a request 
in webTA, 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 leave request, the requested hours will automatically populate to the 
employee's timesheet. Select next to continue. 
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Slide notes 
When you log into webTA, you will see the menu for the highest role assigned to your profile. In this 
example, this user is assigned the Supervisor Role, so we see the Supervisor Main Menu. If you have 
multiple roles assigned to you, use the tabs to access the menu you need.  
The “Employee Leave Requests” link allows you to view, approve, or deny leave requests submitted by 
your employees.To continue, select the Employee Leave Requests link.  
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Slide notes 
The Current Leave Requests page displays all Pending, Approved and Denied leave requests for the 
current and future pay periods. It also will display any Pending requests from past pay periods. 
You can also see the key details of each request, including the start and end dates, leave type, number 
of hours requested, the date the request was submitted, and the employee's supervisor and 
timekeeper.   
You can sort the list of leave requests by selecting the column header.  Currently, the list is sorted by 
the last name of the employee making the request. In this example, we will sort the list by Start Date. 
Select next to continue. 
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Slide notes 
Note that the list is now sorted by start date. 
To view the details of a leave request, select its status link from the list.  In this example, we are going 
to select the second to last request on the list, the Annual Leave request for Ben Davis.  Select next to 
continue. 
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Slide notes 
Here, you can review the request details, including Leave Type, the employee's balance for that Leave 
Type, the start and end dates, as well as the number of hours. 
The employee is able to enter comments as necessary, in the Submitter Remarks field. As the 
approver, you can also enter any necessary remarks in the approver field. 
If the employee is requesting Sick Leave, they must provide a purpose in the Sick Leave Purpose 
section.  Let's scroll down and look at the rest of the form. Select next to continue. 
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Slide notes 
If the employee is requesting FMLA leave, they will have completed that section. The Certification and 
Privacy Act Sections are also included on the form. To approve, we will continue to scroll down. Select 
next to continue. 
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Slide notes 
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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Slide notes 
Note the message indicating that the request has been updated, and since this request falls in a future 
pay period, the time will be added to employee's timesheet when it is created.  Also note that the status 
has changed to approved.   
Next, we will return to the Leave Requests page using the breadcrumb trail.  Select next to continue.   
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Slide notes 
Let's select another request from the list. In this example, we are going to select the Pending request for 
Janet Jones. Select next to continue.  
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Slide notes 
Note the message displayed at the top of the form stating that the requested amount of leave exceeds 
the current balance. Employees can request more hours than they have, but it is up to you, the 
Supervisor, whether or not you approve the request.  
In this example, we are going to deny the request. Select next to continue.  
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Slide notes 
Here, we see another message in addition to the previous one. This alert is stating that when denying a 
leave request, you must provide a reason in the Approver Comments field. Next, we will provide a 
reason, and then deny the request. Select next to continue. 
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Slide notes 
Select the Update button to save the comment. 
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Slide notes 
And then scroll down to display the Deny button.  
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Slide notes 
Note the message indicating that the request has been updated, and that the status has changed to 
denied.   
Next, we will return to the Leave Requests page using the breadcrumb trail.  Select next to continue.   
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Slide notes 
Note that although we denied the request, it is still listed on this page.  The reason for this is, as 
mentioned earlier in the lesson, all requests in the current pay periods will display on the current page.  
Once the pay period in which they fall is in the past, they will be moved to the History page.   
Let's approve a request in the current pay period. In this example, we will select Mark Johnson's 
pending Sick Leave request. Select next to continue. 
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Slide notes 
Next, we will scroll down to approve the request. Select next to continue. 
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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 Leave Requests page using the breadcrumb trail.  Select next to continue.   
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Slide notes 
We have mentioned the History page, for old leave requests. To view, select the History button.  
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Slide notes 
Here, we can see approved and denied requests from earlier pay periods. 
One additional feature available to supervisors to help manage their employee's leave requests is the 
Leave Calendar.  Select the View Calendar button to continue.   
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Slide notes 
Let's move ahead to April . . .  
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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 are going to select the request from Chris Williams on the 25th. Select next to 
continue. 
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Slide notes 
Just as with the Current Leave Requests page, you can view, approve and deny the request through 
the Calendar view.  In this example, we are going to return to the Calendar using the breadcrumb trail.  
Select next to continue.   
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Slide notes 
Let's review a few additional details of the Calendar page. As mentioned, the status of the request is 
listed in parentheses next to the number of hours. The legend for the request status abbreviation is 
listed above the calendar. 
You can navigate to past, and future months by using the dropdown menu, or the previous and next 
controls on either side of the dropdown menu.   
Also note the View dropdown menu. The default is set to All. This means the requests from your 
employees, as well as the employees for whom you serve as a Supervisor Delegate will display. Next, 
we will expand this menu to view other options. Select next to continue. 
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Slide notes 
It is possible to delegate your supervisor responsibilities to a fellow supervisor in webTA.  This is highly 
recommended, since it is a good idea to have a back-up who can perform your duties in the event you 
are unable to do so.  Delegation will be covered in a later lesson.   
To filter the Request Calendar to include only your employees, or only those delegated to you, select 
the option from the dropdown menu. Next, we will return to the Main Menu by selecting the Supervisor 
tab. Select next to continue. 
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Slide notes 
You have completed this lesson. To continue, select the Finish button.   
 

 


