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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Timekeepers training course. In this lesson, you will learn how to View 
Employee Leave Requests, View Leave Request History, View Leave Request Calendar, and View 
Employee Premium Pay Requests. Select next to continue.  
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Slide 4 - Slide 4 

 
Slide notes 
To view the status of employee leave requests, select the Employee Leave Requests link from the 
Timekeeper homepage. Select next to continue. 
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Slide 5 - Slide 5 

 
Slide notes 
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Slide 6 - Slide 6 

 
Slide notes 
All leave requests for the current and future pay periods are displayed. The various columns contain 
details for each request including status, employee name, start and end dates, leave type and number 
of hours.    
The list of current leave requests can be sorted by any of the column. In this example, we will leave it 
sorted the way it is.  
To view the details of a particular request, select the Leave Request status link on the row that 
corresponds to the request you want to view.  The leave request form will open.  In this example, we will 
select the pending request for Ben Davis.  Select next to continue.   
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Slide notes 
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Slide 8 - Slide 8 

 
Slide notes 
Here, you can see the request form, including the leave type, start and end dates, number of hours and 
any remarks added to the request. Next, we will scroll down to view the rest of the form. Select next to 
continue.  
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Slide notes 
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Slide notes 
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Slide notes 
At the bottom of the form, you can see the Activity log, which captures all actions and changes made to 
leave requests.  Next, we will scroll back to the top of the form. Select next to continue.  
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Slide notes 
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Slide 13 - Slide 13 

 
Slide notes 
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Slide 14 - Slide 14 

 
Slide notes 
Next, we will return to the Leave Requests page using the breadcrumb trail. Select next to continue.  
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Slide notes 
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Slide 16 - Slide 16 

 
Slide notes 
Select the History button to review leave requests from previous pay periods. Select next to continue.  
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Slide notes 
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Slide 18 - Slide 18 

 
Slide notes 
Here, you can see Leave Requests from past pay periods.  You can view their details by selecting the 
status link. In this example, we will return to the Current page by selecting the Current button. Select 
next to continue.  
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Slide notes 
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Slide 20 - Slide 20 

 
Slide notes 
One helpful new function of webTA is the ability for Timekeepers and Supervisors to view all leave 
requests together in a calendar by selecting the View Calendar button. Select Next to continue.  
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Slide notes 
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Slide 22 - Slide 22 

 
Slide notes 
The Calendar view can help you manage your workflow around employee leave.  Note that the status of 
all leave requests is designated by a letter to indicate whether it is approved, denied, or pending.   
To learn more about specific leave requests, select the link to get more details.  In this example, we will 
select the leave request for Chris Williams on the 25th.  Select next to continue.   
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Slide notes 
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Slide 24 - Slide 24 

 
Slide notes 
Here, you can view the details of the request. Next, we will return to the Main Menu using the 
breadcrumb trail. Select next to continue.  
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Slide notes 
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Slide notes 
Timekeepers may also view Premium Pay Requests for their assigned Employees by selecting the 
Employee Premium Pay Requests link from the Main Menu. Select next to continue.  
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Slide notes 
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Slide notes 
Just like the Leave Requests page, the Premium Pay Request page contains all current and future 
Premium Pay Requests for your employees. The list is also sortable by column. To view a request, 
select the status link. In this example, we are going to select the Pending request of Janet Jones. Select 
next to continue.  
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Slide notes 
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Slide notes 
Here, you can see the Premium Pay Request form, including the transaction, start and stop times, 
number of hours, remarks and the activity log. In this example, we are going to return to the Main Menu 
by selecting the Timekeeper tab. Select next to continue.  
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Slide notes 
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Slide notes 
 



USDA Timekeeper webTA Leave and Premium Pay Requests 

Page 31 of 31  ©Kronos, Incorporated 

Slide 33 - Finish 

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


