
USDA Timekeeper webTA Leave Balances 

Page 1 of 27  ©Kronos, Incorporated 

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 Balances, and Add Manual Forward Adjustment. Select next to continue.  
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Slide 4 - Slide 4 

 
Slide notes 
To view your Employees' leave balances, we first need to go to the Select Employees page. Select next 
to continue.  
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Slide 5 - Slide 5 

 
Slide notes 
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Slide 6 - Slide 6 

 
Slide notes 
Next, select the checkbox beside the employee whose Leave Balances you wish to view. In this 
example, we are going to select Chris Williams. Select next to continue.   
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Slide 7 - Slide 7 

 
Slide notes 
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Slide 8 - Slide 8 

 
Slide notes 
Next, we will scroll to the bottom of the page to show the Select Action section, and select the Leave 
Balances link. Select next to continue.  
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Slide 9 - Slide 9 

 
Slide notes 
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Slide 10 - Slide 10 

 
Slide notes 
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Slide 11 - Slide 11 

 
Slide notes 
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Slide 12 - Slide 12 

 
Slide notes 
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Slide 13 - Slide 13 

 
Slide notes 
Here, we can see a list of the various Leave Types. To view details about a specific type, select its link. 
In this example, we are going to select Annual Leave. Select next to continue.  
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Slide 14 - Slide 14 

 
Slide notes 
 



USDA Timekeeper webTA Leave Balances 

Page 13 of 27  ©Kronos, Incorporated 

Slide 15 - Slide 15 

 
Slide notes 
Here, we can see the accrual details for Annual Leave, by pay period. Let's scroll down to the bottom of 
the page. To Add a Manual Forward Adjustment, we will select the button below the list. Select next to 
continue.  
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Slide 16 - Slide 16 

 
Slide notes 
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Slide 17 - Slide 17 

 
Slide notes 
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Slide 18 - Slide 18 

 
Slide notes 
Use the pay period dropdown menu to designate the pay period in which you are adjusting, and type 
the adjustment into the Adjusted Forward Balance field. In this example, we will keep the selected pay 
period, and add 4 hours to the 8 listed for a total of 12. Select next to continue. 
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Slide 19 - Slide 19 

 
Slide notes 
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Slide 20 - Slide 20 

 
Slide notes 
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Slide 21 - Slide 21 

 
Slide notes 
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Slide 22 - Slide 22 

 
Slide notes 
Next, we will select the Save button. Select next to continue.  
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Slide notes 
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Slide 24 - Slide 24 

 
Slide notes 
Note the message indicating that the forward adjustment was successfully saved. Next, we will return to 
the Leave Balance Details page using the breadcrumb trail. Select next to continue.  
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Slide notes 
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Slide 26 - Slide 26 

 
Slide notes 
Also note that the forward adjustment has been added to the details page. Next, we will return to the 
Timekeeper Main Menu using the breadcrumb trail. Select next to continue.  
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Slide 27 - Slide 27 

 
Slide notes 
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Slide 28 - Slide 28 

 
Slide notes 
 



USDA Timekeeper webTA Leave Balances 

Page 27 of 27  ©Kronos, Incorporated 

Slide 29 - Finish 

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


