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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Timekeepers training course.  Please review the objectives listed here and 
when you are ready to continue, select the Next button.   
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Slide 4 - Slide 4 

 
Slide notes 
In an earlier lesson, we talked about the Default Schedule. webTA also has a separate Schedule 
module, where employees can submit a Schedule Request for Approval and once approved, the 
Schedule details will display on the Timesheet.  
Timekeepers can also Submit Schedule Requests on behalf of their Employees. There are two options 
for viewing employee Schedules - List and Grid Views. Let's begin with list view. Select next to 
continue.  
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Slide notes 
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Slide 6 - Slide 6 

 
Slide notes 
Here, we see the employees assigned to us, and their schedules listed. Let's go back to the Main Menu 
and look at the Grid view. Select next to continue.  
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Slide notes 
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Slide notes 
Next, we will select Grid View. Select next to continue.  
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Slide notes 
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Slide 10 - Slide 10 

 
Slide notes 
Here, we see our Employees' Schedules in Grid form. You can move your mouse over a day within the 
Schedule to view more details. Let's try that now. Select next to continue.  
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Slide notes 
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Slide 12 - Slide 12 

 
Slide notes 
Here, we can see the details of this employee's Schedule, including Start, Stop and Meal times, number 
of hours and the Transaction Code. At any time, you can also view the details by selecting the link for 
the Employee's name.  
In this example, we are going to submit a new Schedule Request by selecting the first name from our 
list. Select next to continue.  
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Slide notes 
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Slide notes 
You can submit either a Permanent or Temporary Schedule for the Employee. In this example, we are 
going to select the Add Permanent Schedule button. Select next to continue.  
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Slide notes 
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Slide 16 - Slide 16 

 
Slide notes 
As you learned in the Employee Course, you can manually enter Shifts into the Schedule below. Or, 
you can use Schedule Templates. In this example, we are going to select the Insert Schedule Template 
button. Select next to continue.  
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Slide notes 
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Slide 18 - Slide 18 

 
Slide notes 
A list of available Templates displays. In this example, we are going to select the Flex Shift Template, 
and then the OK button. Select next to continue.  
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Slide notes 
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Slide notes 
 



USDA Timekeeper webTA Employee Schedules 

Page 19 of 39  ©Kronos, Incorporated 

Slide 21 - Slide 21 

 
Slide notes 
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Slide 22 - Slide 22 

 
Slide notes 
Note that the Flex bands have been added to the Schedule. When finished, scroll down to the bottom of 
the page and select the Submit button. Let's do that now. Select next to continue.  
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Slide notes 
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Slide notes 
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Slide notes 
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Slide notes 
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Slide notes 
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Slide notes 
The Employee's Supervisor will receive notification of the Request, and can approve or Deny it. Upon 
Approval, the Schedule will display on the Schedule tab of the Employee's Timesheet. And if you recall 
from earlier lessons, if the Employee's Retain Data Setting is set to Pay From Schedule, the hours will 
populate to the Timesheet. Let's return to the Main Menu. Select next to continue.  
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Slide notes 
 



USDA Timekeeper webTA Employee Schedules 

Page 28 of 39  ©Kronos, Incorporated 

Slide 30 - Slide 30 

 
Slide notes 
In addition to Viewing and Submitting Schedule Requests, Timekeepers can also view available 
Schedule Templates by selecting the link from the Main Menu. Select next to continue.  
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Slide notes 
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Slide 32 - Slide 32 

 
Slide notes 
Here, we see a list of available Templates. To view the details, select the link. In this example, we are 
going to select the Flex Shift. Select next to continue.  
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Slide notes 
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Slide notes 
Note the details of the Template. Let's return to the Main Menu. Select next to continue.  
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Slide notes 
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Slide notes 
To view available Shifts, we will select the link from the Main Menu. Select next to continue.  
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Slide notes 
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Slide notes 
A list of available Shifts displays. Let's return to the Main Menu. Select next to continue.  
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Slide notes 
 



USDA Timekeeper webTA Employee Schedules 

Page 38 of 39  ©Kronos, Incorporated 

Slide 40 - Slide 40 

 
Slide notes 
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Slide 42 - Finish 

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


