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Slide 1 - Learning Objectives 

 
Slide notes 
Welcome to the webTA for Timekeeper training course.  In this lesson, you will learn how to Delegate 
your Timekeeper duties to a fellow Timekeeper and Takeover Timekeeper duties for an employee. 
Select next to continue.  
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Slide 4 - Slide 4 

 
Slide notes 
As a Timekeeper, you can manage the scope of your timekeeping responsibilities by delegating your 
responsibilities to another Timekeeper or assigning employees to yourself. 
It is a good idea to delegate your Timekeeping responsibilities to a fellow timekeeper in the event that 
you are out of the office or otherwise unavailable. Once you assign a delegate, this timekeeper can 
effectively serve as your back-up and perform the same functions on behalf of your employees that you 
can perform.  
To begin, let's take a look at the My Delegates page by selecting the link from the Main Menu. Select 
next to continue.  
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Slide notes 
Here, we can see that this Timekeeper has not yet assigned a delegate.  Let's do that now.  Select the 
Add Delegate button to continue. 
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Slide notes 
Here, we can see a list of available timekeepers to whom we could delegate our timekeeping 
responsibilities. In this example, we are going to select Madison Jackson. Select next to continue. 
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Slide notes 
Then, we will select the Select Checked Users button.  Note, that you can assign as many delegates as 
you like.  Select next to continue.   
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Slide notes 
Note the confirmation message indicating that we successfully delegated to 1 additional Timekeeper. 
Now, this timekeeper can perform functions on your behalf.  
Delegates remain assigned indefinitely.  To remove an assigned delegate, select the X in the row that 
contains their name or select the Undelegate All button to remove all assigned delegates. Delegates 
can be assigned and unassigned at any time.   
While we have delegated our Timekeeper responsibilities to Madison Jackson, that does not mean that 
we automatically become her delegate. She would need to assign us as delegate in order for us to see 
her employees. 
Next, we will return to the Main Menu by selecting the Timekeeper tab. Select next to continue.  
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Slide notes 
Now that we have seen how assigning a delegate works, let's take a look at how you would work with 
employees who have been delegated to you. Since we delegated our timekeeper capabilities to 
Madison Jackson, she has assigned us as a delegate as well.   
To see what that looks like, we will go to the Select Timesheets page. Select next to continue. 
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Slide notes 
If you recall from the Select Timesheets lesson, we learned how to use the Search fields above the list 
of employees to filter the employees displayed. One field we did not cover was the Delegates For field. 
The default setting for this field is None, as seen here. 
This means that we will only be shown the employees assigned to us - and none who have been 
delegated to us by a fellow timekeeper. Let's take a look at the other options for this field. Select next to 
continue. 
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Slide notes 
If we were to select All, we would see the employees assigned to us, as well as those for Madison 
Jackson. In this example, we will select All and then select the Search button. Select next to continue. 
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Slide notes 
Note that the list of employees now includes those who have Madison Jackson as their Timekeeper. 
We can also view only those employees, and not display our own employees by selecting her name 
from the Delegates For menu. Select next to continue. 
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Slide notes 
Now, we are shown only the employees who have Madison Jackson as their timekeeper. You can 
perform functions on behalf of these employees the same way you would your own. Next, we will return 
to the Main Menu by selecting the Timekeeper tab. Select next to continue.  
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Slide notes 
In addition to Delegating your timekeeper duties to a fellow timekeeper, you can also take over 
timekeeper duties for an employee. This is essentially assigning yourself as an employee's timekeeper.  
To assign an Employee to yourself, select the Takeover Employee link on the Timekeeper main menu. 
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Slide notes 
A list of employees in your organization is displayed.  Select the employee you wish to take over, or, 
you can use the search field to narrow the list.  If you do not see the employee you are looking to take 
over, talk to your HR Administrator.  In this example, we are going to select Gary Sullivan.  Select next 
to continue.   
 



USDA Timekeeper webTA Role Assignment 

Page 28 of 36  ©Kronos, Incorporated 

Slide 30 - Slide 30 

 
Slide notes 
 



USDA Timekeeper webTA Role Assignment 

Page 29 of 36  ©Kronos, Incorporated 

Slide 31 - Slide 31 

 
Slide notes 
Note the message indicating that we have successfully taken over as timekeeper for this employee.  
You can continue searching for employees and taking over as their Timekeeper, but, in this example, 
we are going to select the Timekeeper tab to return to the Main Menu.  Select next to continue.   
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Slide notes 
Next, we will confirm that we are now the employee's timekeeper by viewing the Select Timesheets 
page. Select next to continue. 
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Slide notes 
Here, we can see that Gary Sullivan is now on our list of employees. Next, we are going to select the 
Timekeeper tab to return to the Main Menu.  Select next to continue.   
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Slide 38 - Finish 

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


