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1 Introduction 
This ‘How To’ guide is designed to provide step-by-step instructions for both supervisors and employees on how to 
perform the following administrative operations to accomplish the duties of their assigned roles and position:    

• How To Process Time and Attendance (T&A) in Quicktime 
• How To Access Quicktime Remotely 
• How To Request Office Supplies and Equipment 
• How To Request Commercial Training 
• How To Process Travel in Concur Government Edition (CGE) – Coming Soon! 

 

2 Time and Attendance (Quicktime) 
 

2.1 ‘How To’ Process Time and Attendance in Quicktime via Web Access 

2.1.1 Employee Instructions 

The following are detailed instructions on how an employee codes his/her time and requests leave in Quicktime. 

2.1.1.1 Process for Coding Time and Attendance in Quicktime 
 

1. Use the following url to access the Quicktime Application Login page and click Login.  
https://qtime.nbc.gov/proweb/qtime1534/login   

 
 

 
 

2. Log into Quicktime using the Employee ID and Password assigned to you and click Login.    
 

https://qtime.nbc.gov/proweb/qtime1534/login
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3. By default the ‘Current’ tab is already selected.  If you access your time card the Monday after the pay week, 
the system will advance to the next payperiod requiring you to click on the ‘Previous’ tab to review and/or 
make corrections and/or updates to your time in that same payperiod. Select Payroll. 
 

 
 

4. The system will direct you to your time card in ‘Payroll Week One’ as shown in the sample below.  While on 
this screen you should do the following before changing your ‘Status’ or advancing to ‘Payroll Week Two’: 
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a. Code your time for Week One.  Code both your hours using the Hrs codes and your activity using the 
Fav Keys (Favorite Cost Keys) provided by your timekeeper each fiscal year.  Make sure the week 
totals to 40 hours.  The hours codes that are commonly used are as follows: 

i. 010 = Regular Hours Worked 
ii. 020 = Annual Leave Used 

iii. 030 = Sick Leave Used 
iv. 050 = Holiday Not Worked 

 
Note:  If you are uncertain as to what code to use, you can always look it up by selecting the Hrs Code “box” next to 
the row you want to code then select . A new window opens up listing all of the codes you can use as shown. 
 
 
 
 
 
 
 
 
 
 

b. Before advancing to Payroll Week Two, click on . 

c. Select the tab for Week 2 and repeat the process performed in “a. and b.” and click on . 
d. Click the arrow in the Status box to change your status from unvalidated (UNV) to verified (VER) and 

click on . 
 

5. From the Main Menu, select Previous Menu. 
6. If you do not need to create a leave request and you are finished using Quicktime, then from the Main Menu 

select Exit to exit out of the system. 

javascript:void(0);
javascript:void(0);
javascript:void(0);
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2.1.1.2 Process for Requesting Leave in Quicktime 

The following are the steps for employees to follow when requesting leave, after successfully logging into Quicktime: 

1. Before submitting a leave request, first check sick and annual leave balances.  Click on the Leave Balance link 
listed in the Main Menu to the left of the screen. 

 

 

 

2. Leave balances will be displayed as in the screenshot below.  If leave balances are adequate for the leave 
amount(s) to be requested, proceed to step 3.  In the event, leave balances are inadequate, leave may have 
to be advanced which should be discussed with the supervisor before submitting the leave request in 
Quicktime. 
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3. Click on the Leave Request link listed in the Main Menu to the left of the screen. 

 
 

4. From the Leave Requests Summary screen, click on the ‘New’ request link. 
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5. From the ‘Submit Leave Request’ screen, click on  to select the Leave Type. 

                                                              

 

6. From the Leave Request Hours Codes screen, select the leave type being requested then click Ok. 

 

7. Continue populating the remaining fields on the screen then click Submit. 
8. Quicktime will return to the Leave Requests Summary screen. The leave request(s) just submitted will have a 

pending status until it is approved by a supervisor.  In addition, leave requests previously submitted that are 
to occur in the ‘current’ payperiod or ‘future’ payperiods as well as those that occurred in ‘previous 
payperiods are listed under their respective tabs. 

9. If you are finished using Quicktime, then from the Main Menu select Exit to exit out of the system. 
 

2.1.2 Timekeeper Instructions 

The following are the steps for a timekeeper to follow when reviewing and validating employee timecards in 
Quicktime: 

2.1.2.1 Process for Changing Roles from Employee to Timekeeper or an Alternate in Quicktime 
1. Once you’ve successfully logged into the Quicktime system you will see the Select Role screen.  As a 

timekeeper, this screen gives you the option of logging in as an ‘employee’ to complete your time or as a 

javascript:GetLeaveReqCodes();
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‘timekeeper’ to review and validate the time of the employees assigned to you.  Select Timekeeper and click 
Ok. 

 

2. The Select Alternate screen, gives you the option of selecting yourself or the name of another timekeeper 
you are an ‘alternate’ for and therefore responsible for validating the timecards of their employee group in 
their absence.   

a. If you are reviewing and validating your employee group, select yourself and click Ok. 
b. If you are also reviewing and validating the employee group of another timekeeper, select the 

timekeeper’s name and click Ok.   
 
Note:  Once you’ve validated the time of your employee group, you must exit then access the 
system again to validate the time of another timekeeper’s employee group.   

 

 

 

2.1.2.2 Process for Validating Employee Time in Quicktime 
 

1. From the Main Menu, select Group Validate. 
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2. The next screen will provide a listing of all the employees you have been assigned to as their timekeeper.  
a. First, check the status of each employee. 

i. UNV – means the employee’s timecard is unvalidated and he/she needs to complete and 
verify his/her time in Quicktime by c.o.b. on Thursday or Friday of the pay week.  

ii. VER – means the employee’s timecard is verified and the employee has already completed 
his/her time in Quicktime. 

iii. VAL – means the employee’s timecard has been validated by you and it is ready to be 
certified by the employee’s supervisor. 

iv. CER – means the employee’s timecard has been certified by his/her supervisor and it is ready 
to be released by the Payroll Office. 

v. REL – means the employee’s timecard has been released by the payroll office which typically 
doesn’t happen until the following Wednesday after the pay week. 

b. Second, click on each employee name to open the timecard to see if the employee recorded and 
coded his/her time correctly.  In addition, make sure any leave taken was properly requested and 
approved by a supervisor in the system. If leave is recorded without a leave request notify the 
employee. 
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3. After selecting an employee name from your employee group, the employee’s timecard will open up on 
Week 1.  Review Week 1 to ensure the time has been recorded and coded properly before clicking on Week 
2.  After you have reviewed Week 2 and it is completed and verified, then from the Status dropdown menu, 
select VAL.  Repeat step 3 until all of the timecards in your employee group have been validated! 

 

 
 
 

2.1.3 Supervisor Instructions 

The following are the steps for a supervisor to follow when reviewing and certifying employee timecards as well as 
approving employees’ leave requests in Quicktime: 

2.1.3.1 Process for Changing Roles from Employee to Certifier or an Alternate in Quicktime 

1. Once you’ve successfully logged into the Quicktime system you will see the Select Role screen.  As a certifier, 
this screen gives you the option of logging in as an ‘employee’ to complete your time or as a ‘certifier’ to 
review and certify the time of the employees under your supervision.  Select Certifier and click Ok. 

2. The Select Alternate screen, gives you the option of selecting yourself or the name of another certifier you 
are an ‘alternate’ for and therefore responsible for certifying the timecards of their employee group in their 
absence.   

a.   If you are reviewing and certifying your employee group, select yourself and click Ok. 

b. If you are also reviewing and certifying the employee group of another certifier, select the certifier’s name 
and click Ok.   

Note:  Once you’ve certified the time of your employee group, you must exit then access the system again to                                                       
certify the time of another certifier’s employee group.   

2.1.3.2 Process for Certifying Employee Time in Quicktime 
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1. From the Main Menu, select Group Certify. 
 

 
 

2. The next screen will provide a listing of all your employees for you to certify.  
c. First, check the status of each employee. 

i. UNV – means the employee’s timecard is unvalidated and he/she needs to complete and 
verify his/her time in Quicktime by c.o.b. on Thursday or Friday of the pay week.  

ii. VER – means the employee’s timecard is verified and the employee has already completed 
his/her time in Quicktime. 

iii. VAL – means the employee’s timecard has been validated by the timekeeper and it is ready 
to be certified by the employee’s supervisor. 

iv. CER – means the employee’s timecard has been certified by his/her supervisor and it is ready 
to be released by the Payroll Office. 

v. REL – means the employee’s timecard has been released by the payroll office which typically 
doesn’t happen until the following Wednesday after the pay week. 

d. Second, click on each employee name to open and review the timecard.  If the employee has 
recorded and requested leave and it is not approved, check the employee’s leave balance and either 
approve or disapprove the employee’s leave request. 
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3. After selecting an employee name from your employee group, the employee’s timecard will open up on 
Week 1.  Review Week 1 to ensure the time has been recorded and coded properly before clicking on Week 
2.  After you have reviewed Week 2  and it has been validated, then from the Status dropdown menu, select 
CRT.  Repeat step 3 until all of the timecards in your employee group have been certified! 

 

 
 

Hint:  You can certify all of the validated (VAL) timecards by clicking on CRT at the top of the screen  as shown 
in the screenshot below. 
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2.1.3.3 Process for Approving Employee Leave in Quicktime 
 

1. From the Main Menu, select Leave Request. 
 

 

 
2. From the Leave Request Summary screen, click on  to review the employee’s leave request and change the 

Status of the employee’s request. 

 

 
3. At the Leave Request Status Codes screen select Approve Request, Disapprove Request, or Cancel Request 

javascript:GetLeaveReqCodes();
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and click Ok. 

 

 

2.2 ‘How To’ Access Quicktime Remotely 

The following are the steps for employees, timekeepers and supervisors (certifiers) alike to access Quicktime 
remotely: 

 
1. Establish web browser security.  Make sure you have TLS enabled in your browser's options settings.  

Note: Download the Remote Access to Quicktime Time and Attendance User Guide for additional information 
and FAQs. 

2. Connect to Quicktime Time and Attendance using the DOI Apps Store at https://apps.doi.gov. 
3. Enter your username and password.  At the DOI MyDevice Portal screen, your username is what you use to 

login to your computer with your @bureau.gov at the end (e.g., leharmon@ios.doi.gov) and your password 
then click Connect. 

a. If you are currently using your DOI Access Card to access your GFE, then insert your DOI Access Card 
into the card reader and click Connect.  

 

 
 
 

http://oneinterior.doi.net/oneinterior/ittransformation/upload/User_Guide_-_Remote_Access_to_Quicktime_Using_the_DOI_Apps_Store_v3.pdf
https://apps.doi.gov/
mailto:leharmon@ios.doi.gov
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4. Select OS T&A system. 

  

 
5. Login the Quicktime Time and Attendance system through the Application Login screen. The steps from this 

point are the same as the steps provided in Section 2.1 ‘How To’ Process Time and Attendance in Quicktime 
via Web Access of this guide. 

 

3 ‘How To’ Request Commercial Training 
 

1. The employee must click on the link http://www.opm.gov/forms/pdf_fill/sf182.pdf to obtain and complete 
the SF-182 form. 

2. The employee submits the completed SF-182 form to their supervisor for approval. 
3. The supervisor reviews the form and compares the requested training to the employees’ Individual 

Development Plan (IDP). 
4. If the supervisor approves, he/she signs the SF-182 and returns it to the employee. 
5. Upon supervisory approval, the employee submits the signed SF-182 to their designated Executive Staff 

Assistant for payment. 
6. The employee registers for the course and coordinates with their Executive Staff Assistant to use her 

government purchase card to pay for the training.  

 

4 ‘How To’ Request Office Supplies and Equipment 
 

4.1 Process for Ordering Supplies 

When requesting office supplies, perform the following steps: 

1. Obtain the latest supply catalog(s) from the Executive Staff Assistant supporting your division. (See Table 1 
‘OCIO Executive Support Staff’ on page 9 of the OCIO Employee Guide). 

2. Prepare a list and provide the item number, name, description, quantity, color and page number for each 
item.  If you have a deadline and the request needs to be expedited make that known. 

3. Provide the line of accounting (LOA) – the OCIO account used to pay for supplies. 
4. Email the request to the Executive Staff Assistant supporting your division.   
 

http://www.opm.gov/forms/pdf_fill/sf182.pdf
http://www.doi.gov/ocio/onboarding/upload/OCIO-Employee-Guide-v1-0_9-17.pdf
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4.2 Process for Ordering IT Hardware 

 

4.2.1 Laptops or Desktops 

1. Employees are to work with their supervisor to identify their IT hardware and software needs.   
 

2. Upon supervisory approval, a request should be submitted in the form of an email addressed to one of the 
contacts below.  The request should include: 

• Type of system, be it a laptop or desktop. 
• State if the employee will be telecommuting or traveling (if so, use of a laptop is suggested) 
• List all details such as specifications and special requests (e.g., mouse, monitor, docking station, etc.). 

 
3. Upon receipt of the system, contact the DOI Help Desk on 888-367-1622 to have it configured.   
 
4. Once the configuration is completed and approved by the employee’s supervisor, forward the specifications 

and the  approval to one of the following purchasing contacts: 
 

 Contacts  
OCIO OBS Marian Thomas Marian_Thomas@ios.doi.gov 
OCIO PPC Audrey Childress Audrey_Childress@ios.doi.gov  
OCIO ITSSO Jay Alvarado (Servers & Software only) John_Alvarado@ios.doi.gov  
OCIO ITSSO Delayna Lujan Delayna_Lujan@ios.doi.gov  
OCIO ITSSO David Pearson David_Pearson@ios.doi.gov  

 

4.2.2 Cellphones and Tablets 

1. Employees are to work with their supervisor to determine if they require wireless equipment.   
 
2. Upon supervisory approval, a request for a smartphone should be submitted in the form of an  email to Essie 

Wilson at Essie_Wilson@ios.doi.gov and include the following information: 
 

• Type of smartphone requested (i.e., iPhone, Android, or Blackberry) 
• State if the employee plans to telework or travel frequently so the correct pooled minute plan is 

selected.   
• Indicate the preferred carrier between AT&T and Verizon to get the best wireless coverage possible 

in their home area.  
 
3. Specify the accessories, i.e., extra chargers, cases, etc., needed for the device.  This information should be 

included in the request for equipment.  
 
4. Essie will contact the DOI Help Desk to pick up the device and configure it and sync it with the employee’s  

DOI email.   Once it has been configured and synced, the device is activated on the wireless carrier and 
distributed to the employee. The time frame from start to finish is approximately two to three days.  

mailto:Marian_Thomas@ios.doi.gov
mailto:Audrey_Childress@ios.doi.gov
mailto:John_Alvarado@ios.doi.gov
mailto:Delayna_Lujan@ios.doi.gov
mailto:David_Pearson@ios.doi.gov
mailto:Essie_Wilson@ios.doi.gov
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