2.

Quicktime Timekeeper Step-by-Step Guide
(amending a timesheet)

Once you receive an email with an amendment request, log in to Quicktime at the
following site: https://gtime.nbc.gov/proweb/qtime1534/login. The screen should look
like this:

* A Cousme e

WARNING TO USERS OF THIS SYSTEM

Last Updated 03192008, THE SYSTEM WILL NOT SE AVARLABLE FROM 815 AT $00 PMTO & 1% FOR FEND
UPGRADES. IT WILL BE AVALADLE AGADY OX 229

Thie commpoter systern, ieciudicg all related squtpnest, networks, and sutwerk devicw {inciofing Ixteczet scoem), o
peovided by the Departrment of the Intenior {DOT) in accosdance mith the agensy palicy for cfical s and Limited pecsoaal
e

Al ageszy compotet nyiems iy hmud‘«nﬂ"ﬂwpo— muaﬁxulunv Gezzbed o, ety thet s
zsthorzed, for manspeneat of the ryates, to & agams d aczam, and to veeify secaity
procedsom, srvivablity aed cpennocal meunty Any nd o tha s een a3y be &, rvoceded
copied ad weed for 3RO porpeses 3t asy time All siformanen, iecledieg peronal mformatico, placed Of sen! oowr
thin wyalarn fruey Be micstiteced, and weers of this svatammn ars remiinded (hat 1sch meaficrng dods oo Thetafors, thes
shoudd Se no expectation of privacy witk reapect to me of thos mem

By logpag w10 fhas agency comgster vatem, vow admesladge 3k conmnt 10 the momtanng of this wten Evidence of
yout v, aath d o b 4, cellocted durieg g iy be mvad fer ool rirmiral adstisiative of othar
advete actizn. | mﬂu-ﬂduwu&cmumm

This is a Privacy Act Svstem of Records

Acoss 10 Thes inforrsanon i kmasd 10 oely o nho kave 2 nesd for e wformation = the perfarmancs of ther offeial
datios Dusclosces withoor the cosset! of the sdect ef the tfermution is rotracted snlen reguired by 134 Freedem of
Inforreatzon Azt; to thom lnted = 3o appropriste Federal Ragutec Syatem of Racords Notice soder the “rostine zee”
wchion for the porposes detified i that metios: 3od to thoe idsetifisd n 43 CFR 2 56

Thase tecoed tay 2ot b aliered o deatroyed euoept 0 istheeited by SXCFR 252

Plazas comazt yoor office 1 Privacy Azt Qfficer for advize oo Suciovare restnstioss.

CRIMINAL PENALTIES FOR DISCLOSURE) The Prvacy Act contaus provimocs far crmmal penaltem for knaningly
aed ve wilfilly Gaclosseg infarmation frace this yiteen wilen peopely andornzed

—

Click on Logln

LogIn: The Username will be SOSXXX% where XXX are your initials and % is a
number provided to you. Enter your username and password and click Logln.
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Password:
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3. If you are a timekeeper and a back-up certifying official you will have the option to
choose either the Timekeeper role or Certifier role.
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Available Roles for: CORONA JACLYNT.

C Employee

imekeeper
O Certifier

Ok I
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For the purposes of this guide you will be entering amendments for other employees, so
please select the Timekeeper role and click Ok.

4. If you are a primary and a back-up timekeeper you will have the option of choosing
yourself or another timekeeper. Choosing another timekeeper allows you to see that
timekeeper’s employees. For the purposes of this guide select yourself as timekeeper and

click Ok.
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Available Roles for;: CORONA JACLYN T.
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5. Please note one important item on the main screen:
a. The Current and Previous tabs indicate the time period for which you will be
entering data. As of 12 midnight on the last Saturday of the pay period the data
on the Current tab moves onto the Previous tab. If Current is highlighted (as
shown here in black) then you will be working in the<urrent pay period. If you
need to make changes to an un-certified timeshegt0n the Monday following a pay
period you will need to click on the Previou

T} aby [CQuickJ:ime

CORONA JACLYNT. Previous
Current Pay Period: 2011 - 20
09/11/2011 - 09/24/2011

Payroll Remarks

Emplovee: CORONA JACLYNT.

Sign In/Out

6. In order to create an amendment you need to select an employee first. To do this, make
sure you are on the Current tab; then click on the down arrow on the left hand menu.
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CORONA JACLYNT. rrevious
MAIN MEZ u

Current Pay Period: 2012-3
01/15/2012 - 01/28/2012

Timekeeper: CORONA JACLYNT.
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On the pop-up menu, click on the Refresh menu to populate the list of employees.

Select the employee that needs an amendment to their timesheet and click Ok.

ANDREW JOWATHAM M.
BASTIAMN HENEY W.
BEREY RIIZZELL D.
DOUGLAS JAMES C.
MAUNEY LOUIS A,
MAZZIER WINCENZO M
ROWDABAUGH EIRE M.
SLOAM JEWNA
TEEMEMA PETER D A
WALTERS HOLLY .
ZAHARA EILEEM M.
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9. This takes you back to the main screen. Notice the employee’s name is in the box in the
top left corner. In order to create the amendment need to click on Create
Amendments on the left-hand menu.

i it
G_._f:. v |(C, reps:jichine b, govsronebictine 153 b =0000SCODON00EE T 1 3275041301363
Fis Edt Vew Favorkes Took Help

@l vwzzer vincerc il

Current Pay Period: 2012-3
01/152012 - 01/2822012

CORONAJACLYNT.

10.  Choose the year and pay period by clicking on the down arrows and click Ok.
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CORONA JACLANT,
MAIN MENU

Employee 1D:
Yean:
Pay Period:

Actrvatr Eaployee
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11.  This takes you to the payroll screen, where you can make the necessary adjustments.
Notice this is an amendment, not the original data entry.
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12.  Once you have made the necessary changes, be sure to VValidate (VAL) the amended
timesheet.
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13. Be sure to notify the certifier via email that the amendment is awaiting review and
approval.




