Quicktime Update 17.02 Job Aid
Quicktime is getting a new look and feel! This job aid will point out the cosmetic changes of the system.

Note: There is no change in functionality for this update — there will not be functionality coverage in this
job aid. For a refresher on your role(s) in Quicktime, you may take the Web-Based Training available on
the IBC Training Portal (Available After August 25t)

Login

WARNNG TO USERS OF THS BYSTEM
Lant Upcates: S0102012
TR A NOTICE OF ORI TORNG OF ThE DRFAR TRINT OF THE S TRRIGH [DO] ISOAMA BCN §YSTRNE
Thn comgpier yyvmer fetodyg ol reled sesaTart, retaeria 208 Metvort devens [Inciusing interset seoeri), i pree bied by Sw Departrran! of the e [DOF) 1 sccermsocy Wit e agerry
poiicy for oftcisl s 303 LEaEss pertons use

A% BOTCY COMPUIRE TYTIRYIL Taly 3% FISEE0AI 11 2K LEATH SUTPOLAL, NCTEONG Nl ROt IURERE 30 SNMANNG TI3T 364 15 JETILATEE. 151 MEIPIQRMT] 5 ITe WYSINN, 15 L biate promcion Mg
e securty Aoy £ 995 COMEUANT ITIIRNT My BE SRARRRRE, recertiod, Copied ond Laet ¢ Althertoe

SPAMSUO N 320000, A0 B3 Rrfly Securtly v
Parposes 32 vy teve. AN ISfSrmanar, ORI PArTonal AISITIESIn, PLICKS OF M SeNr IRIL SN FLYY D6 MOCONSIRE, 308 Shers B UL N LT 318 PPN that TASh NOALIring GO SCCMT
TIMOHIR, TRate AROUME B 10 S RBOEIMN OF N ey WITY IRSSenT 10 Like 91 TAA Sy aient

o corveted darvy § ey e

) QYD O 193 IPINLY COrpENT 17V, pos sehrowsedEe ard Coman ) B mestieTey of vt Tritem Ceownce 8 pewr 3
ARG S CIVI, SINPATY, SSERRALTIING, OF STNT SSVHITE 3CHON. Unatehonimed o Begal 518 May LABHRCE POt I PrOSscEtion

Tam = 2 Privacy Act Syswes of Recoray
SIS 00 THA RTINS 1 MR ERE 00 ARl IRESE w0 NS & Sead 10 T ANTRITON 1) 1N TR ance OF et GETMAN BUDeS CIRSOAATS WIRSLE T S8 Rar! of 1T Balmdl OF Twe FOUTRaben b
Testocied uens recured by Bre Freescee of Sverreaton At o $1008 Suied 1 a0 spproorias Pedecsl Regrater Syshem of Recards Nobcs seeer e “Toutee Lae” SeTHI for 96 PUDSeES Kderrted ie
FUIT MAGTIIN; ARE 03 DA IRrtiied N A2 CE R 20

TROSE FRAGIPL Wiy 01 e M0 6 SRITONWD B EMIT 36 AINEIING By LS CA N T8

FIeine coviat Yout STee ) Prrvaey Acl CITeer for advis o8 (RS0UIre SR

CAWTAL PENALTIES POR DOSGLOTUNE The Prrviey A0LEArIIITS Broviintsn S0 LM Senated o Saewivgly S005 wirily Gckmity ermaten Yo 163 Sriwm asins smperty svtiaried

o The Application Login contains the same information as the old version. Feel free to review as

necessary.
e Select the | Agree button to complete your Login

Employes ID:
Password:

For assistance, contact the USGS Service Desk:
Toll Free:

USGS Service Desk Hours of Operation are 7:00AM - 8:00PM ET.
or email:

Online Chat Support:
Intranet Web Site:

e Input your Employee ID and Password, as normal. Note that helpdesk information is available

for your agency (USGS in this example)




Messages/Select Role

Employee Messages

Notice: Messages older than 6 weeks are deleted automatically.

& Select/Unselect all rows || % Delete all rows | € Delete selected rows

Message
0710712017 10:40 | Leave request 211396 submitted on 7/7/17 10:40 needs action. *NBC CHISHOLM FRED

0710712017 11:05 | Leave request 211397 submitted on 7/7/17 11:05 needs action. *NBC GARCIA DON
071212017 06:15 | Leave request 211417 submitted on 7/12/17 6:15 needs action. >NBC WHITESIDES MYRAND
07112(2017 06:16 | Extra Hours request 31173 submitted on 7/12/17 6:16 needs action. *NBC WHITESIDES MYRAND

e If you have any messages from the system, they will still display before you access the Home
Page. Note the inclusion of descriptors for the buttons at the top, versus symbols.
o If you do not have any messages, you will either be taken to the Select Role screen (if
you have multiple roles in Quicktime) or the Home Page.
e Select Continue to move forward

Select Role

Available Roles for:NBC WHITESIDES MYRANDA

og)g|o

®Employee
OTimekeeper
Ocertifier

OAdministrator

o If you have multiple roles in the system, you will still be asked which role you would like to
select before you reach the Home Page. Select the appropriate role and select Ok.
o If you do not have multiple roles (i.e. only have employee role), you will not see this
screen and will be taken to the Home Page after the Messages screen (if you have
messages).




Quicktime Home Page
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e Notice the absence of menu options on the left hand side of the screen. These menu options are
now available in a drop-down menu at the top of the screen:

Interior

Business MAIN MENU ~ Previous Current
Center

e Hover over the MAIN MENU drop down to see the menu options:

MAIN MENU ~

Pay Feroas

| Select Role I

“hange Fassworng

Payral

Dafaull Screcuw
Defaull TAA
Creans Fulure TAA

View Future T&A

Mex33Qes

Leave Baance

Leave Request
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Repors
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About TEA

Helpdesk




e This drop-down menu functionality will translate to menu options that have their own menus,
such as Reports and Configuration (for Administrators)

REPORTS - Previo

Leave Balance
Statement
History

Daily Attendance

FPrevious Menu

About T&A
Helpdesk

Changes in Timesheets

As a reminder, there are no functionality changes in the system. Timesheet data entry and
completion will remain the same as with the old version of Quicktime.
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o The system will still break down both weeks of the pay period on the same page
e Notice that the buttons on the timesheet now include descriptors of what each button does
(insert row, delete row, etc.). Before, these were designated by simple symbols
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o Timesheet input remains the same. You can still utilize the LookUp button to assist with Hours
Codes, Fav Keys, etc.

e To validate your timesheet, the Status dropdown is available on the top right-hand side of the
timesheet:
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Employee-Specific Operations (For Certifiers, Timekeepers, and Administrators)
If you only have the employee role, you may disregard this section.

e To select a specific employee for an operation (profile, timesheet, etc.), you may utilize the
Search button next to the Select Active Employee text box next to the Main Menu (Note: you
must be in your non-employee role to see this box). You may also type in the employee’s
Quicktime ID or Last Name:

MAIN MENU ~




e The Available Employees pop-up window will display. This functionality is the same as with the
old version of Quicktime. Simply search based on the employee’s name or Quicktime ID and
select the Refresh Screen button:

Ailale Empaoynes
e t——
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o After you select the employee’s name and click Ok, the employee’s name will appear in the
Active Employee textbox:

MAIN MENU ~ NBC WHITESIDES M @ Q

e Any employee-related screens will now pertain to this employee

If you have any additional questions regarding this Quicktime Update, please contact the Training and
Performance Support Branch at hrdtraining ibcdenver@ibc.doi.gov. Thank you!
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