
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 25th) 

 

Login 

 

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

necessary. 

 Select the I Agree button to complete your Login 

 

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

for your agency (USGS in this example) 

 



Messages/Select Role 

 

 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. 

 Select Continue to move forward 

 

 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 

 

 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: 

 

 
 

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

 

 



 This drop-down menu functionality will translate to menu options that have their own menus, 

such as Reports and Configuration (for Administrators) 

 

 
 

 
 

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. 

 

 



 The system will still break down both weeks of the pay period on the same page 

 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 

 

 Timesheet input remains the same. You can still utilize the LookUp button to assist with Hours 

Codes, Fav Keys, etc.  

 To validate your timesheet, the Status dropdown is available on the top right-hand side of the 

timesheet: 

 

 

 

Employee-Specific Operations (For Certifiers, Timekeepers, and Administrators) 

If you only have the employee role, you may disregard this section. 

 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: 

 
 

 

 



 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: 

 

 

 After you select the employee’s name and click Ok, the employee’s name will appear in the 

Active Employee textbox: 

 

 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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