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BIE Summer Institute
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» Introductions:
- Edie Benson, Human Resources Specialist
- Quicktime Master Administrator
- BIE Human Resources Office, Albuquerque NM
- 505-563-5302
- edie.benson@bie.edu

> Participants



Presenter
Presentation Notes
We want to know 
	name
	location
	are you a timekeeper, certifier or local administrator


mailto:Edie.benson@bie.edu
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» W
» W
» W

nat is QT and Why?
nen QT Available?

no is Responsible for What?

» Adding and Removing Employees from QT
» Adding Timekeepers and Certifiers

» Alternate Timekeepers and Certifiers

» Elements of a Timesheet

» What is an ABC Code, and why do we care?

» How do the Pay (Hours) Codes fit into it?

» Reminders
» Resources



Presenter
Presentation Notes
Although this is not real Quicktime training, there is no way to avoid talking about QT if we’re talking about time & attendance in BIE.  

We are going to review Quicktime issues, then move into the elements of a timesheet, ABC Codes, Pay Codes, then end with some reminders and resources – and I hope time for questions and answers.


'S
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Time & Attendance Workshop

» Quicktime:

- Allows for the electronic verification, validation, and
certification of time and attendance records

- Minimizes the amount of time dedicated to
timekeeping efforts by eliminating some routine
data entry and performing automatic calculations

> Increases the accuracy of time and attendance
(T&A) records information

> Provides built-in audit trails and management
controls

- Provides the ability to extract data for analysis and
planning purposes
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Presentation Notes
Basically speaking, this is what Quicktime is and does for us.
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» Hours of Operation

- Sunday - unavailable from Saturday at 9:00 pm
Mountain Time (MT) to Monday 4:00 am MT

- Monday - 4:00 am MT to 12:00 am Midnight MT *

> Tuesday - 4:00 am MT to 12:00 am Midnight MT *

- Wednesday - 4:00 am MT to 12:00 am Midnight MT *
> Thursday - 4:00 am MT to 12:00 am Midnight MT *

> Friday - 4:00 am MT to 12:00 am Midnight MT *

- Saturday - 4:00 am MT to 9:00 pm MT *

» * Scheduled maintenance may be performed
after 6:00 pm MT as necessary
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Presentation Notes
These are the normal hours of availability for Quicktime.  If they are doing maintenance, they try to do it after 6pm MT
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>

Local Administrator

- Reset passwords

> Provide UserIDs and passwords

- Move employees between timekeepers and/or certifiers
- Assign employees to timekeepers and certifier

- Assign alternate timekeepers and certifiers

- Work with timekeepers to have new employees added

- Work with timekeepers to have “old” employees
deactivated

- Ensure adequate alternate timekeepers and certifiers
- Check status of timesheets at the end of the pay period

> Provide Quicktime assistance to employees and
supervisors within their Agency
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Presentation Notes
Local Administrators are set up by Agency – for example, local administrator in New Mexico South ELO, will have access to all employees and schools within D20M.

Within their Agency, local admins can perform all of these functions.
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» Certifier
> Certify timesheets and amendments in a timely manner
Keep timekeepers “in the loop”
- New employees
- Departing employees
- Leave Requests
- Alternate Work Schedules
Have alternate timekeepers and certifiers in place
Ensure coverage for T&A input
- Don’t forget holidays, school breaks, “out of office” meetings

Can log in with your UserID and password on any
government computer with access to NBC

o
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Presentation Notes
Certifier:  Certify the timesheets in a timely manner – really need to be completed by Tuesday – don’t wait until the last minute!  Back up your timekeeper, don’t make their life more difficult, keep them in the loop, leave requests, travel, alternate work schedules, etc.  

Certifier are usually supervisors, so if you have a new employee coming in, let the timekeeper know at the beginning of the pay period, so they can work with local admin to get them input to the system, and profiles updated and certifier assigned before it’s the last minute!

It’s your responsibility to make sure timesheets and amendments are certified – we are not your alternate certifiers!

�
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» Timekeeper

Ensures new employees are added into Quicktime

- New employees can be added at any time, you don’t
have to wait for FPPS processing

Ensures “old” employees are deactivated
Ensures employees have a certifier

Creates and validates amendments

Keeps certifier “in the loop”

May not be their “own” timekeeper

- A perfect time to set up an alternate timekeeper
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Presentation Notes
We will talk a little more about adding new employees in just a minute – for now, just remember that new employees are not automatically added into QT – the only way that they are entered, is if you notify us that you have a new employee.  I don’t know how many times recently that we’ve heard that someone was not paid, has not been paid, because they never “showed up” in Quicktime for their time to be entered.  Even though we have access to reports of new employees – and the ladies in Staffing know whose contracts have been done for any particular pay period, we don’t know who the timekeeper or certifier will be until we are notified by the school or office.  We cannot just automatically add anyone without that information.

Also, just because the Add Employee issue is primarily on the Timekeeper – remember that everyone shares in that responsibility.  If you are the principal or supervisor and you have a new employee coming on board, YOU can email us also.  All we need is the timekeeper (and certifier) name, and we can get them in.  As the supervisor, part of your responsibility is making sure that your employees are paid in a timely manner – if you get to pay calc week, and you are certifying timesheets, take a look at that list – is your new employee in there?  If not, talk to your timekeeper.  It’s possible that they were added and their timesheet done, but a certifier was not assigned.

Likewise, employees are not automatically removed from QT – we must be notified that an employee has departed.  Even though we have access to reports of separated employees, we don’t automatically deactivate employees because we have no way of knowing when the final timesheet is completed – or that there are no adjustments that need to be made to their time before they left.  

If you have employees added and don’t tell us who the certifier will be, then it’s up to you to make sure that a certifier is assigned.  If you want to skip that, just tell us in the add employee email who the certifier will be and that will be one less thing to worry about.

Don’t forget that recently BIE set forth a policy that a timekeeper may not be their own primary timekeeper.  This is a PERFECT time to set up an alternate timekeeper at your location.  One big problem we see with alternates is that when the time comes that they need to step up because the primary timekeeper is not there, they don’t know how to log in, they don’t know their userid or password, they don’t know how to do the timesheets, etc.  If you take that alternate and make them the primary timekeeper for your primary timekeeper, then two things are going to happen – one, the “alternate” will be in there every pay period to do the “primary” timekeeper’s timesheet – no “I forgot” will work when they are called upon to act as the timekeeper; and two – that “primary” timekeeper is going to have a vested interest in making sure that the “alternate” gets training properly – after all, they are doing their timesheet!  Sounds like a win-win to me!


BIE Summer Institute
Time & Attendance Workshop

» Timekeeper (Continued)
- Timely processing of timesheets
- Validate timesheets
- Ensure accurate timesheet input
- Pay Codes (Hours Codes)
- ABC Codes
- Program Codes
- Job Codes (if applicable)
- Maintain employee profile
> Interpret and resolve error messages and warnings
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Presentation Notes
Most locations are still using timekeepers to input and validate timesheets.  If your location has individual employees input their own timesheets, then timekeeper will validate timesheets after employee inputs and verifies timesheet.  

Regardless of who inputs information to timesheets, the timekeeper still is responsible to ensure accurate timesheets when they validate the timesheets!  This includes pay codes (hours codes), elements of the timesheet – ABC Codes, Program Codes, Job Codes and Org Codes, LookUps – validating the timesheet, interpreting & addressing error messages submitting and validating amendments, alternate timekeepers & certifiers, updating and maintaining employee profiles, reports, TIMELY input of time and attendance.  We will look at the different parts of the timesheet in a few minutes.

If you know a new employee is coming in, don’t wait until the last minute to get them added.  Leave yourself enough time to get them added, assigned a certifier, update profile, etc.�
Hours Codes:  use the pay codes manual – make sure correct hours codes are being input, important for reporting reasons.  

Part of QT is reporting capabilities, we need to work together to eliminate garbage in garbage out.

Legacy Systems (FPPS, FFS, QT, FBMS) everything – will become increasingly more important for accurate input, as Bureau, Department and other Agencies (OPM, etc.) are going directly to Legacy Systems for information – instead of coming down to the individual HR Offices or lower.  We’ll cover more and more of that as we go on today.

Timekeepers update the employee profile!  End of school year, contract start and end dates, appointment start and end dates, beginning of school year. Short term contracts, long term contracts, etc.  Cannot just go in once and “do” the employee profile, it must be updated several times a year, depending on the type of employee.
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» How to have a new employee added

> Local administrator or timekeeper sends email to
- Edie Benson -
- Jacque Benavides -
> The email must include:
- New employee’s full name
- New employee’s timekeeper
- Are they going to be a Timekeeper or Certifier?
- Not necessary to include SSN
- Make sure you include your phone number!

> You will receive a return email from us when your
new employee is added

10
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Presentation Notes
Email to both Jacque and me, so if one of us is out, the other can help you.  We’ve also recently gotten laptops and VPNs to make it easier for us to continue to provide service even if we’re on travel or otherwise out of the office.  If you do not hear from one of us within 2 days – then follow up!  Please don’t wait until the last minute to add your new employees – sometimes, despite our best efforts, we just simply are not available, then your employee runs the risk of not being paid.

Make sure you include the full name – including middle initial
	it’s coming that in order to make FPPS as “friendly” as possible to interface with other government agencies, that the middle initial or indicator that there is no middle name will be a requirement- get used to using it now.

We need the NAME of the timekeeper (and certifier if you want us to put them there too) – please not just the “school timekeeper”, or “regular timekeeper”

Don’t include the SSN, we’ll go into FPPS and retrieve it.  If they have not been added into FPPS yet, then you can call when you send the email, or we’ll call you, or we can wait until the employee is in FPPS.  
	Downside to waiting, is that sometimes employees don’t get added into FPPS until the last minute, then the timesheet doesn’t get done timely.  If you know the employee will be in that pay period, then we need to get them into FPPS –don’t rely on paper timesheets or amendments.

If the employee works, they need to be paid – on time.  Think about how fair you would think that is, if it was you – I would not be happy!



mailto:ebenson@bia.edu
mailto:jacque.benavides@bie.edu
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» How to have an employee removed from
Quicktime
- Employees are not deleted, they are deactivated

- Allows for reactivation later if reemployed or
amendments are needed

» Email Edie & Jacque requesting deactivation

11
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» Things to consider when requesting
deactivation:

- Was the former employee a timekeeper or certifier?

- If so, you’ll need to reassign employees to new
timekeeper or certifier before we can deactivate

- |s the employee moving to another BIE or BIA
organization? If so, where?

- If the employee is moving to another location within
your Agency, your local administrator can reassign
them to their new timekeeper and certifier

- If the employee is moving to another location outside
your Agency, Edie or Jacque can reassign them to their

new timekeeper and certifier. Send us an email with

the information!

12
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Make use of your local administrators, and local administrators – if you don’t remember how to do any of this stuff, give me a call and we’ll walk through it until you’re comfortable with it.  

Timekeepers and certifiers will need to determine who will take over for the departing timekeeper or certifier.  Let’s try to plan ahead and do this before the timekeeper or certifier actually leaves, so there’s time for training.  Once you’ve determined who the new tkr or crt will be, then work with your local administrator or me to make sure that the new folks (or interim) have proper accesses set up.  If your primary tkr/crt is leaving permanently, then you’ll need to reassign everyone from them to a new tkr or crt.  If they are being detailed and will be returning, it might make more sense to make someone (the “new” tkr/crt) an alternate to the primary (who is being detailed).  It completely depends on the circumstances.  Give us a call and we’ll help you figure out the best route to take.
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» Things to consider (continued)

- Don’t request deactivation until their final
timesheet with your organization is completed,
validated and certified!

» Same process for detailed employees
- Detailed employees may be reassigned to the
timekeeper and certifier in their detail office
- Depends upon who is going to be approving leave

- Leave as-is if original supervisor will approve/
disapprove leave

- Reassign if the detail supervisor will approve/
disapprove leave

13
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» How are new timekeepers and certifiers set up in
Quicktime?
- Work with your Local Administrators
- Send email to Edie & Jacque

- Email must include
- Employee Name
- That you want them to be either a timekeeper or certifier
- What organization they will need access to

- We will update their access as appropriate and notify you
by return email

> You can then have employees assigned to the new
timekeeper/certifier

» Alternate Timekeepers and Alternate Certifiers
are set up the same way

14
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» Remember -
- Employees are assigned to Timekeepers and

Certifiers
- Alternate Timekeepers and Certifiers are assigned

(linked) to the primary Timekeepers and Certifiers

15
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» When a primary timekeeper logs in, they
select the “Timekeeper” radio button and then
select their own name in the box that
appears. Then they will see all the employees
assigned to them

» When an alternate timekeeper logs in, they
select the “Timekeeper” radio button and then
select the name of the primary timekeeper in
the box that appears. Then they will see all
the employees assigned to that primary
timekeeper

16
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» When a primary certifier logs in, they select the
“Certifier” radio button and then select their own
name in the box that appears. Then they will see
the timekeepers who “send” them timesheets. To
see and review all timesheets, select the
timekeeper name.

» When an alternate certifier logs in, they select the
“Certifier’ radio button and then select the name
of the primary certifier in the box that appears.
Then they will see all the timekeepers who send
timesheets to that certifier. To see and review all
timesheets, select the timekeeper name.

17
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» If you use the single-click certify method

- Double-check that all the timesheets moved to the
CRT status.

- Some circumstances require the certifier to go into the
timesheet and use the drop down to certify that
individual timesheet (for example advance leave)

» Once timesheets and amendments are in the
“CRT” status, you’re good to go!

- Timesheets are moved to locked “LCK” and released
“REL” status by master administrators and NBC

- The earlier the better after the pay period ends

18
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» UserIDs and Passwords
- Obtained from your local administrator

» Password Resets

> Local administrators can reset passwords for
anyone in their Agency

> Franda Flyingman has access to reset all BIE
employees - she is also a master timekeeper and
master certifier for BIE

- Also contact Edie or Jacque for reset - email is best

- HR Systems Office - Carl Cook or Jack Kuntz

19
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» Amendments

- Timekeeper is the only person who can initiate and
validate an amendment

- Will ALWAYS be created, modified, validated,
certified in the “Current” tab
- If created and validated in one pay period, but not
certified until the next pay period, the certifier will still

find it in the “Current” tab - the amendment will
move...

> Can delete an amendment that has been created

- Amendments will not be visible after pay calculate
has run for the pay period processed

- View the amendment information in the Employee
. Statement

20
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» The steps to initiate an amendment
- Log in as timekeeper
- Select employee using blue drop down
- Select “create amendment’
- Select pay period
- Make corrections
- Validate

- Notify certifier that they have an amendment to certify
- Amendments will be automatically released
- During weeks opposite from pay calculate
- Delete amendments no longer needed

21
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If you are directed to complete an amendment for the current pay period – call or email me and give me the name of the certifier and the employee and I’ll manually release it “out of cycle” – usually happens when a timesheet is released early and has a fatal error to be corrected.  This is one HUGE advantage to getting timesheets certified early in the week, so fatals can be corrected and the employee paid on time.

To delete an amendment, use the “X” in the middle of the amendment as it was created.
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On this screen shot, you’ll see the pay period that is being amended, and the pay period the amendment will be processed.  What comes up is the timesheet as originally submitted, timekeeper just makes whatever changes need to be made, then verifies and validates.  Don’t forge to let the certifier know that there is an amendment to be certified.  The certifier will log in and make sure they are on the “current” pay period tab, then select “GroupCertAmend” from the left menu bar.  Once they get that far, it looks and acts exactly like they are certifying regular timesheets.

Pay attention to the big black X in the middle of the screen – that’s how you delete an amendment that is no longer needed




.
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» Employee Profiles
- In Employee role, no access to employee profile
- Timekeeper can access employee profile using blue
drop-down arrow or through the timesheet
- Certifier may view the employee profile through the
timesheet

- Local administrator accesses employee profile using
blue drop-down arrow

23
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Access to different parts of the Employee Profile is limited to need of the role – for example, timekeepers do not have access to the UserID; however, the timekeeper is the only person who can update the employee profile – hours, overtime/comp/credit time, etc.

Start and end of contract periods, updating the employee profile happens several times every year, depending on the type of employee/appointment.


Certifiers can see the elements of the employee profile, but cannot modify most of them.  

Lets take a look at the timekeeper view of the employee profile
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Plug in here a screen shot of the employee profile

Point out the Roles, timekeeper and certifier names – Pay Plan, Duty Hours, Alt Sched, Employee Type, etc
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» Elements of the Timesheet
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Across the top – 
Edit Checks, select that to see errors or warnings with the timesheet.  It will give you the same information as you get when you change the status using the drop down.
Leave – view the leave balances for the employee
Remarks & Comments – to send remarks & comments to payroll – remarks are preformatted (see next slide), comments are free-form

Buttons, top row, across, left to right
Refresh screen, Load Default, Load Pre-Print, Change Status, Advance Leave
Buttons, middle row, across, left to right
Copy Column, Paste Column, Delete Column, Insert Row, Delete Row, Duplicate Row, Copy Timesheet, Save as Default, Save as Pre-Print, 

Copy Timesheet – kind of a cool option.  Say you have a whole bunch of elementary teachers, who all do basically the same things, with the same cost structure and ABC Codes.  Instead of creating each individual timesheet and saving the default, you can do one, save it, then select Copy Timesheet.  A list of employees assigned to that timekeeper will pop up.  You can select the employees you want to copy the original timesheet to.  Once it’s copied to everyone, all the timekeeper needs to do is go back to Group Validate, select the employee, double check to make sure it looks like you expect, then save it as the default.  Yes, you’ll still have to go into each person’s timesheet and save it as their default, but you don’t have to enter each and every timesheet from scratch.  This could help too if everyone’s cost structure changes, like at the beginning of the fiscal year.

Save as Default – create a “Normal” timesheet, with all the codes and hours and select Save as Default.  Every pay period, that’s what will load, and what you’ll start with.  You can make whatever modifications you need to – leave and such – and use the big blue save button at the top.  As long as you don’t select that “save as default” button, it will not change your default.  If you need to update the default, just hit the save as default again.

Save as Pre-Print – If there were a catastrophic situation, where nobody anywhere could do timesheets, this is what payroll would use to pay employees.  We’re not talking about a snowstorm, or other random act of God, we’re talking major issue, which impacts more than just a region, that prevents anyone from being able to input, validate and certify timesheets.  “Normal” acts of God – snowstorms, area flooding, power or internet issues, should be addressed in your local plans for continuity of operations.  Who would input timesheets in case of emergency at your location?

LookUp – If you’re not sure what the correct Hours Code, ABC, Prog, or OrgCode you want, you might find LookUp beneficial.  Also refer to the ABC Code Dictionary and Pay Code Manual in your handouts.
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This is comment the bottom half of the timesheet.  This is where you’ll see the actual timesheet for input.

BTW – if the occasion ever arises that you have a Teleworking employee – you’d put the appropriate code in the column “TI” for the hours that the worker is teleworking.  For more information on teleworking, I hope you’ll consider attending the Telework presentation this week.
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BIE Summer Institute

Time & Attendance Workshop

» ABC Codes - What is Activity Based Costing?

- A method of calculating costs to carry out work
activities and achieve performance results

» Why is it important?

- ABC cost information is primarily used to support
decision making; for example, justifying budget,
planning for the program’s future, improving

management and program efficiency and reporting
on performance
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BIE Summer Institute
Time & Attendance Workshop

» How does it work?

- Activity Based Costing (ABC) measures the cost and
performance of process-related activities

- Federal Financial Systems (FFS), Federal Payroll and
Personnel System (FPPS), and Quicktime contain
source data to calculate the activity cost

- Costs are assigned to outputs and performance
measures to determine cost of performance

- Employee & Timekeeper input directly impact the
quality and accuracy of the cost and performance
results
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Presenter
Presentation Notes
They can use the data combined from ABC Codes, Pay (Hours) Codes, and information from FFS to calculate how much it costs to perform a function.  They also can use to determine how much time is spent performing any given function.

For instance, they can take data from QT (ABC & Hours Codes, plus actual hours) to determine how many hours are spent teaching a specific subject at a specific location.

They are using data from the legacy systems to determine how many hours are being used in overtime and compensatory time, and what is being done during those hours, to determine if it would be more cost effective to continue paying/granting overtime and comp time, or to perhaps fund an additional position or two.

They know that inaccurate data is being input to the systems – because of the simple reports that are already being generated.  Remember back in the day, when we’d call you at the school and ask how many hours your union reps were spending on official time?  Then you’d have to go back through and manually figure it out – or more likely, you’d just give us a number off the top of your head?  Not the most accurate way to measure time spent.  Now, the folks requiring the data are going straight to the legacy systems, pulling out the data based on hours/pay codes and ABC Codes to determine how many hours were spent.  The numbers are way low folks.  We need to do a better job at reporting on our T&As.  

Reindeer herding in Arizona?

As FBMS comes live later this year, managers will have dashboards available to them, with canned reports – they will be able to tell at a glance how much time is being spent on what functions or tasks.  

As relatively unimportant as an hour long staff meeting seems, how many employees were at that staff meeting, 20 or 30, or more? That hour now becomes 20 or 30.  How many times do you have a staff meeting, every month? With 30 people, for an hour?  4 meetings in a month, at 30 people each, at an hour per person, that’s 120 hours.  Do you want that 120 hours to go into the average number of hours is spent teaching science or math for that month, or does it make more sense to take those hours out of the mix?  Now, lets figure for the same work area, that your teachers are spending an hour a week doing their own filing and requisitioning – that’s 30 people at another hour a week, that’s another 120 hours that is being reported in a teaching area.  How about compensatory time, that may not be reported under the correct ABC Code – how many hours of comp time does your location average in a month?  And is it being reported under the proper ABC Code?  Frequently, comp time may be spent in functions that are different from what we “normally” do in the course of a work day.   

Now you throw in an hour here and an hour there for a teacher working with your business manager to craft a vacancy announcement, or an alternate timekeeper who needed to step up and do the timesheets for the pay period, and on and on.  How many hours are being reported erroneously in our work areas, and how is that data being used?   Next time we think that “it’s only an hour”, think a little about how that “hour” extrapolates out.

Bottom Line:  nobody should have only one ABC Code for a pay period


BIE Summer Institute
Time & Attendance Workshop

» Your role in reporting accurate data

> Log into Quicktime - either as Employee or
Timekeeper

> If you know the 4 character ABC Code you want to
use, just input it in the appropriate column

> |If you don’t know the 4 character ABC Code, use
LookUp and,
- Select the appropriate “Line of Business”
- Select the appropriate “Business Function”

- Select the appropriate “Activity” from the list that
appears
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BIE Summer Institute
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BIE Summer Institute
Time & Attendance Workshop

» BIE originally had hundreds of ABC Codes to
choose from

» Over time, that’s been decreased significantly

» All are basically familiar with the EDUC ABC
Codes?

» How about looking at some you may not have
thought to use...
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BIE Summer Institute
Time & Attendance Workshop

» 8413 - Financial and Business Management
System (FBMS) Implementation

- Activities related to implementing the department-
wide Financial and Business Management System
(FBMS). IA FBMS project personnel will use this
activity code to track time spent planning,

blueprinting, building, testing, and going live with
FBMS.
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BIE Summer Institute

Time & Attendance Workshop

» 8513 - FBMS Implementation - Data
Cleansing and Conversion

> Involves all of the data cleansing and conversion
tasks in support of implementing FBMS. These
activities include meeting and strategizing on data
cleansing tasks, correcting and preparing data,
reconciling legacy data, reporting on data cleansing
and conversion activities, and providing IA data to
the FBMS project management office in preparation
of the conversion.
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BIE Summer Institute

Time & Attendance Workshop

» 6320 - Provide Charge Card Program Services

> Include providing advice and assistance to

cardholders, supervisors, approving officials, and
managers; overseeing adherence to DOI and Bureau
charge card policies; monitoring compliance with
procurement, fleet and travel regulations regarding
charge card use; maintaining charge card accounts;
training and advising cardholders; identifying and
reporting misuse; conducting program

administration; and managing delinquent accounts.
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Presenter
Presentation Notes
Think:  whoever manages your charge card program at your organization level.  The person(s) who makes charge card adjustments, makes sure that the charge card program rules are followed, coordinating between your organization and BIE Administration and the AOPC on charge card issues.


BIE Summer Institute
Time & Attendance Workshop

» 6118 - Manage Employee Development
Programs

- Perform onsite/offsite/online training; develop
employee orientation
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Presenter
Presentation Notes
Think:  time spent by people who develop and provide the new employee orientation (not for attendance at the new employee orientation).  If you have someone at your location who is tapped to provide training at an event like this – you would report the time spent by them preparing and presenting


.

BIE Summer Institute

Time & Attendance Workshop

» 6112 - Manage Talent Acquisition &

Movement of Employees

- Develop and carry out recruiting plan; process
recruiting materials; attend recruitment fairs;
develop KSAs; issue job vacancy announcements;
conduct employee suitability determinations;
respond to correspondence, job inquiries; consult
with applicants; administer reassignments;
administer merit promotion; administer RIF.
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Presenter
Presentation Notes
Think:  time spent by whoever advertises your vacancy announcements, who is your face at recruitment fairs (including travel for the recruitment fair)


'S
BIE Summer Institute

Time & Attendance Workshop

» T411 - Administer Pre-Employment Clearance
Program

- Screen security forms of Bureau employees, contractors,
and tribal users in compliance with Office of
Management and Budget (OMB); submit forms for
investigation by the Office of Personnel Management;
pre-adjudication authorization of appointments to
national security positions, without access to classified
and sensitive information; adjudicate investigative
reports; prepare and present determinations on appeal;
administer employee drug screening, reference checks,
Indian Child Protection Screening Program, and HSPD-12
administration.
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Presenter
Presentation Notes
According to Security – this code should be used for time spent at the school/office by the person(s) who gathers, reviews and submits security background check paperwork to Personnel Security.


BIE Summer Institute
Time & Attendance Workshop

» 7612 - Conduct Employee, Labor and ADR
Programs

- Coordinate with supervisors and unions to review,
discuss, investigate, and correct employee issues.
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Presenter
Presentation Notes
Think:  union reps and time spent by supervisors/managers working with either the Union or our ER/LR Office


.

BIE Summer Institute

Time & Attendance Workshop

» 6603 - Attend/Host Program Specific
Meetings
- Either go to or coordinate meetings to address
specific interests related to your program. Include
meetings tied to a Program but covers multiple

disciplines and cannot be associated with a
particular function or output.
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Presenter
Presentation Notes
This is for MEETINGS, not necessarily training.  

This meeting falls into this ABC Code – it’s related to your Program, but covers multiple disciplines and cannot be tied to a specific function – i.e., budget


.

BIE Summer Institute
Time & Attendance Workshop

» 6606 - Provide/Receive Program Specific
Training
- Provide or attend all necessary training classes for
proper certification as required by the position

hired for. Providing or attending formal training,
seminars and other similar events specific to the

program but cannot be linked to a specific function.

This would include travel associated for the
training/meeting.

47


Presenter
Presentation Notes
This is FORMAL TRAINING – like the BIE Administrative Training in March


BIE Summer Institute
Time & Attendance Workshop

» 61Z1 - Perform Human Resources Services

and Support

> Includes tasks performed to support the updating
of an organization’s personnel records as collateral
duties; examples include processing SF-50s, SF-
52s, time and attendance input, promotion,
reassignment documentation, performance
appraisals, etc. This activity applies to all
organizations other than HR.
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Presenter
Presentation Notes
Think:  time spent by timekeepers and certifiers doing timesheets for your organization.  Organizations where employees do their own time, should have their employees reporting the time spent doing T&A for themselves.  Also time spent by your business manager or technician inputting contracts or other personnel actions.  Time spent by the supervisor planning and carrying out the performance appraisal process – drafting, finalizing employee EPAP, meeting with the employee, mid-year and other progress reviews – i.e., all phases of the Performance Management Program.


.

BIE Summer Institute

Time & Attendance Workshop

» 8271 - Maintain IT Systems/Databases

- Perform routine PC hardware and software
maintenance. Includes all tasks performed in
support of the acquisition, maintenance, or
development of all hardware, software, and IT
systems administration. This activity applies to all
organizations other than the OCIO.
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Presenter
Presentation Notes
Think:  Important part here is the “tasks performed in support of the acquisition, maintenance, or development of all hardware, software and IT systems administration.

This is going to include time spent by the person researching and coordinating IT purchases, as well as time spent by whoever updates IIS for the organization.


.

BIE Summer Institute

Time & Attendance Workshop

» T3Z1 - Provide Natural Disaster Relief
> This includes any activity involved in the relief

efforts in the event of a natura
includes but is not limited to:

disaster; and
nurricane,

earthquake, blizzard, or tornado emergency

response and recovery.
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Presenter
Presentation Notes
Think:  snow, rain, flooding, fires, etc.


.

BIE Summer Institute
Time & Attendance Workshop

» 60Z1 - Perform Budgeting Support and

Services

> Includes all tasks associated with an organization’s
budget development, formulation and execution;
tasks include analysis, preparation, submission and
monitoring of budget data. This activity applies to
all organizations other than the budget office.
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Presenter
Presentation Notes
Think:  whoever does your budget stuff, do not include charge card business, that is 6320


.

BIE Summer Institute

Time & Attendance Workshop

» 66Z1 - Attend Non-Program Specific
Meetings/Functions

- Attend meetings held for general information
purposes, such as staff meetings, all-hands
briefings, etc. Excludes normal production
discussions and meetings coordinating specific
activities of the organization (include that time in
the specific activity). Also includes lunches/picnics,

etc.
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Presenter
Presentation Notes
Think:  general staff meetings, new employee orientation, etc.

Do not include time spent in meetings that can be counted toward a specific activity – i.e., if you meet with your supervisor to plan your budget for the next school year or to do a periodic review of the budget expended so far this year – that would be 60Z1 – Perform Budgeting Support and Services




BIE Summer Institute
Time & Attendance Workshop

» 66Z2 - Provide General Administrative
Support

> Includes general administrative actions such as,
requisitioning, postal functions, acquiring printing
services, minor property management, reception,
handling correspondences, etc. All non-labor costs
that are associated with providing support directly
to a program activity should be applied to those
activities that incurred the expense.
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Presenter
Presentation Notes
Self Explanatory – don’t just think inside the box – the person who does the bill paying – remember the people who might be drafting or finalizing correspondence – maybe letters to parents or school board correspondence.


BIE Summer Institute

Time & Attendance Workshop

» 6871 - Implement Bureau-Wide and DOI
Initiatives

> Includes the development of and participation in
Bureau-wide initiatives. This includes special
emphasis programs, Strategic Planning, BIA or BIE
special projects, etc.
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BIE Summer Institute
Time & Attendance Workshop

» 66Z3 - Provide/Receive Non-Program Specific
Training
> Providing or attending formal training, seminars
and other similar events not specific to the
program. Includes annual mandatory training
requirements such as EEO, Cultural Diversity
Awareness Training, general computer competency,

manager training classes, etc., education on current
Federal laws and regulations, pronouncements.

55


Presenter
Presentation Notes
Think:  this is the 1.5 hour Computer Security training, and most of the other mandatory training through DOILearn, supervisory training, excel or powerpoint or word training.  

Do not include training such as FBMS (use the FBMS Codes from earlier)


BIE Summer Institute
Time & Attendance Workshop

» 6674 - Perform Non-Bureau Specific Duties

- Serving on boards, councils, committees, etc., and
other designated responsibilities not directly
related to the position. If working within another
program area, assign time to that program area.
Examples include, Combined Federal Campaign
(CFQ), disaster evacuation team/coordinator, COOP
coordinator, etc.
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BIE Summer Institute

Time & Attendance Workshop

» 6675 - Respond to Administrative Data
Requests

- Preparing and completing data requests unrelated
to your organization. Examples include
Congressional inquiries, |G inspections, audits,
FOIA Requests and Solicitor’s Office Requests. Do
not include data calls associated with performing
program related activities.
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Presenter
Presentation Notes
Think:  Congressional Inquiries, data calls by HR, data calls by other BIE organizations, or Tribal requests.  Include all time spent by individual(s) who comply with those requests.

Time spend in preparation of documents specific to a program area (i.e., budget) will be charged to that program/function (i.e., budget)



.

BIE Summer Institute

Time & Attendance Workshop
» 6571 - Maintain Files

- Actions involved in storing and receiving
organizational files, either through manual or
automated means and systems. This activity

applies to all organizations other than records
management.

58


Presenter
Presentation Notes
Think outside the box here – most of the time, we all do our own filing – don’t let those hours be charged to the wrong codes…


BIE Summer Institute
Time & Attendance Workshop

» U922 - Web and IACT Content Management

- Applies to all organizations other than OCIO.
Collect, create or edit new document and graphic
media for BIA or BIE web pages and Indian Affairs
Collaboration Tool (IACT). Check, develop or edit
metadata content. Create appropriate presentation,
uploading new or editing existing page content.
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Presenter
Presentation Notes
If your school maintains a web page, then whoever manages or oversees it, would use this to report the time spent


BIE Summer Institute

Time & Attendance Workshop
» Pay (Hours) Codes

p—
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Presenter
Presentation Notes
Think:  make sure you use the correct hours code – in the near future, we’ll have a different code for you to use for those folks who do not get school vacation leave and you currently report school vacation time under 060 administrative leave.  It may or may not be an admin leave code, that part is up to Payroll.  Look for that update in the December update of FPPS – YAY!

A question that’s been popping up frequently lately is whether there is “bereavement” leave any more.  That answer is no, there is no “admin-type” leave for bereavement any more.  If an employee wants time off for a funeral, they certainly are entitled to request and use any form of paid leave they have available (sick leave, annual leave, vacation leave (as appropriate), and may even request leave without pay (LWOP), and supervisors are encouraged to be compassionate towards an employee who is suffering a family loss. They would request the from their supervisor just as they would for any other time off.  Times are changing, and the granting of old-fashioned bereavement leave was a casualty of those times.  The only exception is if you have an immediate (father, mother, son, daughter) family member who was killed in a military action while serving in the armed forces.  For that kind of horrific situation, you get some time off.
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Presenter
Presentation Notes
Think:  pay particular attention to the “in lieu of” hours codes – FMLA is important to report accurately, so that the system can keep track of the total number of hours the employee has spent of the FMLA “allowance”.  When in doubt, check the Pay Codes (Time and Attendance) Manual issued by NBC.  There is one on the flash drive handouts, and always a link from our www.bie.edu/hr webpage to the NBC webpage.
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X %Conver‘t - [ Select

{“? Favorites {5 ﬂ Suggested Sites v @ | Web Slice Gallery v

|C, Quicktime | | & - = @ = Page~ Safety = Tools~ @' @ @
T IMICEINDENROUVDLIVOULIY LD I D COIIeEnt L ay I erow. ZUiZ - 1Z I n
HENDERSON.BENSON 1 05/20/2012 - 06/02/2012 .
EDITHL /& https://qtime.nbcgov/T8iactive_role=18TrgWidget1=Owhrcode&iSelWidgetl=sln:hrcode:08TrgWidget2=0 - Windows Internet Explarer = (]
PAYROLL |
160 | FECA/COP - PAID (15T OCCURRENCE) -
161 | FECA/COP - UNPAID (15T OCCURRENCE)
162 | FECA-OWCP
164 | FECA/COP - PAID (2ND OCCURRENCE)
165 | FECA/COP - UNPAID (ZND OCCURRENCE) =
166 | FECA/COP - PAID (3RD OCCURRENCE)
167 | FECA/COP - UNPAID (3RD OCCURRENCE)
168 | FECA/COP - PAID (4TH OCCURRENCE) I £
169 | FECA/COP - UNPAID (4TH OCCURRENCE)
16A | FECA/COP LIGHT DUTY - PAID (15T OCCURRENCE)
16B | FECA/COP LIGHT DUTY - PAID (2ND OCCURRENCE) =
K00241
| 3

Enter an hours code. : /" Trusted sites | Protected Mode: Off




BIE Summer Institute
Time & Attendance Workshop

/& Quicktime - Windows Internet Explorer w_l—:l ™R
@ U - '|c, https://qtime.nbc.gov/proweb/qtimel 548/tna? @webid=000186f400000c46-1338675485-3142 - g | b | s | X | | Bing P 'l

X %Conver‘t - [ Select

77 Favorites Y ﬂ Suggested Sites » g8 | Web Slice Gallery =

|Cr Quicktime | | M- v [ g= v Pagev Safetyv Tools~ @~ SN (N]
T IMIENDENROUIVDLIYOUIY COT LI L COIIeEnt L ay L eliou. ZUlZ - 1Z I n
HENDERSON.BENSON [ 05/20/2012 - 06/02/2012 .
EDITHL /& https://qtime.nbc.gov/?&active_role=18TrgWidget1=0O:whrcode&iSelWidgetl=sln:hrcode:0&TrgWidget2=0 - Windows Internet Explarer ==
PAYROLL I
otk | Hewn Codes
FECA-OWCP ZND OCCURRENCE -

FECA-OWCP 3RD OCCURRENCE

FECA - OWCP 5TH OCCURRENCE
FECA - OWCP 6TH OCCURRENCE
FECA - OWCP 7TH OCCURRENCE
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[
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FECA - OWCP 8TH OCCURRENCE
DL9 | FECA - OWCP 9TH OCCURRENCE =
DLA | FECA-OWCP 10TH OCCURRENCE I =
DLB | FECA-OWCP 11TH OCCURRENCE
FFI | FAMILY FRIENDLY LEAVE-ILLNESS-USED
FRF | FORFEIT -
B4
Iipa W
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@ Quicktime - Windows Internet Explarer m-_‘ e >
% - |C, https://qtime.nbc.gov/proweb/qtimel 548 /tna? @webid=000186f400000c46-1338675488-3142 - g | b | 4 | X | | Bing 2 v|

% @Convert v [A)Select

¢ Favorites sk [ Suggested Sites v g Web Slice Gallery

|C, Quicktime ‘ | ﬁ = > [ @ v Pagev Safety~ Tools~w @v @ @
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HENDERSON-BENSON I 05/20/2012 - 06/02/2012 .
EDITHL @ https://gtime.nbc.gov/?8tactive_role=1&8TrgWidgetl=0:whrcode&iSelWidgetl =sInthrcode:0&TrgWidget2=0 - Windows Internet Explorer | =
PAYROLL |
LRD | LABOR DISPUTE RESOLUTION USED -
LRG | LABOR GENERAL USED
LEM | LABOR MID-TERM USED
LRT | LABOR MIDTERM NEGOTIATION USED
151 | LEAVE SHARE-USED-SELF-M1
LS3 | LEAVE SHARE-USED-FAMILY-F1
L5s5 | LEAVE SHARE-USED-SELF-MZ2
L57 | LEAVE SHARE-USED-FAMILY-FZ2 = I £
LSD | LEAVE SHARE IN LIEU OF FMLA-USED-BIRTH-MZ
L5G | LEAVE SHARE IN LIEU OF FMLA-USED-FAMILY-FZ2
LSH | LEAVE SHARE IN LIEU OF FMLA-USED-SELF-M2 =~
241
|4 I
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@ Quicktime - Windows Internet Explorer m_l =@

m) L4 |C, https://qtime.nbc.gov/proweb/qtimel 548/tna? @webid=000186f400000c46-1338675488-3142 A g | bt | ‘¢| X | | Bing L '|

% @yConvert v [BR) Select

7 Favorites Y n Suggested Sites + @ | Web Slice Gallery -

|c, Quicktime |_| & - pall=] @ = Page~ Safety~ Tools~= @' @ @
r IMICINDCRSUIVDLIVOUIYN CDOT LI I CUIfenl r ay I erou. ZUTIZ - 1Z I i
HENDERSON-BENSON I 05/20/2012 - 06/02/2012 .
EDITHL @ https://qtime.nbc.gov/?8active_role=18TrgWidgetl=0:whrcodefiSelWidgetl=sinthrcode:0&TrgWidget2=0 - Windows Internet Explorer —|r=
PAYROLL |
oo 1 HowCodes
SIF | SICK IN LIEU OF FAMILY- MILITARY INJURY USED -
SMF | SICK IN LIEU OF FAMILY- MILITARY - USED (12 Weeks)
SFM | STRAIGHT PAY MEAL
VFA | VACATION LEAVE IN LIEU OF FAMILY - ADOPT - USED
VFB | VACATION LEAVE IN LIEU OF FAMILY - BIRTH - USED
VEF | VACATION LEAVE IN LIEU OF FAMILY - FAMILY ILLNESS
VF5 | VACATION LEAVE IN LIEU OF FAMILY MEDICAL SELF
VIF | VACATION IN LIEU OF FAMILY- MILITARY INJURY USED I =
VMF | VACATION IN LIEU OF FAMILY- MILITARY - USED
WIF | LWOP IN LIEU OF FAMILY- MILITARY INJURY USED =
WMF | LWOP IN LIEU OF FAMILY- MILITARY - USED =~
K00241
[ ] v N
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» Reports
- View Certifiers
- Leave Balance
- Employee Statement
> History Report
- Advance Leave
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2 Quicktime - Microsoft Internet Explorer |Z||EHZ|
: File Edit View Favorites Tools Help ‘a.
@Back @ -J B @ Ch pSearch ‘-‘i\L{Favnrltes @ &2- :\ﬁ E l_J ﬁ ﬁ

| Address @ https:fitimez nbc.gov/proweb gtime1 548/ tna?@webid=00002d6b000009 -1 2 16668399-2553 v‘ Go  links ¥ c_} -

~

REPORTS
Employee

F Repor

To see what was submitted for

Employee an employee during a pay
I period, use the “Statement”
Select Year PP St  Fud report. You will need to select

| o |HIE
KN

1242342007 01,/05/2008
01/06/2008 01/19/2008

| o [EIF O1/20/2008 | 02/02/2008
O aoe 02032008 | 02/16/2008

1
2
3
4
nIEDDE b 02/17/2008 03012008
[
7
8
9

an employee using the blue
drop-down arrow. Then select
the pay period you want to
view. At the bottom of this
screen is an “OK” button.

After you select the pay period
to view, select the “Ok” at the
bottom of the screen.

,

| o BT D302/2008 | 03/15/2008
| o [EIF D3/16/2008 | 03/23/2008
O aoe D3/30/2008 | 04712/2008
| o M@ 04132008 | 04/26/2008
B eoos [0 Jo4ereons | osstoe00e
B o 11 Josnijznos [oseqzons
PO 20e 1z Josesizoos | ogj07/2008
PO s |13 Josmeeoos | osrerzeone

“I?ﬂﬂﬂ 14 MR 2I2NNR N7 N&2NNA

N

@ é @ Trusted sites

is start e [ | @ documents 3 Quickime - Micr

70



BIE Summer Institute
Time & Attendance Workshorg

& https:/igtime2.nbc.gov/154B/JamPDFffiles/qt_00002dB5000009=7-1216668499-2535paaukaGws. pdf - Microsoft Internet Explorer

. File Edit GoTo Fawvarites  Help

eBack - J @ @ \h;j pSearch \E:‘\'g‘ Favarikes @ ﬁr:{' :; u J ﬁ .ﬁ

| Address @https:,l’,l’qtimeZ.nbc.gov,l’1548,|'JamPDF,|’Files,l’qt_DDDD2dBSDDDDUQB?—1216668499-2535paauka(5w5.pdf v| Go Links % T

BED &S e N & @@ A S E e

[

Employee Name - This is the Empioyee

Pay Period: 2008 — 14 (06/22/2008 — 07/05/2008) Statement. You can save it as
an Acrobat file and email if 1
required. At the bottom of this

) report, it tells who verified,

Payroll Week: 1 ) ‘ . validated and certified the

Code Sun Mon Tue Wed Thu Fri Sat Description . h d the d £
06/22 06/23  06/24 06/25  06/26 06/27  06/28 timesheet and the date o

those actions. This report will
also indicate if this timesheet
has been amended and when

S E g thatQcegpred. ., o

020 9:00  9:00 9:00  9:00 ANNUAL LEAVE-USED
| 9999 | A5310 | | K00241

ABC | Prog | Job | OrgCde

Total 9:00 9:00 9:00 9:00 Weekly Total Hours:  36:00
Status REL REL REL REL REL REL REL

2| & Unknown Zone

@ documents 4 https:{gtime2.nbc.g. ..
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<l Quicktime - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

@Back @ -u @ @ \/_:j pSearch ‘F/r\\'{‘Favorites @ B' "; E \_.J ﬁ ‘ﬁ

: Address @ htkps: ffqtimeZ . nbe. gow/proweb/gtime 1 548 tna?@webid=00002d6b000009F 2-12 1 6665399-2553

v|G0 flinks ** i

LEWIS TAMI 5.
REPORTS
Employee

Report Type

" [PD

Report Options
@ Detail Homrs Code
O Summary Hours Code

O Detail Account
O Summary Account

e
From Year: l:l ¥ From PP I:I ¥ To Year: ¥ To PP ]
Ok I

The History Report will show
hours or cost code data for a
single pay period or a range of
pay periods. Select an
employee, fill in the pay
period(s) you want to view and
the type of report. We’ll look
at a Summary Hours Report.
Don’t forget to fill in the pay
period range.

AerPoint ... ® documents

é & Trusted sites
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% https:/gtime2. nbc. gov/1548/JamPDFffiles/qt_00002d7f000009f4-1216668592-254Blaa6TaGPi. pdf - Microsoft Internet Explorer,

 File Edt GoTo Favorites Help al

eBack - J @ @ \_;j pSearch \Z,';'\'Sf‘Favorites @ D/r_q{v :‘\F = _J ﬁ ﬁ

§nddress@https:;,rqtimez.nbc.gov;154a,fJamPDF,rfi|es;qt_nonuzd?munnngm-1215658592-2548|aa6TaGPi.pdf V| Beo  unks ? @ -

BERDE o] N € @@ Lo e |

' bv C 072172008
Summary by Hours Code This report shows the total

Employee Name number of hours charged to
employee for the period
requested. In this case, on the

Code Paycode Description Total previous screen we requested
pay periods 200801 through
g;g f\%ﬁRLEAVE USED nggg 200814. The Detail Hours
030  SICK LEAVE-USED 72:30 Report W_O“'Id show the same
050 HOLIDAY-NOT WORKED 61:00 | information, broken out pay
30C TIME OFF AWARD-USED 26:00 | period by pay period for the

timeframe requested.

é & Unknown Zone

I -
+y Start = L Microso it .. & documents 43 https:jgtime2.nbe.g. .
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&l Quicktime - Microsoft Internet Explorer,

: File Edit View Favorites Tools Help ﬂ.
: . ‘ i s | o
O O HEA G Lo oo @ 2-BHLE B
;-‘?ddeSS@https:)’,l’qtimez.nbc.gow‘prowequtimel54S,I’tna?@webid=00002d6b000009f9-1216668399-2553 v‘ GU PLinks P i c_} -
A
LEWIS TAMI S.

REPORTS
Employee

@ Detail O Sumary
Pay Petiod Range This report will show the ABC
(I I Y 1. Codes, Program Codes, Job
ABC Codes and Org Codes for the
I selected employee for a
Prog specified range of pay periods.
(L You would also select whether
Job you wanted the data in detail

| 'y form or summary form.
OrgCde

I

Codes Range

(I

& Complete Howrs Code(s)
O Partial Howrs Code

Ok I

€

é @ Trusted sites
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43 https:Hqtime2.nbc.gov/1 548/ )amPDFffiles/qt_0D002d7b00000bA5-1216674685-2885naal Ba40i. pdf - Microsoft Internet Explorer =3
© File Edt GoTo  Favarites  Help ar

@Back @ -d @ @ :;j pSearch '\‘;/'n'\'{‘Favorites @ D}j{v :\’!,. E J ﬁ ﬁ

! Address |@ https:/fgtimez . nbc, gov/ 1545 JamPDF ffiles/qt_00002d7b00000b45- 12 16674685-2565naal Sa40i. pdf Vl Go links % T

E=N-1=Ir-BrEaniyl  NMEICLIERSV g = 1)

[
»

Advance Leave 07/21/2008

Timek e — This is the Advance Leave

Pay Period: 2008 — 16 (07/20/2008 — 08/02/2008) NPT [ W.'” give a status
report showing employees with

sick and annual leave balances
SICK LEAVE (80:00 Hours or Less) Balance of 80 hours or less and those 1
employees with use or lose
Employee 63:30 balances.

Employee 19:30 From the Report Screen, just
EmpIoyEE 13:00 select the Advance Leave

ANNUAL LEAVE (80:00 Hours or Less) Balance Report. It will provide data for
all employees assigned to the
Employee 16:00 requesting timekeeper
Employee 41:00
USE/LOSE BALANCE Balance
Employee 125:30
Employee 167:30 %

S @ Unknown Zone

@ documents # https:{/atime2.nbe.g...
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» Very Important!
- Make sure you have adequate alternate
Timekeepers and Certifiers.
- Plan ahead for holidays, school breaks, and travel
- Make sure your alternates know they are alternates
- Do they have their login information?
- Do they know how to perform the task?

- Supervisors/Managers must ensure adequate
coverage when they approve leave and training.

> It is the responsibility of the Supervisors and
Managers to make sure their employees get paid.
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» Timesheet Deadlines

- Timesheets should be input by close of business,
the last work day of the pay period

- Timekeeper finalizes and validates on Monday morning
(after the end of the pay period)

- Certifiers begin certifying on Monday

- All timesheets must be certified no later than the
close of business on Tuesday following the end of
the pay period
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» Resources
> Your Local Administrators

- ABC Code Dictionary (download from HR website)
- BIE HR Website: www.bie.edu/hr
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» Resources (Continued)

- National Business Center
- Website: www.nbc.gov
- NBC Helpdesk
- 1-888-FOR-1NBC (888-367-1622)
- Quicktime page on NBC.gov
- Pay Code Manual
- Payroll Calendars
- On-Line NBC QT Training

- Employee, Timekeeper, Certifier and Administrator (very

“Generic” training, and not all training scenarios apply to our
organization)

- https://training.nbc.gov/qgtwbt/index.htm

79
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» Questions or Comments?

» Our other sessions this week:

- How to Use Performance Appraisals to Evaluate
Employee Performance

- Beyond Performance & Misconduct: How to Utilize
Progressive Discipline

> Telework
- Writing Vacancy Announcements
- Managing Your Performance Management Program
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