
After login, you may need to 

verify through a 2-step 

verification with your phone 

and a code.   

Anytime you login after the 

initial time, you may use your 

password or enter a 6-digit 

code from your phone.  

Select Time Entries 

This screen will 

appear—make sure 

you have selected 

Manual Time Card 

Then add hours to 

the day(s) you work.  

Then press SAVE 

(always important) 

QB Time 

Computer & App 



Login 

Select Timesheets 

Select Duration 

Select the Date 

Select Customer—

use the Western 

Oakland 

Transportation 

Authority option 



Select the hours and minutes worked, and then 

select    Save Timesheet.  VERY IMPORTANT!  It 

will pop back to the first screen and will have the 

number of hours worked for the week.   

After entering your 

time, please sign out 

of the app.  Select the 

icon in the top left 

corner with your 

initials.  Your profile 

will appear.  At the 

bottom on the profile 

is an option to Sign 

Out—select this 

option and then sign 

out.   



Login 

Select “More” 

   Select Time Off 

  

Select the + 

Select Holiday 

Add # of hours 

Add Day 

Then save 

1 


