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Welcome

The purpose of this guide is to inform employees on how to use the NOV Atime time and attendance application
at Wake Forest. NOV Atime provides:

1. A single, web-based application for both employees and supervisors to manage all activities related to
time and attendance.

2. Access 24 hours a day from any computer, tablet, or mobile device that has internet access.

3. Better visibility into work schedules.

4. More accurate and easier management of leave balances and PTO requests.

This guide has been designed to offer comprehensive knowledge for utilizing the NOV Atime application. If
additional information or assistance is needed after reviewing this guide, please note the contact information in
the following table:

NOVAtime Support:

Launch Page: http://novatime.wfu.edu
Email: novatime@wfu.edu
Phone: 336-758-2960

NOVAtime Staff Employee User Guide 3 http://novatime.wfu.edu


http://novatime.wfu.edu/
mailto:novatime@wfu.edu

Section 1: Employee User Types

NOVAtime is a web-based application that will collect time and attendance information for all campus
employees. Beginning January 1, 2013, NOV Atime will also be the system of record for all employees, including
exempt staff employees, to use for leave management.

For the purposes of this guide, the two types of staff employees that access NOV Atime are defined as follows:

' Collect time

information by
entering hours
worked on the

Collect time
information by
swiping a time clock

NOVAtime

timesheet
Utilize the Utilize the
NOVAtime web NOVAtime web
application to view application to view
work schedules, work schedules,
PTO usage, and PTO usage, and
request PTO request PTO
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Section 2: Accessing NOVAtime

Accessing the NOVAtime launch site
To log in to NOV Atime, navigate to the launch site using one of the following supported web browsers:

Google Chrome 18.0.x and higher
Internet Explorer 7.0 and higher
Mozilla Firefox 3.x and higher
Safari 4.0.5

Safari 5.0.3 on Mac OS X 10.6.6

AR

To access the launch site,
type ACADEMICS ~NEWS CALENDAR  DIRECTORIES  ATHLETICS VISITING GIVING  @WwiN
http://novatime.wfu.edu

' WAKE FOREST ~ NOVAtime - Time and Attendance application

UNIVERSITY

into the address bar of
your web browser.

NOVAtime Home o
Access NOVAtime
News and

Announcements

Contact Us

NOVAtime Home

What is NOVAtime?

NOVAtime is the new time-keeping and leave management application the University is
implementing to support improved, efficient services to employees. This new application will unify
all time and attendance activities for bi-weekly paid staff and students, replacing Stromberg and
the time-keeping applications within WIN. The new application rollout will begin during the
summer of 2012 and continue on a phased approach through September 2012.
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Accessing the NOVAtime Application

On the left side menu,
click Staff Employees
under the “Access

NOVAtime” heading.

NOVAtime Home
Access NOVALme °
STAFF EMPLOYEES
STUDENT ENMPLOYEES
SUPERVISOR LOGIN

News and
Announcements

Contact Us

1. Client ID: Users will
not need to edit this
field.

2. ID: Type your
network user name
into this field (the
name you use to login
to your computer).

3. Password: Type your
network password
into this field (the
password you use to
login to your
computer).

4. Click “Employee
Web Services”.

i B 4

< NOVAtimeAnywhere® Monday, 06H8/2012 15:31:23
— 4000 8338 EMPLOYEE WEB SERVICES
@ Ready...
1 2 3
A
Client1D: HOST 4 5 8
ID:
7 8 3
Password:
EMPLOYEE WES SERVICES Back 0 Eiier
The software on this Site contains i i and i i i of NOVATIME

Technology, Inc. and is protected by copyright, trade secist and trademark law. NOVATIME retains sl
rights not expressly granted. Use and disclosure of this software is restricted and govemed by the
License Agreement and the Legal Agreement. Access and use is restricted to NOVAtime authorized
business pariners and users for NOVAtime business only. This system may be monitored for
sdministrative and security ressons.

©1399.2012 NOVAtime Technology. Inc  Legal Statement  Privacy Statement

HOVAtime and NOVAtime loge are registered trademarks of NOVAtime Technalogy, Inc.
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By default, your

timesheet will display for

the current pay period OVALimeAnywhere® m=+1ove

under the Attendance

Attendance | Scheduler

CategOIy. Timesheets Schedules History  Profile

[Z] Recalculate
Paycode entry is limited to the available to this
Time ClOCk Date Selection From: To: Timesheet Status: OPEN -, Submit |
1 | Current Pay Period [=] | osioarz012 || ogii7r2012 |
User timesheet Audit  Date Jom PayCode in Out | Reg OVT  HWP WeeklyHours Reason provs|

Web Time Entry
: imesheet Summary: oyl - I-;a,c_e
user timesheet. Timeshoot Summary: Grow By: [Payeode ]

PayCode  RegHrs |mn ‘ prl Total Hrs ‘

NOTE: Users will not see

both types of timesheets,
but only the one

@AtimeAnyw@erg‘” 1L QUICK AaATCR S —

associated with their user

Timesneets  Schecules  History  Profile

type. B save| ) unda| 3 Recsicuate |

D:‘:r-:re::ze-iw = F:e;‘ww r:imao'z s s oren ¥ 0|
Week! [08/04/2012.081102012]
Saturaay sunday Honaay Tuesday Vieanesasy Thursaay Fruay
PayCote 108 hua4 hug$ hug 6 o T ug g9 Aug-10 Total o
= &l T T LTI T ] s 7 7 ’ ’ 7 7
— o0 o0 o0 000 030 oo oon
Week2 (081 1/2012.0811712012]
Saturaay sunday Mangay Tuesday Vieanesaay Thuraday Frsay
PayCode 108 hug11 Aug 12 g 13 g 14 Aua15 hua 16 Aug 17 Total L
v B EASATRARTTI Lah owdeaed 3] s ’ P 7 s v 7

Dasy Totais:
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Swiping the Time Clock

Time clock users should follow these steps to swipe the time clock or “punch” in or out:

Place your thumb over
the Wait Chapel
image and swipe the
Woake Forest Deacon
OneCard at the time
clock to “punch” in.

WAKE FORE?SST

UNIVERSITSS

To “punch” out, swipe
the card in the same
manner.

If you forget your ID

card, contact your
Supervisor so that he
or she can add your
punch.

A successful swipe or
“punch” will be
indicated by an
audible beep and text
on the screen that will
read, “Punch
Accepted”.
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Section 3: Attendance

Timesheet

The employee timesheet is what Payroll uses to prepare your pay statement for each pay period. Time clock
users and web time entry users will complete their timesheets using different methods.

Time Clock Users

As employees swipe in and out using the time clock, the timesheet will automatically populate the information

/iﬁ-a_i;A tfmeAnyWhereﬁ” . QUICK NAVIGATOR

4000 5385 EMPLOYEE WEB SERVICES

Attendance | Scheduler

Timesheets  Schedules  History  Profile

E, Recalculate
Paycode entry is limited to the paycode(s) available to this employee.

Date Selection: Fram: To:

] echion: ] _ Too Timesheet Status: OPEN |+ Submit |
| Current Pay Period [=] vsne012 | 08ri2012 |

Audit Date JOB
3§ | Tue 08212012 22345678-555444-00 [Groundskeeper]

PayCode  m out
100[REGULAR] 08:30AM

Timesheet Summary: Group By: . Paycode E

Pay Code . Reg Hrs . ovT HWP Total Hrs
T00[REGULAR] | 8.50 | 0.00 [ 0.00 8.50
Totals 8.50 0.00 i 0.00 i 8 5[].

| Reg  OVT | HWP Weekly Hours
05:30PM

Thu Aug 23 2012 03:27:20 PM

8.50 0.00| 0.00, 8.50

on the timesheet. If you forget to swipe your card, either to indicate time in or time out, therefore missing your
“punch”, please alert your Supervisor so that your timesheet can be adjusted.

Transferring Jobs

At this time, if you need to transfer from one job to another, your supervisor will complete this for you and

update your timesheet accordingly.
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Web Time Entry Users

To complete your timesheet, you will need to access NOV Atime to update your hours worked for each day and
job (if you have more than one). By default, the current pay period will display.

@At!{ﬂqﬁ.ngwhere' 2 QUK AAIBATOR

Timeshesls Schedules  History  Frofile

[l seve | €Y wnao | (1 mecacusate |

Date Salection: From: To: i o Submit |
Carrenl Pay Parind [=] | tanaz012 | pamizo1? ERR ST
Wik [DBABIZ012.082472012)
[ Saturday Sanday
PayCode JoB Aug-18 Aug-19
100{RECULAR | 374EATE BRATTT 00 [Lab courdmato] || & &
Dy Tolals: o0 o0
Week? [DBIZ52012 DBI2012)
saturday Sunday
PayCode JO6 Aug-2y g 2
Setect-> = 32345670-800777-00 [Lan coorcinstorl  [=] # s
Dadty Totals: 000 L
Timesheet Summary:  Group By: | Payeode =
By Coda Hag Hrs.
TOHREGULAR] 250
Tetals 2250
Accrual Summary
Post Type:

Pay Cote Code Last Posst Diate

To update the timesheet:

Monday
A 20

150 &

750

Monday

Aug 2P

0.

ovr

Tussday Wdnesay Thursaay
Aug-21 Aug.22 Aug.23
750 & 750/ " &
750 750 non
Tuesday Wednesaay Thursday
g 28 fug 28 Aug-30
& I &
0.00 .00 00
i
0 0.00
.00 0.00
Awcrsed | Used
000

Friday

Aug-24 Total @
& 2250 a
000
Friday
Aug 1 Total L]
&
(1]
Totad Hrs
25
250
[T

1. Select the
appropriate Pay
Code by clicking
the down arrow on
the drop down box.

4000 Saa5 EMPLOYEE WEB SERVICES

Date Selection:

Timesheets Schedules History  Profile

[E save | ¥y undo| [F Recalculate |

From:

@OVAtfmeAnywhere&? &, QUICK NAVIGATOR

To:

Only pay codes [Gurrent Pay Perioa

[=] | oer04r2012 | 081712012 | 1

StatussopEn b Submi |

. Week1 [08/04/2012-08/10/2012]
applicable to your — —
. . JOB Aug-4 Aug-5
job will be R =
I | 32345678-888777-00 [Lab coordinater]  [+] | & |&#
1 1 <—Salect—>
avallable' M 100[REGULAR ] Daily Totals: 0.00 0.00
li fp C d L—{l 120/PAID TIME OFF
—{| 160/ADMIN LEAVE ]
1st 0 ay Lod¢es. WE 180[~00PTION LV REF] |21
—f 240/BEREAVEMENT LV]
260[CIVIL LEAVE ] Saturday Sunday
3B0[PARENTAL LV REP] JoB Aug-11 Aug-12
|| 520[RELEASE TIME] T
B00[SICK LV RESERVE] | 32345678-888777-00 [Lab coordinator] | v | | | |&#
-—{l 640[ST DISABLTY REF] =
B60[CALL BACK TIME ] Daily Totals: | 0.00 0.00

Timesheet Summary:

Group By: !W

B

Pay Code

Reqg Hrs

B e e e B A R e N P P e e e o A e B A A A AN Bk E AN B A AN e
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2. You may also select
a different pay
period by clicking
the drop down
arrow under the
Date Selection field.

NOVAtFmEAnywhere@‘ A QUICK NAVIGATOR

— 4000 5335 EMPLOYEE WEE SERVICES

Attendance = Scheduler

Timesheets  Schedules  History  Profile

E Sauve | q Undo | E Recalculate

Current Pay Period ~|| vainar2012 | 08172012 |

Last Pay Period
Mext Pay Period
This Week (View Only)
Last Week (View Only) JOB

|

|
User Defined Date Range (View Only) .
User Defined Pay Period | 32345678-888777-00 [Lab co

By default, your
primary job will display
in the JOB field. If you
have more than one job
that you perform, you
may select the
appropriate JOB by
clicking the down
arrow.

/NOVA rj’meAnywhereﬁv 2 QUICK NAVIBATOR

e

Attendance

Timesheets

4000 SaaS EMPLOYEE WES SERVICES

Scheduler

Schedules  History  Profile

Save | ¥ Undo | [T Recalculate |

Date Selecti From: To: i
ate Selection: _ ] Ti Status: OPEN ‘% q;’Subml(|
[current Pay Period [=] | o8io4i2012 | 081712012
Week1 [08/0472012-08/10/2012]
Saturday Sunday
PayCode JoB Aug-4 Aug5
[<—select— = 32345678-868777-00 [Lab coordinator] [+ [ & [ 1
32345678-777555-00 [Circulation Specialist]  jj
32345678-888777-00 [Lab coordinator]

NOVAtime Staff Employee User Guide 11

http://novatime.wfu.edu



For the corresponding
days, click inside the
box and type in the

To enter a comment on
a day where you have
entered hours, click the
pencil icon. When a
comment is present,
the pencil icon
becomes a blinking
envelope.

If you worked another
job during the week, or
need to indicate time
using another Pay
Code, click the green +
button to add another
line.

hours spent on that job.

JoB

Monday Tuesday Wednesday Thursday Friday

Week1 [D6/23/2012.06/29/2017] K
Saturday Sunday Honday Wednesday Thursday Friday
PayCode J08 Jun.23 Jun-24 Jun.25 Jun. 26 Jun-27 Jun.28 Jun.29 Total ]
100REGULAR | 32345678-T77556-00 [Circulalion Specialis [~ | 4 & 750 & 750/ & 750 & & 250 e
<—Selec—> [=] 32345678-888777-00 [Lab coardinalor] =] e & 4 & r'd 4 &
Daily Totals: 000 000 750 750 750 o0 0.00

After entering any time
data, be sure to click
the save button.

I\NOVA tFmeAnywhereE . QUICK NAVIGATOR

400D 5335 EMPLOYEE WEB SERVICES

Attendance | Scheduler

Timesheets  Schedules History  Profile

save |

B Clion, From: Tor

undo | (7] Recalculate |

| current Pay Perioa [=] | oginarz012 || 0anziz012

stams:open & ¥ Submit|

Week1 [08/04/2012.08/10/2012]
Saturday Sunday Monday
PayCode JOB Aug-4 Aug-5 Aug-6
<Select—> = 32345678-888777-00 [Lab coordinator] [ =] [ ] & [
Daily Totals: 0.00 0.00 .00
Week2 [08/11/2012-08/17/2012]
Saturday Sunday Monday
PayCode JOB Aug-11 Aug-12 Aug-13
[«—Gelec> = 32345678-886777-00 [Lab coordinator] [ =] [ |&# ] [ ]&
Daily Totals: 0.00 0.00 0.00

Once the pay period
has closed and all time

. . Diate Selection: From: To:
; S
information has been | Current Pay Period [=] | vsi0ar2012 || 081712012 | eI S -
entered, click the
“Submit” link.
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The following dialog
box will display, asking
you to certify that your
timesheet is correct.

Click “OK” to submit
your timesheet to your
supervisor.

|| certify that this
timesheet is correct.

Timesheet and Accruals Summary

As time information is added for both Time Clock users and Web Time Entry users, the Timesheet Summary
area below the timesheet will populate the total amounts of regular hours (Reg Hrs), overtime hours (OVT), and
holiday hours (HWP) worked. These hours are grouped by Pay Code. Regular hours include leave time, such as

paid time off, civil leave, etc.

The Accrual Summary section will be active after January 1, 2013. This section will provide a summary of the
leave time accrued during the pay period, any hours used, and the hours available. For information on how to
view your Leave balances and history prior to January 1, 2013, see the section of this guide entitled, Viewing

Leave Accruals and Attendance History.

NOVAtime Pay Codes

These are the Pay Codes that are available for recording your time:

Numeric Code  Abbreviation Description
100 REG Regular
120 PTO Paid Time Off
160 ADM Administrative Leave
180 ADP Adoption Leave Placement
240 BER Bereavement Leave
260 CVL Civil Leave
380 MAT Parental Leave Replacement
520 RED Release Time
600 SLR Sick Leave Reserve
640 STR Short-term Disability Replacement
660 TVL Call Back Time
661 NL No Lunch (only supervisors can select this code)

NOVAtime Staff Employee User Guide
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Schedules

View work schedules by clicking the schedules tab. By default, the current pay period will display.

The Schedule Summary
on the upper portion of
the screen shows
scheduled hours versus
actual hours worked
during each week of the
selected pay period.

f':n?al:ﬂtimeﬁ.nywhe@= Ao

Timeshests  Schedules  Hsion  Probie

Dats Slacton
¥ | Curont Pay Pariod

[=] | cartamoiz | oamimoiz

From To:

Schedule Summary

0BNSEN208R4012

DREET2-083 102012

Augusl 2012

-
-

* Howrs are groupad by Actesl Work Dale

The calendar view on the
lower portion of the
screen will show you
your work schedule per
day for the selected pay
period.

June 2012

dskaeper
Flexitia [00.00.23.55]

Fiexiia [00.00-2359]

Frexible [00 nu:sg}"

Fiexitl [00.00.23:585]

Saturday Sunday Tuesday Wednesday Thursday Friday
3 24 s 3 21 28 29 L]
o [5] Groundskeeper « 5] Groendekeeper . . o [5] Groundsbesper + 5] Groundskeeper
Flexile [00-00-23:59] Flexdle [00-00-23 581 Flexdle [00-00-23:58}
jendar |
|
o [5] Groundsheeper
Pl [00-00-23:49)
July 2012
saturday sunday Tuesday Wednesday Thursaay Friday
7 g 3 o 3 o
= I5] Groun « [51 Groundshes - 5] Groundskaeger

eper
Fisxitle [00.00.23:59] Flexkis [0.00.23:5

Accruals and History

Viewing Leave Accruals in NOV Atime is a feature that will be made available beginning January 1, 2013. Until
that time, users may view accruals using WE@Work, found in WIN. To view accruals, click “Time Off Current
Balances and History” under the Leave category.

WF@Work

* Current Benefits Statement
* Taxes and Miscellaneous Deductions

NOVAtime Staff Employee User Guide

Leave
* Time Off Current Balances and History

Bene

Pay Information
Deductions History

Direct Deposit Information
Earnings History

Pay Statement

Salary Detail

Tax Forms
Electronic W-2 Consent

W-2 Year End Earnings Statement

Personal Information

Social Security Number Information

View Address{es) and Phone(s)

View and Update Email Address(es)

View and Update Emergency Contacts

WF@Work Help Information

WE@Work Help
WFE@Work User Guide
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https://win.wfu.edu/win/app.wincore.WIN

To view your attendance history in NOV Atime, click the History tab.

Attendance

Timesheets

ﬂ OVA t'fme An ywhere‘*} . QUICK NAVIGATOR

4000 5333 EMPLOYEE WEB SERVICES

Scheduler

Schedules  Accrual Profile

Calendar || Maonthly Calendar H Detail || Summary |

420120

R Rl Y e T e e

A twelve month calendar view will display, with a color coded legend for each Pay Code. As you accumulate
attendance history, the calendar will be color coded by Pay Codes used. The year can be changed using the left

and right arrows on either side of the

year in the top left corner. NOV Atime will not include any history on

leave usage for years employees worked prior to NOV Atime implementation. WF@W ork will remain available

for viewing leave usage history prior to NOV Atime.

WOVAtimeAnywhors® 1= i

Timeshests  Schedules  Accruals  Mestory  Profile

asory; mEP LOSGUN

e naaT Ny licrmiy Catendar | [ Detan | [ Summan |
LF TH £ Meed  mmOON] RN CdONY mmDM CmONREC) mm12OFTO) 140Gl
[E1/ Excoptions mm1e0ie0u] mmSUADF ERAWIALV] EIOEE] WEISEER WEISUCVL EREOCVE wm00AT]
ERTOMLC] EmMONOL DSV EEISONAT] mmANML]  ERANMLY] ERUOIOTC] mmAssovT)
ESSOPTU]  ESNOPTR]  EmSMEL]  ESER]  mmSSRO] EmSEIRPY] mmENOSLY  mmETOISTO)
ERHNETH] gmfOMA] eI
January 212 Febeuary ANz Mareh 2017
e Sun Men Tus Wed Thy £ i Sun Mon Tng ited Thy I t Sun Mon Tug ¥izd The Ed
Week 1 2 3 4 5 3 Wivek 1 2 3 Week 1 2
week T 8 ] 1 1 2 1 veek 4 5 [ 7 8 ] 1 week 3 4 5 [ 7 2 9
Wesk 14 15 1% 17 1 1 20 Week 11 12 13 " 1% 1% 17 Week 10 " 12 3 " 1% 1
Woek 21 22 3 24 5 1) Fo Week 18 18 @ n 2 3 2 Week 17 1® 18 0 2 = 23
Waek ] n o n Weak % 26 o " Fal Weak bl i3 b n " M a0
Wedk | Weak Wedk N
Apei 2012 way 2012 June 242
i Sun Mog Weg I 1] k- Sun ied I i ] Sa Sun oo Iue Wed The [
Waek 1 2 3 1 s & sk 1 2 3 4 ek 1
Wesk T ] 9 10 1" 2 1 Week 5 6 7 (] o 10 1 Veek 2 3 1 [ 7 @
Weak 14 15 16 7 18 1% 20 Wenk 12 13 14 15 16 17 18 Wenk L] 10 1 12 13 14 15
Fal 2 o 24 25 »n Fi Wehk 9 20 Fal 2 px 4 %5 Weok 18 1 18 % 20 21 2
28 29 0 Wenk Fal aa bl o 30 n Weok = 24 25 % a = 2
e Weok Week n
Juty 7M1 Ausgust 23 Seplembser T2
& Sue ] Iue wed Iy i A Ao L Isn fed Iy (0] £ Jun Moo Iue Bied e i
Week 1 2 3 [ 5 o Wesk 1 2 3 Week
Waak T B 9 10 1" 2 1 Weak 4 5 L3 7 ] 9 10 Weak 1 2 3 4 6 T
Wosk 14 % kL] 17 18 19 20 Webk " pr3 13 " 15 1% 1w Week a8 1] 1 n 12 13 "
Woek F1] a2 a 24 5 n an Week 1’ 1w 20 o a2 Fed 2 Weak % ALl 17 = 1w 20 an
Week 28 2 I 1] Week 28 28 Ed 3 2 ) n Week 22 n 24 % 28 . 3
Week | wesk Week 29 1
October 212 November 2012 December 2012
] S Men I Wey I m s e Men I Wes I m 0 e Mon  Jwe  Mes I w
Wedk 1 2 3 4 5 Wienk 1 2 Wedk
R T S TN, PO NI Qe PRI | SNSURY, | FORDUI, SO G | ST WUNENEN S PUS GECEIT) WOVSRI SR U UL NN G| SUVEG SRV Ny SRS NG SReGR Rpny S §

e Click on an individual date to view the detailed records for that particular day.

Click on the word “Week” to view the detailed records for the week.
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Other History Views

e Monthly Calendar: Displays attendance history for a one-month period. The month can be changed
using the left and right arrows on either side of the month in the top left corner.

Timesheets Schedules Accruals  History  Profile

<Wﬂm Catendar | [ Detai | [ Summany

Cluly, 2012 ¥ ) [El /B Exceptions
July 2012
Saturday Sunday Monday Tuesday Wednesday Thursday
1 2 3 4 5 5
7 8 9 10 11 12 13
14 15 16 17 . 1 20
21 22 |23 24 3

e Detail: Displays detailed attendance history for a particular date range selected by the user. Select the
date range by clicking the calendar icon beside Start Date and End Date.

Timeshests Schecuisa Acmuals | Hitory | Prodle

catondar | [ Monmi Caionoar - Summary
.

Istart Date: (011012012 & End Date: |01012012| & B

— n out Exception Job

e Summary: Displays attendance summary information for a particular date range selected by the user.
Select the date range by clicking the calendar icon beside Start Date and End Date.

Calandar summary |

‘:mum‘ ooz 08 Enapate 01012013 =]

[OAN2012.01082012] Satsrday Sunday | Mondsy Tuasday Wodnasday Tharsaday
Paycods Coust Hrmin
— R — S L R = | Stlrstrn=]

Taray

Long Maal
Messed Punch
Earty Out
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Profile

Click the Profile tab to view basic user information. This information is derived from your employee record
with Human Resources. If you need to make changes to your profile information, please contact Human
Resources at 758-4700 or AskHR@wfu.edu.

Timesheets  Schedules Accruals  History  Profile

Login ID / Password
Login ID- 32345673 |
Contact
Email: Eyrnil@u’rﬁ.?edu ‘ Emergency Phone: [(ﬁ)‘}gﬁhﬁﬂ |
Phone #1- (336)758-9999 Emergency Contact: |Mrs. Deacon - Spouse
Phone #2: ‘ ‘ Relationship: ‘ ‘
Home Address
Address #1: ! | Address #2° I
City: ‘ ‘ State: I |
Zip: Country:
User Defined
UserDatel | UserDate2 i |
Employee Class Nz ‘ FCS Essential? |
Other
Send Schedule Requests to: | SUPERVISOR - Supenvisor Deacon |~ |

NOVAtime Staff Employee User Guide 17 http://novatime.wfu.edu



Section 4: Scheduler

Requests

Navigate to the requests tab of the Scheduler category to make a leave request.

Begin by clicking the
Scheduler category at the
top of the screen.

NOTE: PTO requests can
only be made through
NOVAtime for your
primary job. To request
PTO for a different job:

Web Time Entry Users -
Add the time off directly
to your timesheet once the
time is used.

Time Clock Users -
Inform your Supervisor
who will edit your
timesheet to reflect the
request.

@;ﬂ timeAn ywhere@’ 22, QUICK NAVIGATOR

4000 S3as EMPLOYEE WEB SERVICES

Aftendance  Scheduler

A calendar indicating the
dates within the current
pay period will display. To
select a date other than
those for the current pay
period, click the calendar
icon and select the
appropriate date.

’@DVAtimeAnywhere' 2SR sk
cousass eapones s mvces

1 14 15 16 7 1
0 21 2 1 24 5
2% 27 AW W W H

Toaay is Tue, 10 Jul 2012
S| W[ [KIE

Tuesday
071022

Wednesday
072012

-+
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Click on the Paid Time
Off[0.00Hours] Template Regeents
once to highlight it.

& Add | Maintain Templates

2 ;
id Tl . [&| Pleaseinserttemplate
Bclauea p— [ gas erttemplate
Please insert template

Week OF: | 08/04/2012 (Sat}-08/17/2012 (Fri) ]

Saturday Sunday Monday Tuesday
08i04i2012 08/05/2012 08i06/2012 08i07/2012

Pending Request:

—+ 53 » T<] -+ T »l | «¢ -+ 3] » [« -+ T3]
Approved Request + Schedule:

D S O e e O O A N
Click on the calendar date . I
for which PTO is | : E|
« » | | Start: 01:.00PM
requested to “drop” the | _
template on that date. ! End: |05:00AM

)

The dialog box to the right
will display. Enter the start
and end times of the
request, as well as the total
number of hours for that
day. Once these fields are
complete, click
“Confirm”.
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To add a note to the
request, click the yellow +
symbol.

To copy a PTO request to
one previous or next day
in the week, click the
single carat > at the
bottom of the day. To
copy a PTO request to all
days prior or remaining in
the week, click the double
carat >>.

To remove requested PTO
from a date, click the red
minus sign.

=
08/14/2012

(PC-120)
v Paid Time Off

4.00 hours(01 :UUF’M-UE:UDAC

K

After selecting the
appropriate dates, click
Save. This will
automatically generate an
email to your supervisor
with your request so that
it can be reviewed.

Once action is taken on
your request, a system
email will be sent back to
you indicating whether or
not the request has been
approved. Also, a new
message pop up will
display upon logging in to
NOVAtime.

Any approved PTO will be
reflected on your
timesheet automatically.

The page at https://dev.novatime wfu.edu says:

You have new messages., Click OK to read them now.

QK

Cancel

ovAtimeAnymhers” -
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Add/Maintain Schedule Templates
Before a non-standard time off request can be made, a PTO template must be added. To add or edit a PTO

template:

Click Add/Maintain

mﬂtfmeAnmhere* B, cus navBaton
Templates to create a new R e
template. Rerts. Sl
l suttiple < 57 A 1 Magintain Termptates >
Pakd Time OH[7.50 Hours] Pleate M iemEE Figasa ing
Plaage in pladu i . Pirasn ine
Pl Please in:
Week OF: | 017/07/2012 (Sat}0T/20/2012 (Fri) [~ ] [ = E
o JEm o s i
-+ ) ® [3 —+ W | [ = [ = [=[<] -+ [Z[ ]| [ =% B
Approved Request » Schedule:
e B e e
The EWS - My Schedule

Template pop up screen
will display.

EWS - My Schedule Template

|| New [ Edit = ELDelete [ save

Template: | < Select-> [=]

7 Undo | S Exit

Dbreview] ‘

PayCode: | =—Select— : |

JOB

| —Select—=

Starts:
Ends:

Meal:

I Minutes | |

[ |
[ |

[
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Click the drop down beside

M.
the Pay Code field and EWS - My Schedule Template =
select the appropriate Pay B New | 5 Edit | Bbelete| [ElSave | 3 Undo | ] Exit
Code (e.g. “120[PTO]” for

c T s Template: <-Select-> [~]
paid time off).
OPreview] | | _
) royCode:
JoB =—Select— (3 El
100[REG] [
= 120[PTO]
Ll 140[PTG]
i 160[ADM]
B 180[ADP]
Meal: 2000ALV] |- inutes { | | |
220[BEG] L
Haire 240[BER]
260[CVL] i
2B80[CVR]
[ — 320§HLG} slf :
340[HOL]

360[HWP]
3B0[MAT]
A00[MIL]
420[MLV]
440[0TG]

4B0[OVT]
AB0[PTM]

Enter the number of daily

hours needed for this PTO EWS - My Schedule Template

template. =) New | 3 Edit | EkDelete| [ Save | v Undo | ] Exit
Template: | <-—Select-> I~]
SPreview | PAID TIME OFF |

PayCode: | 120(PTO] ||

]
=

NOVAtime Staff Employee User Guide 22 http://novatime.wfu.edu




Click Save to create this
template and then exit. EWS - My Schedule Template

£ New |3 Edit E;Deln Undo | S8 Exit

Template: | <-Select—> [~]

OPreview ‘ PAID TIME OFF [4.00 Hours] |

PayCode: | 120[PTO] [+]
|

The new template will

display in the template

lecti T h Multiple = TR E]
selection area. 1o use the Paid Time Off7.50 Hours] Paid Time Off4.00 Hours] )
nery created template’ Please insert template »
. Please inserttemnplate Please inserttemplate
follow the steps in the
Week OF: [07/07/2012 (Sal) 07/20/2072 (Fri) |~ | =)
Requesting Paid Time Off i, Sund Mond Tuesd:
. Sty . e { e
SeCtIOIl. Pending Request:

Calendar

The Calendar screen under the Scheduler tab offers a view of Pending, Approved, and Declined Paid Time Off
requests for the current year. Click Edit to the left of any week to be taken to the Requests tab.

& Primt
a2 b T Pt Reguest B0 Appwuved Regowst B Duchiond Regusst
Junuary 3 February i1t | March 2012
= Sup Mon st ‘e Inik In St i Moo Tus ied pL 0 al San Mon Tus e I L]
1 2 F] 4 5 & Eat 1 2 [ Edit 1 2
= 7 a L] 10 1 1 13 Eat 4 5 7 8 L] L Eot 3 4 5 ) L3 & L)
Fat il 15 16 17 18 1w n Eat " 12 E} 4 15 % 17 Fat m 1 12 13 1 % 1%
Ea k) ke k] 24 25 26 ar Eat 1 kL] 20 1 o2 23 24 Eat ) 1% " 20 21 @2 3
o B ] 0 n Eat L ] g = 29 Eat 24 2% » L ] 29 0
Edt |_Em Edit n
Aprd 202 ay 7042 Sune 3012
o Sun Man Ius imd Thw ] s aun Mo it b it} sal dan Mon Tus e i ]
Eat 1 2 3 4 ] ] Eat 1 2 a 4 Eat 1
Eot 1 8 9 W 1 2 3 Eat 5 L) T L] 8 W n Eat 2 3 4 L] L) T B
Edt " 15 18 7 18 9 20 Edt 2 13 " 15 16 7 L] Edit L] " 12 12 14 15
Ed 2 22 ] 24 25 2% 2 Edt 19 2 2 22 23 EL] 25 Edit 18 7 1" 19 0 21 22
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