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Welcome

The purpose of this guide is to inform student 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 student 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.

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
below:

NOVAtime Support:

Launch Page: http://novatime.wfu.edu
Email: novatime@wfu.edu
Phone: 336-758-2960
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Section 1: 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 Student Employees
under the “Access
NOVAtime” heading.

NOVAtime Home

Access NOVAtime °
STAFE ERIPLONTES

STUDENT EMPLOYEES
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”.

&,
' /
AL y)
7] H &
NOVAtimeAnywhere
— 4000 Saas EMPLOYEE WEB SERVICES
® Ready...
1 2 3
E
ClientID HOST 4 5 6
ID:
Passward: 7 = 4
FUNCH TRANSFER CANCEL
Back 0 Enter
EMPLOYEE WEB SERVICES
The software on this Site contains and proprietary of NOVATIME

Technalogy, Inc. and is protected by copyright, trade secret and trademark law. NOVATIME retsins all
rights not expressly granted. Use and disdosure of this software is restricted and governad by the License
Agresment snd the Legal Agreement. Access and use is restricted to NOVAtime authorized business
partners and users for NOVAtime business only. This system may be monitored for sdministative and
security reasons.

©1999-2012 NOVAtime Technology, Inc  Legsl Statement  Privacy Statement

NOVAtime and NOVAtime logo are registered trademarks of NOVALime Technology, Inc.

By default, your
timesheet will display for
the current pay period
under the Attendance
category.

@VhtimeAnywherem 2. QUICK NAVIGATOR

4000538 EMPLOYEE WEE SERVICES

Timesheets  Schedules History  Profile

E save| @add| @ pelete | ¥ undo| [T Revaleulate
Paycode entry is limited to the

Date Selection: From: To:

| Current Pay Period [=] [ 09r1r2012 || oarz0i2012 |

ilable to thi

Timesheet Status: OPEN 4« Submit |

Audit Date JoB PayCode n out Reg  OVT  HWP Weekly Hours

v I I

Add Record

Timesheet Summary: Group By: | Paycode B

Pay Code RegHrs | OVI  HWP | TotalHrs ‘
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Section 2: Attendance

Timesheet

The employee timesheet is what Payroll uses to prepare your pay statement for each pay period. With
NOVAtime, all time and attendance information for all jobs that you perform for the University is entered on

one timesheet.

To update the timesheet:

Be sure that the pay
period for Which You NOVA t!’meAnywhere@ 2. QUICK NAVIGATCR

- 4000 S3as EMPLOYEE WEB SERVICES

need to enter time is
displayed correctly in the
date selection field. The
system will default to the

Timesheets  Schedules  History  Profile

[E save| @add| © pelete | ¥ undo | [F| Recalculate

current pa eriod. Date Selection: From: To:
payp | Current Pay Period

Paycode entry js limited to the pavcode(s) gyailable to this employee.
m__ To:  Timesheet Status:OPEN 4 « Submit |
09/01/2012 || 09/30/2012 |

Current Pay Period
_| Last Pay Period JoB
Mext Pay Period |

e e | 2o

| This Week (View Only)
Last Week (View Only)
— User Defined Date Range (View Only)
User Defined Pay Period

To add a record of time
information, Slmply Clle Bl save| @add| @ pelete| €Y undo| [T Recalculate |

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

. Date Selection: From:  To:  Timesheet Status:OPEN -, « Submit |
on an empty row in the [Gurrent Pay Period [=] | varir2012 || asrzoizo12 |
[ A Date JoB \ PayCode . In out  Reg OVI HWP WeekyHours Reason Notes |
date column and select v ! =
i Il e
the appropriate date IR
from the drop-down. LT s -
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By default, your

. . . . E swe| @add| @ petete| ) undo | [E Recaloutate |
prlmary J Ob WIll dlsplay Paycode entry is limited to the paycode(s) available to this employee.

. . Date Selection: From: To: Ti Status: OPEN 4, o Submit |
in the JOB field. If you [Cument Pay Period [~] | 0si0112012 || 0913012012

Audit| Date JoB | Paycoe n Out  Reg  OVI
13 Mon 09/03/2013

have more than one job

that you perform, you

00 [/ Audiovideo Support]
00 [Circulation / Front Desk Student]

may select it from the pdiRscoa |
drop-down.

Select Pay Code 100
[Reg Hour bY Day] ) [ save | @ Afid-l @ Delete | Y undo | E Reca!cula‘te |
Paycode entry is limited to the paycode(s) available to this employee.
Date Selection From: To: Til heet Status: OPEN -, Suhmitl
| Current Pay Period [+] | ooro12012 || 0202012

12345678-999828-00 [Circulation
» Mon 091032012 |, - 1+ Desk Student] I‘
100REG HOUR BY DAY, |
|

|
Add Record

Enter the actual time in
Bl save| @ aad| @ petete | W) vndo | Recalculate |

and time out for that Rt R i Wy
ate Selection: From: To i £ ubmi
jOb for the Selected day ‘DC‘uanlth;lyPariod [=] [osio1i2012 || 09s30/2012 | s OPEN'_* i

mat Date 108 paycots | m om  |Ra ovi  wap weskytows Reason

12345678-999888-00 [Circulation
I Front Desk Student] 100[REG HOUR BY D*] 08:30AM 12:00PK

Mon 09/03/2012

NOTE The SYStem » Mon 08/03/2012 Kzﬁﬁ‘fjﬁggﬁl‘m 3 100[REG HOUR BY DAI]
assumes mllltary time. B S S O ST S E PGPS S SO S S ST v

If you do not wish to
use military time, use

a” for am or “p” for
pm.

After entering any time

data, always be sure to @add| © pelete| ) undo | [F] Recalculate | 3
CliCk the save bllttOl’l. JeOUe entry is limited to the paycode(s) available to this employee.

Date Selection: From: To: Timesheet Status: OPEN 4
[ Current Pay Period [=] | oamtizo12 || o8r30i2012 |
12345678-999888-00 [Circulation
Mon 09/03/2012 I Front Desk Student] 100[REG HOUR BY DAY]
12345678-999777-00 [II5
b Mon 09/03/2012 eschrsicl i Seapipia] 100[REG HOUR BY DAY]
- I St gt i — ’l-—.—!—-. Ay Wt g i ol T iy et Bl _‘."'\-."-A\L—‘
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Once the pay period
has closed and all time
information has been
entered, click the
“Submit” link.

ion: From: To:
Bl o I - Timesheet Status: OPEN -
Current Pay Period [+] | 0842012 || 08172012 |

The following dialog
box will display, asking
you to certify that your
timesheet is correct.

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

5 | cerify that this
timesheet is correct.

A

||/nk. | |xcmm||

Timesheet Summary

As time information is added, 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.

Schedules

View work schedules by clicking the schedules tab. NOTE: Each department chooses whether or not to use the
schedule feature in NOV Atime. Therefore, this section of the guide is only applicable if the department in which

you work has chosen to utilize them.

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.

Timesheets Schedules History Profile !

_ Date Selection: From To:

- ry
® [cCumentPayPeriod  [+] 09012012 |[ 092012012 | - y, Howrsaregrouped by Actual Weck Dale,

' Month: September, 2012

Saturday Sunday Monday Tuesday
Schedule Summary T T T
Sch. Act. Sch. Act. Sch. Act. Sch. Act.

09/08/2012-09/14/2012
09/15/2012-08/21/2012
09/22/2012-09/28/2012

08/01/2012-08/07i2012 | # | - - - - - | = | & g

09/29/2012-10/05/2012

B e
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The calendar view on the

lower portion of the = — _— — -
. F T R N B F 5 - F S e
Screen Wlll ShOW You Flaxiole [00-00-23-59 Flexile [00-00-23 58| Flexile [00-00-23 58] 2 3
your work schedule per L —
* [5] Groundskeeper
day for the selected pay e
period. —
Saturday Sunday Monday Tuesday Wadnesday Thursday Friday
) ) B ) ] !
] |2 L] ] ] 3 ] 3 ]
® [5] Grounaskaeper - . mmpﬂnn_z)ﬁg]" . R  [S] Grounaskespar | . \ﬂGMMW‘

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

NOVAtfmeAnywhere@* 2 CUICK NAVIGATOR

— 4000 5335 EMPLOYEE WEEB SERVICES

Attendance

Timesheets Schedules

| Calendar H Monthly Calendar H Detail || Summary |
42012 0 }

e e e O e e e i il

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.

gy | Honiniy Calendar || Dotail | [ sumeary |
im;), =L ] EROTEG] WY DTN mmONE] o OORRR) oy IO0RGL e 1206TO)

. =145 A R
EDNCVE]  EEINGRAT) EIN(NG) mEIAROL CONOIWF] mEINOIMAT] mmA0dML]  mAIORAN)
EAMLAOR] e OTE] R eROVT] S AMETH] o OFTR] EmSINREL EmSeRER] SRR
= SERPY] = L
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e Click on an individual date to view the detailed records for that particular day.
e Click on the word “Week” to view the detailed records for the week.

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

ﬂmmumemar |[[Detai | [ summary
< 4 July, 2012 ¥ ’ [El/ B Exceptions

July 2012

Saturday Sunday Tuesday

Thursday

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.

Timesheets  Schedules  History  Profile

[T [T e
<Stzl| Date:| 071022012 [ EndDate:[00n72012 ) @

T — - | n Out | Exception | Job. EamDed  Reghr on oT2
07192012 [100]RHR | 416P1 | 6:00Pm |4 Circulation / Front Desk Student e 175 000 000
071202012 | Ho0iRHR | IE | v Audiovideo Support [ e 600 000 000
072302012 [00RHR | | Circulation / Front Desk Student | e 600 000 0.00
0811372012 [100RHR | 2.00a | ‘+00Pu G | Cicutation iFromDesk student | e 700, 000 000
09/04r2012 [100]RHR 8:30AM 12:00PM s . S Audiovideo Support | -~ 350 000 | 0.00
oaI04r2012 100RHR 200PM | a20em |+ Circulation /Front Desk Stugent i — 250 oo0| w00

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. NOTE: The
exceptions at the bottom of the Summary is applicable only to those employees that swipe a time clock.

bstart Dt 01017012 T8

~
VA Y

(0101201 2.010172012] | Sanany Smany Monasy Friday Totst
e T o T e
L = s = T
Targy
L.NDMBBI
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  History  Profile

Login ID / Password
Login ID: | 12345678
Contact Information
—_— -——
Email: !payroll@wﬁ.l.edu Emergency Phone: i(336]?5870{100
Phone #1: !(336)758-9999 Emergency Contact: !Mnther Deacon
Phone #2: Relationship:
Home Address
Address #1: | Address #2: |
City: | State: | |
Zip: Country:
User Defined
UserDate1 | UserDate2 |
Employee Class 53 FCS Essential? L
Other
Send Schedule Requests to: | SUPERVISOR - DEACON, SUPERY | - |
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