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Exempt Staff Employee Quick Guide

Access NOVAtime: http://novatime.wfu.edu

Logging in to NOVAtime

On the left side menu,

click Staff Employees NOVAtime Home

under the “Access |
NOVAtime” heading. Access NOVAtime °

STAFF EMFLOYEES

STUDENT EMPLOYEES

News and
Announcements

Contact Us

1. ID: Type your
network user name
into this field.

2. Password: Type your

4 . a\:.-
network Password \IYOVAE!&E:ﬂR;‘:Where Monday, 06/18/2012 15:31.23

into this field.
3. Click “Employee

@ Ready...

Web Services”.
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Requesting PTO Using the Scheduler

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

Begin by clicking the
Scheduler category at the

WA tme'Aﬂijthe@ 2 OUICK NAVIGATOR

— A BT L= WEE SERVICES

top of the screen.

Scheduler

A calendar will display,
defaulting to the week that
we are currently in. To

’@DVAt‘imeApyw@gre" 22 N MACTOR

Requesis  Calendar

I Muttiple [ Add | Maintain Templates

select a date other than s e o
those for the Current paY wm;m: 07/07/2012 (Sat}-07/20/2012 (Fr) (=] BB ) - “.S"" i
period, click the calendar e ——— ko i

Pending Request: EX 1 2 3 4
icon and select the BREEE RS
appropriate date' LT T S— | 6 3 — m'ﬂ:;m'lfmifnf = ST ][ == P2 2o I S— || G

it ‘ s e a2 ford

Pending Request:
Click on the Paid Time
Oft[0.00Hours] Template Reauests  Calondar
once to highlight it. - R,

Paid Time Off[0.00 Hours] ) [&| Pleaseinserttemplate
W Please insert template

Please insert template

Please insert template

Week OF: | 08/04/2012 (Sat)-08/17/2012 (Fri) [~ | EH]

0810412012 08/05/2012 08106/2012 0810712012
Pending Request:
[T -+ P 2] -+ [T »|[«][<] -+ P »]|[«[< -+ [>

Approved Request + Schedule:
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Click within the empty
calendar box for the date
PTO is being requested to
“drop” the template on
that date.

The Schedule Hour Editor
dialog box will display.
Enter the total number of
PTO hours you are
requesting for that day.
Then click “Confirm”.

It is recommended that if
you are requesting less
than a full day that you
add a note to let your
Supervisor know which
hours you will be out. To
add a note to the request,
click the yellow + symbol.

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

To remove requested PTO
that has not yet been
approved from a date,

click the red minus sign.

Monday
031812013

Schedule Hour Editor

Hour:

Tuesday
08M4i2012

4.00 hUurE(D‘I:EIUF‘M—UE:UDNMO

(PC-120)
v Paid Time Off

| [«]<] -+

>
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After selecting the
appropriate dates, click

lE] i st g

has been saved, your
supervisor will receive an
email and a system
message regarding your
request. Once action is
taken on your request:

1. An email will be sent
to you indicating the
status of the request.

2. A system message will
display that you can
read the next time you
log into NOV Atime.

3. Approved PTO will be
reflected on your
timesheet
automatically and the
approved hours
removed from your
available balance.

Approved PTO requests
will display on the
requests tab under the
green line for Approved
Requests.

Save.
" Tugsday Frigay
nz orHeR02 e
7.50 Houes 7.50 Hours 7.50 Hours 7.50 Hours
Paid Time O Paid Time O Paid Time O Paid Tirme O
Once your PTO request

The page at https://dev.novatimewfu.edu says:

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

QK Cancel

TNOVAtimeAnywhers® =0 ssicn s e o st e e, s 1o

B vourprivats Messagep:
[ e G T e T tieed Receni? -
k Vour e O Asuast o SUPERwEOR T G0t ossTPH T vos |-
rota 1 messagets).
pre—— e

e

leoa

o been approveq/aesained by SUFELRVISGR!

3. Bequest For 1 neuce of PAID TINE OFF On 07/12/2012

“iapproved:

Pending Request:

o 5} > » < =% 2 » K« —~+ bd »

Approved Request + Schedule:

[U17.50 Hours %
(PC-480)
' Paid Time Off
By: SUPERVISOR@03/22/2013

B T el S” S Y g

e )
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To view a “running tab” of

ﬁl‘D_VAtimeApywl:ler:q" 2

your PTO accruals and

usage, SeleCt the Accruals Timeshests  Accruals  History  Profile
Accruals H
tab under the Attendance e
CategOrYl L:mo: ?KGDZZ:;QSYJEHH\FER ::J‘“::l:“" Date: 3:”::232:
i e A
el PostDate  [x]
Filter by Date Range From i 2 @
Add Filter Apply Filter Clear Fitter
Pay Code Last Post Date Post Type ‘Accrued/ Used Available Notes
o [480PTM 02106/2013 T as0 1150 Usage
Post Date Acc. Code Post Type Hours Carry Hours Used Adjust Eamed Available Motes
011472013 WMO0938 T 000 2050 550 0.00 000 1500 Usage
1272012012 WMO0938 T 000 3550 750 0.00 000 2800 Usage
121912012 WMO0938 T 000 4300 750 0.00 000 3550 Usage
R TS 4% O 0% % v
To remove an approved
PTO date that you are ot unam o
unable to take, go back to o Foamet . '
nding Request:
the Request tab of the
Scheduler and locate the
requested PTO date.
- > pod < - > » <« < - > >

Approved Request + Schedule:

Click the red X to begin w750 Ho@]

the removal process. + PaidTime Of
By: SUPERVISOR@03/22/2013

B T T Y et

A pop-up alert will display
to be sure that you want to
The approved time-off request is about to be completely removed from the system. Click OK to continue, or Cancel to exit.

completely remove the
request. Click ‘OK’.
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The red X will begin to
flash. Click ‘Save’ at the
top of the screen to
remove the request. Upon
clicking Save:

1. An email and system
will be sent to your
supervisor to let them
know that you did not
take that day after all.

2. The hours will be
removed from your
timesheet
automatically.

3. The hours will be
added back into your
available balance.

Plo: nplate
Undao
Wednesday

0312012013

Thursday
0312112013
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