1. Process Data
The Payroll category | Process Data page is used to pull the data from the system for the purpose of
payroll.
1. Review the Timesheet Status dashboard gadget to see if all employees have been approved. If
not, reach out to the supervisors. Go the Payroll category and click on the Process Data tab.
2. Click on Refresh Period or change the dates to the correct pay period dates.
3. In the Special Options area, expand by clicking on the white plus sign. If applicable, click on the
appropriate options.
a. Items that should be checked: “Include processed punches” and “Skip Accrual
Processing.”
4. Filter the employees, as necessary, by using the different filtering options.
5. Hit the Process button on the top left hand side of the page.
6. Review the popup box for accuracy.
a. If all information looks correct, click OK.
b. If the information does not look correct, click cancel and adjust the page.
*Payroll Steps Continue Below Figure 1*
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7. Wait 10 -15 seconds and then select the Process Data page to refresh the page. Review Figure 2
for reference.
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8. Wait for the notification area update. The notification area shows directly below the “Save,
Process, Undo” buttons.
a. If the notification area does not show a message that says “Completed” with the current
date and time, then follow steps 6-8 until it does.
9. Wait until the page says “The Payroll Process was completed” at the <current date> <current
time>.

10. Once the page shows the correct information, go to the Payroll category Reports page to run,
view, and/or print any reports for payroll.
a. I suggest running the Summary Report.PR to view the hours that were gathered during
the payroll process.

1.1 Reports
The Reports page is used to view reports with the payroll data before converting the file into the export
file for payroll. For more information on the different reports in this section please see the section on
the Reports Category.
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Some Payroll Processors require you to run and save the SUMMARY REPORT.PR and send this
report with the Export file (created in the next step).

1.2 Exports
The Export tab is used to take the data from NOVAtime and convert it to an appropriate file that can be
used with your payroll processor.
1. Check the Payroll Date Range
2. Check the status completion date and time. The date and time should be todays date and time.
3. Download the file, this file is viewable and can be viewed for accuracy before being sent to your
payroll processor.
4. Payroll is not completed until YOU have sent the payroll file to your payroll processor. Send the
Export File and the Summary Report.PR to your payroll representative or upload it into your
payroll system.
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