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**You can only request time off from the Employee Web Service page**

1. Requesting Time Off

The Leave Management gadget from the Dashboard shows your current accrual balance, your current
and future requests, and allows you to request time off.

If you do not have a Leave Management gadget please reach out to your NOVAtime administrator.

Leave Managemen 0
[ & Send Reminder Request Leave

Pay Code Last Post Date Post Type Accrued/Used Available
2[PTO] 1212212017 S 9.23 32.00
Request Status :
Date Paycode Days Status
11/29/2017 2[PTO] 1 o

Figure 1

You can use the navigational arrow next to the “Leave Management” header to move to the Scheduler
category | Requests page, Figure 1 Item 1. On the Request page you can see the previously requested
time off in a calendar view type setting and also request time off.

1.1 Requesting Time Off from the Leave Management Gadget
On the Leave Management gadget select the Request Leave button, Figure 1, ltem 2.

Select the correct template.

Select the Multi-Day option if

Message to Supervisor

you are requesting.

Template Paid Time Off[0.00 Hours] v
1

you are requesting more than Muit-Day )

one day.

Da =
3. Select the date(s). . -
. Total

4. Enter in the number of hours o 800 [hoursiperday)

5. Optional: Add a note to send Need of|

with your request.
6. Click Submit.

Bcm e

You can also use the Send Reminder button, item 3 Figure 1, to send a message to your approving
supervisor through NOVAtime and through email, if configured.
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1.2 Requesting Time Off from the Requests page
1. Click on the Menu button

2. Hover over the Scheduler category
3. Click on the Requests page

IntegratedTime..........

Attendance

B i::2
= Scheduler

Calendars

Leave Shared

Y Simplify 1 Satisfy

Figure 2
Requests = || sae =) undo
[ Multiple
¢ Pto[4.00 Hours (00:00AM-00:00AM)] B % Pto[8.00 Hours (00:00AM-00:00AM)] @ Please insert femplate
Please insert template Please insert template Please insert template
Please insert template Please insert template Please insert template
Week Of:  11/05/2017 (Sun)-11/11/2017 (Sat) v @
Sunday Monday Tuesday ‘Wednesday Thursday Friday Saturday
11/05/2017 11/08/2017 11/07/2017 11/08/2017 11/09/2017 11/110/2017 111112017
Pending Request:
-+ > < -+ >« -+ > »| |« -+ > »| |« -+ >« -+ <« < -+
Approved Request + Schedule:
Accrual Summary
Pay Code Code Last Post Date Post Type Accrued/Used Available Notes
2[PTO] 001 11/10/2017 S 923 12.31 System Accrual Hours

Figure 3 — Scheduler category Requests page
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You can save this page as a favorite to prevent you from having to always expand the menu button

before launching the page. After you launch the page you can see the Requests tab on the top of the
page. Click on the image to star the page. The next time you login this page shows on the top of the

page so that you can easily access your accrual history page.

Requests & [ save
Multiple

Cg Vac[0.00 Hours]
Please insert template

Please insert template

Week Of:

Sunday
04/08/2018

Pending Request:

= IntegratedTime.........

¥ Undo

04/08/2018 (Sun)-04/14/2018 (Sat)

%{iequests x

ain Templates

7] Addl

Comp Time[0.00 Hours]
insert template

Please insert template

v @
Wednesday

Tuesday
04/11/2018

Monday
04/10/2018

04/09/2018

Figure 4

1. Find the Week Of calendar and select the date you wish to request time off

Week Of: | 05/08/2016 (Sun)-05/14/2016 (Sat)
Sunday
05/08/2016 0 .
Wk  Sun Mon Tue Wed Thu Fri Sat
Pending Request: 18 1 2 3 4 5 6 7
19 g 10 11 12 13 14
200 15 16 17 18 19 20 21
21 22 23 24 25 26 27 28
22 20 30 A
Today is Tue, 10 May 2016

-t > % < -t > W< -

Thursday
04/12/2018

2. Choose the template that meets your needs and click on it. The template shows in blue when

clicked on.

i@ Pto[0.00 Hours]

Figure 5 Unselected Template

:g: Pto[0.00 Hours]

Figure 6 Selected Template
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3. Click on the date you are requesting time off. If you are using a “zero-hour” template, shown

above in Figure 5, then a secondary box appears allowing the employee to enter in the number

of hours. No secondary box appears if the template shows a number in the brackets.

Schedule Hour Editor »®

|:| Confirm

Hour:

4. Click on Save

Wednesday
07/29/2015
% 8.00 hours
Wed 07/29/2015
(PC-2)
' Vacation
« < -+ > »

Requests (= | 1 save

“ Undo

1.2.1  Parts of the Scheduler Box

Click to add a note

To clear the request
from this day

Thursday
04/28/2016
% 8.00 hours
Thu 04/282016
(PC-2)
ey '\r‘aca&n
« < -

To coy this request to the
day before or after

copy this schedule to the rest
of the week in either direction
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1.3 Removing a Pending Request

1. Navigate to the Scheduler category | Requests page either by using the menu option outlined on
page 2Error! Bookmark not defined., by using your saved header shown on page 3, or by using the
navigational button on the Time Off gadget.

Use the calendar to go to the week of your currently pending requests.
3. Use the minus button on the bottom of the cell for that day.
4. Save the page.

Monday
01/29/2018

[R] 8.00 Hours
Mon 01/29/2018
(PC-8)
' Paid Time Off

\Ep b
4.1 Approved Requests

Once a request is approved you will get a message in NOVAtime and the request will automatically be
added to the timesheet and the hours will be deducted from your accrual balance.

4.1.1 View of Approve Requests

Once the request is approved it shows in the bottom section of the week. The system may or may not
update the rest of the schedule. This will all be determined on if the schedule has populated out for that
week yet.

Week OF:  04/10/2016 (Sun)-04/16/2016 (Sat) ~ @

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
0411012016 0411112016 0411212016 04i13/2016 041142016 04/15/2016 04/16/2016
Pending Request:
—+ FISIMESES -+ >» < —+ >» < —+ s> i< - > < -+ > i< —+
Approved Request + Schedule:
E[S] 06:00AM-02:00PM E3[S] 06.00AM-02.00PM B[] 06:00AM-02:00PM EB[S] 06-00AM-02:00PM U] 8.00 Hours
Mon 04/11/72016 Tue 04/12/2016 Wed 04/13/2016 Thu 04/1472016 Fri 04/15/2016
(PC-0) (PC0) (PC-0) (PC-0) (PC2)
+ Roll Mil ical Mai ' Roll Mil ical Mai + Roll Wil ical Mai + Roll Mil ical Mai  Vacation

By: CRYSTAL@04/12/2016

Figure 7 Approved Request

4.2 Declined Requests

If a request is declined you will get a message in NOVAtime and the declined request will appear on the
Time off Requests Calendar.
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