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

 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.  

 

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, Item 2.  

1. Select the correct template.  

2. Select the Multi-Day option if 

you are requesting more than 

one day. 

3. Select the date(s). 

4. Enter in the number of hours 

you are requesting. 

5. Optional: Add a note to send 

with your request. 

6. Click Submit.  

 

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 

 

Figure 2 

 

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.  

 

Figure 4 

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

 

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

clicked on. 

 

Figure 5 Unselected Template 

 

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.  

     

4. Click on Save  

 

1.2.1 Parts of the Scheduler Box 
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1.3 Removing a Pending Request 

 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. 

 Use the minus button on the bottom of the cell for that day.  

 Save the page. 

 

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.  

 

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.   


