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EEN Brief Overview

Welcome to the Supervisor Web Services training manual! NOVAtime® 4000 is a robust
software package with many options. Using this manual, you will learn how to manage
your employees in the NOVAtime system efficiently and effectively.

The manual is organized both for your initial training and as a quick reference for daily
tasks. If after reviewing the information in this manual you still need assistance in
accomplishing a task, please contact your NOVAtime administrator.

KA How to Use This Manual

NOVAtime encourages each supervisor to read through the entirety of this manual and
understand the content. We realize, however, that supervisors often have more work
than time, and organized the manual appropriately. For example, a supervisor needing
assistance in approving a timesheet will find “4.25 Approving Timesheets” in the Table of
Contents. The organization of content in this manual allows a supervisor to find help with
daily tasks quickly and easily.

Categories

Each chapter in the manual is named for the corresponding category in NOVAtime 4000.
Unless otherwise indicated, all sections in the chapter refer to that category. Categories
in the NOVAtime system are arranged along the top right of your browser window.

Figure Numbers

Many times throughout this manual, numbers like this: @ will appear both in figures
(images) as well as the accompanying text. The first number will always reference the
figure to which it corresponds. For example, if we were referring to the Categories figure
on the previous page, we might say : “Click the Attendance icon @ (see Fig. 1.1).”

Administrator

At several points, the manual may refer to your “administrator.” This referral simply
means the person who is your point of contact for the NOVAtime system. If you do not
know who your administrator is, contact your human resources or payroll department(s)
for more information.

NOVAtime Technology, Inc. 2



SURER TH WELCOME 1

Copyright © 2009 NOVAtime Technology, Inc.

This documentation was first written 7/27/09 by Kevin Nielsen for and is maintained by
NOVAtime Technology, Inc. All information contained within is protected under copyright law
and distributed by NOVAtime Technology, Inc exclusively to its partners and customers for
confidential use.

Permission to use, copy, or distribute this documentation for any purpose must be granted via
expressed, written consent by NOVAtime Technology, Inc. This document may not be
modified without the consent of NOVAtime Technology, Inc.

Please contact us for further information.

NOVAtime Technology, Inc.
1440 Bridgegate Dr., Suite 300
Diamond Bar, CA 91765

(909) 895-8100
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Accessing NOVAtime

LOGIN 2

The Administrator/Supervisor Web Services Login is the entry point to NOVAtime 4000.
To access the system, you will need a standard Internet browser (preferably Windows®
Internet Explorer® or Mozilla Firefox®). Please consult your administrator for URL and

login information.

WA timeAnywhere®

= 4000 Saas ADMIMISTRATOR / SUPERVISOR WEB SERVICES

Tuesday, 07M7/2012 07:01:03 AM

ClientID: NTIDEMO

LiserID:“

[1)

Password:

LOGIN

2

CANCEL

XN Logging In

Figure 2.1 — Supervisor/Administrator Web Services

NOVAtime uses a standard login screen. To access the system:

e Enter your username in the box labeled ‘User ID’ @ (see Fig. 2.1).

e Enter your password in the box labeled ‘Password’. @

e Click the ‘Login’ button ® to log in to NOVAtime.

0 Cancel the login process at any time by clicking the ‘Cancel’ button.

NOVAtime Technology, Inc.
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Dashboard

When enabled, the Dashboard is your home in the NOVAtime 4000 system.
Common tools such as in/out status of your employees, pending time off requests,
and timesheet approval status are presented in an up to date, easy to read format.
Additionally, the Dashboard can be customized with Google™ Web Gadgets ranging
from local weather to sports.

Edit Setting » 0
External Gadget el (5 3 In/Out Board e = & Approval Status = =
Dalias, TX Current Date Range: 6/30/2008 - 7/1/2008 _ Pay Policy Group: 1
3 Bi20d ! =
First |Emp.| 1 l Current Pay Period 7/1/2009 - 7/15/2009
Name: [-88tNama) 5y j0ut] n |Lunch s'a'“"i ?‘r;:z' Clockl  yotal Employee Count: 92
o =
S |6/m0/2009 = =i
1 > | 12:00:00 OPEN . L_M__
DANA | JONES |1001/ ¥ 1| L |ouT| PM_| M W )
e I B |Br30/2009 a2 T n
B 1 | 12.00:00 .
. ‘ CHERYL FREEL (1002 ¥ ouT | PM ¥}
i G g | = ==
| BRIAN JOHNSON|1004188 1 5] SECONDARY APPROVED
— e - )
HInsechs i EEEE loexer| Temn Jion| V|| O Jour| P | ° °
Paycode Pending € 5] . u
JAWOrCHOREY L o2
|2 vACATION] | 42| |Extemal Gadget = =
A D ThE T r ohaki s

Figure 3.1 - Dashboard

EXN Default Gadgets

NOVAtime has twelve, pre-built gadgets to help manage your workforce. In this
section you will learn how to add these tools to your Dashboard.

To add a gadget:
e Click ‘Edit Setting’ @ (see Fig. 3.1) at the top left of the Dashboard page.

Close Edit

Add Gadgets Click on any item to add it to the dashboard.

Change Layout 9
@ Approaching Overtime @ Employee Seniority @ In.-'OutE-:nard @ Push Device Status @ Timeoff Request
Wi Approval Status E Exception Summary E Point B3lamce Wi Schedule Vs Actual || Timesheet Status
fE Attendance Accruals ‘3:} External Gadget fH Punch Head Count

Figure 3.2 — Default Gadgets

e Add a gadget to your Dashboard by clicking on a gadget name @ (see Fig
3.2).

e To alter the number or size of columns, click the ‘Change Layout’ tab @ and
check the radio button to the left of your desired view.

NOVAtime Technology, Inc. 5
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EHF Rearranging Gadgets

NOVAtime allows you to rearrange Dashboard Gadgets easily.

Edit Setting »
External Gadget = X External Gadget ] =] () Approval St
Pay Policy Grg
C tPay P
Timeoff Request = Tz:;T:mDE;:\JE
Paycode Pending
0 [WORK HOURS ] 2
2 WACATION ] 42
- In/Out Board <'.%E.') fecii] (=] (X1
4[COMP TIME ] 5 ! — .
o - Current Date Range: 6/30/2009 - 7/1/2009
& [ON-CALL ] 3 ot
T 5 First Last Emp.
19 [FILA 1 cl
[ ] 2 Name Name o Qut In Lunch Status  Funch
1 Time
6/30/2009

Figure 3.3 — Rearranging Gadgets

To rearrange a Gadget:
e Hover over a Gadget title bar until crossed arrows @ (see Fig. 3.3) appear.

e Click and hold the left mouse button, dragging to the desired location.
A dotted outline will appear in the area where the Gadget will be placed.

¢ Release the left mouse button to place the gadget.

Editing

Some Gadgets have options such as showing only the current day’s punches in the
In/Out Board. To edit options, click in the upper right corner of the Gadget
window.

Minimizing

Minimizing Gadgets allows users to hide lesser-used Gadgets without having to
remove and re-add them when they are needed. To hide a gadget, click = in the
upper right corner of the Gadget window.

Closing

To close an open Gadget, click & in the upper right corner of the Gadget window.
The Gadget will no longer appear when you log in to the NOVAtime system. To re-
add a gadget, see section 3.1.

NOVAtime Technology, Inc.
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EEl Custom Gadgets

The Dashboard allows users to add custom Google™ Web Gadgets. Access to
information such as current weather and sports scores next to valuable time and
Attendance information creates a uniqgue homepage for each supervisor or
administrator in the NOVAtime system.

External Gadget i B E‘ External Gadget B E‘
Dallas, TX Texas Rangers
™ RHE
Angels 000 Starts at
Rangers 000 7:05PM (CT)

Yesterday: Rangers ¥ - Angels 5 | W-L: 41-35 | GB: 1.5

Gadgets powered by Google

Gadgets powered by Google  jiOut Board =i

Current Date Range: 6/30/2009 - 7/1/2009
Figure 3.4 — Custom Gadgets

To add a custom Gadget:

e In your web browser, go to http://www.google.com/ig/directory?synd=open.

Weather

e o oM | abPixies

41 _-"I"',I_ f:‘,l Live Weather - view local weather conditions and forecasts provided by WeatherBug. Enjoy a great
@ s s international weather service right on your Personalized Homepage! All by simply editing the settings to

your desired city.

Figure 3.5 — Google” Gadgets

¢ In this example, a weather Gadget is added to the Dashboard.

e Click the ‘Add to your webpage’ button @ (see Fig. 3.5).

e Make any needed changes to the Gadget options then click ‘Get the Code’.
e Copy the text from the box that has appeared below the buttons.

e Return to the NOVAtime Dashboard.

NOVAtime Technology, Inc. 7
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e Follow the instructions for adding a Gadget from Section 3.1, selecting the
Gadget named “External Gadget.”

¢ In the new ‘External Gadget’ frame, click .

External Gadget close ed] (= (]

Please copy and paste the HTML provided by Google below to
include the gadget:

a lang=en&amp; country=aLL&
an :bn:de:=%2Effffff%?Epr%EEpr—SD;id—%E39999
amp:D'_;tp'_'.t=j5”3}<.-"5|::ipt.‘:~| w
al W [ 1]
-—Save—
a2

Figure 3.6 — Editing an External Gadget
e Paste the contents of your clipboard into the text box @ (see Fig. 3.6).

e Click the ‘Save’ button .

e The next time the Dashboard is loaded, the new Gadget will appear. To force
the Gadget to appear, navigate away from and then back to the Dashboard.

External Gadget (=]

Weather

Dallas

Tomorrow

sa O

Sunny. Highs amund Sunny. Highs in the
102. East winds upper 90s. South

Y "Weather Alertl Click here...

7-Day Forecast +Add Location

- - ™
LABFIIES. COM i s e

[+ & gie | Gadgets powered by Google

Figure 3.7 — Completed External Gadget

NOVAtime Technology, Inc. 8
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Attendance

ATTENDANCE 4

The Attendance page in NOVAtime 4000 contains everyday supervisor tools such
as employee timesheets, accrual, history, and in/out board. The majority of
employee management happens in this section of the software.

T -
—“’W"er“’“a 071612012 (Mon07/20/2012 (Sun) - | (=] gyast updated: Monday, 07/16/2012 12:17 PM | Updale L& update Schedutes |

My Employees 9 Timesheet Status @

Job2

Employees Pay Period 6/9 OPEN susmIT Dept Region CORP PAYROLL Sch.Hr Total
[21] Program 3 1803 1 o o o o o o 0.00 0.00
[42] Department 42 257 1 o o o o o 85.00 0.00
[62] Department 62 & 1 o o o o o o 0.00 0.00
[40701] Liguid Sugar Prep.Line 3 1 0 0 0 0 0 0 0.00 0.00
Totals 2069 4 1 o o o 0 o 85.00 0.00

Figure 4.1 — Attendance Overview

EXN Overview and Summary
The Overview and Summary pages offer an at-a-glance view of your organization.

Overview
This section allows a supervisor to verify time reporting for his/her entire group or
department.

For a given pay period @ (see Fig. 4.1), a supervisor may view the collective
statistics for their group(s). View another pay period by clicking the calendar icon &
and selecting a date within that pay period.

The current total of employees in each group © as well as the group’s current
timesheet status @ are immediately visible. Total hours © allows a supervisor to
compare total scheduled hours against actual hours worked.

@ payperioa v *07/16/2012 (Mon)07/28/2012 (Sun] - | (=] ast updated: Monday, 07/16/2012 12:17 PM | Update | L UPdate Schedules
My Employees Timesheet Status
Job2 Employees Pay Period 6/9 OPEN SUBMIT Dept Region CORP PAYROLL Sch.Hr Total
[21] Program 3 1803 0 0 0 0 0 0 0.00| 0.0
[42] Department 42 ) 257 1 0 0 0 0 0 8500 0.00
[62] Department 62 6 1 0 0 0 0 0 0 0.00 0.00
[40701] Liguid Sugar Prep.Line 3 1 0 0 0 0 0 0 0.00 0.00
Totals 2069 4 1 0 0 0 0 0 85.00 0.00

Figure 4.2 — Navigating to the Summary Page

The group name @ (see Fig 4.2) links directly to the group’s summary page.

NOVAtime Technology, Inc.
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Summary

This section allows a supervisor to verify time reporting and approve timesheets for
individual or multiple employees.

2] Pay Period ¥ | <07/10/2012 (Tue)-07/16/2012 (Mon) [ update Schedules |

s

= 0 Last updated: Monday, 07/16/2012 12:17 PM | Update |

Group / Fliter By: | Al < |@) Employee Search = [ jleak4)
=6 & active only
Unopened Timesheets: 5 | Open all timesheeis

Status Filter : All

Opened Timesheets: 5 Save | Approve this Page |
D NAME Missed Punch SchHr | WKHR | GAP OT | HOLOT HOLl | VACA | SICK | COMP | EXPN | BONS Timesheet Status

777888 |samies, Jorn @ 0 42,50 000, 000 000 000 000 000/ 0.00 000 $0.00 $0.00 OPEN

160419 |SMITH, MARY 0 40.00 000/ 000 000 000  0.00 000, 000 000  $0.00 $0.00 OREN -

b BB

419160 |PARKER, PETER 0 45.00 0.00 .00 000 0.00 0.00 0.00 0.00 0.00 $0.00 $0.00 OBEN,

Figure 4.3 — Summary Page

Like the Overview page, a supervisor can move between pay periods using the
calendar icon @ (see Fig. 4.3). Several search and filter options are available for
quickly grouping employees:

e Filter by pre-determined groups ® such as company, department, or location.

e View employees by timesheet status © by selecting any approval level up to
and including your own level of timesheet approval.

e Search for an employee by name O.

In Figure 4.3, “Employee Search” for Jones returns all names seen above,
with a red arrow highlighting “Dana Jones.”

“Employee Filter” for “Jones” returns only “Dana Jones.” To return to the
complete listing of employees, click the Cancel Filter button.

e Any name in the employees list can be clicked @. Clicking an employee’s
name will take you to their timesheet for the pay period currently selected on
the Summary page.

Employee timesheets can be approved individually or several at a time from the
Summary page. For more information on this process, please see section 4.25.

NOVAtime Technology, Inc. 10
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E¥A Timesheet

The most important page in NOVAtime 4000 for supervisors is Timesheet. A

ATTENDANCE 4

supervisor can view, edit, and approve individual employee’s timesheets from this
page. The following subsections detail the information and options available on the

Timesheet page.

Searching Employees

& active []x]

All = |()o Group Filter)

All Timesheets 8unt: 5

ID* NAME

5601 BOGANS, JEFFERY
160418 SMITH, MARY
323211 DUDE, TEST
418160 PARKER, PETER

777888 JAMES, JoHN 4
1
Unepened Timesheets: 5
ID NAME

15 TEST, TEST

16 TEST, TEST TWO
26 BELUME, MATTHEW
B1 KARMNNA, KRUSTY
BB1 WORLD, BOBBIE

1

€9[3)
1= G

Search: |john
| Filter @found..

[ save | @ add| © petete| Y undo| Eprint| [T cowmns | &

=l Pay Period ¥ =] Timesheet 5

*07/10/2012 (Tue)-07/16/2012 (Mon)

& [777888] JAMES, JOHN £ Goto Employee | <% Goto Scheduly

» Primary Job : 311
Date

b Location: 1A | ¥ PayPolicy: 11 F Pa
PayCode In Out

Absent 5:00PM

Absent 5:00PM
Absent 5:00PM

Fri 07/13/2012 Absent 5:00PM

Sat07/14/2012 Unscheduled

Sun 07/15/2012 Unscheduled

Mon 07M6/2012 Scheduled B:00AM 5:00PM

Add Record

Time Distribution @ Add | [ Save | @ Dpelete | ¥) undo |

Figure 4.4 — Timesheet Search

Like the Summary page, a supervisor can search by group @ (see Fig 4.4) from
the Timesheet page. Additionally, timesheets can be viewed by approval status @.

Searching for an employee © will return the first match containing the search text.
In this example, “john” returns “Brian Johnson.” To filter the list of employees to
only those containing “john”, check the “Filter” option @. Alternatively, a supervisor
can move through employees containing “john” using the left and right arrows ©.

o Click “Goto Employee” or “Goto Schedule” to remain with that employee.

NOVAtime Technology, Inc.
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[4.22] Viewing Timesheets

2| Pay Period ¥ | 07/02/2012 (Mon)-07/15/2012 (Sun) - [5] Timesheet Status: OPEN -,

i &~ [1011]1 TERN, DEXTER 2, Goto Employee | [ Goto Schedule

F Primary Job: 7174 k Location: 71100 F Pay Policy: 314 |k PayType: 2

Date PayCode In Out Reg GAP
Mon 07022012 3[SICK LEAVE] &.00 04
Tue 07032012 3[SICK LEAVE] 9 &.00 04
Wed 07/04/2012 1[HOLIDAY] &.00 04
Thu O7/05/2012 OWORK HOURS] @ a:01AM .@ 0.00 04

Figure 4.5 — Employee Timesheet

Timesheet Status

Timesheet Status @ (see Fig. 4.5) is the most important area of the timesheet.
Verify the correct pay period in the drop-down list (see section 4.1 for instructions
on changing pay periods).

The current approval level appears in the area labeled “Timesheet Status.” Clicking
the magnifying glass shows the approval audit trail of this timesheet.

Reading the Timesheet

Each entry in the timesheet consists of a date, pay code, in time, out time, and
total hours. For certain pay codes such as sick @ and vacation, no in or out punch
is recorded. For these non-calculated pay codes, only total hours are visible.

When an employee punches in, his/her time is recorded in the “In” column ©. The
“Out” column @ is filled in once the employee punches out.

In Figure 4.5, Dexter Tern has not yet punched out for the day. NOVAtime alerts
the supervisor to the missing punch by highlighting the exception yellow @.

(Note: Exception highlighting is optional and may not be enabled in your system. Please contact
your administrator for more information.)

NOVAtime Technology, Inc. 12
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Timesheet Summary: Group By: _Paycode B o
Pay Code | Reg Hrs | OT-1 | OT-2 | Total Hrs | Earnings | Deductions | Reg Pay | OT-1Pay | OT-2 Pay | Prem Pay | Total Pay
O[WKHR] 825| 0.00| 000 B.25 $0.00 $0.00 S0.00 $0.00 $0.00 S0.00 $0.00
3[SICK] 2400 0.00| 000 24,00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00
Totals 32.25| 0.00| 0.00 32.25 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Accrual Summary 9
Pay Code Code Last Post Date Post Type Accrued/Used Available Notes
2[VACA] 1 04/24/2009 T 8.00 4,04 | Usage
3[SICK] 2 Q7/20/2009 T 8.00 80.00 | Usage
19[FMLA] 3 03/27/2009 T 8.00 400.00 | Usage

Figure 4.6 — Timesheet and Accrual Summaries

Timesheet Summary

Timesheet Summary is a quick view of the employee’s hours worked and pay
codes for the current pay period. A supervisor may change his/her view of the
summary by selecting a grouping method @ (see Fig. 4.6). The bottom row of the
summary gives totals in each of the available categories. Depending on the
administrator’s configuration of the software, a supervisor may not see categories
such as pay rates.

Accrual Summary

Accrual Summary @ is an up to date view of the employee’s current. Examples of
codes in Accrual Summary are vacation, sick, and PTO. Accrual Summary is an
optional part of the Accrual module and may not be enabled in your
implementation of NOVAtime 4000. Please contact your administrator for more
information.

Point System Summary

Point Rule Description Last Post Date Post Type Balance Notes

TALO1 Tardies, Absences, Late - Part Time 07F/22/2009 8] 0.50 | Stop being late.

Figure 4.7 — Point System Summary

Point System Summary

Point System Summary displays any active merits or demerits for the employee.
This is an optional module and may not be enabled in your implementation of
NOVAtime 4000. Please contact your administrator for more information.

NOVAtime Technology, Inc. 13
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Editing Timesheets

Tue 07/21/2009
Wed 07/22/2009

Thu 07/23/2009 7:00PM 0.00 0.00 0.00
Fri 07/24/2008 | 1[(HOLI] [ 10:00aM T:00PM 0.00 0.00 0.00
2[VACA] [
Sat 07/25/2009 | 3[SICK] | 0.00 0.00 0.00
Figure 4.8 — Pay Codes
Pay Codes

In certain cases, a supervisor may need to change an employee’s pay code for a
given day. Find the day on the timesheet, and click on the current pay code © (see
Fig 4.8). A drop-down list will appear with all pay codes available to you. Select the
correct pay code, make any necessary changes to in/out times or hours, and click
the Save button.

Tue 07/21/2009 | OWKHR] | 9:53AM |*| T:14PM |* 8.25 0.00 0.00

b7 Wed 07/22/2008 | 2[VACA] so0 @ 000 0.00
Thu 07/23/2009 | Scheduled | 10:00AM 7:00PM 0.00 0.00 0.00

Fri 07/24/2008 | Scheduled | 10:00AM 7:00PM 0.00 0.00 0.00

Sat 07/25/2009 | Unscheduled 0.00 0.00 0.00

Figure 4.9 — Editing Time

Editing Time

Occasionally a supervisor may have to correct the in/out times or pay codes of an
employee. Similar to changing a pay code, click on the cell that needs to be edited
and type in the correct value. In Figure 4.9, 7/22/2009 is now a vacation day. Click
the cell in the “Reg” column and change the value to 8.00 for eight hours of
vacation @. Click the Save button to update the timesheet.

@ Click the save button after you are finished making changes.

NOVAtime Technology, Inc. 14



SuREF'*TH ATTENDANCE 4

@Saueea‘g} Add I @ I]Elete@'} Undo I [E{] Print I 1] Columns I L) Hourhy | |=| Recal

|2l Pay Peried ¥ | 07/02/2012 (Mon)-07/15/2012 (Sun) -  [=] Timesheet Status: GPEN -

& [1011] TERN, DEXTER & Goto Employee | |ZE| Goto Schedule

F Primary Job: 7174 |k Location: 71100 F Pay Policy: 314 |k Pay Type: 2

Date PayCode In Ot Reg GAP
l'.ﬂ?o Mon O7 /0272012 3[SICK LEAVE] 8.00 0.00
Tue O7/03/2012 3[SICK LEAVE] 8.00 0.00

Figure 4.10 — Deleting a Record

Deleting a Record

In addition to editing times, a supervisor may need to delete an incorrect record
from the timesheet. Depending on your company’s implementation of NOVAtime,
deleting a record may not be available to supervisors.

e Click on the record to be deleted. Ensure that the pencil icon appears in the
left hand column ©.

e Click the delete button @ to remove the record from the timesheet.

e Click the Save button ® to confirm your changes.

Adding a Record

“Add Record” adds one more row to the timesheet. A new record is only necessary
for dates that are not already displayed on the timesheet. If an employee missed a
punch, please see section 4.24.

w | @ Wed 07/22/2009 | 28[TRVL] 0.00f 000 000

Motes:

I>)

[ € |
L, OK ) Can cel Y,

Figure 4.11 — Adding a Note

Adding a Note
To add a note to an entry, click the notes column next to the entry @ (see Fig.
4.11), enter a note in the box provided @, click “OK” ©, and click the Save button.

NOVAtime Technology, Inc. 15
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Inserting Punches

Inserting Punches for a Single Employee
Sometimes an employee will miss one or more punches. The “Insert/Repost”
button allows a supervisor to enter those missed punches into the employee’s

timesheet.

Insert/Repost Punches

—Select Date/Time Information

Date Time

| Fri 07/06/2012

2| 1zo0Pm @)

| Fri 07/06/2012

2| 100rm €

 Mon 07i02/2012

8l (

| Mon 07/02/2012

8 |

| Mon 07/02/2012

8 |

| Mon 070212012

8l (

| Mon 07/02/2012

2l |

ot I IR B el A o,

| Mon 07/0212012

8 |

information above. Otherwise, please QIDK] to

REPOST a Pay Period.

Notes
|7Tu INSERT one or more punches, please fill in the

[ oK €3] X cancel]

Figure 4.11 — Inserting Punches

In Figure 4.11, Dexter has forgotten to punch for his lunch break @. After clicking
the “Insert/Repost” button, a supervisor is given the option of entering up to eight
missed punches for the employee. In this example, we are entering an Out punch
at 12:00 PM @ and an In punch at 1:00 PM ©, both on 7/21/2009.

Click the OK button @. The updates appear and are saved in the timesheet (see
Fig. 4.12). There is no need to save the timesheet again.

Tue 07/21/2009

O[WKHR]

9:53AM

L

12:00FPM

L3

2.00

0.00

0.00

Tue 07/21/2009

O[WKHR]

1:00PM

L

T14PM

L3

6.25

0.00

0.00

Figure 4.12 — Finished Inserted Punches

ATTENDANCE 4

NOVAtime Technology, Inc.
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e | @ add| © Detete| ¥ undo| &) print| [T columns | & Hourly | [E Recalculate | EJ Muttiadd]ia Insert Repost

Multi-Punch Generator

& Process :'mCam:el

—Select Employees — Input Timesheet Information
Available ltems: Selected ltems: From: 07162012 03 To: | o7/ez012 [ Pay Code:
9600 [Dale, Beverly] 1011 [Tern, Dexter] " X
54 [Ditrich, Carlie] IN Time OUT Time
57 [Butler, John] ® Fixed s00pM |@) @ Fixed @[ s00p
9 . Dynamic (Based on Shif/Schedule) - Dynamic (Basedd
[»] 53] Regular Hrs GAP oT H

Calculation override Overtime is not authorig

a Transfer to different Groups

Figure 4.13 — Inserting Multiple Punches
Inserting Punches for Multiple Employees

In some situations, such as after a power outage, it may be necessary for a
supervisor to input punches for multiple employees.

e Click the “Multi Add” button at the top of a timesheet @ (see Fig. 4.13).

e Move the employees requiring a punch from the left column to the right
column by selecting an employee(s) and clicking the single right arrow @.
All employees can be moved using the double arrows.

e Verify dates and “Pay Code” in the right-hand column.

e For Fixed punches, enter an “IN Time” © and/or an “OUT Time” ©.

e For Dynamic punches, select the “Dynamic” radio button and input hours in
the following row (Regular Hrs, OT-1, OT-2).

e To transfer the employees to another group, check the “Transfer to different
Groups” checkbox and fill in the transfer information in the box(es) that
appears.

e Click the Process button in the upper left corner to input the punches.

NOVAtime Technology, Inc. 17
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[4.25] Approving Timesheets

Ll Pay Period ¥ 07/02/2012 (Mon)-07/15/2012 (Sun)

meshee us: b pprove
[ Timesheet Status: OPEN 2.

& [1011] TERN,DEXTER [ Goto Employee | [#| Goto Schedule

F Primary Job: 7174 |F Location: 71100 » Pay Policy: 314 |» Pay Type: 2 } Holiday Ry
Date PayCode In Out Reg GAP oT H
Mon O7/02/2012 3[SICK LEAVE] &.00 0.00 0.00
Tue 07/03/2012 3[SICK LEAVE] &.00 0.00 0.00
Wed 07/04/2012 1[HOLIDAY] &.00 0.00 0.00

Figure 4.13 — Single Timesheet

Single Timesheet
Approving a single timesheet takes place on the individual employee’s timesheet

page.

Verify the current pay period. If the pay period is incorrect, choose a date in
the correct pay period using the calendar icon @ (see Fig. 4.13).

Click the Approve icon . If the icon does not appear, verify the pay period
and that “Timesheet Status” is not equal to or above your approval level.

NOVAtime will display alerts, if any, after clicking Approve. If no exceptions
are found, the “Timesheet Status” will change and the Approve icon will no
longer be visible.

"] Pay Period ¥  (7/02/2012 (Mon)-07/15/2012 (Sun)

= Timesheet Status: CORP '

& [1011]1 TERN,DEXTER [ Goto Employee | 7| Goto Schedule

P Primary Job: 7174 | ¥ Location: 71100 F Pay Policy: 314 | Pay Type: 2
Date PayCode In Out Reg GAF

Mon 07/02/2012 3[SICK LEAVE] 8.00 0

Tue 07032012 3[SICK LEAVE] 8.00 0,

Wed 07/04/2012 1[HOLIDAY] 8.00 (1]

Figure 4.14 — Approved Single Timesheet

ATTENDANCE 4

NOVAtime Technology, Inc.
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[ Saveg Approve this Page
T HOLI = VACA  SICK COMP EXPN  BONS Timesheet Status
1.00|  B.00| 0.00| 16.00| 0.00|  $0.00 $0.00| @ core o
00|  0.00 0.00 0.00 0.00 $0.00| $0.00| | CORP ;“_Q
00| 0.0 0.00] 0.00| 000,  $0.00 $0.00| CORP 2|2
00|  0.00| 0.00| 0.00| 0.00  $0.00| $0.00| | OPEN ;“_Q

Figure 4.15 — Multiple Timesheets
Multiple Timesheets
On the Summary page, NOVAtime gives supervisors the ability to approve multiple
timesheets at the same time. A supervisor can optionally approve individual
timesheets, or approve an entire page.
Approving Individual Timesheets
e Select the drop-down list and change the approval level @ (see Fig. 4.15). In
the example above, three timesheets have been changed to the supervisor’s
highest approval level.
e Click the Save button @ to submit the timesheets.

e NOVAtime will display alerts, if any, after clicking Save.

Approving a Page of Timesheets

e A supervisor can approve an entire page of timesheets on the Summary
page by click the “Approve this Page” button ©.

¢ NOVAtime will display alerts, if any, after clicking the “Approve this Page”
button.

NOVAtime Technology, Inc. 19
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KX} Accrual

The Accrual page in NOVAtime, if enabled, allows a supervisor to view and optionally
modify an employee’s non-calculated pay codes, such as vacation and sick time.

History H Management |

i .~ [1011] TERN, DEXTER E::.'.Gutu Timesheet I ,,5, Goto Employee | & Goto Schedule

» Primary Job: 7174 b Location: 71100 *» Pay Policy: 314 +H
1D Name
=11 1011 TERN, DEXTER
Pay Code Last Post Date Post Type Accrued/Used Available
* [2[VACA 05/31/2012 T 10.00 54.04
2@ [Esick 07/03/2012 T 8.00 224.00

Figure 4.16 — Accrual History

Accrual History

The Accrual History view contains both current and historical totals of non-calculated
pay codes. To view an employee’s accruals, expand their details @ (see Fig. 4.16).
The details display the last entry for each available pay code. In the example above,
Dexter’s last vacation entry was a user adjustment, and his last sick entry altered his
balance by eight hours. For more detail on the entry, click once again to expand .

CODE | Type | Post Date Hours Carry Hours Used | Adjust | Earned | Available | Notes
2 T 07/20/2009 0.00 88.00 8.00 0.00 0.00 £0.00 Usage
2 T 07/17/2009 0.00 96.00 8.00 0.00 0.00 88.00 Usage
2 T 07/16/2009 0.00 104.00 8.00 0.00 0.00 96.00 Usage
2 T 05/28/2009 0.00 112.00 8.00 0.00 0.00 104.00 Usage
2 T 05/14/2009 0.00 120.00 8.00 0.00 0.00 112.00 Usage

Figure 4.17 — Accrual Details

After expanding the details of Dexter’s sick pay code, we can see the last entry on
7/20/2009 shows eight hours Used, with the system note “Usage.” Dexter used eight
hours of his available sick time, and his Available hours updated from 88 to 80 hours.

The history screen also allows a supervisor to locate any errors in an employee’s
current accruals. After finding an error, a supervisor can adjust or distribute available
hours through the Accrual Management section.

For help with searching employees, please see section 4.21.

NOVAtime Technology, Inc. 20



SuUure P*TH

& [10M]TERN, DEXTER [[3)Goto Timesheet | [ Goto Employee | [&] Goto Schedule |

NOVAtime Technology, Inc.

» Primary Job: 7174 |¥ Location: 71100 |» Pay Policy: 314

¥ Pay Type: 2

|¥ Holiday Rule: 1 | ¥ Shift Number: 11

Legend: | S/C: System Posting / Comp-Time B+ Timesheet Eait Posting W uuser Posting

[ Mew | PayCode |z[vACATION] :|Q)

Type Acc.Code Date Hours Carry Hrs Used Adjust Earned Available Motes Delete
m 1 07/16/2012 8.00 54.04 0.00 0.00 0.00 62.04 | Thanks for the extra work| Delete
T 1 05/31/2012 0.00 64.04 10.00 0.00 0.00 54.04 Usage
T 1 05/30/2012 0.00 74.04 10.00 0.00 0.00 64.04 Usage
T 1 05/28/2012 0.00 84.04 10.00 0.00 0.00 T4.04 Usage
T 1 04/28/2012 0.00 94.04 10.00 0.00 0.00 84.04 Usage

Accrual Management

Figure 4.18 — Accrual Management

A supervisor may have the option of adjusting or distributing hours for his/her
employees. In the Management section of the Accrual page, verify that the correct pay
code is selected @ (see Fig. 4.18). In the example above @, Dexter’s supervisor has
added 16 hours to the vacation pay code, noting “Thanks for the hard work.”

Accrual Edit - 1011 [DEXTER TERN] E_
Paycode: 2 WACATION gType: u Accrual Code: 1

Date: 071032000 FE1€)

Accrual Hours: m

Adjust Hours: ["-8.0000000] 0

Motes: | You were off this day] J 6

Creating a New Accrual Record

Figure 4.19 — Accrual Adjustment

In some cases, it may be necessary to distribute or adjust accrual hours. In the
example above, the supervisor adjusts Dexter’'s vacation hours after an incorrect
entry on a previous timesheet. To create a new record:

e Click the New button @ (see Fig. 4.19).

¢ Verify that the correct pay code has been selected .

e The date entry defaults to today's date. To select another date, click the

calendar icon ® and choose a date.

ATTENDANCE 4

NOVAtime Technology, Inc.
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balance.

e Enter a note to explain the Accrual or Adjustment ©.

ATTENDANCE 4

e Enter either Accrual Hours or Adjust Hours @. Using Adjust Hours, negative
numbers remove from the existing balance while positive humbers add to the

¢ Click the Save button to finalize your changes ©.

Adjust Earned Available MNotes Delete
0.00 0.00 12.04 |Thanks for the extra work| Delete
-8.00 0.00 -3.96 You were off this day. Delete
0.00 0.00 4.04 |Usage
0.00 0.00 12.04 |Usage
0.00 0.00 20.04 |System Accrual Hours

Deleting an Accrual Record

Figure 4.20 — Deleting an Entry

Above we see the Accrual Adjustment we just made. It turns out, however, that

Dexter’s timesheet was correct, and this accrual adjustment is not needed.

¢ Click the “Delete” text to the right of the note, “You were off this day.”

¢ In the alert that pops up, confirm the deletion by clicking the OK button, or click

Cancel to return to the Accrual Management screen.

(Note: The Accrual module is optional and may not be enabled. Additionally, supervisors may not
have access to managing an employee’s accrual balances. For more information, please see your

administrator.)

NOVAtime Technology, Inc.
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EXA History

ATTENDANCE 4

The History page allows a supervisor to quickly view his/her employee’s work history.

] Mised B CWKHR]  g[HOL) B 2[VACA) B 3ISICK] CJ4ICOMP]  mmsIONCL] EmEICLEK]
CO7[EUNF] mEETIEXPN]  EE1Z[BONS] [mi3aray]  [314[DIS] B 1S[ETEF] [16I0DaND]  17[TIPS)
B 1A[MLAS]  mmi%(FMLA]  [20[WKSH] pm2iHURR] pam22HW0s] mm23[RTRO] pm24[ABS] [ 25[EMER]
B 26[EXTR] mmef[DRUG] mm2s(TRVL] g 29UNP] EE30HCS] 3L = 32I0H] B 33[0FF]
Bl 34[REST] o
Fabruary 2009
Sun  Men Tue Wed Thu  Fri Sat Sun
Week
1 2 3 4 5 [ 7 Week 1
8 9 10 " 12 13 14 Week B8
15 16 17 18 19 20 21 Week 15
22 23 24 25 26 27 28 Week 22
Week 29

Calendar View

Figure 4.21 — Employee History

In the calendar view, an employee’s work history is displayed annually. All available
pay codes are listed in the legend above the calendar @ (see Fig. 4.21). Alternatively,
hover over a day with the mouse cursor @ to view the associated pay code(s). Click
on the date to enter detail view for that day.

! & [1011] TERN, DEXTER @Goto Timesheet | 2 Goto Empluyeel || Goto Schedule

} Primary Job : 7174 b Location: 71100 k Pay Policy: 314 b Pay Type: 2 b Holiday Rule: 1
Calendar | | Monthly Calendar | | Detail | | Summary |
Start Date:  07/01/2012 El End Date: 07/16/2012 El 9 b
DATE Paycode In Out Exception Job Earn/Ded Reghr
07/02/2012 [31SICK ! Plant1/Straw $0.00 8.00
07/03/2012 [3ISICK ! Planti/Straw $0.00 .00
Figure 4.22 — Detail View
Detail View

The Detail View shows all pay codes associated with the selected date(s). To view
pay codes for multiple dates, select a start date @ (see Fig. 4.22), an end date @, and
click the Refresh button ©.

NOVAtime Technology, Inc.
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¥ In/Out Board

The In/Out Board is a real-time view of employees’ current in and out punches.

ATTENDANCE 4

In Punch count: 4  Out Punch count: 1

First Name * | Last Name Emp. ID Status Out In Last Punch Date
CHERYL MILLION 1007 - 7/26/2009 10:30:00 PM
DEXTER TERMN 1011 - 7I27/2009 10:45:00 AM
JOHN WRIGHT 1014 = TI26/2009 10:30:00 PM
KEN WES 1010 = 7I26/2009 10:30:00 PM
PATRICA SNOOK 1003 - 7/26/2009 10:30:00 PM

Figure 4.23 — In/Out Board

Current Status

In the example above, four employees are punched in and one punched out. Dexter
punched out at 10:45 AM, denoted by the red square in the Out column. The four
employees punched in display a green square in the In column.

™ Today Only @refresh Rate: 1.00 Minute(s) I Pause

—Filters

Company (G1 <__pll—>

€) 5] JobClass (GZ <—All—>
[%] Location (G5){ <—-All—>

Allocation (G4 <--pll—>

Site: [ e pll—> )

—Status Filter
Status: T Y[ — Search: T

Figure 4.22 — In/Out Filters

Using the Automatic Refresh and Filters
To manually refresh the In/Out Board, click the Refresh icon @ (see Fig. 4.22). Pause
automatic refresh by clicking the Pause button @.

Filter the In/Out Board by selecting the appropriate group from the drop-down list(s) ©.

Find an employee quickly by entering their name in the Search box @ and clicking the
Go button. For help with searching employees, please see section 4.21.
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ATTENDANCE 4

EXd Unclaimed Punches

Using the Unclaimed page, a supervisor can assign punches for employees such as
new hires who are not yet in the system or employees using loaner badges.

™ Active Ll ES
- “Mote: If badge number has already been assigned to the employee in the "Employee” category, please do not assign here.
LAl [ Please just process the unpostes/unclaimed punches from the "Posting” Page in the "Attendance” category.
[DES NAME - - N N s ~
[ Select All 0 [ Unselect | | Delete ) Assign @) ( Save Status )
147 GIBSON, DEBRAY @)
916 FERNANDEZ, VIVIAN 3 I - rfW\1
1001 JONES, DANA tatus: = Open |.] pdate this Page
1002 FREEL, CHERYL Employee: [147] GIBSON, DEERA
1003 SNOOK. PATRICA Assign Card Number Employee No. Date / Time ™
1004 JOHNSOM, BRIAN O 999000070 07/16/2009 7:45AM
1007 MILLION, CHERYL =] 1234 07/16/2009 7:26AM
1070 WES, KEN 8 3467 07/16/2009 7:17AM
1011 TERM, DEXTER — :
1013 MOONEY, NANCY B 101 07/15/2009 4:35PM
1014 WRIGHT, JOHN a 104 07/15/2009 4:35PM
1016 LYNN, CHRISTINA O 102 07/15/2009 4:35PM
1017 WILKINS, SONDRA =
1018 HADDIX. DONNA = 103 07/15/2009 4.27PM
1019 MICHAEL wiLLiam | | ¥ © 12 06/02/2009 6:23PM
1020 FUSSELL. JAMES il 23 06/02/2009 5:08PM
123456 K 12 06/02/2009 3:55PM
Search: @) 12

Figure 4.23 — Unclaimed Punches
Claiming a Punch

Occasionally a supervisor may need to manually assign a punch to his/her employee.
Starting on the Unclaimed page:

e Verify that the correct employee is selected © (see Fig. 4.23)
¢ If the correct employee is not selected, move through pages using the numbers
below the employee names, or search using the search box . For help with

searching, please see section 4.21.

e Select the individual punches to be assigned ©, or use the “Select All” button @
to assign all unclaimed punches to a single employee.

e Click the “Assign” button @ to save your changes.
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Scheduler

Both employee scheduling and requests are handled through the Scheduler page in
NOVAtime 4000. Additionally, the Summary and Graph sections help supervisors track
actual hours worked versus scheduled hours.

B &~ [10111TERN, DEXTER [[)Goto Timesheet | B Goto Employee
P Primary Job: 7174 } Location : 71100 * Pay Policy: 314 * Pay Type: 2 3
Week OF: e
a Multiple [&] Save Templates @Aﬂdl Maintain Templates g @-Inﬂert Templates %

b Vacation[8.00 Hours] Please insert template Pl
Please insert template Please insert template Pl
Please insert template Please insert template Pl

Schedule: =]

Monday Tuesday Wednesday Thursday Frig

0762012 0TMTI2012 0TM8/2012 07192012 07/20

[S] 10:00AM-07-00PM [S] 10:00AM-07-00PM [S] 10:00AM-07:00PM [S] 10:00AM-07 :00PM [S] 10:00ANM

Plant1/Straw Plant1/Straw Plant1/Straw Plant1/Straw Plant1/5t
(ME0) (ME0) (MEO) (MEO) (MEO)

- > < - > ||| - RS ARER 4R - LRSS AREE AR -

Figure 5.1 — Scheduler

EEN Scheduler

The Scheduler section allows a supervisor to view and edit individual employee’s
weekly schedules. From this screen, employees can be re-assigned to different job

codes, removed from a current week’s schedule, or assigned a non-calculated pay
code such as vacation.

5.1 Adding and Maintaining Templates

In the example above, Dexter has a default schedule of 10:00AM-07:00PM in the
Plant1/Straw department @ (see Fig. 5.1). We can identify this schedule as his default
by the “[S].” Dexter has been assigned to a special Parks project for the rest of this
week, and may need to follow up several times in the coming months.

To make scheduling easier, a supervisor can add additional templates for future use.
Click the “Add / Maintain Templates” button @ to add a new schedule template.
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My Schedule Template

New @)= Edit EXDelete [gSave o Undo S Exit

Template: <-Select-->

ADPreview PARKS MAINTENANCE [9:00AM-6:00F M)

PayCode: " O[WKHR] |2 @

Department 10014404 [PARKS MAINTENANCE] B3}

Starts: gooam )

Ends: 6:00PM @

Meal: 60) (Minutes ( : )

Figure 5.2 — Adding a Template

Adding a Template
To make scheduling easier, supervisors can create custom templates for scheduling
their employees’ work weeks.

e Create a new template using the New button @ (see Fig. 5.2)

Select a pay code 8. In the example above, “work hours” is selected.
e Select a department © where the employee will be working.
e Enter a start time @ and an end time for the schedule ©.

e Enter a meal time, if any, in minutes ©®. If the employee is required to take a
meal at a specific time, enter the start time : end time in the boxes to the right.

e Click the Save button to finalize the template.

To delete a template, click the Delete button after selecting the template from the
drop-down list.
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H ¢’ [1011]1 TERN, DEXTER [[})Goto Timesheet | /2 Goto Emplayee

* Primary Job : 7174 » Location: 71100 » Pay Policy: 314 * Pay Type: 2 » Holiday Rule: 1

Week Of: ik

I muttiple [ save Templatese [ Add | Maintain Templates  [54Insert Templates )

0 Vacation[8.00 Hours] CME e K Please insert template more~ X Please insert template
: W
Please insert template (2) ”"°va HOURS * PARKS MAINTENANCE} [09:00AM-06:00PM_K) J}J
Please insert template (et EAOCMA;-[(I'::I\NM; v e more~ K Please insert template
[FMLA ¥
Schedule: B lUNPND b

Figure 5.3 — Insert Templates

Inserting a Template
The template created in the previous section can now be inserted into the
supervisor's most used templates.

e Click the Insert Templates button @ (see Fig. 5.3).

e Click the more button @ in an empty space, or the space of a template you wish
to replace with the new template.

e Select the template created in the previous section from the drop-down list ©.

e Click the Save button to finalize changes ©.

To remove a template from this list, click the Insert Templates button @ then click the
“X” next to the template to be removed. Click the Save button @ to finalize changes.
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I?Ml\ﬂ Maintain Templates @Imerl'remphm m Save Templates

! Multiple
o Vacation[8.00 Hours] Comp Time[&.00 Hours] & Fmia[8.00 Hours]
Parks I AM-06:00PM] Q Please insert template Please insert template
Please insert template Please insert template Please insert template
=] Snue@n Undo
Schedule: =
Sunday Monday Tuesday Wednesday Thursday Friday
07/26/2009 07/27/2009 07i28/2008 07/29/2009 07/30/2009 07/31/2009
= B
[5] 10:00AM-07:00PM 09:00AM-06:00PM 09:00AM-06:00PM 09:00AM-06:00PM 09:00AM-06:00PM
Water Engineering Parks Maintenance Parks Maintenance Parks Maintenance Parks Maintenance
)
[T -+ [>12] |21 -+ [>]2] | [«<[<] =+ = [>D]|[&[<] -+ > | [«[<] -+ [ | [«[<] -+ |EIE|

Figure 5.4 — Individual Schedules

Editing Individual Schedules

Scheduler has several options for editing an employee’s weekly schedule. Using the
template created in section 5.11, we can alter Dexter's schedule starting Tuesday

morning.

First, click on the newly inserted template from the previous page @ (see Fig. 5.4).
Click the large box above the @ to insert the schedule for Tuesday. Finally, click the

Save button ® to finalize changes.

Below every day on the scheduler is a box of controls @:

e The single arrows copy the schedule to the day immediately left or right.

e The double arrows copy the schedule to the beginning or the end of the week.
The arrows copy all of the way through Saturday and/or Sunday.

e The minus sign removes all schedules from the given day.

e The plus sign drops down a list of all available templates. Select a schedule

template to assign to that day.

@ Click the save button after you are finished making changes.

NOVAtime Technology, Inc.
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. SCHEDULER 5

Week Of: | 09/27/2009 (Sun)-10/03/2009 (Sat) »

Ef 1)

¥ Schedule Templates

[H save _ «» Undo

Select

[ 116 [L'Jlnstrucmnile
(U) [9:00A1 : [6:00P1 (Y

| 106 [Career Serv -']
(8) 08:00f : 05:00F

Schedule: _Apply Template(s) I:Clear AII) I:Edit Nntes:I
Sunday Monday Tuesday Wednesday
09/27/2009 09/28/2009 09/29/2009 09/30/2009
[ <--Select--> |4 [ O[WKHR] B2 [ O[WKHR] B [ O[WKHR] B

| 106 [Career Serv .;]
(S) 08:00F : 05:00F

Hours: Hours: Hours: Hours:
Meal: 0 mins Meal: |30.0C mins @ Meal: 0 mins Meal: 0 mins
<] - [>[»]|[]<] - [> [ | [ee]<] - [>[»] | [«]<] - [>[»]

Figure 5.5 — Free-Form Scheduler

Free-Form Scheduler
The Free-Form Scheduler allows a supervisor to quickly edit individual or multiple
schedules without the need for scheduling templates.

e Select the week to be edited using the calendar icon @ (see Fig. 5.5).

e Select a pay code 9.

e Select a group (position, department, job) ©.

e Enter a start and end time @. Red text denotes a user edit.

e If applicable, input a meal time in total minutes . Meal time is automatically
deducted from the total hours worked.

e Click Save to finalize changes ©.

To apply the schedule change to multiple employees, please see the next section
(5.13) and figure 5.6.
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_I SCHEDULER 5

Active X Esave @ undo | O Audit | S Print
[ “ | (Home Group Filter - OFf) E & [10M]ITERN,DEXTER [[)Goto Timesheet | & GotoE
* Primary Job: 7174 * Location: 71100 * Pay Policy: 314 * Pay Ty
| All (Template Filter - Off) =
D+ NAME All &y Week OF: g
BE1  WORLD, BOBBIE 2 Imuttiple [ Save Templates  [5 Add / Maintain Templates  [134 Insert Templates
[T
1001 JONES, DANA — 2 Vacation[8.00 Hours] more ¥ X Please insert template
1002 FREEL, CHERYL Please insert template mare ¥ X insert template
1003 SNOOK, PATRICA & Ploass insert emplaie morew X Please inserttemplate
1004 JOHNSON, BRIAN =
— »
1005 PAEZ, JEANETTE Schedule: o
1007  IRIZARRY, PRISCILLA B Monday Tuesday Wednesday Thursday
— 0716/2012 07172012 07M8/2012 07M9/2012
1008 FREEL, DANA — — = =
-
1009  JONES, SARAH [S] 10:00AM-07:00PM [S] 10:00AM-07:00PM [S110:00AM-07:00PM [S110:00AM-07:00PM
5 Plant1/Straw Plant1/Straw Plant1/Straw Plant1/Straw
1010 WES, KEN (MB0) (MB0) (MB0) (M&0)
1011 TERN, DEXTER 4 &
1013 WATERS, JAIRUS ]
— -+ ¥ < -+ > || |« -+ P IRAEES -+ ¥
4n44  wwDIeUT 1num

Editing Multiple Schedules
This manual looks at two ways to edit multiple schedules in the NOVAtime software.
The first method involves all steps covered in section 5.12, followed by selecting the
applicable employees @ (see Fig. 5.6). After the schedule is set and all applicable
employees are selected, click the Save button @ to finalize changes.

Figure 5.6 — Multiple Schedules through Scheduler

& Active Xl week o: ]
| an * | (Home Group Filter - Off) & save @) undo  [& Add/ Maintain T %&w hedul @ Copy Schedule (Mult) [E Update Schedules
| All (Template Filter - Off) = AR =R
Monday Tuesday Wednesday Thursday
DA S 0711612012 071712012 071812012 07/19/2012
1009  JONES, SARAH [1009] B
1010 WES KEN Sarah 451 10:00AM-07:00PM | [S]10:00AM-07:00PM + |[S] 10:00AM-07:00PM + |[S] 10:00AM-07:00PM
- Jones}:' — Plant1/Straw Plant1/Straw Plant1/Straw Plant1/Straw
1011 TERN, DEXTER 4 = (meo) (MB0) (M&0) (M&0)
1013 WATERS, JAIRUS =0 I3
1014 WRIGHT JOHN = - - -
1016 LYNN, CHRISTINA [1010] [
. Ken 71|15 10:00AM-07:00PM + [S] 10:00AM-07:00PM * |[S] 10:00AM-07:00PM * |[S] 10:00AM-07:00PM
1017 WHARTON, LEANDRE' Wes i =| Planti/Straw Plant1/Straw Planti/Straw Plant1/Straw
1018 HADDIX, DONMNA W (MB0) (ME0) (ME0) (ME0)
1019  BORGESON, BARBARA g ¥ | | |
1020  FUSSELL, JAMES T =
1021 STANNERS, MICHELE Dexter T~1[S] 10:00AM-07:00PM + |[S] 10:00AM-07:00PM + |[S] 10:00AM-07:00PM * |[S] 10:00AM-07:00PM
1022 ANGELLES, SONYA Terni> |  Pianti/sraw Plant1/Straw Planti/Straw Plant1/Straw
Figure 5.7 - Recap

The second method for working with multiple schedules is the “Recap” page. Recap
offers a wider view of a group’s schedule, allowing a supervisor to move and remove
schedules to fit the group’s coverage needs.

NOVAtime Technology, Inc.
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e To move a scheduled day from one employee to another, drag the schedule
item from the original employee/day to the desired employee/day (available in
Internet Explorer only).

e Populate the week with the employee’s default schedule by clicking the Shift
button @ (see Fig. 5.7)

e The controls in ® operate similarly to Scheduler, however, changes are made
up/down as opposed to left/right. The minus sign removes all scheduled days
for that employee.

e To schedule all employees visible using a template from a previous week, click
the “Copy Schedule” button © and select the appropriate week.

e Once all changes have been made, click the Save button @ to finalize changes.

For help on searching, please see section 4.21.
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7 Request
The Request page allows a supervisor to quickly process time-off requests from their
employees.
Summary
4 2009 b Month: [y [3) @
Company Employee Pending Approved
[100 ] Parks and Recreation &) 73 30 0
[115 ] Library 3 0 0
[223 ] City Administration 10 0 0
[401 ] HCM 7 0 0
[DEN ] Denver 2 0 0
Totals 96 3 (]

Figure 5.8 — Request Summary

Viewing Time-Off Requests

Viewing and approving/declining pending time-off requests takes place on the Request
page. The Summary section displays all requests for the current month @ (see Fig 5.8):
Pending, Approved, Declined, and total Requested.

In the example above, there are three pending requests @ for the “Parks and
Recreation” department. By clicking on the department name ©, a supervisor is taken to
the detail screen for that group/department.

| Id | p Name ‘ Requeste | Approved ‘ Declined ‘ Pending
= 1001 | JONES, DANA | 3 | 0 | 0 | 3

‘ Paycode | Last Post Date ‘ Hours Available | ‘ Approved | Declined ‘ Pending |
BT 1) 2[VACA] | 06/18/2009 | 0.00 | 3 | 0 | 0 | 3 |

Request Made Date Department Start End Hours Notes Status
07/15/2008 1:50PM 07/20/2008 10016000 [LIBRARY ADMINISTRATION] B 9 L] Pending 6
8

07115/2009 1:50PM 07/21/2008 10016000 [LIBRARY ADMINISTRATION] Pending

07/15/2009 1:50PM 07/22/2008 10016000 [LIBRARY ADMINISTRATION] B Pending

Figure 5.9 — Pending Requests

After expanding Dana Jones’ vacation pay code @ (see Fig. 5.9), we can see that all
three requests for July are eight hour ® pending requests © for time-off. To approve or
decline a request, click on the highlighted row.
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Detail Information:

-

Status: | Approved B ok 0\1 (" cancel )

Pendin
Employee’ paclined ,

Supervisor's Comment:
Sure. Have fun. see you when you get back! 9

Figure 5.10 — Approve/Decline Requests
Approving/Declining Time-Off Requests
After clicking on the appropriate request (see previous page), a supervisor is
presented with the detail information:

e Select “Approved” or “Declined” from the Status drop-down list @ (see Fig.
5.10).

e Review the employee comment. In the example above, the employee did not
enter a comment when making the time off request.

e Make a comment @ that will be visible to the employee. It is not necessary to
enter a comment.

e Click the OK button ©.

o Click the Save button on the Request page to finalize the request.

@ Click the save button after you are finished making changes.
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EEN Tracking Hours Worked

NOVAtime offers solutions for tracking individual and group hours worked versus
scheduled hours.

Category: Workin %) O By Week: Week of:  07/26/2009 (Sun)-08/01/2009 (Sat) : 0
Emphasis: | Employee &= ] @ By Pay Period: | Pay Period: ¥ *07/16/2009 (Thu)-07/31/2009 (Frij_: |
Group By: Company 5 ] (O Customize: From: 07/16/2009 E| To: 073142009 E 9
Schedule Summary:
Company Total Sch'd Hr Total Hr Worked Difference Variance
#] | 100 [Parks and Recreation | 108.00 4.00 -104.00 -96.30%
] | 115 [Library ] 312.00 - -312.00 -100.00%
= |@3 [City Administration ] 1080.00 12.00 -1.068.00 -98.89%
Employee Total Sch'd Hr Total Hr Worked Difference Variance
#| | 1088 [SALLY FARIS] 108.00 - -108.00 -100.00%
#| | 1089 [JEREMY GARMER] 108.00 - -108.00 -100.00%
| | 1090 [CHARLES LES] 108.00 4.00 -104.00 -96.30%
#| | 1091 [CECILIA TORTEN] 108.00 - -108.00 -100.00%
#| | 1093 [ALBERT BEAUCHAMP] 108.00 - -108.00 -100.00%
# | 1094 [KENNETH HAMMOND] 108.00 4.00 -104.00 -96.30%
Figure 5.11 — Summary
Summary

The Summary section displays productivity of an entire group. Select the reporting time
period: By Week, By Pay Period, or Customize @ (see Fig. 5.11). Now select options
such as Working or Non-Working Hours in Category ©. Refresh the results @ and
expand rows to go into further detail ©.

Pay Period: ™ *07/16/2009 (Thu}—O?f31fZDOQ{Fﬁ:Z a1 @ Acwal vs. Scheduled |¢]

Schedule Chart
0g
06
04
0z
1]
35 34

o= -
& i3 4 4

TAG  TAY TS T8 TR0 Rl W22 T3 OTi24 WIS OTRE WY OTEe T8 TED v

Figure 5.12 — Graph

Graph
The Graph section gives a visual representation of an employee’s hours worked.
Select a Pay Period @ (see Fig. 5.12) and a reporting type @.
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Report

NOVAtime 4000 contains a versatile reporting engine with nearly 100 pre-existing
reports for use or modification.

Report Generator Events

Overview Properties || Preview |9
@Published

w-E P ublic Report Time & Attendance: [Exception Report]
-2y KEVIN's Repots | | [

R T | Definition Name B
'ep'_:"'t emp ate The report displays employee who haw
=2 Time & Attendance display employees with exceptions tha

..... Bi-Weekly TimeSheet Early. etc...)
..... Daily Hours Report
..... Days Worked Report & output Format O* | 5 petat
..... Detail Report. TA
..... Employee Timecard - Adobe PDF View

..... Exception Report[1] ® Excel Format

..... Menthly Attendance Log " Rich Text Format
..... Menthly Attendance Summary
..t Summary Report. TA

) HTML Format

Figure 6.1 — Report Generator

KXN Report Generator

The Report Generator contains nearly 100 pre-built reports. Begin by selecting a
category and a report @ (see Fig. 6.1). In the Properties section, options can be edited
by clicking on the double blue arrows @. In the example above, the output format is
changed from “Adobe PDF View” to “Excel Format.” After all options are set, preview
your report ©. If you are satisfied, click the “Publish” button.

& Publish

Publish Name: My First Report )
report name cannaot contain any of the following character \/:*7"<>
(MMDDYYYY %) (optional) €

Description: Training Daily Hours Report €)

Publish To: :@ 4]

Figure 6.2 — Publish
e Enter a title for the report @ (see Fig. 6.2) and optionally add the date .
e Give the report a description ©.
e Choose a group to which the report is published ©.

e Publish the report @. The report will now appear in your reports on the left.
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A Scheduling a Report

NOVAtime reports can be scheduled to run periodically, and e-mail the results directly

to yourself and/or other supervisors.

B Report Schedule Options A

=] Sa\re@

Schedule Period:

) Report Not Scheduled / Delete Scheduled Report
) Run Report Once
@ Run Report Periodically o

@ Daily / Weekly O Monthly OMonth End )

Week Days: (JSu Mo CTu Dwe O Th M Fr Dsa 9

Start Date:

07/28/2009 2]

Time:

1:47 PM

E-Mail User List:

Available ltems:

Admin
Aws

Clo
Demo
Demoez
Demopay
Demosws
Dh

Selected ltems:

Kevin
Scott
Bph

@
L]

Scheduling the report:

Figure 6.3 — Report Schedule

e Select an option for reporting frequency @ (see Fig. 6.3). To run a report more
than once, “Run Report Periodically” must be chosen.

e Select the report frequency 6.

e Select the day(s) of the week to publish the report ©.

e Enter a start date and time of day for the report to be published ©.

e Add or remove users that will receive the report ©. All users in the “Selected

Items” column will receive the report in their e-mail.

e Click the Save button to finalize the changes O.
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Preferences

Supervisors may have access to several preferences in the NOVAtime
customize their experience.

4000 system to

&l <" @) 10111 TERN, DEXTER S, Goto Employee | [ Goto Schedule

IP Primary Job: 7174 | ¥ Location: 71100 |» PayPolicy: 314 | PayType: 2 | » Holiday Rule:

1 ¥ Shift Number: 11

Figure 7.1 — Timesheet Header

Timesheet Header

A supervisor may need information other than the default settings in the Timesheet
Header (red outlined area). To customize this area, first move to the Timesheet page in

the Attendance category, then click the pencil icon @ (see Fig. 7.1).

e T 1
Eq’;g;ﬂ@ = Saue| _0 [Employee ID], [ LastName, First 1 2 Goto Employ | |Z| Goto Schedule
Bicture : : :
¥ | Primary Job @ *| |»| Location = » | Pay Policy i b | Pay Type 2| |»|Holiday Rule £ ¥ | Shift Number
Date PayCode In Out Reg GAP oT HOLOT Pay Matrix

Figure 7.2 — Customizing the Timesheet Header

After Clicking the Pencil Icon:

e Add or remove columns in the header using the plus and minus icons @ (see
Fig. 7.2). The header supports a maximum of six columns and a minimum of

three columns.
e Select the information to be displayed in each column .

e Click the Save button ® to finalize your changes.

NOVAtime Technology, Inc.
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Profile

PREFERENCES 7

The Profile page in the Preferences category contains basic contact information fields
and the ability to change your password in the NOVAtime system.

[ save @ Undo

User Name / Password

Login Name:

Contact Information )

Full Name:

Email:

Phone:

Cell Phone:

SWS Setup

Access group:

NOVATouch:

Default Employee Grouping:

List Menu Behavior:

Profile  Preference Groups  Delegation

KEVIN =B Change Password €)

Kevin Nielsen

kevin.nielsen@novatime.net

Administrator Access - Administrator
NO
Job2

Start opened, manual control - open & close thereafter. (default)

Setup Password

Please enter a password between 8 and 12 characters. Pass
contain atleast 1 number and 1 letter.

New Password:

Verify Password:

Security Question: | <= Seleci—=

Answer:

confrm @ | Cancel

Contact Information

Figure 7.3 — Profile

Enter any necessary contact information (Full Name, Email, Phone, Cell Phone, etc)
into the appropriate boxes @ (see Fig 7.3). Click the Save button @ to finalize your

changes.

Change Your Password
Click the “Change Password” button & and enter your new password. Some system
configurations may require you to enter your old password before changes will take

place. Once complete, click the “Confirm” button @.

NOVAtime Technology, Inc.

39



SUrRe P"TH

NOVAtime Technology, Inc.

Preferences

The Preferences page in the Preferences category contains several view and behavior
options for NOVAtime 4000. As most options are self-explanatory, not all will be
covered in this section. For additional help with options not covered, please contact
your administrator. Please note that the Preferences page auto-saves after each
change is made.

Profile  Preference  Groups  Delegation

B save

1. Employee Grouping: Job2 1] 2. Employee Fullname Preference: Last Name, FirstName = | @)

*Note: Please select one from the list. Default selection for "Employee Grouping” is "Subsidiary”. This will *Note: Please select one from the list. Default selection for "Employee Fullname Preference” is "Lastname,
decide the Overview of this access level in the "ATTENDANGE" category. Firstname™. This will decide the overall of this access level in the "EMPLOYEE" category.

Figure 7.4 — Employee Grouping

Employee Grouping

Employee grouping determines how employees in your organization are grouped in the
Attendance-Overview page. If grouped incorrectly, a supervisor may not see their
entire employee list. Change the grouping using the drop-down list @ (see Fig. 7.4).

Employee Full Name Preference
Change the name format in the NOVAtime software using the drop-down list @.

_ PREFERENCES 7

15. Display Absent ds in timesheet: @ 16. Display unscheduled ds in timesheet:
*Mote: Please check the option above to display absentee records in the *Mote: Flease check the option above to display unscheduled records in the timesheet.
timesheet.

17. Display future scheduled records in timesheet ™

*Mote: Please check the option above to display future scheduled records in the
timesheet.

Figure 7.5 — Displaying Schedule Information in the Timesheet

Timesheet Schedule Options

The bottom three options on the Preferences page allow a supervisor to configure the
Timesheet view. “Display Absentee records” adds an exception for scheduled days
where no punch or non-calculated pay code has been entered.

“Display unscheduled records” and “Display future scheduled records” displays the
employee’s schedule on the Timesheet without the need to view a separate page. Any
or all of the three options may not be available in your implementation of NOVAtime.
Please contact your administrator for more information.
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