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Logging into NOVAtime: Navigate to http://novatime.cpsd.us
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http://novatime.cpsd.us/

1. Enter your CPS network login in the box
labeled ‘1D .

2. Enter your CPS network password you use
when starting your computer in the
morning.

3. Click “EMPLOYEE WEB SERVICES”.

Or

NOVA timeAnywhere®

S 5000 S2a8 Employ

o

Thursday, 11/00/2017 1:06:24 Pl

® Ready...

NEU13075_171103_BH

PUNCH TRANSFER CANCEL

EMPLOYEE WEB SERVICES

The software on this Site contains unpublished, confidential
and proprietary information of NOVAtime Technolagy, Inc. and is
protected by copyright, trade secret and trademark law.
NOVAtime retzins all rights not expressly granted. Use and
disclosure of this software is restricted and governed by the
License Agreement and the Legal Agreement Access and use
is restricted to NOVAtime authorized business partners and

users for NOVAlime business only. This system may be
monitored for administrative and security reasons
Legal Statement  Privacy Statement

~ 5000 333 EMPLOYEEWE SERVICES

= fﬁﬁ/ﬁtimeAnywhere”’” A Tinesten @

Timesheet (¥ Message (¥

Pay Period: Current Pay Period B
4 1110112017 (Wed) - MA52017 (Wed)| b 8

Status: OPEN
Exception:
Date Pay Code Reg OT1-0T13
Summary: Reg oT
Nov 1, 2017 - Nov 15, 2017 000 0.00 “« 4 rm»

This is ultimately what your dashboard default page will look like.

Thu Nav 9, 2017 02:58:53 PM
v DOE. JANE (8888888)

1. Click on the arrow after the word “timesheet”. Your timesheet will open and a timesheet

tab will appear.

2. Click on the star next to word “timesheet” on the tab. This is what your dashboard will

look like each time you log in.

*Click either on the arrow or star going forward to open your timesheet. *
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A. Completing your Timesheet

In order to take full advantage of the system and its “real-time” benefits, we encourage you to record your time on
a daily basis.

Once logged-in, you will see your timesheet. Your Timesheet Status will be OPEN @
To view your current timesheet, be sure the ‘Date Selection’ is set to the ‘Current Pay Period’

You can also choose to view a prior pay period or complete a future pay period by changing the ‘Date Selection’.

| |

Pay Period: | Semi-monthly (1st 3 X || Current Pay Period 4 ||05/01/2019 (Wed) - 05/15/2019 (Wed)|| b | | E Status: OPEN | Q.| (& Approve
Cument Pay Period

Last Pay Period
Next Pay Period

User Defined Pay Period

= Timesheet .~

M Save Delete ¥ Undo & |Custom Date Range (View Only) Detail Moare Functions +
| Pay Code Location Wed 05/01 Thu 05/02 Fri 05103 Sat 05/04 Sun 05/05 Mon 05/06
O[REGULAR] SCH ADMIN [SCH ADMIN] am 2 | 3m J [ [ (]
18[STAFF ON ASSIGN] SGH ADMIN [SCH ADMIN] {9 [} o [ [} g0 D
2 A | = o 2
[ [} | [} (] [}
Totals 8.00 £.00 £.00 0.00 0.00 8.00

To complete your timesheet:
1. Click on the “PayCode” field, and select the “01-Regular” Pay Code.
To navigate through the fields in your timesheet, use the tab key.

2. In the blank field below the date you worked, enter your total working hours for the day. Please note that
you will have to scroll or tab right to view all dates in the pay period.

¥ Period: | Semi-monthly (1st and 16th) v || Current Pay Period hd 4 |[05/01/2019 (Wed) - 05/15/2018 (Wed)|| »

Status: OPEN | Q.| & Approve
- Timesheet »” ACCRUALFTEZ2 TEST2 0000019 2 &E =& @
M save

@ Delete x Recalculate . Insert f Repost E Detail & More Functions v

O[REGULAR] SCH ADMIN [SCH ADMIN]

S00] SCH ADMIM [SCH ADMIN] [o=) [o=) [o=) =) =) zoo0 D
B[SHIFT DIFF LOW] y =] =] =) =) [o=)
S[SHIFT DIFF HIGH]
12[PARAPROF SUB] =) =) =) =] =]
16[X UNUSED]
TBISTARF BN ASSIGN] Totals 8.00 5.00 0.00 0.00 2.00
20{SICK]
21[VACATION]
_ | 2213cHOCL vac)
23[HOLIDAY]
24[FLOATING HOL]
3oy 27[SNOW DAY] ™
29{PERSONAL]
. 3D[PERSCNAL SICK] Total Hrs Deductions Reg Pay Rate OT-2Pay OT3Pay Premium Pay
34[COMP TIME]
0l SHBEREAVEMENT] 0.00 0.00 0.00 24.00 $0.0000 $0.0000 $0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.0000  0S/01/2019 - 05
15 gg{hﬁgﬁgrﬁ?CEED] 0.00 0.00 0.00 16.00 $0.0000 $0.0000 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.0000  05/0142019- 051
Tel anronim mane s - non ann ann an an &n nnnn &n nnnn ennn &nnn &n an &non &n an &n nnnn
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3. Finally, be sure to ‘SAVE’ your entry. Once you have saved your entry, your hours worked automatically will

be calculated and your location will populate. Please note that after you save an entry, you may revise it if
necessary.

Pay ~Semi-menfnly (1st and 16th) v | Current Pay Period v 4 |05/01/2019 (Wed) - 05/15/2019 (Wed)| »

119

Status: OPEN | Q. (& Approve

The timesheet was saved successfully.

Timesheet ,* ACCRUALFTE2, TEST2-9999019 L& =& @

< The location will populate once you |+ ~ . .
hit save. . . )

B

% Reporting an absence from work, such as a personal, sick or vacation day
To record a full-day absence on your timesheet:

1. Click into the blank box under pay code and an arrow should appear.
2. Next, you will need to select the Pay Code from the drop down.

A Pay Code is used to describe your regular time worked or your leave (or absence) time
(sickness, personal day, vacation). The NOVAtime system is set-up so that you only see
Pay Codes that you are eligible to use. A sample list of Pay Codes follows this section.

3. Skip over location.

4. Inthe blank field below the date you worked, enter your total leave hours used.

5. After reporting your time, please be sure to ‘SAVE’ the entry. Saving the entry will save
your record.
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iod: Semi-monthly (1st and 16th) v || Current Pay Period v 4 ||05/01/2019 {(Wed) - 05M15/2018 (Wed)|| » | | & Status: OPEN | Q| & Approve

— Timesheet .~ ACCRUALFTEZ TEST2-90000019 LE 2 @

M save ®Delete X1 ecalculate | W Insert/Repost | ElDetal  # More Functions +

9[SHIFT DIFF HIGH]
12[PARAPRGF SUB]
16[X UNUSED]
13[STAFF ON ASSIGN]

20[8ICK] v | SCH ADMIN [SCH ADMIN] go0 2 00 2 go0 2 ]
E{gg‘fuuﬁ] SCH ADMIN [SCH ADMIN] u| ] ‘:‘\
@ B[SHIFT DIFF LOW] iy iy iy /
o

ARER RN AR

Totals 8.00 5.00 8.00 0.00 01

=
=]
ad
=]
=

21VACATION]
22[SCHOOL VAC]
23[HOLIDAY]
24[FLOATING HOL]
27T[SNOW DAY]

4 | 29IPERSONAL]
30[PERSONAL SICK]
24]COMP TIME]
36[BEREAVEMENT]
+ | 27TILEGAL PROCEED]
33[JURY DUTY]
40[BUILDING CLOSED] hd

To report, a partial day absence (e.g. you had a doctor’s appointment in the morning and
arrived to work three hours late), you will need to make two entries in your timesheet for the
one work day.

1. Click into the blank box under pay code and an arrow should appear.
2. Select the “Pay Code”. In this instance, choose Pay Code “20-Sick”.
3. Skip the location.

4. In the blank field below the date you worked, enter the amount of time you were
absent from work.

5. You will need to enter another record in your timesheet to reflect the hours you were
present at work.

v If you have already established a “Regular” Pay Code record for your current
pay period, in the blank field below the date you worked, enter the amount
of time you were present at work.

v If you have not already set-up a “Regular” Pay Code record, click in the blank
box under pay code and select “Regular”. Now, in the added line and below
the date you worked, in the blank field enter the amount of time you were
present at work. Make sure it totals the correct number of hours you work in
a day.
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6. Again, please be sure to “Save” your entry. When combining the two records, the total
hours reflected should equal a complete working day.

v| | 4 |[05/m1/2019 (wed) - 051152019 (Wed)|| B

Status: OPEN | Q, | & Approve

20[SICK] SCH ADMIN [SCH ADMIN] 3 \ - yu} [yu} = L
E{BE?UL“R] SCH ADMIN [5 CggADMIN] ] ] iy ] = s O
S[SHIFT DIFF LOW] ] ] ] ] ] o
S[SHIFT DIFF HIGH]
12[PARAPROF SUB] = = iy ] = yu
16X UNUSED] . - -
18[STAFF ON ASSIGN] oo e s o.oo o 8.0
20[SICK]
2I[VAGATION]

4 | ZUSCHOOLVAT]

23(HCLIDAY)
24[FLOATING HOL]
27[SNOW DAY
4+ | 29PERSONAL]
30[PERSONAL SICK]
34[COMP TIME]
36[BEREAVEMENT]
+ | 37LEGAL PROCEED]
38[JURY DUTY]
4DBUILDING CLOSED] >

To find out how to view your leave balances, see Section B. Reviewing Leave Balances.

R/

+» Pay Codes

In any given week, you must account for your time each day, even those days on which you are
not at work. Pay codes describe the type of time that you are reporting. For instance,
“Regular” indicates that you were in attendance at work, while “holiday” indicates that you
were not in attendance at work because of an official work holiday such as Thanksgiving. There
are many different pay codes; however, you will see only those that apply to your particular job

category.
Sample List of Pay Code
Pay Codes Descripton
01-Regular Regular Work Time
02-Additional Hours Additional straight time hours worked
12-Paraprof Subbing Paraprofessional Substitutes for Teacher
18-Staff on Assign Staff on Assignment
Leaves
20-Sick Sick/lliness
22-School Vac School vacation*
6
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21-Vacation Vacation

23-Holiday Legal Holidays per school calendar or contracts
24-Floating Hol Floating Holiday per contract

27-Snow Day School cancellations because of snow
29-Personal Personal Time

30-Personal/Sick Personal Time charged to Sick

32-Prof'l Day Professional Day

34-Comp Time Compensatory Time

*When to use “School Vacation” to report time: All 10 and 11 month employees who do not
accrue vacation time will select “School Vac” to report days off during the December winter
break, and February and April vacation weeks. Eleven month employees who are required to
work a number of days after school ends, will use the “School Vac” to report days NOT at work
during the summer break (and “Regular” to report days in attendance at work).

+ Adding a note to your Timesheet

When reporting your time, you can leave a note for your supervisor. This feature will be
particularly helpful when explaining or providing detail about an absence from work.

To add a note:
1. Select and click on the blue outlined comment icon next to the hours you entered.

2. A pop-up field will appear. Type your note to your supervisor in the field.
3. When complete, select “OK”.

4. After entering your note and clicking “OK”, the comment box will turn blue to indicate a
note was added. You can view or edit your note by clicking on the comment icon.

5. Be sure to “Save.”

Pay Period: Semi-monthly (1stand 16th) v | Current Pay Period v 4 ||05/01/2019 (Wed) - 05(5/2013 (Wed) | »

13

Status: OPEN | Q| G5 Approve

= Timesheet .” ACCRUALFTE2, TEST2-9990019 L& &

M save @Delete X Undo  Recakulale I Insert/Repost

36[BEREAVEMENT] SCH ADMIN [SCH ADMIN] o0 2 iy iy [y [ym] ]
D[REGULAR] SCH ADMIM [SCH ADMIN] 500 J iy} iy} [} [u} soo0 2
i = i ju ju} u}

2 = 2 ol oa oal

Totals .00 8.00 8.00 0.00 0.00 5.00

4 Timachast Simmany
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Pay Period: | Semi-monfhly (1st and 16th) v | Current Pay Period v 4 ||D5/01/2019 (Wed) - D5/15/2012 (Wed)| »

Status: OPEN | QU | & Approve
esheet .~ ACCRUALFTE2, TEST2-9990019 L8 & @

M Save ® Delete ¥ Unde (& Recalculate . Insert / Repost Detail  / More Functions =

3G[BEREAVEMENT] SCH ADMIM [SCH ADMIN] z00 W ] (o] (o] [y (]
D[REGULAR] SCH ADMIN [SCH ADMIN] so0 0 o o] o] o] so0 D
o} o 2 2 2 2

o} o} 2 2 2 2

Totals 8.00 8.00 8.00 0.00 0.00 5.00

+* Revising your Timesheet
To REVISE your timesheet:

1. You can update an existing entry. Click on the information you would like to update.
For example, if you would like to update your hours for a particular day, with your
mouse, double-click on the field. Once the field is highlighted in blue, you can manually
revise your hours. Once you have entered your revised time, using the ‘tab’ key on your
keyboard, you can exit the field.

2. Using the check box to the left of the “Pay Code” column, you can also delete an existing
“Pay Code” by clicking in the box to select the row and clicking delete. This will erase all
time recorded under that “Pay Code” in that pay period.

3. If you want to change an entry from one existing “Pay Code” to another existing “Pay
Code” then you manually delete the hours from the incorrect “Pay Code” (as shown in
step 1) and enter it under the correct “Pay Code.” For example, if you accidently
recorded 8 hours under “Sick” but was present, then you would delete the hours listed
under “Sick” and input them under “Regular.” You do not have to add another line for
“Regular” or delete the entire row.
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4. Remember to ‘SAVE’ your change. By saving your change, your working hours total will
be updated. Please note that once your timesheet is ‘SUBMITTED’ to your supervisor
for approval, you will be unable to revise it.

Pay Period: | Semi-monthly (1st and 16th) v || Current Pay Period v| | 4|050172019 (Wed) - 05152019 (Wed)| P | | 2| stats:OPEN Q| & Appove

= Timesheet .~ ACCRUALFTE2, TEST2-9999018 L5 £& @

M save ® Delete *® Undo  Recalculate . Insert / Repost Detail / \ore Functions v

OREGULAR] SCH ADMIN [SCH ADMIN] j5.00) ! fon 1 s00 (2 [y [ [
J [ a J ] ]
[ [ [ [ [ [
Pay Period: | Semi-monthly {1st and 16t} v || Current Pay Period v 4 ||05/01/2019 (Wed) - 05/15/2019 (Wed)|| P = Status: OPEN | Q & Approve
Timesheet .~ ACCRUALFTEZ TEST2-9999019 L E E& @
'vE %) Delete ¥ Undo & Recalculate . Insert / Repost Detail /4 More Functions »
¥ DREGULER] [ou [ - o] [m] [
o [ [ o [ [
o} [ [} o} [ A
Totals 0.00 000 000 0.00 000 000
Pay Period: | Semi-monthly (1st and 16th) v | Current Pay Period Y| 4 ||05/0172019 (Wed) - 05/15/2019 (Wed)|| b | | & Status: OPEN QL (& Approve
= Timesheet .° ACCRUALFTEZ TESTZ-0909018 L= =& @
M save ® Delete % Undo & Recalculate . Insert / Repost Detail /# More Functions +
| Pay Code Location Wed 05/01 Thu 05/02 Fri 05/03 Sat 05/04 Sun 05/05 Mon 05/06 Tug
D[REGULAR] ao0 3 A [y o
20[SICK] E [m] [ o] o]
[ o o o
[ 4 o} 4
Totals 0.00 0.00 0.00 0.00

R/

+* Submitting your Timesheet

At the end of the semi-monthly pay period, you MUST remember to ‘SUBMIT’ your correct and
complete timesheet. For employees who receive a semi-monthly paycheck, your pay period
typically ends on the 15" and 30t or 315t of each month. All timesheets MUST be submitted by
the last day of the pay period.

Before submitting your timesheet, please REVIEW for accuracy.
9
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a. Be sure that it reflects the total days and working hours for the pay period.

b. Inthe Timesheet Summary section of your timesheet, your total number of reported @
hours will appear. This total should equal your total number of required hours for a pay
period.

Once you have reviewed your timesheet and you are certain that it is accurate, select ‘SUBMIT’ @

Approve
M save ® Delete 3 Undo & Recalculate i Insert / Repost E Detail / More Functions +
| | Pay Code Location 15108 Thu 05/09 Fri 0510 Sat 05/11 Sun 05/12 Mon 0513 Tue 0514 Wed 05115 Totals
|| D[REGULAR] SCH ADMIN [SCH ADMIN] gon 2 zo0 D gon 2 o ] o] 4800
[ 2osicK] SCH ADMIN [SCH ADMIN] [} [ o] [ o (o] 16.00
[ 2A[VACATION] SCH ADMIN [SCH ADMIN] [} [} [} [} [ so0 2 24.00
[ o} 2 o} 2 o} 2
[ A o] A o] A o]
Totals 8.00 2.00 8.00 0.00 0.00 3.00 .00 8.00 83.00
—_— Timesheet Summanry
Group By: | Pay Code v
Pay Code Reg Hrs (8] = | oT-2 oT-3 Total Hrs
0 [REGULAR] 43.00 0.00 0.00 .00 45.00
20 [SICK] 16.00 0.00 0.00 000 16.00
21 VACATION] 24.00 0.00 0.00 .00 24.00
Totals 88.00 0.00 0.00 0,00 28.00
Timesheet
Pay Period: | Current Pay Period v 4 ||05M0/2019 (Fri) - D5/16/2019 (Thu)|| b | | E Status: OPEN | Q & Submit

10
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The following notice will appear. Select “OK”.

ils (D Timesheets 3 — )

Submit Timesheet

I certify that this timesheet is correct.

Cancel

Should you have any missing items or a day where your time was not reported on your
timesheet, you will receive a notice. Select ‘Ok’, and update your timesheet.

Verify b 4

Your timesheet is not complete
please complete your timesheet prior to submitting

ABSENCE: 00472

After making any further revisions, you will need to ‘Submit’ your timesheet again.

Once your timesheet has been successfully submitted, your Timesheet Status will change to
‘SUBMIT.

Please note that once you ‘Submit’ your timesheet, you cannot make any further revisions to
it. You will need to speak to your direct supervisor to make any further edits.

Timesheet

Pay Period:  Last Pay Period i 4 ||05/03/2019 (Fri) - 05/08/2018 (Thu)| b | | & Status: SUBMIT 4

“ Your timesheet was successfully submitted on Thursday, 05092019 12:28 PM

11
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B. Reviewing Accrual Balances

Navigating to Accruals

. . > Thu Nov 9. 2017 03:30:48 PM
@ i /\/\T(Z}ﬁg:m ywhere FU— @ - = o) Ov D<N 2 O]
@

Attendance
1D: 8383888 Hire Date: 1A2016
Adjusted Hire Date:

Hame: DOE, JANE

Pay Category: 4[04 -NONMGR - Managers NonUnion 12 Months] Title Change Date:

sortby PastDate [
Filter by Date Range From [E To =

Add Filter Apply Filter Clear Filter

Pay Code Last Post Date Post Type Accrued) Used Available  Activity Date  Notes

=

Click on Hamburger Icon.
2. Click on Attendance.
3. Click on Accrual.

Click on star on accrual tab.

E

*Click either on the star or use the hamburger icon going forward to view your accruals.*

CAMBRIDGE PUBLIC
scHooLS

NEU13075_171103_BH)

In addition to electronically submitting your timesheet, NOVAtime allows you to view your
leave balances, including your sick, personal and vacation time. Navigate to ‘Accruals’.

a. By Pay Code, you will be able to view your leave balances. See the “Sample List of Pay
Codes” on page 7 of this booklet.

b. The Post Date signifies the date you took leave or when an adjustment or entry was
made to your time.

c. The Post Type reflects the type of transaction:

Post Type

Rollover of your accrued balances to the system as of June
1/+ Import 30,

The Payroll Department made an adjustment to your
timesheet. After submitting your timesheet and your
supervisor has approved it, you discovered that an

U User Posting adjustment or correction needed to be made to your

12
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timesheet. For example, you reported your absence as sick
leave rather than bereavement leave. You and/or your
supervisor contacted the Payroll Department, who manually
adjusted your timesheet.

Please note NOVAtime will reflect your annual accrued sick
time as well as three personal days. If personal days are
taken, the Payroll Department will manually adjust your sick
leave balance accordingly.

System Posting

Upload of new annual balances to the system in July.

Timesheet Edit
Posting

Time taken as you reported on your timesheet and as
approved by your supervisor.

period.

Accrued/Used reflects the time you used or the time you accrued during a particular

Available or Carry Hours is the number of hours that are available to you or your leave
balance.

Timesheets @ Profile
o — — _ If you would like to view
N;me: CI|ck|rTg on th? + syn'!bol will expand 'fhe your leave balance
pay Categony: selection, letting you view your leave history. activity for a particular
period, you can choose
Sort by Post Datl B to filter your selection by
Filter by Dal Range entering a date range.
Add Filter Apply Filter Clear Filter
Pay Code @ Last Post Date @ Post Type @ Accrued/ Used @ Available @s
a [20]SCK 07/02/2013 T 8.00 122.00 sage
Post Date Acc. Code Post Type Hours Carry Hours Used
07/02/2013 105 T 0.00 130.00 8.00
07/01/2013 105 S 120.00 10.00 0.00
05/02/2013 105 U 10.00 0.00 0.00
= [21]VAC 07/26/2013 T 8.00 84.00 Usage
-] [29]PERS 07/01/2013 5 16.00 16.00 System Accn
-] [30)JPSCK 0710172013 5 8.00 8.00 System Accn
13
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