~NOVAtime 5000: Employee Web Services — Requesting Time Off ~

EWS - Employee Request for Time Off:

In addition to reviewing the Attendance, Accrual and Schedule history, the "EWS" allows an employee to submit a "Time
Off Request " to their Supervisor all within NOVAtime 5000. The employee can "Request Time Off" from the REQUESTS
page within the SCHEDULER Category. In this example, Emp# 999999 will use the Vacation "Template" to request a day
off (8 hrs) for Friday, April 1°,

1. From the Template Grid, simply click the Vacation (0.00 Hours) template, once to highlight it, then click, the box for
the day that is to be requested off (EX: April 1st) within the Pending Request grid. The Schedule Hour Editor window
will appear. Input the # of hours you wish to request off for the day, click the “Confirm” button.

Schedule Hour Editor ®

Hour: Confirm

2. If desired, the employee can also attach a note to the Request, by clicking on the yellow plus sign " " and then
input some comments regarding the request off.

Schedule Note x
I'm going to the Super Bowl!| <k evunasy
4' s 1
.
PP L -
e
Confirm | “

3. Finally, the employee should click on the SAVE button to officially submit the request. The "requested” day will now
appear within the selected day of the PENDING REQUEST grid.

@‘Ff""',?’,‘"lywhere‘ 2 cuicka

Attend: Scheduler

Requests Calendars

Requests ;lw M save ) Undo
4 Yourentries were saved successfuly.

O muttipie (7] AddMaintain Templates

Vacation(0.00 Hours] [Z  SickLeave[0.00 Hours] 7]

Monday Tuesday Wednesday Thursday Friday Saturday
0312812016 0312912016 03/30/2016 033112016 04/01/2016 0410212016

............................

Approved Request + Schedule:

[S]07:00A1-03:30PM [S107:00AM-03:30PM S107:00AM-03:30PM 51 07:00AM-03:30PM
Won 037282016 16 Wed 037302016 Thu 0373172016 Fri04/0172016
(PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30)

/ Default / Default / Default / Default / Default

S107:00AM-03:30PM
Tue 03729120

= At this point, the request for Time Off will be sent to your NOVAtime Supervisor for review and approval.
(See process below)

Page1of4



~NOVAtime 5000: Admin/Supervisor Web Services - Processing Time Off Requests

SWS - Supervisor Schedule/Time Off Request Notifications:

The NOVAtime "USER" that is configured to receive "Schedule Requests" will receive notifications via several methods:
o Via Email notification: (if configured)

NOVA ation <NOVA4000Alerts@novatimeanywhere.com>
Request From: 999999 [AND TEST EMPLOYEE 1]

To tom@andrewstechnology.net

@ We removed extra line breaks from this message.

Please click the following link to access Supervisor / Administrator Web Services.
https://onlinel.timeanywhere.com/novatime/wslogin.aspx?cid=1422EB68-AE89-4C95-90E4-5A8F9DA0CBAI

999999 [AND TEST EMPLOYEE 1] has requested the schedule request on 03/23/2016 2:08AM 1. Request For 8.00 hours of VACATION On 04/01/2016;

= Within the email notification, click on the web link to bring you to the NOVAtime login screen, where
you will also see the private system message, after login, alerting you of the Time Off Request. (See below)

o Via Private Message upon logging into the NOVAtime Administrator or Supervisor Web Services.

“fou have new messages. Click OK ta read them nour

OK Cancel

= Within the private messages, click OK to view the messages.

WOVAimeAnywhere”

Scheduler  Reporis  Payoll  EWSSetup  Emplojess  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools  NEWS  HW Devices

AdFiter || ApplyFiter || Clear iter
2 Markas Unread | | € Delete | Displaying 1-1of 1 ecords
Hessage Type Subject priorty Sonder Date™

O Request Request From: 999999 [AND TEST EMPLOYEE 1) Normal AND TEST EMPLOYEE 1999999 0372372016 208AM

The message will detail who the request is from, the requested date(s) and any note (if applied).

Click on the Approve/Decline button which will redirect the User to the SCHEDULER->REQUESTS page.

Message Detail ¢u (&

Request Det

Approvemecine
Subjct: Request From: 999999 [AND TEST ENPLOYEE 1) Date: 03232016 20880

priorty: Nomal

Request History

Subject Reauest From: 999999 [AND TEST ENPLOYEE 1)

Content
993999 AND TEST EMPLOYEE 1]nas requesled e schecule equest on 032372015 20841
tFor 8.0 hours of ACATION On 040172016;

o Via DASHBOARD:

= The Time off Request gadget within the Dashboard will list any Time Off Requests for the Pay Period.
= Click on the selected Request to redirect you to the SCHEDULER ->REQUESTS page.

(NOVAtimeAnywhere® &

o Via the SCHEDULER ->REQUESTS page:

Ultimately all methods of Time Off Requests notifications will redirect to this area of NOVAtime.
= Here the User can manage any Time Off Requests (Pending, Approved, Declined etc.)

WOVAtimeAnywhere® Fix

josts Calendars  Summary  Graph

] s a0 ] sovontsor ANDDestrAdmis [
empoyee 04 Empioyeo tome parcate oste el solect sus o= R
ssso00 EMPLOYEE 1, AND TEST vac) osoraots s O | peomo nar az2016 2088

1
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SWS - Supervisor Schedule/Time Off Request Review and Approval/Decline/Removal:
The User will access any Schedule/Time Off Requests from within the REQUESTS page within the SCHEDULER Category.

o The Overview page will display the status of any Requests and can be filtered by Month and Group.

Aendance  Scheduler ~Repots  Payoll EWSSep Emplojees  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools NEWS  HWDevices

Oveviow Tomplate Schduls._Froe Form Schedes _ Rocap | Requests | Celendars_ Summary Graph
Requests

Overview | Summary | | Detail || Calendar

e o B oo & 5

oo o e o S
(100 ] EXECUTIVE OFFICE/ADMINISTRATION 16 o 0 o 0
[200 ] MANHATTAN MENTAL HEALTH CLINIC 18 0 0 0 0
(220 ] BRONX MENTAL HEALTH 29 0 0 o o
301 BROCKUN BENTAL HEAT » . 0 o 0

o The Summary Page will display the status of any Requests, by employee and can also be filtered accordingly.

Afendance  Scheduler | Reporls | Paoll  EWSSetp  Employees

s RulesSeup  CompanySelp  Preferences Tools NEWS ~HWDevices

Ovenew  Template Schedules _Free Form Schedules  Recap
Requests

Overvew || summary T Detail | | Calendar

42016 b ALLWonths < Group: Al g

Employee D4 Employee Name Paycode Hours Available Requested On Pending Approved Declined  Requested
999999 EMPLOYEE 1, AND TEST 2[VACA] 3187 32372016 2.08:00 AM 1 0 0 1
1

o The Detail Page is where the Approval/Disapprovals etc. are managed. Here the User can filter the Requests
by Month, by Status, by Pay Code and /or by Group.

Atendance  Scheduler  Repors  Payol EWSSeup  Emplojees Ut

ccess  RulesSep  CompanySelup  Preferences  Tools  NEWS W Device

OveniowTomplto Scheduls_ FrooForm Schakios Racap | Roauests | Calndars _ Summay Graph
Requests

) e [ | [

i soe | (% s EmpioEesearch | o
42016 ) ALLHontn F]
Approve Selected Approve all

Status:  Penaing ©|  paycote: 2wacH) | Group: Al ~| supervisor: AND Dealer Agminist [+

Employes 0 Employes iame Paycode oate s, soect s ours Reauested
999999 EMPLOYEE 1, AND TEST 2[VACA] 04/01/2016

800 [ | Pendng 3187 0312312016 2.08AM
]

1. The User Wi” Click on the "PENDING" button 0098996 [TEST TECH, AND UNION FT FRE] ~ 0173042016 ~ 1 2[44CU] ~ 8.00 hours

Status: Pending |v OK Cancel

and will now see the employees comments and %, "
oulll

EMBIOY Declined

have the option to Approve, Decline or Remove
the request. In this example, the User will s e i o he oot s i o
Approve the request and leave a note.

2. After the schedule request has been Approved, the User will click the SAVE button to apply the change
and this will also initiate an "auto posting" of the approved time off to the employee’s timesheet and
accrual history, as well as update the employees Schedule for the week of the request.

Requests

‘The system will now automatically postthe approved time-of requests to the timesheet
[ Pk 3 T S S ey —_— Oamanet 0K cancel
,,,,,, - ] o () ' — L]

-

3. After the auto posting, the Approved schedule request will post the approved Vacation hours to the
employees’ timesheet and will also update the employees’ accrual balance, by deducting it from their

available balance and it will also update the employees schedule to reflect the approved Vacation day.
= Timesheet:

[=] Timesheet [

i save Add | | € Delete ) Undo # Timecard Report T Columns B Recalculate | | ¥ multi Add <) Insert/Repost
Audit Date PayCode in out Reg oT1 OT-2  Total Hours Daily Hours Weekly Hours
» Fri 04/01/2016. 2[VACATION] 8.00 0.00 0.00 8.00 8.00 8.00

= Accrual Balance:

Pay Code Last Post Date Post Type Accrued! Used Available  ActivityDate  Notes

Hours Used Adjust
[2VACA 0410112016 T 800 2387 0312212016 Usage 3187 800 0.00
Year Hours Used Adjust
] 2016 Subtotal 3187 8.00 0.00
PostDate  Acc.Code  PostType Hours  Carry Hours Used Adjust  Adj.Earned Eamed Available  ActivityDate  Notes
0410112016 VACt T 0.00 3187 800 0.00 0.00 0.00 2387 031222016 Usage
= Schedule:
=e
o37ee P
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4. Upon the Approval/Decline of a Time Off Request, the employee will also receive an email and
a private system message the next time they log into the EWS. It will also reflect the Supervisors comments.
=  Email notification:
Your Time-Off Request. ' Inbox x
NOVAtime Notification <NOVA4000Alerts@novatimeanywhere.com>

Please click the following link to access employee web services.
https://online1.timeanywhere.com/novatir )sk.aspx?cid=ED091F65-8503-4F85-A580-929F 5C7E75D5

N

Your request(s) have been approved/declined by ANDADMIN!

= |nternal Message:

Messages (&

Fterby

Actons
o Message Type Subjoct priorty Sender
O request

AuoAOMM

Disapproving or "Declining" a Time Off Request works the same way as Approving a Time Off Request.
From the Detail page, you will change the "Pending" Request to "Declined" and you can also add a
comment that will be sent back to the Employee via email and/or private message.

0099995 [TEST TECH, AND UNION FT PRE] ~ 017222015 ~12[¥ACU] ~ 8.00 hours:

&
=]
Status: Declined v oK Cancel B

¥

e L e From EL] El

Sl | e eafll

Supenvisar's comment;

Ators§ o] Qo]
Vean, but s G:00am now Get hack ta work &

ke yire 120 2tesck

()

L Messapelyme Dessrigtion Hours. Prinrty Saner Date”™ Staus
\
T Reqiest

... ko FUET:S Dected
EREET)

€ DEJFER ORI SCE sy

6. When a pending Request is Declined, the Time Off Request will be moved to the "Declined Requests" field
within the employees schedule page and it will not alter the employee's schedule for the requested day.

Attendance  Scheduler

Calendars

2 (@
Refuests & (H sae | (%) Undo

O Wuttiple 7| AddMaintain Templates
cation[0.00 Hours] (@ SickLeave0.00 Hours]

templa

65 a ac]
unc Monday Tuesday Wednesday Thursday Friday Saturday
032112016 03282016 032972016 03302016 033172016 ou012016 04022016
Pending fequest:
= s -+ IR -+ s« -+ IRE -+ s« -+ s« -+
Deciined Request:

\ [R18.00 Hours

(Pc2)
/ Vacation
By: ANDADMIN@0312312016
Approved Request + Schedule:

5107:00AM-03:30P 1507:00AM-03:30PM 5107:00A-03:30PM 15107:00AM-03:30PM [5107:00AM-03:30PM

on 03282016 Tue 0372972016 Wed 03302016 Th 0373172016 Th 0372172016

(PC-0M30) (PC-0M30) (PC-0130) (PC-0130) (PC-0M30)
/ Default / Default  Default

/ Default  Default

When a pending Request is Removed, the Time Off Request is removed from the employee's schedule all

together, however the employee will be notified that the Time Off Request was removed.
(essage Detal) G =

Request Details

Description: Hours: ]

Priority: Normal Sender: ANDSUPER
Date: 0140742015 03:1 4AM Request Date:

Status:

0102112015

Request History
Title: “our Time-Off Request.

Cantent:
our requestts) have been approvedideclined by ANDSUPER

1. Request For 8 hours o vACATION UNION [12] On 0112112015
—REMOVEC, affessrssnresssranssssnnsnns

Supenisor Note: submitted i error
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~NOVAtime 5000: Employee Web Services — Requesting Time Off ~

EWS - Employee Request for Time Off:

In addition to reviewing the Attendance, Accrual and Schedule history, the "EWS" allows an employee to submit a "Time
Off Request " to their Supervisor all within NOVAtime 5000. The employee can "Request Time Off" from the REQUESTS
page within the SCHEDULER Category. In this example, Emp# 999999 will use the Vacation "Template" to request a day
off (8 hrs) for Friday, April 1°,

1. From the Template Grid, simply click the Vacation (0.00 Hours) template, once to highlight it, then click, the box for
the day that is to be requested off (EX: April 1st) within the Pending Request grid. The Schedule Hour Editor window
will appear. Input the # of hours you wish to request off for the day, click the “Confirm” button.

Schedule Hour Editor ®

Hour: Confirm

2. If desired, the employee can also attach a note to the Request, by clicking on the yellow plus sign " " and then
input some comments regarding the request off.

Schedule Note x
I'm going to the Super Bowl!| <k evunasy
4' s 1
.
PP L -
e
Confirm | “

3. Finally, the employee should click on the SAVE button to officially submit the request. The "requested” day will now
appear within the selected day of the PENDING REQUEST grid.

@‘Ff""',?’,‘"lywhere‘ 2 cuicka

Attend: Scheduler

Requests Calendars

Requests ;lw M save ) Undo
4 Yourentries were saved successfuly.

O muttipie (7] AddMaintain Templates

Vacation(0.00 Hours] [Z  SickLeave[0.00 Hours] 7]

Monday Tuesday Wednesday Thursday Friday Saturday
0312812016 0312912016 03/30/2016 033112016 04/01/2016 0410212016

............................

Approved Request + Schedule:

[S]07:00A1-03:30PM [S107:00AM-03:30PM S107:00AM-03:30PM 51 07:00AM-03:30PM
Won 037282016 16 Wed 037302016 Thu 0373172016 Fri04/0172016
(PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30)

/ Default / Default / Default / Default / Default

S107:00AM-03:30PM
Tue 03729120

= At this point, the request for Time Off will be sent to your NOVAtime Supervisor for review and approval.
(See process below)
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~NOVAtime 5000: Admin/Supervisor Web Services - Processing Time Off Requests

SWS - Supervisor Schedule/Time Off Request Notifications:

The NOVAtime "USER" that is configured to receive "Schedule Requests" will receive notifications via several methods:
o Via Email notification: (if configured)

NOVA ation <NOVA4000Alerts@novatimeanywhere.com>
Request From: 999999 [AND TEST EMPLOYEE 1]

To tom@andrewstechnology.net

@ We removed extra line breaks from this message.

Please click the following link to access Supervisor / Administrator Web Services.
https://onlinel.timeanywhere.com/novatime/wslogin.aspx?cid=1422EB68-AE89-4C95-90E4-5A8F9DA0CBAI

999999 [AND TEST EMPLOYEE 1] has requested the schedule request on 03/23/2016 2:08AM 1. Request For 8.00 hours of VACATION On 04/01/2016;

= Within the email notification, click on the web link to bring you to the NOVAtime login screen, where
you will also see the private system message, after login, alerting you of the Time Off Request. (See below)

o Via Private Message upon logging into the NOVAtime Administrator or Supervisor Web Services.

“fou have new messages. Click OK ta read them nour

OK Cancel

= Within the private messages, click OK to view the messages.

WOVAimeAnywhere”

Scheduler  Reporis  Payoll  EWSSetup  Emplojess  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools  NEWS  HW Devices

AdFiter || ApplyFiter || Clear iter
2 Markas Unread | | € Delete | Displaying 1-1of 1 ecords
Hessage Type Subject priorty Sonder Date™

O Request Request From: 999999 [AND TEST EMPLOYEE 1) Normal AND TEST EMPLOYEE 1999999 0372372016 208AM

The message will detail who the request is from, the requested date(s) and any note (if applied).

Click on the Approve/Decline button which will redirect the User to the SCHEDULER->REQUESTS page.

Message Detail ¢u (&

Request Det

Approvemecine
Subjct: Request From: 999999 [AND TEST ENPLOYEE 1) Date: 03232016 20880

priorty: Nomal

Request History

Subject Reauest From: 999999 [AND TEST ENPLOYEE 1)

Content
993999 AND TEST EMPLOYEE 1]nas requesled e schecule equest on 032372015 20841
tFor 8.0 hours of ACATION On 040172016;

o Via DASHBOARD:

= The Time off Request gadget within the Dashboard will list any Time Off Requests for the Pay Period.
= Click on the selected Request to redirect you to the SCHEDULER ->REQUESTS page.

(NOVAtimeAnywhere® &

o Via the SCHEDULER ->REQUESTS page:

Ultimately all methods of Time Off Requests notifications will redirect to this area of NOVAtime.
= Here the User can manage any Time Off Requests (Pending, Approved, Declined etc.)

WOVAtimeAnywhere® Fix

josts Calendars  Summary  Graph

] s a0 ] sovontsor ANDDestrAdmis [
empoyee 04 Empioyeo tome parcate oste el solect sus o= R
ssso00 EMPLOYEE 1, AND TEST vac) osoraots s O | peomo nar az2016 2088

1

Page 2 of4



SWS - Supervisor Schedule/Time Off Request Review and Approval/Decline/Removal:
The User will access any Schedule/Time Off Requests from within the REQUESTS page within the SCHEDULER Category.

o The Overview page will display the status of any Requests and can be filtered by Month and Group.

Aendance  Scheduler ~Repots  Payoll EWSSep Emplojees  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools NEWS  HWDevices

Oveviow Tomplate Schduls._Froe Form Schedes _ Rocap | Requests | Celendars_ Summary Graph
Requests

Overview | Summary | | Detail || Calendar

e o B oo & 5

oo o e o S
(100 ] EXECUTIVE OFFICE/ADMINISTRATION 16 o 0 o 0
[200 ] MANHATTAN MENTAL HEALTH CLINIC 18 0 0 0 0
(220 ] BRONX MENTAL HEALTH 29 0 0 o o
301 BROCKUN BENTAL HEAT » . 0 o 0

o The Summary Page will display the status of any Requests, by employee and can also be filtered accordingly.

Afendance  Scheduler | Reporls | Paoll  EWSSetp  Employees

s RulesSeup  CompanySelp  Preferences Tools NEWS ~HWDevices

Ovenew  Template Schedules _Free Form Schedules  Recap
Requests

Overvew || summary T Detail | | Calendar

42016 b ALLWonths < Group: Al g

Employee D4 Employee Name Paycode Hours Available Requested On Pending Approved Declined  Requested
999999 EMPLOYEE 1, AND TEST 2[VACA] 3187 32372016 2.08:00 AM 1 0 0 1
1

o The Detail Page is where the Approval/Disapprovals etc. are managed. Here the User can filter the Requests
by Month, by Status, by Pay Code and /or by Group.

Atendance  Scheduler  Repors  Payol EWSSeup  Emplojees Ut

ccess  RulesSep  CompanySelup  Preferences  Tools  NEWS W Device

OveniowTomplto Scheduls_ FrooForm Schakios Racap | Roauests | Calndars _ Summay Graph
Requests

) e [ | [

i soe | (% s EmpioEesearch | o
42016 ) ALLHontn F]
Approve Selected Approve all

Status:  Penaing ©|  paycote: 2wacH) | Group: Al ~| supervisor: AND Dealer Agminist [+

Employes 0 Employes iame Paycode oate s, soect s ours Reauested
999999 EMPLOYEE 1, AND TEST 2[VACA] 04/01/2016

800 [ | Pendng 3187 0312312016 2.08AM
]

1. The User Wi” Click on the "PENDING" button 0098996 [TEST TECH, AND UNION FT FRE] ~ 0173042016 ~ 1 2[44CU] ~ 8.00 hours

Status: Pending |v OK Cancel

and will now see the employees comments and %, "
oulll

EMBIOY Declined

have the option to Approve, Decline or Remove
the request. In this example, the User will s e i o he oot s i o
Approve the request and leave a note.

2. After the schedule request has been Approved, the User will click the SAVE button to apply the change
and this will also initiate an "auto posting" of the approved time off to the employee’s timesheet and
accrual history, as well as update the employees Schedule for the week of the request.

Requests

‘The system will now automatically postthe approved time-of requests to the timesheet
[ Pk 3 T S S ey —_— Oamanet 0K cancel
,,,,,, - ] o () ' — L]

-

3. After the auto posting, the Approved schedule request will post the approved Vacation hours to the
employees’ timesheet and will also update the employees’ accrual balance, by deducting it from their

available balance and it will also update the employees schedule to reflect the approved Vacation day.
= Timesheet:

[=] Timesheet [

i save Add | | € Delete ) Undo # Timecard Report T Columns B Recalculate | | ¥ multi Add <) Insert/Repost
Audit Date PayCode in out Reg oT1 OT-2  Total Hours Daily Hours Weekly Hours
» Fri 04/01/2016. 2[VACATION] 8.00 0.00 0.00 8.00 8.00 8.00

= Accrual Balance:

Pay Code Last Post Date Post Type Accrued! Used Available  ActivityDate  Notes

Hours Used Adjust
[2VACA 0410112016 T 800 2387 0312212016 Usage 3187 800 0.00
Year Hours Used Adjust
] 2016 Subtotal 3187 8.00 0.00
PostDate  Acc.Code  PostType Hours  Carry Hours Used Adjust  Adj.Earned Eamed Available  ActivityDate  Notes
0410112016 VACt T 0.00 3187 800 0.00 0.00 0.00 2387 031222016 Usage
= Schedule:
=e
o37ee P

Page 3 of 4



4. Upon the Approval/Decline of a Time Off Request, the employee will also receive an email and
a private system message the next time they log into the EWS. It will also reflect the Supervisors comments.
=  Email notification:
Your Time-Off Request. ' Inbox x
NOVAtime Notification <NOVA4000Alerts@novatimeanywhere.com>

Please click the following link to access employee web services.
https://online1.timeanywhere.com/novatir )sk.aspx?cid=ED091F65-8503-4F85-A580-929F 5C7E75D5

N

Your request(s) have been approved/declined by ANDADMIN!

= |nternal Message:

Messages (&

Fterby

Actons
o Message Type Subjoct priorty Sender
O request

AuoAOMM

Disapproving or "Declining" a Time Off Request works the same way as Approving a Time Off Request.
From the Detail page, you will change the "Pending" Request to "Declined" and you can also add a
comment that will be sent back to the Employee via email and/or private message.

0099995 [TEST TECH, AND UNION FT PRE] ~ 017222015 ~12[¥ACU] ~ 8.00 hours:

&
=]
Status: Declined v oK Cancel B

¥

e L e From EL] El

Sl | e eafll

Supenvisar's comment;

Ators§ o] Qo]
Vean, but s G:00am now Get hack ta work &

ke yire 120 2tesck

()

L Messapelyme Dessrigtion Hours. Prinrty Saner Date”™ Staus
\
T Reqiest

... ko FUET:S Dected
EREET)

€ DEJFER ORI SCE sy

6. When a pending Request is Declined, the Time Off Request will be moved to the "Declined Requests" field
within the employees schedule page and it will not alter the employee's schedule for the requested day.

Attendance  Scheduler

Calendars

2 (@
Refuests & (H sae | (%) Undo

O Wuttiple 7| AddMaintain Templates
cation[0.00 Hours] (@ SickLeave0.00 Hours]

templa

65 a ac]
unc Monday Tuesday Wednesday Thursday Friday Saturday
032112016 03282016 032972016 03302016 033172016 ou012016 04022016
Pending fequest:
= s -+ IR -+ s« -+ IRE -+ s« -+ s« -+
Deciined Request:

\ [R18.00 Hours

(Pc2)
/ Vacation
By: ANDADMIN@0312312016
Approved Request + Schedule:

5107:00AM-03:30P 1507:00AM-03:30PM 5107:00A-03:30PM 15107:00AM-03:30PM [5107:00AM-03:30PM

on 03282016 Tue 0372972016 Wed 03302016 Th 0373172016 Th 0372172016

(PC-0M30) (PC-0M30) (PC-0130) (PC-0130) (PC-0M30)
/ Default / Default  Default

/ Default  Default

When a pending Request is Removed, the Time Off Request is removed from the employee's schedule all

together, however the employee will be notified that the Time Off Request was removed.
(essage Detal) G =

Request Details

Description: Hours: ]

Priority: Normal Sender: ANDSUPER
Date: 0140742015 03:1 4AM Request Date:

Status:

0102112015

Request History
Title: “our Time-Off Request.

Cantent:
our requestts) have been approvedideclined by ANDSUPER

1. Request For 8 hours o vACATION UNION [12] On 0112112015
—REMOVEC, affessrssnresssranssssnnsnns

Supenisor Note: submitted i error
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~NOVAtime 5000: Employee Web Services — Requesting Time Off ~

EWS - Employee Request for Time Off:

In addition to reviewing the Attendance, Accrual and Schedule history, the "EWS" allows an employee to submit a "Time
Off Request " to their Supervisor all within NOVAtime 5000. The employee can "Request Time Off" from the REQUESTS
page within the SCHEDULER Category. In this example, Emp# 999999 will use the Vacation "Template" to request a day
off (8 hrs) for Friday, April 1°,

1. From the Template Grid, simply click the Vacation (0.00 Hours) template, once to highlight it, then click, the box for
the day that is to be requested off (EX: April 1st) within the Pending Request grid. The Schedule Hour Editor window
will appear. Input the # of hours you wish to request off for the day, click the “Confirm” button.

Schedule Hour Editor ®

Hour: Confirm

2. If desired, the employee can also attach a note to the Request, by clicking on the yellow plus sign " " and then
input some comments regarding the request off.

Schedule Note x
I'm going to the Super Bowl!| <k evunasy
4' s 1
.
PP L -
e
Confirm | “

3. Finally, the employee should click on the SAVE button to officially submit the request. The "requested” day will now
appear within the selected day of the PENDING REQUEST grid.

@‘Ff""',?’,‘"lywhere‘ 2 cuicka

Attend: Scheduler

Requests Calendars

Requests ;lw M save ) Undo
4 Yourentries were saved successfuly.

O muttipie (7] AddMaintain Templates

Vacation(0.00 Hours] [Z  SickLeave[0.00 Hours] 7]

Monday Tuesday Wednesday Thursday Friday Saturday
0312812016 0312912016 03/30/2016 033112016 04/01/2016 0410212016

............................

Approved Request + Schedule:

[S]07:00A1-03:30PM [S107:00AM-03:30PM S107:00AM-03:30PM 51 07:00AM-03:30PM
Won 037282016 16 Wed 037302016 Thu 0373172016 Fri04/0172016
(PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30)

/ Default / Default / Default / Default / Default

S107:00AM-03:30PM
Tue 03729120

= At this point, the request for Time Off will be sent to your NOVAtime Supervisor for review and approval.
(See process below)
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~NOVAtime 5000: Admin/Supervisor Web Services - Processing Time Off Requests

SWS - Supervisor Schedule/Time Off Request Notifications:

The NOVAtime "USER" that is configured to receive "Schedule Requests" will receive notifications via several methods:
o Via Email notification: (if configured)

NOVA ation <NOVA4000Alerts@novatimeanywhere.com>
Request From: 999999 [AND TEST EMPLOYEE 1]

To tom@andrewstechnology.net

@ We removed extra line breaks from this message.

Please click the following link to access Supervisor / Administrator Web Services.
https://onlinel.timeanywhere.com/novatime/wslogin.aspx?cid=1422EB68-AE89-4C95-90E4-5A8F9DA0CBAI

999999 [AND TEST EMPLOYEE 1] has requested the schedule request on 03/23/2016 2:08AM 1. Request For 8.00 hours of VACATION On 04/01/2016;

= Within the email notification, click on the web link to bring you to the NOVAtime login screen, where
you will also see the private system message, after login, alerting you of the Time Off Request. (See below)

o Via Private Message upon logging into the NOVAtime Administrator or Supervisor Web Services.

“fou have new messages. Click OK ta read them nour

OK Cancel

= Within the private messages, click OK to view the messages.

WOVAimeAnywhere”

Scheduler  Reporis  Payoll  EWSSetup  Emplojess  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools  NEWS  HW Devices

AdFiter || ApplyFiter || Clear iter
2 Markas Unread | | € Delete | Displaying 1-1of 1 ecords
Hessage Type Subject priorty Sonder Date™

O Request Request From: 999999 [AND TEST EMPLOYEE 1) Normal AND TEST EMPLOYEE 1999999 0372372016 208AM

The message will detail who the request is from, the requested date(s) and any note (if applied).

Click on the Approve/Decline button which will redirect the User to the SCHEDULER->REQUESTS page.

Message Detail ¢u (&

Request Det

Approvemecine
Subjct: Request From: 999999 [AND TEST ENPLOYEE 1) Date: 03232016 20880

priorty: Nomal

Request History

Subject Reauest From: 999999 [AND TEST ENPLOYEE 1)

Content
993999 AND TEST EMPLOYEE 1]nas requesled e schecule equest on 032372015 20841
tFor 8.0 hours of ACATION On 040172016;

o Via DASHBOARD:

= The Time off Request gadget within the Dashboard will list any Time Off Requests for the Pay Period.
= Click on the selected Request to redirect you to the SCHEDULER ->REQUESTS page.

(NOVAtimeAnywhere® &

o Via the SCHEDULER ->REQUESTS page:

Ultimately all methods of Time Off Requests notifications will redirect to this area of NOVAtime.
= Here the User can manage any Time Off Requests (Pending, Approved, Declined etc.)

WOVAtimeAnywhere® Fix

josts Calendars  Summary  Graph

] s a0 ] sovontsor ANDDestrAdmis [
empoyee 04 Empioyeo tome parcate oste el solect sus o= R
ssso00 EMPLOYEE 1, AND TEST vac) osoraots s O | peomo nar az2016 2088

1
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SWS - Supervisor Schedule/Time Off Request Review and Approval/Decline/Removal:
The User will access any Schedule/Time Off Requests from within the REQUESTS page within the SCHEDULER Category.

o The Overview page will display the status of any Requests and can be filtered by Month and Group.

Aendance  Scheduler ~Repots  Payoll EWSSep Emplojees  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools NEWS  HWDevices

Oveviow Tomplate Schduls._Froe Form Schedes _ Rocap | Requests | Celendars_ Summary Graph
Requests

Overview | Summary | | Detail || Calendar

e o B oo & 5

oo o e o S
(100 ] EXECUTIVE OFFICE/ADMINISTRATION 16 o 0 o 0
[200 ] MANHATTAN MENTAL HEALTH CLINIC 18 0 0 0 0
(220 ] BRONX MENTAL HEALTH 29 0 0 o o
301 BROCKUN BENTAL HEAT » . 0 o 0

o The Summary Page will display the status of any Requests, by employee and can also be filtered accordingly.

Afendance  Scheduler | Reporls | Paoll  EWSSetp  Employees

s RulesSeup  CompanySelp  Preferences Tools NEWS ~HWDevices

Ovenew  Template Schedules _Free Form Schedules  Recap
Requests

Overvew || summary T Detail | | Calendar

42016 b ALLWonths < Group: Al g

Employee D4 Employee Name Paycode Hours Available Requested On Pending Approved Declined  Requested
999999 EMPLOYEE 1, AND TEST 2[VACA] 3187 32372016 2.08:00 AM 1 0 0 1
1

o The Detail Page is where the Approval/Disapprovals etc. are managed. Here the User can filter the Requests
by Month, by Status, by Pay Code and /or by Group.

Atendance  Scheduler  Repors  Payol EWSSeup  Emplojees Ut

ccess  RulesSep  CompanySelup  Preferences  Tools  NEWS W Device

OveniowTomplto Scheduls_ FrooForm Schakios Racap | Roauests | Calndars _ Summay Graph
Requests

) e [ | [

i soe | (% s EmpioEesearch | o
42016 ) ALLHontn F]
Approve Selected Approve all

Status:  Penaing ©|  paycote: 2wacH) | Group: Al ~| supervisor: AND Dealer Agminist [+

Employes 0 Employes iame Paycode oate s, soect s ours Reauested
999999 EMPLOYEE 1, AND TEST 2[VACA] 04/01/2016

800 [ | Pendng 3187 0312312016 2.08AM
]

1. The User Wi” Click on the "PENDING" button 0098996 [TEST TECH, AND UNION FT FRE] ~ 0173042016 ~ 1 2[44CU] ~ 8.00 hours

Status: Pending |v OK Cancel

and will now see the employees comments and %, "
oulll

EMBIOY Declined

have the option to Approve, Decline or Remove
the request. In this example, the User will s e i o he oot s i o
Approve the request and leave a note.

2. After the schedule request has been Approved, the User will click the SAVE button to apply the change
and this will also initiate an "auto posting" of the approved time off to the employee’s timesheet and
accrual history, as well as update the employees Schedule for the week of the request.

Requests

‘The system will now automatically postthe approved time-of requests to the timesheet
[ Pk 3 T S S ey —_— Oamanet 0K cancel
,,,,,, - ] o () ' — L]

-

3. After the auto posting, the Approved schedule request will post the approved Vacation hours to the
employees’ timesheet and will also update the employees’ accrual balance, by deducting it from their

available balance and it will also update the employees schedule to reflect the approved Vacation day.
= Timesheet:

[=] Timesheet [

i save Add | | € Delete ) Undo # Timecard Report T Columns B Recalculate | | ¥ multi Add <) Insert/Repost
Audit Date PayCode in out Reg oT1 OT-2  Total Hours Daily Hours Weekly Hours
» Fri 04/01/2016. 2[VACATION] 8.00 0.00 0.00 8.00 8.00 8.00

= Accrual Balance:

Pay Code Last Post Date Post Type Accrued! Used Available  ActivityDate  Notes

Hours Used Adjust
[2VACA 0410112016 T 800 2387 0312212016 Usage 3187 800 0.00
Year Hours Used Adjust
] 2016 Subtotal 3187 8.00 0.00
PostDate  Acc.Code  PostType Hours  Carry Hours Used Adjust  Adj.Earned Eamed Available  ActivityDate  Notes
0410112016 VACt T 0.00 3187 800 0.00 0.00 0.00 2387 031222016 Usage
= Schedule:
=e
o37ee P
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4. Upon the Approval/Decline of a Time Off Request, the employee will also receive an email and
a private system message the next time they log into the EWS. It will also reflect the Supervisors comments.
=  Email notification:
Your Time-Off Request. ' Inbox x
NOVAtime Notification <NOVA4000Alerts@novatimeanywhere.com>

Please click the following link to access employee web services.
https://online1.timeanywhere.com/novatir )sk.aspx?cid=ED091F65-8503-4F85-A580-929F 5C7E75D5

N

Your request(s) have been approved/declined by ANDADMIN!

= |nternal Message:

Messages (&

Fterby

Actons
o Message Type Subjoct priorty Sender
O request

AuoAOMM

Disapproving or "Declining" a Time Off Request works the same way as Approving a Time Off Request.
From the Detail page, you will change the "Pending" Request to "Declined" and you can also add a
comment that will be sent back to the Employee via email and/or private message.

0099995 [TEST TECH, AND UNION FT PRE] ~ 017222015 ~12[¥ACU] ~ 8.00 hours:

&
=]
Status: Declined v oK Cancel B

¥

e L e From EL] El

Sl | e eafll

Supenvisar's comment;

Ators§ o] Qo]
Vean, but s G:00am now Get hack ta work &

ke yire 120 2tesck

()

L Messapelyme Dessrigtion Hours. Prinrty Saner Date”™ Staus
\
T Reqiest

... ko FUET:S Dected
EREET)

€ DEJFER ORI SCE sy

6. When a pending Request is Declined, the Time Off Request will be moved to the "Declined Requests" field
within the employees schedule page and it will not alter the employee's schedule for the requested day.

Attendance  Scheduler

Calendars

2 (@
Refuests & (H sae | (%) Undo

O Wuttiple 7| AddMaintain Templates
cation[0.00 Hours] (@ SickLeave0.00 Hours]

templa

65 a ac]
unc Monday Tuesday Wednesday Thursday Friday Saturday
032112016 03282016 032972016 03302016 033172016 ou012016 04022016
Pending fequest:
= s -+ IR -+ s« -+ IRE -+ s« -+ s« -+
Deciined Request:

\ [R18.00 Hours

(Pc2)
/ Vacation
By: ANDADMIN@0312312016
Approved Request + Schedule:

5107:00AM-03:30P 1507:00AM-03:30PM 5107:00A-03:30PM 15107:00AM-03:30PM [5107:00AM-03:30PM

on 03282016 Tue 0372972016 Wed 03302016 Th 0373172016 Th 0372172016

(PC-0M30) (PC-0M30) (PC-0130) (PC-0130) (PC-0M30)
/ Default / Default  Default

/ Default  Default

When a pending Request is Removed, the Time Off Request is removed from the employee's schedule all

together, however the employee will be notified that the Time Off Request was removed.
(essage Detal) G =

Request Details

Description: Hours: ]

Priority: Normal Sender: ANDSUPER
Date: 0140742015 03:1 4AM Request Date:

Status:

0102112015

Request History
Title: “our Time-Off Request.

Cantent:
our requestts) have been approvedideclined by ANDSUPER

1. Request For 8 hours o vACATION UNION [12] On 0112112015
—REMOVEC, affessrssnresssranssssnnsnns

Supenisor Note: submitted i error
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~NOVAtime 5000: Employee Web Services — Requesting Time Off ~

EWS - Employee Request for Time Off:

In addition to reviewing the Attendance, Accrual and Schedule history, the "EWS" allows an employee to submit a "Time
Off Request " to their Supervisor all within NOVAtime 5000. The employee can "Request Time Off" from the REQUESTS
page within the SCHEDULER Category. In this example, Emp# 999999 will use the Vacation "Template" to request a day
off (8 hrs) for Friday, April 1°,

1. From the Template Grid, simply click the Vacation (0.00 Hours) template, once to highlight it, then click, the box for
the day that is to be requested off (EX: April 1st) within the Pending Request grid. The Schedule Hour Editor window
will appear. Input the # of hours you wish to request off for the day, click the “Confirm” button.

Schedule Hour Editor ®

Hour: Confirm

2. If desired, the employee can also attach a note to the Request, by clicking on the yellow plus sign " " and then
input some comments regarding the request off.

Schedule Note x
I'm going to the Super Bowl!| <k evunasy
4' s 1
.
PP L -
e
Confirm | “

3. Finally, the employee should click on the SAVE button to officially submit the request. The "requested” day will now
appear within the selected day of the PENDING REQUEST grid.

@‘Ff""',?’,‘"lywhere‘ 2 cuicka

Attend: Scheduler

Requests Calendars

Requests ;lw M save ) Undo
4 Yourentries were saved successfuly.

O muttipie (7] AddMaintain Templates

Vacation(0.00 Hours] [Z  SickLeave[0.00 Hours] 7]

Monday Tuesday Wednesday Thursday Friday Saturday
0312812016 0312912016 03/30/2016 033112016 04/01/2016 0410212016

............................

Approved Request + Schedule:

[S]07:00A1-03:30PM [S107:00AM-03:30PM S107:00AM-03:30PM 51 07:00AM-03:30PM
Won 037282016 16 Wed 037302016 Thu 0373172016 Fri04/0172016
(PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30)

/ Default / Default / Default / Default / Default

S107:00AM-03:30PM
Tue 03729120

= At this point, the request for Time Off will be sent to your NOVAtime Supervisor for review and approval.
(See process below)
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~NOVAtime 5000: Admin/Supervisor Web Services - Processing Time Off Requests

SWS - Supervisor Schedule/Time Off Request Notifications:

The NOVAtime "USER" that is configured to receive "Schedule Requests" will receive notifications via several methods:
o Via Email notification: (if configured)

NOVA ation <NOVA4000Alerts@novatimeanywhere.com>
Request From: 999999 [AND TEST EMPLOYEE 1]

To tom@andrewstechnology.net

@ We removed extra line breaks from this message.

Please click the following link to access Supervisor / Administrator Web Services.
https://onlinel.timeanywhere.com/novatime/wslogin.aspx?cid=1422EB68-AE89-4C95-90E4-5A8F9DA0CBAI

999999 [AND TEST EMPLOYEE 1] has requested the schedule request on 03/23/2016 2:08AM 1. Request For 8.00 hours of VACATION On 04/01/2016;

= Within the email notification, click on the web link to bring you to the NOVAtime login screen, where
you will also see the private system message, after login, alerting you of the Time Off Request. (See below)

o Via Private Message upon logging into the NOVAtime Administrator or Supervisor Web Services.

“fou have new messages. Click OK ta read them nour

OK Cancel

= Within the private messages, click OK to view the messages.

WOVAimeAnywhere”

Scheduler  Reporis  Payoll  EWSSetup  Emplojess  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools  NEWS  HW Devices

AdFiter || ApplyFiter || Clear iter
2 Markas Unread | | € Delete | Displaying 1-1of 1 ecords
Hessage Type Subject priorty Sonder Date™

O Request Request From: 999999 [AND TEST EMPLOYEE 1) Normal AND TEST EMPLOYEE 1999999 0372372016 208AM

The message will detail who the request is from, the requested date(s) and any note (if applied).

Click on the Approve/Decline button which will redirect the User to the SCHEDULER->REQUESTS page.

Message Detail ¢u (&

Request Det

Approvemecine
Subjct: Request From: 999999 [AND TEST ENPLOYEE 1) Date: 03232016 20880

priorty: Nomal

Request History

Subject Reauest From: 999999 [AND TEST ENPLOYEE 1)

Content
993999 AND TEST EMPLOYEE 1]nas requesled e schecule equest on 032372015 20841
tFor 8.0 hours of ACATION On 040172016;

o Via DASHBOARD:

= The Time off Request gadget within the Dashboard will list any Time Off Requests for the Pay Period.
= Click on the selected Request to redirect you to the SCHEDULER ->REQUESTS page.

(NOVAtimeAnywhere® &

o Via the SCHEDULER ->REQUESTS page:

Ultimately all methods of Time Off Requests notifications will redirect to this area of NOVAtime.
= Here the User can manage any Time Off Requests (Pending, Approved, Declined etc.)

WOVAtimeAnywhere® Fix

josts Calendars  Summary  Graph

] s a0 ] sovontsor ANDDestrAdmis [
empoyee 04 Empioyeo tome parcate oste el solect sus o= R
ssso00 EMPLOYEE 1, AND TEST vac) osoraots s O | peomo nar az2016 2088

1
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SWS - Supervisor Schedule/Time Off Request Review and Approval/Decline/Removal:
The User will access any Schedule/Time Off Requests from within the REQUESTS page within the SCHEDULER Category.

o The Overview page will display the status of any Requests and can be filtered by Month and Group.

Aendance  Scheduler ~Repots  Payoll EWSSep Emplojees  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools NEWS  HWDevices

Oveviow Tomplate Schduls._Froe Form Schedes _ Rocap | Requests | Celendars_ Summary Graph
Requests

Overview | Summary | | Detail || Calendar

e o B oo & 5

oo o e o S
(100 ] EXECUTIVE OFFICE/ADMINISTRATION 16 o 0 o 0
[200 ] MANHATTAN MENTAL HEALTH CLINIC 18 0 0 0 0
(220 ] BRONX MENTAL HEALTH 29 0 0 o o
301 BROCKUN BENTAL HEAT » . 0 o 0

o The Summary Page will display the status of any Requests, by employee and can also be filtered accordingly.

Afendance  Scheduler | Reporls | Paoll  EWSSetp  Employees

s RulesSeup  CompanySelp  Preferences Tools NEWS ~HWDevices

Ovenew  Template Schedules _Free Form Schedules  Recap
Requests

Overvew || summary T Detail | | Calendar

42016 b ALLWonths < Group: Al g

Employee D4 Employee Name Paycode Hours Available Requested On Pending Approved Declined  Requested
999999 EMPLOYEE 1, AND TEST 2[VACA] 3187 32372016 2.08:00 AM 1 0 0 1
1

o The Detail Page is where the Approval/Disapprovals etc. are managed. Here the User can filter the Requests
by Month, by Status, by Pay Code and /or by Group.

Atendance  Scheduler  Repors  Payol EWSSeup  Emplojees Ut

ccess  RulesSep  CompanySelup  Preferences  Tools  NEWS W Device

OveniowTomplto Scheduls_ FrooForm Schakios Racap | Roauests | Calndars _ Summay Graph
Requests

) e [ | [

i soe | (% s EmpioEesearch | o
42016 ) ALLHontn F]
Approve Selected Approve all

Status:  Penaing ©|  paycote: 2wacH) | Group: Al ~| supervisor: AND Dealer Agminist [+

Employes 0 Employes iame Paycode oate s, soect s ours Reauested
999999 EMPLOYEE 1, AND TEST 2[VACA] 04/01/2016

800 [ | Pendng 3187 0312312016 2.08AM
]

1. The User Wi” Click on the "PENDING" button 0098996 [TEST TECH, AND UNION FT FRE] ~ 0173042016 ~ 1 2[44CU] ~ 8.00 hours

Status: Pending |v OK Cancel

and will now see the employees comments and %, "
oulll

EMBIOY Declined

have the option to Approve, Decline or Remove
the request. In this example, the User will s e i o he oot s i o
Approve the request and leave a note.

2. After the schedule request has been Approved, the User will click the SAVE button to apply the change
and this will also initiate an "auto posting" of the approved time off to the employee’s timesheet and
accrual history, as well as update the employees Schedule for the week of the request.

Requests

‘The system will now automatically postthe approved time-of requests to the timesheet
[ Pk 3 T S S ey —_— Oamanet 0K cancel
,,,,,, - ] o () ' — L]

-

3. After the auto posting, the Approved schedule request will post the approved Vacation hours to the
employees’ timesheet and will also update the employees’ accrual balance, by deducting it from their

available balance and it will also update the employees schedule to reflect the approved Vacation day.
= Timesheet:

[=] Timesheet [

i save Add | | € Delete ) Undo # Timecard Report T Columns B Recalculate | | ¥ multi Add <) Insert/Repost
Audit Date PayCode in out Reg oT1 OT-2  Total Hours Daily Hours Weekly Hours
» Fri 04/01/2016. 2[VACATION] 8.00 0.00 0.00 8.00 8.00 8.00

= Accrual Balance:

Pay Code Last Post Date Post Type Accrued! Used Available  ActivityDate  Notes

Hours Used Adjust
[2VACA 0410112016 T 800 2387 0312212016 Usage 3187 800 0.00
Year Hours Used Adjust
] 2016 Subtotal 3187 8.00 0.00
PostDate  Acc.Code  PostType Hours  Carry Hours Used Adjust  Adj.Earned Eamed Available  ActivityDate  Notes
0410112016 VACt T 0.00 3187 800 0.00 0.00 0.00 2387 031222016 Usage
= Schedule:
=e
o37ee P
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4. Upon the Approval/Decline of a Time Off Request, the employee will also receive an email and
a private system message the next time they log into the EWS. It will also reflect the Supervisors comments.
=  Email notification:
Your Time-Off Request. ' Inbox x
NOVAtime Notification <NOVA4000Alerts@novatimeanywhere.com>

Please click the following link to access employee web services.
https://online1.timeanywhere.com/novatir )sk.aspx?cid=ED091F65-8503-4F85-A580-929F 5C7E75D5

N

Your request(s) have been approved/declined by ANDADMIN!

= |nternal Message:

Messages (&

Fterby

Actons
o Message Type Subjoct priorty Sender
O request

AuoAOMM

Disapproving or "Declining" a Time Off Request works the same way as Approving a Time Off Request.
From the Detail page, you will change the "Pending" Request to "Declined" and you can also add a
comment that will be sent back to the Employee via email and/or private message.

0099995 [TEST TECH, AND UNION FT PRE] ~ 017222015 ~12[¥ACU] ~ 8.00 hours:

&
=]
Status: Declined v oK Cancel B

¥

e L e From EL] El

Sl | e eafll

Supenvisar's comment;

Ators§ o] Qo]
Vean, but s G:00am now Get hack ta work &

ke yire 120 2tesck

()

L Messapelyme Dessrigtion Hours. Prinrty Saner Date”™ Staus
\
T Reqiest

... ko FUET:S Dected
EREET)

€ DEJFER ORI SCE sy

6. When a pending Request is Declined, the Time Off Request will be moved to the "Declined Requests" field
within the employees schedule page and it will not alter the employee's schedule for the requested day.

Attendance  Scheduler

Calendars

2 (@
Refuests & (H sae | (%) Undo

O Wuttiple 7| AddMaintain Templates
cation[0.00 Hours] (@ SickLeave0.00 Hours]

templa

65 a ac]
unc Monday Tuesday Wednesday Thursday Friday Saturday
032112016 03282016 032972016 03302016 033172016 ou012016 04022016
Pending fequest:
= s -+ IR -+ s« -+ IRE -+ s« -+ s« -+
Deciined Request:

\ [R18.00 Hours

(Pc2)
/ Vacation
By: ANDADMIN@0312312016
Approved Request + Schedule:

5107:00AM-03:30P 1507:00AM-03:30PM 5107:00A-03:30PM 15107:00AM-03:30PM [5107:00AM-03:30PM

on 03282016 Tue 0372972016 Wed 03302016 Th 0373172016 Th 0372172016

(PC-0M30) (PC-0M30) (PC-0130) (PC-0130) (PC-0M30)
/ Default / Default  Default

/ Default  Default

When a pending Request is Removed, the Time Off Request is removed from the employee's schedule all

together, however the employee will be notified that the Time Off Request was removed.
(essage Detal) G =

Request Details

Description: Hours: ]

Priority: Normal Sender: ANDSUPER
Date: 0140742015 03:1 4AM Request Date:

Status:

0102112015

Request History
Title: “our Time-Off Request.

Cantent:
our requestts) have been approvedideclined by ANDSUPER

1. Request For 8 hours o vACATION UNION [12] On 0112112015
—REMOVEC, affessrssnresssranssssnnsnns

Supenisor Note: submitted i error
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~NOVAtime 5000: Employee Web Services — Requesting Time Off ~

EWS - Employee Request for Time Off:

In addition to reviewing the Attendance, Accrual and Schedule history, the "EWS" allows an employee to submit a "Time
Off Request " to their Supervisor all within NOVAtime 5000. The employee can "Request Time Off" from the REQUESTS
page within the SCHEDULER Category. In this example, Emp# 999999 will use the Vacation "Template" to request a day
off (8 hrs) for Friday, April 1°,

1. From the Template Grid, simply click the Vacation (0.00 Hours) template, once to highlight it, then click, the box for
the day that is to be requested off (EX: April 1st) within the Pending Request grid. The Schedule Hour Editor window
will appear. Input the # of hours you wish to request off for the day, click the “Confirm” button.

Schedule Hour Editor ®

Hour: Confirm

2. If desired, the employee can also attach a note to the Request, by clicking on the yellow plus sign " " and then
input some comments regarding the request off.

Schedule Note x
I'm going to the Super Bowl!| <k evunasy
4' s 1
.
PP L -
e
Confirm | “

3. Finally, the employee should click on the SAVE button to officially submit the request. The "requested” day will now
appear within the selected day of the PENDING REQUEST grid.

@‘Ff""',?’,‘"lywhere‘ 2 cuicka

Attend: Scheduler

Requests Calendars

Requests ;lw M save ) Undo
4 Yourentries were saved successfuly.

O muttipie (7] AddMaintain Templates

Vacation(0.00 Hours] [Z  SickLeave[0.00 Hours] 7]

Monday Tuesday Wednesday Thursday Friday Saturday
0312812016 0312912016 03/30/2016 033112016 04/01/2016 0410212016

............................

Approved Request + Schedule:

[S]07:00A1-03:30PM [S107:00AM-03:30PM S107:00AM-03:30PM 51 07:00AM-03:30PM
Won 037282016 16 Wed 037302016 Thu 0373172016 Fri04/0172016
(PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30)

/ Default / Default / Default / Default / Default

S107:00AM-03:30PM
Tue 03729120

= At this point, the request for Time Off will be sent to your NOVAtime Supervisor for review and approval.
(See process below)
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~NOVAtime 5000: Admin/Supervisor Web Services - Processing Time Off Requests

SWS - Supervisor Schedule/Time Off Request Notifications:

The NOVAtime "USER" that is configured to receive "Schedule Requests" will receive notifications via several methods:
o Via Email notification: (if configured)

NOVA ation <NOVA4000Alerts@novatimeanywhere.com>
Request From: 999999 [AND TEST EMPLOYEE 1]

To tom@andrewstechnology.net

@ We removed extra line breaks from this message.

Please click the following link to access Supervisor / Administrator Web Services.
https://onlinel.timeanywhere.com/novatime/wslogin.aspx?cid=1422EB68-AE89-4C95-90E4-5A8F9DA0CBAI

999999 [AND TEST EMPLOYEE 1] has requested the schedule request on 03/23/2016 2:08AM 1. Request For 8.00 hours of VACATION On 04/01/2016;

= Within the email notification, click on the web link to bring you to the NOVAtime login screen, where
you will also see the private system message, after login, alerting you of the Time Off Request. (See below)

o Via Private Message upon logging into the NOVAtime Administrator or Supervisor Web Services.

“fou have new messages. Click OK ta read them nour

OK Cancel

= Within the private messages, click OK to view the messages.

WOVAimeAnywhere”

Scheduler  Reporis  Payoll  EWSSetup  Emplojess  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools  NEWS  HW Devices

AdFiter || ApplyFiter || Clear iter
2 Markas Unread | | € Delete | Displaying 1-1of 1 ecords
Hessage Type Subject priorty Sonder Date™

O Request Request From: 999999 [AND TEST EMPLOYEE 1) Normal AND TEST EMPLOYEE 1999999 0372372016 208AM

The message will detail who the request is from, the requested date(s) and any note (if applied).

Click on the Approve/Decline button which will redirect the User to the SCHEDULER->REQUESTS page.

Message Detail ¢u (&

Request Det

Approvemecine
Subjct: Request From: 999999 [AND TEST ENPLOYEE 1) Date: 03232016 20880

priorty: Nomal

Request History

Subject Reauest From: 999999 [AND TEST ENPLOYEE 1)

Content
993999 AND TEST EMPLOYEE 1]nas requesled e schecule equest on 032372015 20841
tFor 8.0 hours of ACATION On 040172016;

o Via DASHBOARD:

= The Time off Request gadget within the Dashboard will list any Time Off Requests for the Pay Period.
= Click on the selected Request to redirect you to the SCHEDULER ->REQUESTS page.

(NOVAtimeAnywhere® &

o Via the SCHEDULER ->REQUESTS page:

Ultimately all methods of Time Off Requests notifications will redirect to this area of NOVAtime.
= Here the User can manage any Time Off Requests (Pending, Approved, Declined etc.)

WOVAtimeAnywhere® Fix

josts Calendars  Summary  Graph

] s a0 ] sovontsor ANDDestrAdmis [
empoyee 04 Empioyeo tome parcate oste el solect sus o= R
ssso00 EMPLOYEE 1, AND TEST vac) osoraots s O | peomo nar az2016 2088

1
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SWS - Supervisor Schedule/Time Off Request Review and Approval/Decline/Removal:
The User will access any Schedule/Time Off Requests from within the REQUESTS page within the SCHEDULER Category.

o The Overview page will display the status of any Requests and can be filtered by Month and Group.

Aendance  Scheduler ~Repots  Payoll EWSSep Emplojees  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools NEWS  HWDevices

Oveviow Tomplate Schduls._Froe Form Schedes _ Rocap | Requests | Celendars_ Summary Graph
Requests

Overview | Summary | | Detail || Calendar

e o B oo & 5

oo o e o S
(100 ] EXECUTIVE OFFICE/ADMINISTRATION 16 o 0 o 0
[200 ] MANHATTAN MENTAL HEALTH CLINIC 18 0 0 0 0
(220 ] BRONX MENTAL HEALTH 29 0 0 o o
301 BROCKUN BENTAL HEAT » . 0 o 0

o The Summary Page will display the status of any Requests, by employee and can also be filtered accordingly.

Afendance  Scheduler | Reporls | Paoll  EWSSetp  Employees

s RulesSeup  CompanySelp  Preferences Tools NEWS ~HWDevices

Ovenew  Template Schedules _Free Form Schedules  Recap
Requests

Overvew || summary T Detail | | Calendar

42016 b ALLWonths < Group: Al g

Employee D4 Employee Name Paycode Hours Available Requested On Pending Approved Declined  Requested
999999 EMPLOYEE 1, AND TEST 2[VACA] 3187 32372016 2.08:00 AM 1 0 0 1
1

o The Detail Page is where the Approval/Disapprovals etc. are managed. Here the User can filter the Requests
by Month, by Status, by Pay Code and /or by Group.

Atendance  Scheduler  Repors  Payol EWSSeup  Emplojees Ut

ccess  RulesSep  CompanySelup  Preferences  Tools  NEWS W Device

OveniowTomplto Scheduls_ FrooForm Schakios Racap | Roauests | Calndars _ Summay Graph
Requests

) e [ | [

i soe | (% s EmpioEesearch | o
42016 ) ALLHontn F]
Approve Selected Approve all

Status:  Penaing ©|  paycote: 2wacH) | Group: Al ~| supervisor: AND Dealer Agminist [+

Employes 0 Employes iame Paycode oate s, soect s ours Reauested
999999 EMPLOYEE 1, AND TEST 2[VACA] 04/01/2016

800 [ | Pendng 3187 0312312016 2.08AM
]

1. The User Wi” Click on the "PENDING" button 0098996 [TEST TECH, AND UNION FT FRE] ~ 0173042016 ~ 1 2[44CU] ~ 8.00 hours

Status: Pending |v OK Cancel

and will now see the employees comments and %, "
oulll

EMBIOY Declined

have the option to Approve, Decline or Remove
the request. In this example, the User will s e i o he oot s i o
Approve the request and leave a note.

2. After the schedule request has been Approved, the User will click the SAVE button to apply the change
and this will also initiate an "auto posting" of the approved time off to the employee’s timesheet and
accrual history, as well as update the employees Schedule for the week of the request.

Requests

‘The system will now automatically postthe approved time-of requests to the timesheet
[ Pk 3 T S S ey —_— Oamanet 0K cancel
,,,,,, - ] o () ' — L]

-

3. After the auto posting, the Approved schedule request will post the approved Vacation hours to the
employees’ timesheet and will also update the employees’ accrual balance, by deducting it from their

available balance and it will also update the employees schedule to reflect the approved Vacation day.
= Timesheet:

[=] Timesheet [

i save Add | | € Delete ) Undo # Timecard Report T Columns B Recalculate | | ¥ multi Add <) Insert/Repost
Audit Date PayCode in out Reg oT1 OT-2  Total Hours Daily Hours Weekly Hours
» Fri 04/01/2016. 2[VACATION] 8.00 0.00 0.00 8.00 8.00 8.00

= Accrual Balance:

Pay Code Last Post Date Post Type Accrued! Used Available  ActivityDate  Notes

Hours Used Adjust
[2VACA 0410112016 T 800 2387 0312212016 Usage 3187 800 0.00
Year Hours Used Adjust
] 2016 Subtotal 3187 8.00 0.00
PostDate  Acc.Code  PostType Hours  Carry Hours Used Adjust  Adj.Earned Eamed Available  ActivityDate  Notes
0410112016 VACt T 0.00 3187 800 0.00 0.00 0.00 2387 031222016 Usage
= Schedule:
=e
o37ee P
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4. Upon the Approval/Decline of a Time Off Request, the employee will also receive an email and
a private system message the next time they log into the EWS. It will also reflect the Supervisors comments.
=  Email notification:
Your Time-Off Request. ' Inbox x
NOVAtime Notification <NOVA4000Alerts@novatimeanywhere.com>

Please click the following link to access employee web services.
https://online1.timeanywhere.com/novatir )sk.aspx?cid=ED091F65-8503-4F85-A580-929F 5C7E75D5

N

Your request(s) have been approved/declined by ANDADMIN!

= |nternal Message:

Messages (&

Fterby

Actons
o Message Type Subjoct priorty Sender
O request

AuoAOMM

Disapproving or "Declining" a Time Off Request works the same way as Approving a Time Off Request.
From the Detail page, you will change the "Pending" Request to "Declined" and you can also add a
comment that will be sent back to the Employee via email and/or private message.

0099995 [TEST TECH, AND UNION FT PRE] ~ 017222015 ~12[¥ACU] ~ 8.00 hours:

&
=]
Status: Declined v oK Cancel B

¥

e L e From EL] El

Sl | e eafll

Supenvisar's comment;

Ators§ o] Qo]
Vean, but s G:00am now Get hack ta work &

ke yire 120 2tesck

()

L Messapelyme Dessrigtion Hours. Prinrty Saner Date”™ Staus
\
T Reqiest

... ko FUET:S Dected
EREET)

€ DEJFER ORI SCE sy

6. When a pending Request is Declined, the Time Off Request will be moved to the "Declined Requests" field
within the employees schedule page and it will not alter the employee's schedule for the requested day.

Attendance  Scheduler

Calendars

2 (@
Refuests & (H sae | (%) Undo

O Wuttiple 7| AddMaintain Templates
cation[0.00 Hours] (@ SickLeave0.00 Hours]

templa

65 a ac]
unc Monday Tuesday Wednesday Thursday Friday Saturday
032112016 03282016 032972016 03302016 033172016 ou012016 04022016
Pending fequest:
= s -+ IR -+ s« -+ IRE -+ s« -+ s« -+
Deciined Request:

\ [R18.00 Hours

(Pc2)
/ Vacation
By: ANDADMIN@0312312016
Approved Request + Schedule:

5107:00AM-03:30P 1507:00AM-03:30PM 5107:00A-03:30PM 15107:00AM-03:30PM [5107:00AM-03:30PM

on 03282016 Tue 0372972016 Wed 03302016 Th 0373172016 Th 0372172016

(PC-0M30) (PC-0M30) (PC-0130) (PC-0130) (PC-0M30)
/ Default / Default  Default

/ Default  Default

When a pending Request is Removed, the Time Off Request is removed from the employee's schedule all

together, however the employee will be notified that the Time Off Request was removed.
(essage Detal) G =

Request Details

Description: Hours: ]

Priority: Normal Sender: ANDSUPER
Date: 0140742015 03:1 4AM Request Date:

Status:

0102112015

Request History
Title: “our Time-Off Request.

Cantent:
our requestts) have been approvedideclined by ANDSUPER

1. Request For 8 hours o vACATION UNION [12] On 0112112015
—REMOVEC, affessrssnresssranssssnnsnns

Supenisor Note: submitted i error
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~NOVAtime 5000: Employee Web Services — Requesting Time Off ~

EWS - Employee Request for Time Off:

In addition to reviewing the Attendance, Accrual and Schedule history, the "EWS" allows an employee to submit a "Time
Off Request " to their Supervisor all within NOVAtime 5000. The employee can "Request Time Off" from the REQUESTS
page within the SCHEDULER Category. In this example, Emp# 999999 will use the Vacation "Template" to request a day
off (8 hrs) for Friday, April 1°,

1. From the Template Grid, simply click the Vacation (0.00 Hours) template, once to highlight it, then click, the box for
the day that is to be requested off (EX: April 1st) within the Pending Request grid. The Schedule Hour Editor window
will appear. Input the # of hours you wish to request off for the day, click the “Confirm” button.

Schedule Hour Editor ®

Hour: Confirm

2. If desired, the employee can also attach a note to the Request, by clicking on the yellow plus sign " " and then
input some comments regarding the request off.

Schedule Note x
I'm going to the Super Bowl!| <k evunasy
4' s 1
.
PP L -
e
Confirm | “

3. Finally, the employee should click on the SAVE button to officially submit the request. The "requested” day will now
appear within the selected day of the PENDING REQUEST grid.

@‘Ff""',?’,‘"lywhere‘ 2 cuicka

Attend: Scheduler

Requests Calendars

Requests ;lw M save ) Undo
4 Yourentries were saved successfuly.

O muttipie (7] AddMaintain Templates

Vacation(0.00 Hours] [Z  SickLeave[0.00 Hours] 7]

Monday Tuesday Wednesday Thursday Friday Saturday
0312812016 0312912016 03/30/2016 033112016 04/01/2016 0410212016

............................

Approved Request + Schedule:

[S]07:00A1-03:30PM [S107:00AM-03:30PM S107:00AM-03:30PM 51 07:00AM-03:30PM
Won 037282016 16 Wed 037302016 Thu 0373172016 Fri04/0172016
(PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30) (PC-0 M30)

/ Default / Default / Default / Default / Default

S107:00AM-03:30PM
Tue 03729120

= At this point, the request for Time Off will be sent to your NOVAtime Supervisor for review and approval.
(See process below)
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~NOVAtime 5000: Admin/Supervisor Web Services - Processing Time Off Requests

SWS - Supervisor Schedule/Time Off Request Notifications:

The NOVAtime "USER" that is configured to receive "Schedule Requests" will receive notifications via several methods:
o Via Email notification: (if configured)

NOVA ation <NOVA4000Alerts@novatimeanywhere.com>
Request From: 999999 [AND TEST EMPLOYEE 1]

To tom@andrewstechnology.net

@ We removed extra line breaks from this message.

Please click the following link to access Supervisor / Administrator Web Services.
https://onlinel.timeanywhere.com/novatime/wslogin.aspx?cid=1422EB68-AE89-4C95-90E4-5A8F9DA0CBAI

999999 [AND TEST EMPLOYEE 1] has requested the schedule request on 03/23/2016 2:08AM 1. Request For 8.00 hours of VACATION On 04/01/2016;

= Within the email notification, click on the web link to bring you to the NOVAtime login screen, where
you will also see the private system message, after login, alerting you of the Time Off Request. (See below)

o Via Private Message upon logging into the NOVAtime Administrator or Supervisor Web Services.

“fou have new messages. Click OK ta read them nour

OK Cancel

= Within the private messages, click OK to view the messages.

WOVAimeAnywhere”

Scheduler  Reporis  Payoll  EWSSetup  Emplojess  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools  NEWS  HW Devices

AdFiter || ApplyFiter || Clear iter
2 Markas Unread | | € Delete | Displaying 1-1of 1 ecords
Hessage Type Subject priorty Sonder Date™

O Request Request From: 999999 [AND TEST EMPLOYEE 1) Normal AND TEST EMPLOYEE 1999999 0372372016 208AM

The message will detail who the request is from, the requested date(s) and any note (if applied).

Click on the Approve/Decline button which will redirect the User to the SCHEDULER->REQUESTS page.

Message Detail ¢u (&

Request Det

Approvemecine
Subjct: Request From: 999999 [AND TEST ENPLOYEE 1) Date: 03232016 20880

priorty: Nomal

Request History

Subject Reauest From: 999999 [AND TEST ENPLOYEE 1)

Content
993999 AND TEST EMPLOYEE 1]nas requesled e schecule equest on 032372015 20841
tFor 8.0 hours of ACATION On 040172016;

o Via DASHBOARD:

= The Time off Request gadget within the Dashboard will list any Time Off Requests for the Pay Period.
= Click on the selected Request to redirect you to the SCHEDULER ->REQUESTS page.

(NOVAtimeAnywhere® &

o Via the SCHEDULER ->REQUESTS page:

Ultimately all methods of Time Off Requests notifications will redirect to this area of NOVAtime.
= Here the User can manage any Time Off Requests (Pending, Approved, Declined etc.)

WOVAtimeAnywhere® Fix

josts Calendars  Summary  Graph

] s a0 ] sovontsor ANDDestrAdmis [
empoyee 04 Empioyeo tome parcate oste el solect sus o= R
ssso00 EMPLOYEE 1, AND TEST vac) osoraots s O | peomo nar az2016 2088

1
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SWS - Supervisor Schedule/Time Off Request Review and Approval/Decline/Removal:
The User will access any Schedule/Time Off Requests from within the REQUESTS page within the SCHEDULER Category.

o The Overview page will display the status of any Requests and can be filtered by Month and Group.

Aendance  Scheduler ~Repots  Payoll EWSSep Emplojees  UsersSeup  Access  Rules Setup

CompanySetup  Preferences  Tools NEWS  HWDevices

Oveviow Tomplate Schduls._Froe Form Schedes _ Rocap | Requests | Celendars_ Summary Graph
Requests

Overview | Summary | | Detail || Calendar

e o B oo & 5

oo o e o S
(100 ] EXECUTIVE OFFICE/ADMINISTRATION 16 o 0 o 0
[200 ] MANHATTAN MENTAL HEALTH CLINIC 18 0 0 0 0
(220 ] BRONX MENTAL HEALTH 29 0 0 o o
301 BROCKUN BENTAL HEAT » . 0 o 0

o The Summary Page will display the status of any Requests, by employee and can also be filtered accordingly.

Afendance  Scheduler | Reporls | Paoll  EWSSetp  Employees

s RulesSeup  CompanySelp  Preferences Tools NEWS ~HWDevices

Ovenew  Template Schedules _Free Form Schedules  Recap
Requests

Overvew || summary T Detail | | Calendar

42016 b ALLWonths < Group: Al g

Employee D4 Employee Name Paycode Hours Available Requested On Pending Approved Declined  Requested
999999 EMPLOYEE 1, AND TEST 2[VACA] 3187 32372016 2.08:00 AM 1 0 0 1
1

o The Detail Page is where the Approval/Disapprovals etc. are managed. Here the User can filter the Requests
by Month, by Status, by Pay Code and /or by Group.

Atendance  Scheduler  Repors  Payol EWSSeup  Emplojees Ut

ccess  RulesSep  CompanySelup  Preferences  Tools  NEWS W Device

OveniowTomplto Scheduls_ FrooForm Schakios Racap | Roauests | Calndars _ Summay Graph
Requests

) e [ | [

i soe | (% s EmpioEesearch | o
42016 ) ALLHontn F]
Approve Selected Approve all

Status:  Penaing ©|  paycote: 2wacH) | Group: Al ~| supervisor: AND Dealer Agminist [+

Employes 0 Employes iame Paycode oate s, soect s ours Reauested
999999 EMPLOYEE 1, AND TEST 2[VACA] 04/01/2016

800 [ | Pendng 3187 0312312016 2.08AM
]

1. The User Wi” Click on the "PENDING" button 0098996 [TEST TECH, AND UNION FT FRE] ~ 0173042016 ~ 1 2[44CU] ~ 8.00 hours

Status: Pending |v OK Cancel

and will now see the employees comments and %, "
oulll

EMBIOY Declined

have the option to Approve, Decline or Remove
the request. In this example, the User will s e i o he oot s i o
Approve the request and leave a note.

2. After the schedule request has been Approved, the User will click the SAVE button to apply the change
and this will also initiate an "auto posting" of the approved time off to the employee’s timesheet and
accrual history, as well as update the employees Schedule for the week of the request.

Requests

‘The system will now automatically postthe approved time-of requests to the timesheet
[ Pk 3 T S S ey —_— Oamanet 0K cancel
,,,,,, - ] o () ' — L]

-

3. After the auto posting, the Approved schedule request will post the approved Vacation hours to the
employees’ timesheet and will also update the employees’ accrual balance, by deducting it from their

available balance and it will also update the employees schedule to reflect the approved Vacation day.
= Timesheet:

[=] Timesheet [

i save Add | | € Delete ) Undo # Timecard Report T Columns B Recalculate | | ¥ multi Add <) Insert/Repost
Audit Date PayCode in out Reg oT1 OT-2  Total Hours Daily Hours Weekly Hours
» Fri 04/01/2016. 2[VACATION] 8.00 0.00 0.00 8.00 8.00 8.00

= Accrual Balance:

Pay Code Last Post Date Post Type Accrued! Used Available  ActivityDate  Notes

Hours Used Adjust
[2VACA 0410112016 T 800 2387 0312212016 Usage 3187 800 0.00
Year Hours Used Adjust
] 2016 Subtotal 3187 8.00 0.00
PostDate  Acc.Code  PostType Hours  Carry Hours Used Adjust  Adj.Earned Eamed Available  ActivityDate  Notes
0410112016 VACt T 0.00 3187 800 0.00 0.00 0.00 2387 031222016 Usage
= Schedule:
=e
o37ee P

Page 3 of 4



4. Upon the Approval/Decline of a Time Off Request, the employee will also receive an email and
a private system message the next time they log into the EWS. It will also reflect the Supervisors comments.
=  Email notification:
Your Time-Off Request. ' Inbox x
NOVAtime Notification <NOVA4000Alerts@novatimeanywhere.com>

Please click the following link to access employee web services.
https://online1.timeanywhere.com/novatir )sk.aspx?cid=ED091F65-8503-4F85-A580-929F 5C7E75D5

N

Your request(s) have been approved/declined by ANDADMIN!

= |nternal Message:

Messages (&

Fterby

Actons
o Message Type Subjoct priorty Sender
O request

AuoAOMM

Disapproving or "Declining" a Time Off Request works the same way as Approving a Time Off Request.
From the Detail page, you will change the "Pending" Request to "Declined" and you can also add a
comment that will be sent back to the Employee via email and/or private message.

0099995 [TEST TECH, AND UNION FT PRE] ~ 017222015 ~12[¥ACU] ~ 8.00 hours:

&
=]
Status: Declined v oK Cancel B

¥

e L e From EL] El

Sl | e eafll

Supenvisar's comment;

Ators§ o] Qo]
Vean, but s G:00am now Get hack ta work &

ke yire 120 2tesck

()

L Messapelyme Dessrigtion Hours. Prinrty Saner Date”™ Staus
\
T Reqiest

... ko FUET:S Dected
EREET)

€ DEJFER ORI SCE sy

6. When a pending Request is Declined, the Time Off Request will be moved to the "Declined Requests" field
within the employees schedule page and it will not alter the employee's schedule for the requested day.

Attendance  Scheduler

Calendars

2 (@
Refuests & (H sae | (%) Undo

O Wuttiple 7| AddMaintain Templates
cation[0.00 Hours] (@ SickLeave0.00 Hours]

templa

65 a ac]
unc Monday Tuesday Wednesday Thursday Friday Saturday
032112016 03282016 032972016 03302016 033172016 ou012016 04022016
Pending fequest:
= s -+ IR -+ s« -+ IRE -+ s« -+ s« -+
Deciined Request:

\ [R18.00 Hours

(Pc2)
/ Vacation
By: ANDADMIN@0312312016
Approved Request + Schedule:

5107:00AM-03:30P 1507:00AM-03:30PM 5107:00A-03:30PM 15107:00AM-03:30PM [5107:00AM-03:30PM

on 03282016 Tue 0372972016 Wed 03302016 Th 0373172016 Th 0372172016

(PC-0M30) (PC-0M30) (PC-0130) (PC-0130) (PC-0M30)
/ Default / Default  Default

/ Default  Default

When a pending Request is Removed, the Time Off Request is removed from the employee's schedule all

together, however the employee will be notified that the Time Off Request was removed.
(essage Detal) G =

Request Details

Description: Hours: ]

Priority: Normal Sender: ANDSUPER
Date: 0140742015 03:1 4AM Request Date:

Status:

0102112015

Request History
Title: “our Time-Off Request.

Cantent:
our requestts) have been approvedideclined by ANDSUPER

1. Request For 8 hours o vACATION UNION [12] On 0112112015
—REMOVEC, affessrssnresssranssssnnsnns

Supenisor Note: submitted i error
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