NOVAtime Upgrade

NOVAtime has done an upgrade. They are now using a
dashboard feature which will be the landing page when you
1* log in. Instructions below are how to navigate to your
timesheet and accrual tab. Otherwise there are no other
changes to NOVAtime other than navigating.

Logging into NOVAtime

Navigate to http://novatime.cpsd.us
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1. Enter your CPS network login in the box
labeled ‘ID’ .

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

3. Click “EMPLOYEE WEB SERVICES”.




Navigating to your timesheet:
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This is ultimately what your dashboard default page will look
like.

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.



Navigating to Accruals:
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1. Click on Hamburger Icon.
2. Click on Attendance.

3. Click on Accrual.

4. Click on star on accrual tab.
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view your accruals. *
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Notes

*Click either on the star or use the hamburger icon going forward to
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