
Requesting tiMe off
 Using Nova Time

Request leaves, HPL, work without pay etc…



Go to the Provo City 
School District Website 
and click on “Novatime 
Timekeeping System.”

On  the  computer



Then login using your employee ID number and your 
password (which is the same for clocking in and out). 

After putting in 
your information, 
click “Employee Web 
Services.”

WARNING: Do NOT hit 
enter when going to 

request a leave, as this 
will automatically clock 
you in or out of work.



After logging 
in, this screen 
will appear and 
in the bottom 
right-hand 
corner there is 
a box called 
“Leave 
Management.”

This is where 
an employee 
will go to make 
the Leave 
Request.



Requesting the Leave
Click on “Request Leave” in the upper right-hand corner 

to start the request. 



After clicking “Request Leave,” this window will pop up and using 
the drop-down menu and the calendar icon, the employee will 
choose the type of leave and what day(s) the request will cover.

Once the employee 
hits “Submit,” the 
request will be 
sent to his or her 
supervisor.



Leave Request Status
After hitting “Submit,” the pop-up window will close and under “Leave Management,” 

the request will appear with an icon indicating its status. 

Once it is approved, the status will change and employees will 
receive a notification of the change to their leave requests.



On the Novatime Time Clock
Using the Novatime Time Clock 
found at the different 
locations, scroll over to the 
other options on the next 
screen by using the arrow 
found on the right side of 
the screen.

Then, click on the icon that 
says “Request Time Off.”



After clicking “Request Time Off,” use your fob or your 
Employee ID number to enter this portion. 



Using the drop-down menu, 
select which type of leave 
that is being requested.

After selecting the type of leave, 
select a date by clicking on the 
“Select a date” box. Then, use the 
calendar that appears to select which 
days will be used for the leave.

Once the date(s) have been selected, 
hit “Submit” to finalize the request.


