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LOG INTO MYNOVA ACCOUNT

FIRST, click this button to get to this page... I
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myNOVA Login Important Notice

NOVA will not drop you from your classes for non-payment. If you placed a course in the SIS shopping cart,
Forgot your password? clicked the Finish Enrolling button, and received a green check mark in the status, you have successfully
enrolled into a class. This means that you are now financially responsible for the class and need to make
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CLICK ON THE “MY TIME” BUTTON
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“TIMESHEET” PAGE SHOULD

DEFAULT

Enter hours
on the day
worked.
Minutes
should be
entered in
quarter
increments
L2 i )
Each quarter
equals 15
minutes.

Timesheet

Actions~
Select Another Timesheet

“View By = \Week
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"Date  10/03/2022
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Click the submit button when
finished entering time.
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always be
entered as
regular time.




THINGS TO REMEMBER

Submit your hours in a timely manner so that your pay can be processed on schedule.
This should be no less often than every week but could be daily depending on your
supervisor’s request.

NEVER submit hours worked on a day that you didn’'t work them. If hours need to be
added to previous timesheets, please reach out to dataops@nvcc.edu to update them.

NEVER submit hours on the punch timesheet. You will not be paid correctly if you do.
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If you have any questions,
reach out to the HR Data
Operations team at
dataops@nvcc.edu.
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