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NOVAtime 1000 SBE Report Generator Overview

Attach – Allows users to 
attach any text messages 
with the report

Preview – Allows users to 
preview reports online before 
printing thereport

Date Range – Select a 
report date range. 
Available options are:
•	Today
•	Yesterday
•	Current	Pay	Period
•	Previous	Pay	Period
•	Current	Week
•	Previous	Week
•	Current	Month
•	Previous	Month
•	Custom,	pick and choose any		        From Date and To Date

Reports – This area contains 
report templates that users 
can choose from to filter and 
sort specifically for one's needs.

Email – Allows users to email 
a report via an email application 
in HTML or PDF formats

Page Break – This option 
allows a user to page break 
the selected report for ease 
of report distribution.  Use of  
page break option is optional.

Allows a report to be  
sorted by any combina-  
tion listed below:
•	Facility (Group 1)
•	Department (Group 2)
•	Job Task (Group 3)	
•	Employee
•	Date        ...and more

Filtering – Dynamic filtering 
options allow for users to  
selectively choose and/or 
exclude an employee or group 
of employees from appearing 
on the selected report.
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Time & Attendance – Employee Timecard Report
• Designed to be printed after supervisor edits.  
• List of all detail IN/OUT punches and hours for the selected date range. 
• Optional print selections on this report are: "Absentee", "Audit Trail Information", and "Summary".  
• If a "Landscape" orientation is selected, you would be able to select and print more employee data in the header section. 
• If “Accrual” is selected, an employee’s accrual information will be displayed in the Summary section.

Customizable report 
header section; data 
selected from your 
Employee database.

Employee’s work 
schedule.

Department Transfer:
Department number 
and description.

Overtime for 
1.5 hours.

User “SandyD” Corrected
a missing punch.

Summarized 
by department 
transfer.

Tardy for 5 minutes.  
Punch exceptions are:  
• G(race)
• T(ardy)
• E(arly in or out)
• L(ate departure) 
• M(eal)
• B(reak)

Pay code "sick."

Late departure 
by 95 minutes.

* Signifies a 
corrected / modified 
time punch.

User “SandyD” 
added a "sick" 

Summarized 
by pay code.

NOVAtime 1000
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Time & Attendance – Exception Report

Exceptions note.  Some common 
exception codes are: 
• Missed Punch
• Absent
• Early In
• Tardy
• Early Out
• Late Departure
• Unauthorized Overtime

Absent during 
scheduled work hours.

A missing punch. 

 • List	of	all	the	employees whose	attendance falls	under the exception conditions	defined for this	report.	  
 • A great tool for management	to	quickly	address employee attendance issues.

NOVAtime 1000
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Time & Attendance – Summary Report
• Summary of attendance hours for the selected date range.  
• A great management tool for making labor-cost related decisions.  

User definable group sorting.  
A different sort will generate a 
different report layout rationale.  
Sample displayed is sorted by 
“Department” & “Employee ID.”

Department total – total work 
hours, earnings and deductions, 
and total pay (if hourly rates are 
available).

Department head 
count of 3 employees.

This sample 
is sorted by 
“Employee ID."

Sick Leave
for 8 hours.

Shift differential 
separated by time 
segment.*

* Not supported in NOVAtime 1000

NOVAtime 1000
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Time & Attendance – Payroll Detail / Summary Report
•	This provides a detailed list of payroll data by pay code (Payroll - Detail Report), or summarized payroll data by pay 	
	 code (Payroll - Summary Report).

Summary of hours 
by department.

Shift differential 
separated by time 
segment

Summary of hours 
by pay code. 

NOVAtime 1000
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Management – Performance Analysis Report
• An excellent tool to assist management in reviewing employee performance based on attendance, by listing time 	
	 missed from work. 
• Define specific thresholds each time you run this report.

Summary of 
scheduled hours vs. 
actual worked hours.

Allows user 
to set various 
threshold 
minutes/hours.

Breakdown by time 
(Hours/Minutes), 
percentage, and 
total occurrences.

NOVAtime 1000
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Management – IN / OUT Status ReportNOVAtime 1000

•	A	printed	version	of	the	IN/OUT	board,	sorted	by	date	/	time	or	employee.	
•	Answers	the	question	of	who	is	IN,	who	is	OUT,	who	is	on	Meal	Break,	and	who	is	on	Vacation,	etc.

Last IN / OUT punch sorted 
by date and time.  Optional 
listing by Employee ID or 
Employee name.

Last IN / OUT even if the 
employee is on vacation, 
sick, or meal break, etc.

Total number of 
employees that clocked 
in, and total number of 
employees clocked out.

IN / OUT Status 
Report sorted by 
Branch, Division and
Employee.
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Human Resource – Employee Profile Report
• List of all the personnel information recorded in the system about an employee. 
• These printouts are perfect additions to your human resource employee profiles / folders. 

Accepts employee 
photo in various 
formats, such as 
jpeg and bmp.

Up to 4 user-definable 
dates.  In this sample, 
four dates are used Valid 
Thru Date, Renewed On 
Date, Insur. Eff. Date, and 
401K Eff. Date.

Up to 8 user-definable 
fields.  In this sample, two 
fields are used (License # 
and Class), and the other 
user definable fields are 
not used. 

Up to 8 user-definable 
groups for hours allocation 
and report sorting 
purposes.  This sample 
shows three groups:  
• Branch (G1)
• Division (G2)
• Department (G3)
• and more...

NOVAtime 1000
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Human Resource – Employee Listing Report
• List of all employees stored in the Employee database. 
• Optional custom employee listing, personalized.  
	 	 • Select the reporting fields to be shown on this report. 
	 	 • Can be sorted and listed in any order.  
	 	 • Page breaks can be inserted for ease of report distribution.

Select any reporting fields to be displayed on this 
report, including:  
• All groups (up to 3	reporting groups)
• All dates (Hire Date, Last Review Date, etc.)
• All setup information (Pay Policy, Shift, etc.)
• All personal information (Address, Phone #, etc.)
• All user defined fields and dates
• Job Title
• Job Rate
• Plus many more

Any employee fields can 
be used for sorting, such 
as Employee ID or name, 
Social Security Number, 
all dates (Hire Date, Title 
Change Date, etc.) and  
Zip Code.

NOVAtime 1000
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•	 Report determines labor costs for each cost center. 
•	 A must-have summary for management.  Typically acts as a daily profit and loss (P&L) statement, commonly 	
	 used in the Hospitality Industry, as well as others.  

Labor Costing / Tracking – Labor Distribution Report

Department summary 
information.

Cost center total.

NOVAtime 1000
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