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New Principals and Payroll 
 

Section one – the standard process 
 
The following steps need to be completed for a new principal to gain authorised access to EdPay. 
 

1) At the conclusion of previous principal’s employment, an authorised user at the school (e.g. office 
manager) should have: 
 
a. Cancelled the previous principal’s EdPay authorisation by submitting an EdPay5c form. 
b. Terminated the previous principal’s employment in EdPay or by submitting a NOVO6 form. 

 
2) For the new principal to then gain access to EdPay, an authorised user must: 

a. On-board the new principal as a new employee in EdPay or by submitting a NOVO1t form. 
b. Request EdPay authorisation for the new principal by submitting an EdPay5 form. 

 
Notes: 

• The required forms can be found on the EdPay forms page and they should be emailed (separately) 
to support@novopay.govt.nz  

• Use the subject line ‘form number/school number/employee MOE number’  

• All forms must be signed by the school’s Board of Trustees chairperson (presiding member) or 
delegate. 

• For more details see how to become an authorised user on the EdPay website 
 
 

Section two - if there’s no current authorised EdPay user in your new school 
 
If you begin your employment as a principal in a new school and there is no current authorised user who can 
submit your new appointment and/or EdPay authorisation, you need to take the following steps to gain 
authorisation: 
 

1) Check to make sure the previous principal’s contract has been terminated and their EdPay access 
cancelled.  
 

2) If this is not the case then complete the following forms, from the EdPay forms page. These forms 
must be signed by the school’s Board of Trustees chairperson (presiding member) or delegate:  

 
a. EdPay5c to cancel the previous principal’s authorisation. 
b. NOVO6 to terminate the previous principal’s employment. 

 

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.edpay.govt.nz%2Fsite%2Fforms%2Fedpay-forms%2Fdefault.aspx&data=05%7C01%7Cfeedback%40edpay.nz%7C451199c4b75b4104c0ab08da3dd161e0%7C6d2fc9825e064f7da467760dd4ccbe0d%7C0%7C0%7C637890266746218561%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=60WpQq4B%2F0WbFHikZDHe0McAw8CS22Zsqt2zIFhBa4c%3D&reserved=0
mailto:support@novopay.govt.nz
https://www.edpay.govt.nz/Site/how-to/New-appointment/Appoint-non-teaching-staff/request-access-to-edpay-service.aspx
https://www.edpay.govt.nz/
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.edpay.govt.nz%2Fsite%2Fforms%2Fedpay-forms%2Fdefault.aspx&data=05%7C01%7Cfeedback%40edpay.nz%7C451199c4b75b4104c0ab08da3dd161e0%7C6d2fc9825e064f7da467760dd4ccbe0d%7C0%7C0%7C637890266746218561%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=60WpQq4B%2F0WbFHikZDHe0McAw8CS22Zsqt2zIFhBa4c%3D&reserved=0


3) Email these forms to info@novopay.govt.nz  (please note this email address is different to the email 
address in section one) 
Use the subject line ‘Urgent processing required’.  

 
4) Next, complete and submit the following forms, using the same process as in steps 2 and 3: 

 
a. EdPay5 for your EdPay authorisation.  

b. NOVO1t to appoint you as new principal. 
 
Important notes:  

• Under no circumstances should anyone share their EdPay username and password with others, or 
log in using the username password of another authorised user. This is one of the terms and 
conditions that authorised users agree to when they sign the EdPay5 form to get access. Sharing 
passwords carries serious privacy, security and fraud risks.  

 

• Section two is solely for boards without a current authorised user. In all other circumstances, the 
standard process outlined in section one should be carried out by an existing authorised user.  

 
 
EdPay authorisation will be confirmed via email, once the various forms have been processed. 
 
 

mailto:info@novopay.govt.nz

