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HOW TO APPROVE TIME SHEETS

1. Go to: HRportal.moravian.edu

2. Type in Net ID username and password (This is the username and
password you use to log into the computer. Your network ID is
either your 'me' account or your last name first initial)
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Company
Moravian University
User D

smithm

Forgot user [D?

Passwaord
srenrener

Forgot password?

Login First time user? Sign up here.

By clicking login you agree to our Privacy Policy and Terms of Use

Online s for authorized users only. uthorized users are prohibired. Usage will be monitored

Copyright © s Corporation. All rights reserved

3. Click on “Login”

Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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4. Click “Timekeeper”
MORAVIAN

UNIVERSITY
Home My Self Timekeeper My Company

Personal Information

Family Members

BEpRr Personal Information
My Pay:he:k Go to Personal Informartion te view and update your personal information such as your address, phone numbers, and
My Attachments emergency CONtacts.

Company Links Personal Infarmation
Emergency Contacts
DMV

Faculty Information
Survey Data
Compliance

Campus Location
lenzabar ID
Moravian Job Info
Background Checks
Training

COVID Vaccine Status

Adjunct Information

5. Find the "My Team" tab located under the person icon in the right hand
corner of the screen. Click "My Team"
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Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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6. Click on the Hamburger icon located in the top left hand corner.
Then Click "Attendance"
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7. Verify you are looking at the correct pay period and then click on the
employee you would like to view.
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Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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8. Review punches and correct any missed punches by clicking on the time and
editing. You can see the total number of hours worked under "Totals" at the
bottom.

Once verified, click "Approve" in the top right corner to approve the timesheet.
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Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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9. The green checkmark indicates that the timesheet has now been
approved. Continue onto your next employee until you have viewed
and approved all direct reports.
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Should you require assistance using these instructions or the HRportal in general, please
contact HR@moravian.edu or call 610-861-1527.
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