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HOW TO DELEGATE YOUR TEAM TO ANOTHER USER

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)

ascentis”

Company
Moravian University

User ID

Forgot user ID?

Password

")

Forgot password?

m First time user? Sign up here.

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

Online services are for authorized users only. Unauthorized users are pi Usage will be monitored

ers only.
Copyright © Ascentis Corporation. All rights reserved

3. Click on “Login”
A

ascentis’

Company
Moravian University
User ID

mascotm

Forgot user ID?

Password

[ -

Forgot password?

@ First time user? Sign up here.

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

Online services are for authorized users only. Unauthorized users are prohibited. Usage will be monitored.
Copyright © Ascentis Corporation. Al rights reserved.

Should you require assistance using these instructions or employee self-service in general, please
contact HR@moravian.edu or call 610-861-1527.
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4. Click “Timekeeper”
MORAVIAN elnbox % What's New

UNIVERSITY

Home My Self My Team My Company Reporting hi

~ Professional Development ~ Educational Benefits
Policy & Form

Tuition Remission
Development Approval Form
Tuition Remission Approval
Form - Requires AMOS log in

and Training

Educational Benefits Policy -
Policy and tuition remission
procedure currently in review

Professional Dﬁxlg‘,gpsrﬂsnt at Moravian

Moravian University is excited to partner with Academic Impressions to bring higher education-specific
professional and leadership development to our institution.

Get started with one of the below on-demand opportunities:

Removing Barriers to Student Learning: Inclusive Syllabi Assignments
Faculty
Faculty Voice: Strategies to Improve Your Online Course Communication

Designing Creative Solutions for Your Toughest Challenges
Staff

Integrating Inclusivity into Your Leadership Philosophy

‘Time Management: Focusing on Your Priorities and Purpose
Students

Privacy Policy and Terms of Use  Powered by A @scentis®

5. Find the “My Team” tab located under the person icon in the right
hand corner of the screen. Click “My Team”

= s Fri Jun 10, 2022 10:13:44 AM >
= Aascentiss # sy @, R0

My Te
Clock Fri, June 10, 2022, Eastern Time Timesheet ¥

ER Profile

Pay Period: Current Pay Period 5 4 |0

= 5= Settings
10:13:44 :
RLALERLEIHE I
Exception:
:

Date Pay Code In (o]T13 Reg OT-1 - OT-2
Last Clock In -
Last Clock Out  --:--
Pay Code
Summary: Reg oT
Jun 4, 2022 - Jun 17, 2022 0.00 0.00

Should you require assistance using these instructions or employee self-service in general, please
contact HR@moravian.edu or call 610-861-1527.
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6. Click on “Preferences” and click on “Delegation”

— . Fri Jun 10, 2022 10:16:16 AM
- Aascentls ﬁ Benny Mascot (520984) e "Q‘ (2 XO)

2 R, 7 T T Ca

O Attendance - A ad & Myself
Assist Panel ° Student/Salaried EEs § = Current Pay Period &

£ scheduler 4 05/28/2022 (Sat) - 06/10/2022 (Fri) D = Settings

Exceptions Time-off Request Status Timesheet Status

0 0 0 1 0 0 0

E Reports "
Pen... Appr... Decli... UNOPEN OPEN SuBMIT Approved

@ Preferences - = -

Timeoff Re... ) Pendi % Exception Summary 9

ﬁ Employees

ASC-MORAVIAN UNIVERSITY

(ASC17118) Count: 0« Count: 0

Message ) Public Message

Count: 0

Timeoff Request Approval $ +

Count: 0

7. Select employee you would like to delegate to from dropdown.
Select the days you would like to delegate your team. Select what
access you would like to give them.

— [ — Mon Jun 13, 2022 09:19:02 AM o '
= asce ntIS W Delegation X (O Timesheets HENRIETTA BENIGNA (520986) DA 9 o

Delegation

[ save %) Undo

’

AMOS COMENIUS 06/21/2022 06/23/2022 SupervisorD ¥

83 B3| 03| B3| 03| B3| 3| | N8| B N B K B
g

Add Record

Should you require assistance using these instructions or employee self-service in general, please
contact HR@moravian.edu or call 610-861-1527.
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8. Click “Save” and the rest of the information will auto populate

a__ Mon Jun 13, 2022 09:21:11 AM
Aascentls @ Delegation X D Timesheets HENRIETTA BENIGNA (520986) Q g (2 XO)

Delegation

-wm
-- posgation | Fom | To | Webaess | Paycods | Tps | Noied ml

AMOS COMENIUS 06/21/2022 pervisor Delege  O[WKHR] Manual

B B 8

]

B3| B3| B3| B3| B3| B3| | W| N B

Add Record

9. Click on “Employee Filter”

. A — Mon Jun 13, 2022 09:24:17 AM
Aasce ntls @ Delegation X Timesheets HENRIETTA BENIGNA (520986) Q 72 (2] o |

do

3 COMENIUS 06/21/2022 06/23/2022 Supervisor Delege ~ O[WKHR] Manual Employee Filter Group Filter

Should you require assistance using these instructions or employee self-service in general, please
contact HR@moravian.edu or call 610-861-1527.
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10. Go to “Approval Group Filter” and type your employee number

into the left side Supervisor list to find yourself. (Your employee
number is located on the top right hand corner next to your silhouette icon)

— . 3 Mon Jun 13, 2022 09:30:29 AM Q
= Aascentls ﬁ R @ Delegation % @'ﬁmesheels HENRIETTA BENIGNA (520986) Q A 9 o

Employee Filter Setup 3

/520986

» Full Name: HENRIETTA BENIGNA » Web Access: Supervisor Access » Phone Number:

Assigned Employees || Transfer Group Approval
Employees who work in 520986 designated groups

The Transfer Group Approval (TGA) feature allows a system user to view, modify, and approve timesheet records only in their area of coverage (AOC) based

on the group records selected below.

The Attendance>Summary page will display AOC hours for assigned and TGA employees in blue, and hours for assigned employee that are outside their

AOC in red.

The Attendance>Timesheet page will always list all direct and it will list TGA who works their AOC; but for all displayed employees only
e that are in their AOC will be visible for edits and approval.

Approval Group 7 Use Approval Group Filter for following Group items
Filter: “Note: If the Approval Group-Level Filter is used then the Preference page option, 'Only show punches that belong to' will be disabled.
Must match all
selected values + Allow Access to All System Pay Policies (Pay Period Selection List)
- May match any
selected values

Supervisor

wvailable Items: Selected Items:

520986 [Henrietta Benigna] (7)

v
»

a

11.Click on yourself. Click on the arrow to move yourself over to the
right hand list

— ([ A — Mon Jun 13, 2022 09:33:20 AM
— Aascentls ﬁ w @ Delegation X G(Timesheets HENRIETTA BENIGNA (520986) Q

Employee Filter Setup

/" 520986

» Full Name: HENRIETTA BENIGNA » Web Access: Supervisor Access » Phone Number:

Assigned Employees U Transfer Group Approval

Employees who work in 520986 designated groups

The Transfer Group Approval (TGA) feature allows a system user to view, modify, and approve timesheet records only in their area of coverage (AOC) based
on the group records selected below.

The Attendance>Summary page will display AOC hours for assigned and TGA employees in blue, and hours for assigned employee that are outside their
AOC in red.

The Attendance>Timesheet page will always list all direct employees, and it will list TGA employees who works their AOC; but for all displayed employees only
the records that are in their AOC will be visible for edits and approval.

Approval Group / Use Approval Group Filter for following Group items
Filter: “Note: If the Approval Group-Level Filter is used then the Preference page option, 'Only show punches that belong to' will be disabled.
Must match all
selected values + Allow Access to All System Pay Policies (Pay Period Selection List)
© May match any
selected values Supgrisor

Available ltems: Selected ltems:

520986 [Henrietta Benigna] (7)

¥~

a5

Should you require assistance using these instructions or employee self-service in general, please
contact HR@moravian.edu or call 610-861-1527.
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12.You can now x out of that screen. You have now delegated to
another user.

Should you require assistance using these instructions or employee self-service in general, please
contact HR@moravian.edu or call 610-861-1527.
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