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HOW TO EDIT TIMESHEETS FOR YOUR DIRECT REPORTS

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 prohibited. Usage will be monitored
Copyright © Ascentis Corporation. Al 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. All 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”

MORAV[AN ‘Inbox % What's New
UNIVERSITY

Home My Self My Team My Company Reporting -
~ 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 Development at Moravian
University

Moravian University is excited to partner with Acadernic 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
Sttt
Integrating Inciusivity into Your Leadership Philosophy
Time Management: Focusing on Your Priorities and Purpose
Students

Privacy Policy and Terms of Use  Powered by Aascentis'

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

. Fri Jun 10, 2022 10:13:44 AM y
Aascentls ﬁ MASCOT, BENNY (520984) a g 9 (')

Clock Fri, June 10, 2022, Eastern Time Timesheet >

R Profile

Pay Period: Current Pay Period v 40

-‘ 1 3 |u 44 = 3= Settings
S
AM
Exception:

Date Pay Code In Out Reg
Last Clock In
Last Clock Out  --:--
Pay Code In Out Reg
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 the Hamburger icon located in the top left hand corner

(5) Asscentis » nmemos @) Po o

LR T Fad
& Myself

O Attendance :
Assist Panel o @ Student/Salaried EEs 3 Current Pay Period % j -
B scheduler 4 05/28/2022 (Sat) - 06/10/2022 (Fri) P 3= Settings
38 Employees Exceptions Time-off Request Status Timesheet Status
0 O 0 0 0 1 0 0 0
I} Reports N
| Bl | T Pen..  Appr.. Decli.. UNOPEN OPEN SuBMIT Approved
@ Preferences 3 _ e

Timeoff Re... Pendil 4 Exception Summary

ASC-MORAVIAN UNIVERSITY
(ASC17118) Count: 0 ot 0

oy

Message P + ™ Public Message &

£
=
Count: 0

Timeoff Request Approval $ +

Count: 0

7. Click on “Attendance”

— I Fri Jun 10, 2022 10:16:16 AM
= AaSCGntIS £ ) Benny Mascot (520984) Q ’2 (2 NO)]

Assist Panel o Student/Salaried EEs § = Current Pay Period %
£ scheduler 4 05/28/2022 (Sat) - 06/10/2022 (Fri) P = Settings
385 Employees Exceptions Time-off Request Status Timesheet Status
I Roport 0 0 0O 0 0 1 0 0 0
St .. Appr..  Decli.. UNOPEN OPEN SUBMIT  Approved
@ Preferences ) B

Timeoff Re... Pendi % + Exception Summary )
ASC-MORAVIAN UNIVERSITY

(ASC17118) Count: 0

Message P Private Message +

Count: 3 Count: 0

Timeoff Request Approval ) +

Count: 0

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 on employee you would like view
= Aascentis [T s @, 2e0

-
Summary
Pay Period: Date Selaction:
StudenySalaried EEs 4 CumentPayPerod & |« DG/1/2022 (Sat)-06/24/2022 (Fri) & |»| [z Lastupdated: Friday, 0611012022 11:05AM | Update | ] Update Schedules

© Home Group Filter  Approval Group Filter
Group /Filter By: ~ All g Employee Search 4 Go

Status Filter: Al

+ ActiveOnly  Approval Groups ( Supervisor 520986) [ Pay Type ¥

Unopened Timeshets: 0
Opened Timesheats: 1 | Save | Approve this Page

or2 Timesheet Status

521005  COMENIUS, AMOS 850 000 000 000 OPEN 40

o Name sonmr | megwr | om | ora | Apv

9. Review punches. If one should be added, click “Insert/Repost”

— . . e — Mon Jun 13, 2022 10:08:15 AM
= A\ascentis T O — . B ] Q Qoo

OPEN

Q @Approve  Approval Groups: (Supervisor 520986)

= Timesheet .” COMENIUS, AMOS -521005 @& -k

M save ® Delete % Undo & Recalculate . Insert / Repost © Hourly /# More Functions ¥

ESHEETS %
T e Audit Note Date. Pay Code n In Exp out OutExp  Reg
- [o=} Sat 06/11/2022 O[WORK HOURS] 09:30 AM 11:15 AM
Y Fiter
[ SUn06/12/2022  O[WORK HOURS] 07:00 AM 03:00 PM
521005 © 2
o=}
o=}
o=}
[om}
(o}
[ou}
= |
on}

= Timesheet Summary

Group By: | Pay Code + Supervisor + Pay Rate 4

10. Put in the correct time and date and click “OK”

Insert/Repost Punches

Select Date/Time Information

Date Tiine
2 Sat 06/11/2022  § DA
3. Sat 06/11/2022 ¢ DA
4. Sat 06/11/2022  § DAL
5. Sat 06/11/2022  § DA
6. Sat 06/11/2022  § DA
7. Sat 06/11/2022 ¢ D4
8. Sat 06/11/2022  § DA

Note: To INSERT one or more punches, please fill in the information in the table. Otherwise, please hit [OK] to REPOST a Pay Period.

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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11.The new record will now show

| | Audit Note Pay Matrix Date Pay Code In In Rnd In Exp Out Out Rnd Reg oTA1
(I @ J Mon 06/18/2018 HWORK HOURS] 09:32 AM 09:30AM 11:19 AM 11:15AM 1.75 0.00

C
i
fcl
il
[

Tue D6/M19/2018 O[WORK HOURS] 07-00 AM 07-00AM 02:30 PM 02:30FM 750 0.00

Tue 06/19/2018 O[WORK HOURS] 03:00 PM 03:00PM -- 0.00 0.00

) N O 7

(RSN IR RGN IR UIRE
@ @ @

= Timesheet Summary

Group By: Pay Code + PR Dept. + Pay Rate v

12. If a punch needs to be edited, click on the punch

M Save  @Delete % Undo  &Recalculate @ Insert/Repost  @Hourly /& More Functions =

Audit Note Pay Matrix In Rnd In Exp Out Rnd Reg o141

[

Mon D6/18/2013 O[WORK HOURS] 11:18 AM 11:15AM T318 0.00 0.00

o
Jgooouoaguod
i [ R e

= Timesheet Summary

Prmiin B | Do Mada D0 Nant 2 ODan Dotn w

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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13.Type in new time (NOTE: Make sure to type in AM or PM)

M Save @®Delete ®Undo & Recalculate @ lnseri/Repost  ®Hourly  / More Functions «

Audit Note Pay Matrix In Rnd In Exp Out Out Rnd Reg 011
& @ Mon DB/18/2018 O[WORK HOURS] 14:30 AM 11:15AM T318 0.00 0.00
@ o
(=] o
= (] B
(] (o]
= (o
=] o
(] {3
=] o
= o B

= Timesheet Summary

14.Click “Save”

M Save @ Delete % Undo & Recalculate . Insert / Repost ® Hourly # Wore Functions v

In Rnd Out Rnd Reg o141

(| £, m Mon 0B/18/2018  D[WORK HOURS] 11:30AM  11:15AM T318 0.00 0.00
(] L
(@] i
] o
(] [
@ (em)
5] o
(] (|
(] o]
@ L] B

= Timesheet Summary

15.Your new punch is now recorded.

W The timesheet wos saved successhully.

=  Timeshest .° MASCOT,BENNY.520984 LB &S &

Msive | ©Doloie| | XUndk | | SRecakibn | B ineet/Repest | | D Houly | | # More Fundtiond

OutRed  Reg

Mon DENE01E WORK HOURS]

Ua
1

010

= Timeshesl Summary

Group By Pay Code + PR Dept + Pay Rate v
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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