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HOW TO VIEW YOUR DIRECT REPORT(S) ACCRUAL BALANCES

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)

A

ascentis®

Company
Moravian University

User ID

Forgot user ID?

Password

= 3

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. All rights reserved.

3. Click on “Login”
A

ascentis’

Company
Moravian University
User ID

mascotm

Forgot user ID?

Password

{ ......... ,VJ

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”

MORAVIAN @ rbox A what's New

UNIVERSITY

Home My Self MyTeam My Company Reporting .
~ Professional Development ~ Educational Benefits

Policy & Form

Tuition Remission

Development Approval Form
- - Tuition Remission Approval
and Training

Form - Requires AMOS log in

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

Professional Development at Moravian
University

Moravian University is excited to partner with Acad pressions to bring higher education-specific

professional and leadership development to our institution.

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

Faculty

Statt

Students

Privacy Policy and Terms of Use  Poweredby g\ ascentis-

5. Find the “My Team” tab located under the person icon in the right
hand corner of the screen. Click “My Team”
= Aascentis # Moo @), R0

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

10

Pay Period: Current Pay Period v 4 |q
= 3= Settings
13:44 -
= ‘AM Status:OPEN
Exception:
Date Pay Code In Out Reg OT-1-0T-2
Last Clock In

Last Clock Out  --:--

Pay Code In out Reg OT-1-0T-2

Summary: Reg oT
Jun 4, 2022 - Jun 17, 2022 0.00 0.00

6. Hover over “Attendance” and then click “Accruals”

e®oe M-+ < > ()] & timekesper.ascentis.com e ® M + 28
M Inbox - krockcO2@moravian.edu - Moravian University Mail A Ascentis Login ([ 520984 :: ASC17118 :: 5000 SaaS
—_— Fri Jun 10, 2022 10:32:42 AM Q
v
S — e e @), Reo
Summary 2 St S ¥ R ale 3
> @ | Student/Salaried EEs 4 | Current Pay Period % - -
Aumls 4 05/28/2022 (Sat) - 06/10/2022 (Fri) P
38 Employees an |Exceptions Time-off Request Status Timesheet Status
" Lliitay ojojojo 0 0 0 1 0 0 0
Reports AR E ¥ ks o. Pen. Appr. Decli. UNOPEN OPEN suBmIT Approved
Monthly Calendar
@ Preferences. Calendar Detail _— = .
ponm— -
In/Out Board > Pendi 4 + Exception Summary 9 +

ASC-MORAVIAN UNIVERSITY

(AsC17118) Count: 0 = Count: 0

Message $ + Public 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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7. Find your employee in the list located at the top left of your page

. — Fri Jun 10, 2022 10:35:42 AM
Aascentls O Accruals 8 © Summary Benny Mascot (520984) Q g (2 XO)

-
Active [ Accruals =
Search: -3
Al s & EMPLOYEE, PLACEHOLDER - 99994 [ Goto Timesheets “| Goto Schedule
» PR Dept. : 12270 » EE Type : 000 » Pay Policy: 6 » Shift Number: 16 » Pay Category: 18 » Holiday Rule: 9
EMPLOYEE, PLACEH...
EMPLOYEE, PLACEH... History
Sort by Post Date a
Filter by
Date Range 4 From 06/01/2021 [ To 05/31/2023 | [T Note: To review additional accrual history, please change the From / To dates.

Add Filter | Apply Filter | | Clear Filter

- Pay Code Last Post Date Post Type Accrued/ Used Available

T

| [2VAC 06/15/2022 6.66 8000  06/10/2022 System Accrual ...
| [3ISICK 06/15/2022 s 8.00 384.00  06/10/2022 System Accrual ...
| [4JJURY 01/01/2022 s 80.00 80.00  01/14/2022 System Accrual ..
E-] [SIBRVM 01/01/2022 s 80.00 80.00  01/14/2022 System Accrual ..
o [12]STD 06/15/2022 s 8.00 38400  06/10/2022 System Accrual ...
| [25]PERS 01/01/2022 s 16.00 16.00  01/14/2022 System Accrual ...

8. Here you can see the available accrual balance

. Fri Jun 10, 2022 10:37:10 AM
asce ntIS OAccruals % Summary Benny Mascot (520984)

Xeo]

00

v
Active [ Accruals =
Search: .
All B & EMPLOYEE, PLACEHOLDER - 99994 [ Goto Timesheets | Goto Schedule
““ » PR Dept. : 12270 » EE Type : 000 » Pay Policy: 6 » Shift Number: 16 » Pay Category: 18 » Holiday Rule: 9
EMPLOYEE, PLACEH... 99994 4
EMPLOYEE, PLACEH... 99995 History
1
Sort by Post Date !
Filter by
Date Range 5+ From 06/01/2021 3 To 05/31/2023 E Note: To review additional accrual history, please change the From / To dates.

Add Filter Apply Filter Clear Filter

[2]VAC 06/15/2022 6.66 80.00  06/10/2022 System Accrual ..
:I [3IsicK 06/15/2022 s 8.00 384.00  06/10/2022 System Accrual ...
[41JURY 01/01/2022 s 80.00 80.00  01/14/2022 System Accrual
o [51BRVM 5 80:00 000 UT/T System Accrual
= [121STD 06/15/2022 s 8.00 384.00  06/10/2022 System Accrual ...

H [25]PERS 01/01/2022 S 16.00 16.00 01/14/2022 System Accrual ...

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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