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HOW TO RECORD YOUR TIME

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 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.



mailto:HR@moravian.edu
https://selfservice.ascentis.com/MoravianUniversity/STS/signin.aspx?ReturnUrl=%2fMoravianUniversity%2f

MORAVIAN

UNIVERSITY

4. Click “Timekeeper”
MORAVIAN

UNIVERSITY
My Self Timekeeper

Home

Personal Informat
Family Members
Benefits

My Paycheck

My Attachments

Company Links

ion

My Company

Personal Information

Go to Personal Informartion te view and update your personal information such as your address, phone numbers, and

emergency CONtacts.

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. Verify the Pay Period

= Aascentis’

Clock

L

11):52:46

Thu, October 21, 2021, Eastern Time

Last Clock In

Last Clock Out

Pay Code In

Leave Management »

Out

OT-1-0T-2

Timesheet 2

Pay Period:| Curran: Pay Period

~

4

Thu Oct 21, 2021 11:52:47 AM

COACH. TEST (521080)

1D/08/2021 {Sat) - 102212021 (Fri) || b | | &

o

e

Exception:
Date Pay Code Reg OT-1 - 0T-2
Summary: Reg oT
Oct 9, 2021 - Oct 22, 2021 0.00  0.00
Schedule ? Daiy v

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. Find "Timesheet" located next to the clock. Click on the arrow next to
"Timesheet"

COACH, TEST {521000)

= Aascentis ﬁ Thu Oct 21, 2021 11:52:47 AM e' g 9 |

Clock Thu, October 21, 2021, Eastern Time Timesheet 2

. ] B Pay Period: Current Fay Period v 4 |[10/08:2021 (5at) - 102212021 (Friy || » | | @

11:52:46

| | | |

| [ [ AM Exception:
Last Clock In Date Pay Code Reg OT-1 - OT-2
Last Clock Out

Pay Code in Out Reg oT1-0T-2
¥ Reg o7
Oct 8, 2021 - Oct 22, 2021 0.00 0.00

Leave Management > Schedule »

Daly W

7. Select Pay Code and type in the number of hours worked for the

appropriate date. (Note: Do not enter PR Dept, this will auto populate after
you save).

Timesheet
Pay Period: | Current Pay Period il 4 || 10/09/2021 (Sat) - 10/22/2021 (Fri) || B -] Status- OPEN | O

=  Timeshest COACH, TEST - 521080 ¢ @

M Save ® Delete ¥ Undo & Recalculate / More Functions

2] Pay Code PR Dept. Sat 10/09 Sun 10/10 Mon 10711 Tue 1012

[ opwork HoURS) =2 2 a0 2

O 2 2 2 2

O 2 B 2 2
Totals 0.00 0.00 0.00 0.00

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. Click Save

E Aascentisu (O Timesheats %X

Timesheet

Pay Period: | Current Pay Period b 4 || 10008/2021 (Sat) - 1002202021 (Friy|| # | | B Status: QPEN | Q

=  Timesheet COACH, TEST - 521080 4§ @

M zave @ Delet= % Unde & Recalculate /# More Funetions

[ | Pay Code PR Dept. Sat 10/09

[ opvorK HOURS] 2

- D

O 2
Totals oo

B E

il

0.00

9. Your hours have been recorded, and your PR Dept has

auto-populated.

Timesheet

Pay Period: | Current Pay Period hdl 4 || 10/09/2021 (Sat) - 1072212021 {Fri)|| P = Status: OPEN | O

\, The timesheet was saved successfully.

= Timesheet COACH, TEST-521080 -= @

@ Delete R Undo & Recalculats # Mare Functions ™

= Pay Code PR Dept. Sat 10/09
[] o[woRK HOURS] 02030 [BUSINESS OFFICE] 2

L W

Totals 0.00

=  Timesheet Summary

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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