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

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)

3. Click on “Login”

HOW TO APPROVE TIME SHEETS  

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


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

4. Click “Timekeeper”

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. 

6. Click on the Hamburger icon located in the top left hand corner.
  Then Click "Attendance"

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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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.

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



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

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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