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#AN COLLEGE

HOW TO RECORD YOUR PUNCHES & HOW TO TRANSFER
DEPARTMENTS WHEN PUNCHING IN

V

1. Go to: https://selfservice.ascentis.com/MoravianCollege
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 College
UserID

mascotm

Forgot user ID?

Password

Forgot password?

First time user? Sign up here.

3. Click on “Login”

Ascentis

Company
Maoravian College

User 1D
mascotm
Forgot user ID?

Password

Forgot password?

I

First ime user? Sign up here.

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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https://selfservice.ascentis.com/MoravianCollege
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HOME TIMEKEEPER COMPANY

[-EiL ~ Welcome to Moravian's HR portal! “‘t ~ Have you given a #MOPAW lately? &»-t
Y ;
-y

= .:5W:elc§m'e 0.0

Dashboard

Add/Remove Widgets

b [

Find out how to give a MoPaw, where to get them,

Within this portal, yo_u can .change your address and Gk T AT o oo b o aed wions matot
name, change your witholdings on your taxes, update

direct deposit information, and more! = %
~ ESS User Guides Lt

COMING SOON - You will soon be able to submit timesheets, time off requests, Need he | p"
edit your benefit information, and view your pay from the new Employ

self-senvicel Read through these helpful guides!

~ TIAA retirement financial consulting at no cost to you! (%
~ Web accessibility

- - Moravian College is committed to making its website accessible to all users. Should yo
You can meet with a TIAA Financial find content that is inaccessible, please contact support@ascentis.com.

Consultant at Moravian College

5. Click “Punch” when you are starting your day and leaving for the

day.

p— 1 Wed Jun 6, 2018 12:33:59 PM
—3 -Ilgmoeyekeeeper ﬁ * MASCOT, BENNY (520934) o\' 'x‘ o (
Clock Wed, June 6, 2018, Eastern Time Timesheet )

[]3

Pay Period: Cument Pay Period v 4 | 05/26/2015 (Sat) - 08/08/2015 (Fri)| »

238, E

Exception:

_ G} Punch l & Transfer _ = e " - o S

Last Clock In

Status: OPEN

Last Clock Out

Pay Code In Out Reg OT1-0T-2

Summary: Reg oT
May 26, 2018 - Jun 8, 2018 0.00 0.00

Message \)) (& Private Message

Leave Management (¥

[ (@ send Reminder [ Request Leave

« ‘ 171 ’ »

Pay Code Last Post Date Post Type Accrued/Used Available

= = 0.00 0.00
- - 0.00 0.00

Request Status :

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. Your punch is now recorded

"7

= [imekeeper f * Nscor e (), X O
Clock Wed, June 6, 2018, Eastern Time Timesheet )
[ | ) h Pay Period: Current Pay Period v 4 || 05/26/2015 (Sat) - 0810212018 (Fri)| | b || =
L] L }_5,6_{ Status: OPEN
I 2 | 34 ]
PM Exception:

_ © Punch l # Transfer _ = St . i o S

« Your punch was recorded on Wednesday, June 6, 2018, at 12:34 PM Eastern Time. Your punch
may not appear in the timesheet right away.

Last Clock In
Last Clock Qut
Summary: Reg oT
May 26, 2018 - Jun 8, 2018 0.00 0.00
Leave Management (¥ Message () % Private Message
[ & Send Reminder ] [ Request Leave
- « ‘ 1i1 > »
Pay Code Last Post Date Post Type Accrued/Used Available
0.00 0.00
0.00 0.00

Request Status :

PLEASE NOTE: You should have at least two punches every day!

->Continued

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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HOW TO TRANSFER DEPARTMENTS WHEN PUNCHING IN

‘\il

1. Go to:
https://selfservice.ascentis.com/MoravianCollege/STS/signin.aspx

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 College

User ID
mascotm
Forgot user ID?

Password

===

Forgot password?

First time user? Sign up here.

3. Click on “Login”

Ascentis

Company
Maoravian College

User 1D

mascotm
Forgot user ID?

Password

Forgot password?

I

First ime user? Sign up here.

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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HOME TIMEKEEPER COMPANY
20 ~ Welcome to Moravian's HR portal! Lt
Dashboard

o TN e Y
= #Welconte

|
-
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Within this portal, you can change your address and
name, change your witholdings on your taxes, update
direct deposit information, and more!

COMING SOON - You will soon be able to submit timesheets, time off requests,

edit your benefit information, and view your paystubs from the new Employee
Self-Service!

~ TIAA retirement financial consulting at no cost to you! S 4

You can meet with a TIAA Financial

Consultant at Moravian College

5. Click "Transfer”

= Timekeeper

~ Have you given a #MOPAW lately? Lt

Find out how to give a MoPaw, where to get them,
what to do if you recieve one, and more here!

~ ESS User Guides s 4

Need help?

Read through these helpful guides!

~ Web accessibility

Moravian College is committed to making its website accessible to all users. Should yo
find content that is inaccessible, please contact support@ascentis.com.

Wed Jun 8, 2018 12:45:53 PM

0O =o

Employee ﬂ * (@ Timeshests MASCOT, BENNY (520084)
Clock Wed, June 6, 2018, Eastern Time Timesheet
. \ . : Pay Period: CurrentPay Period v | 4 [05/25/2015 (Sal) - 06082018 (Fri)| | » || =
L] L] Status: OPEN
| n
PM Exception:

_ G) Punch l & Transfer _ o Ste . o = SRR
Last Clock In 06/06/2018 12:34 PM 06/0672018  DWORKHOURS]  12:34PM 000 000
Last Clock Out

Pay Code In Out Reg 011 -0T1T2
O[WORK HOURS] 12:34 PM 0.00 0.00
Summary: Reg oT
May 26, 2018 - Jun B, 2018 0.00 0.00
Leave Management Message () @ Private Message

[ & send Reminder ] [ Request Leave

Pay Code Last Post Date Post Type Accrued/Used Available
- = - 0.00 0.00
- - - 0.00 0.00

Request Status :

« ‘ 1i1 ’ »

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 “PR Dept” dropdown list

\/

(-

| Employee LI U 1imesneets AL, UL ysuouey - —_ -
Clock Wed, June 6, 2018, Eastern Time Timesheet ()
_ @ Punch l 3:' Cancel _ hilsiiathig : LI mmen 2
T i Status: OPEN
PR Dept.: 19310 [RES UNITS MAIN Q | Object: 6306 [GENERAL WAGES QU ESubmit —
Exception:
Date Pay Code In Out Reg OT-1-0T-2
06/06/2018 O[WORK HOURS] 12:34 PM 0.00 0.00
Summary: Reg oT
May 26, 2018 - Jun 8, 2018 0.00 0.00
)
l G send Reminder [ Request Leave
: “ 4 »
Pay Code Last Post Date Post Type Accrued/Used Available
- = - 0.00 0.00
- - - 0.00 0.00

Request Status :

7. Find the department you are transferring to and click “OK”

I Search Groups

00000 [Mone]

00100 [Human Resources)

00410 [Payroll]

00420 [Accounting]

08020 [PRESIDENT'S COFFICE]
08030 [BUSINESS OFFICE]
08040 [TITLE 1X & COMPLIANCE]
08050 [HUMAN RESOURCES]

08100 [GENERAL ADMIN SUPPORT]

D&720 [SEMINARY DEAN'S OFFICE]

1 2 3 4 5 >

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 “Punch”

Clock Wed, June 6, 2018, Eastern Time
_ G Punch I ¥ Cancel _ il : . ‘w‘ _—
Status: OPEN
PR Dept.: 00100 [Human Resources Q. Object: 6306 [GENERAL WAGES Q. G subm S
Exception:
Date Pay Code In Out Reg OT-1-0T2
06/06/2018  O[WORKHOURS]  12:34PM 0.00 0.00
Summary: Reg oT
May 26, 2018 - Jun 8, 2018 0.00 0.00

Leave Management ()

Message (::_)‘:) [ Private Message

[ @ send Reminder

[ Request Leave

« ‘ 171 ’ »

Pay Code Last Post Date Post Type Accrued/Used Available

- - - 0.00 0.00
- - - 0.00 0.00

Request Status :

9. You will now be able to see the new PR Dept punch in your
timesheet

Timesheet

Pay Period: Current Pay Period r 4 || 0512612018 (Sat) - 06/08/2018 (Fri)| b | | = Status: OPEN | Q| & Submit

<4 Wednesday, 06/06/2018 12:49:15 PM Eastern Time

= Timesheet MASCOT, BENNY - 520984 =
M Save @®Delete X Undo & Recalculate  # More Functions v

| | Date Pay Code In Out Reg o141 or2 Daily Hours Total Hours PR Dept.
E | WWed D6/06/2018 O[WORK HOURS] 12:34 PM 12:48 PM 0.30 0.00 0.00 0.00 0.30  19310[RES UNITS MAINT & OPER]

L] Wed D6/06/2018 O[WORK HOURS] 1243 PM - 0.00 0.00 0.00 030 000 00100 [Human Resources]

—=  Timesheet Summary

Group By: | Pay Code v

E e e R R RIPS T B

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



mailto:HR@moravian.edu

