
 

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

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

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)  

 

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

4. Click “Timekeeper” 

 

5. Click “Punch” when you are starting your day and leaving for the 
day. 
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Should you require assistance using these instructions or employee self-service in general, please 
contact HR@moravian.edu or call 610-861-1527. 
 

6. Your punch is now recorded 

 

 

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

 

 

 

 

 

 

 

 

 

          Continued  

mailto:HR@moravian.edu


 

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

HOW TO TRANSFER DEPARTMENTS WHEN PUNCHING IN  

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)  

 

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

4. Click “Timekeeper” 

 

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

6. Click on the “PR Dept” dropdown list 

 

7. Find the department you are transferring to and click “OK” 
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Should you require assistance using these instructions or employee self-service in general, please 
contact HR@moravian.edu or call 610-861-1527. 
 

8. Click “Punch” 

 

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