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HOW TO CHANGE AN EMPLOYEE’S CAMPUS LOCATION

1. Click on “MY TEAM” tab
MORAV[AN °Inbox * What's New

UNIVERSITY

Home My Self Timekeeper My Company Reporting i

~ Professional Development ~ Educational Benefits
Policy & Form

Tuition Remission
Development Approval Form
Tuition Remission Approval
Form - Requires AMOS log in

and Training

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

Professional Dﬁvelopment at Moravian
niversity

Moravian University is excited to partner with Academic Impressions to bring higher education-specific

professional and leadership development to our institution.

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

Removing Barriers to Student Learning: Inclusive Syllabi Assignments
Faculty
Faculty Voice: Strategies to Improve Your Online Course Communication
Designing Greative Solutions for Your Toughest Challenges
Staff
Integrating Inclusivity into Your Leadership Philosophy
Time Management: Focusing on Your Priorities and Purpose
Students
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2. Click on the employee you would like to change under the “My
Direct Reports” tab

MORAVIAN - L

UNIVERSITY
Home My Self MyTeam Timekeeper My Company Reporting

My Team

My Team Home

e My Direct Reports (2)

“ View 35 32 = search by | All my immediate reports  *

Comenius, John Zinzendorf, Count v.
Test Employee Test Employee
Active/Full Time/Regular Active/Part Time/Regular
5/4/2000 112011
. (610) 861-1300 . (610) 861-1300
E3 dgeorge44@gmail.com Ehr@moravian.edu
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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.
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3. Click on “Personal” tab

MORAVIAN
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Home My Self MyTeam Timekeeper My Company Reporting

I My Team

VALY Comenius, john -

A Personal
- Personal Information

Contact Information

Emergency Contact
Information
Employment Employee ID: 520987
Job Title: Test Employee
Compensation Employment Status:  Active/Full Time/Regular
Work Phone Number: (610) 861-1300
Job Work Email: dgeorge44@gmail.com
Timekeeper

4. Click on “Campus Location”
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Home My Self MyTeam Timekeeper My Company Reporting

I My Team

["WArY. Comenius, john - X

J Personal
Intarmation

- Jenzabar D

Background Checks
Employment Employee ID: 520987
Job Title: Test Employee
Compensation Employment Status:  Active/Full Time/Regular
Work Phone Number: (610) 861-1300
Job Work Email: dgeorgedd@gmail.com
Timekeeper

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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5. Click “Change”

| Comenius, John - Campus Location - X
| Campus Location

|

' Building
Comenius Hall

Floor/Room
1st floor

Last changed 05/31/2018 by George, Dior D.

6. Change necessary information

| Comenius, John - Campus Location

| Campus Location
|
' Buildin

Floor/Room

' 2nd floor 1>

Lost changed 05/31/2018 by George, Dior D.

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. Click “Save”

| Comenius, John - Campus Location

| Campus Location

|

' Building

ar

Johnston Hall

Floor/Room
| 2nd floor

Last changed 05/31/2018 by George, Dior D.

8. The Campus Location has now been updated

| Comenius, John - Campus Location - X
| Campus Location

|

! Building
Comenius Hall

t  Floor/Room
1st floor
]

Last changed 05/31/2018 by George, Dior D.

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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