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HOW TO CANCEL AN APPROVED VACATION REQUEST FOR A
DIRECT REPORT
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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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4. Click “Timekeeper”
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HOME TIMEKEEPER MY COMPANY

o ~ Welcome to Moravian's HR portal! e ¢ ~ Have you given a #MOPAW lately?
Dashboard
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1R = Find out how to give a MoPaw, where to get them,
Within this portal, yo_u can .change your address and el 6 ) okt s, s e bk
name, change your witholdings on your taxes, update

direct deposit information, and more! .
~ ESS User Guides

COMING SOON - You will soon be able to submit timesheets, time off requests, | Nleed help?
edit your benefit information, and view your paysluhs from the new Emplcyee
Self-Service! &
Read through these helpful guides!

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

You can meet with a TIAA Financial

find content that is inaccessible, please contact support@ascentis.com

Consultant at Moravian College

Moravian College is committed to making its website accessible to all users. Should yo!

5. Find the “My Team” tab located under the person icon in the right

hand corner of the screen. Click “My Team”

- Timekeeper Wed Jun 6, 2018 02:04:19 PM
= Employee ﬁ BENIGNA. HENRIETTA (520658)
& My Team
Clock Wed, June 6, 2018, Eastern Time Leave Management (¥
R Profile
G sendF __
2= Seftings
| | | |
[ ] [ ] Pay Code Last Post Date Post Type Accrued/Used
— . . = 0.00
Last Clock In . 0.00
Last Clock Out Request Status :
Pay Code In Out Reg 0OT1-0T-2 Date Pay Code Days

& Private Message

« ‘ 11 ’ »

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

Available

0.00

0.00
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Assist Panel ° ® Bi-weekly (Sat - policy 4) ¥ | Current Pay Period * | 4 06/09/2018 (Sat) - 06/22/2018 (Fri) p

Exceptions PTO Status Timesheet Status

. 0 0 28 10 . 0 3 196 13 0 1 0
Early In Early ... Tardy Late ... Pending in:

UNOPEN OPEN susmIT PAYROLL

Employee Seniority

Count: 1801

(& Private Message +

Count: 0

Timeoff Request Pending + Le: ¥

Pending: 5 Leave Shared: 0

Timeoff Request Approval

3

Public Message

Count”

7. Click on “Approved”

Requests Time-Off Request q
“Undo | | @Approve All | | @ Reset Filter | | ElAdd Request | ¥ Paycode Filter v|4 May2018 |E| » - 4 Oct2018 &
L = ]
Employees All Requested Pending
B The Post Scheduled Paycodes Process was completed at 06/19/2018 09:21 AM B calendar B List # Daily Request Count

¥ Filtar Ernlrusa mae - 4 2 asledlmd

8. Click on “Change Status” to remove all days

Requests Time-Off Requests Schedule Requests
4 Undo | @ ResetFilter| | B Add Request | ¥ Paycode Filter All vi4d May2018|E P - 4 Oct2018 =
-+ Group Filter: None: 7 3 4 20 1 1
Employees. All Requested Pending Approved
@ The Post Scheduled Paycodes Process was completed at 06/19/2018 09:21 AM B3 Calendar = List 1 Daily Request Count
Y Filter Employee Status: | All v 1 2 3+ 5+ .
Employee Count: 4 " Expand All || = May 2018 June 2018 July 2018
. Change Status - S S(MIT(WIT RS [S[MTIw TR ST W T |F
1 2 3 4 1 1 2 3 4 5| 6
L Change Status i 2
A &5 6 7 8 9 10 " 2 3 4 85 6 7 8 7 8 9 10 11 12 13
] Change Status 6 1201314 15 16 17 18 9 1011 12 13 14 15 14 15 16 17 18 19 20
[520984] MASCOT, BENNY Change Status : 5 . 19 20 21 2223 24 25 16 17|18 1920 21 22 21 22 23 |24 25 26 | 27
26 27|28 29 30 A 23 /24 25 26 27 28 29| 28 29 30 | AN
30
August 2018 September 2018 October 2018

s s M T w T F s Ll M T W T F s el M T w T F

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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9. Click “Remove” and click “Save”

[520984] MASCOT, BENNY Change Status | 2,

10. To remove only certain dates click on the dropdown arrow

[520984] MASCOT, BENNY Change Status : 2 >

11.Change the status to remove and click “Save”

[520934] MASCOT, BENNY Change Selected : 2
[ ] Date Pay Code Req...Avai...Requested On 12 Status Start End Note
|wf| Sepd 2018 2 [WAC] 8.00 -16.00 6M158/2018, 10:0... Remove r [

i

[ | Jun21, 2018 2 VAC] 8.00 -8.00 6M9/2018, 9:18 ... Approved v

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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