
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 REQUEST VACATION OR PERSONAL TIME 

1. Go to: HRportal.moravian.edu
2. Type in Net ID use rname 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 na me first initial)

3. Click on “Login”

https://selfservice.ascentis.com/MoravianUniversity/STS/signin.aspx?ReturnUrl=%2fMoravianUniversity%2f
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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. Find “Leave Management  and click on the arrow
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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. Clic k “ Add Request ”

7. Select a template and select “Multi-Day” if you are requesting
more than one day in a row.
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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. 

10. Type in a message to your Supervisor if needed and click “Next ”
(Your supervisor will then get a notification about your time off request.)

11. Delete any non-worked days (ex. If you work Monday- Friday and
Saturday and Sunday are shown) and click “ Submit ”
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