HOW TO SEE YOUR DIRECT REPORTS

1. Click on “MY TEAM?” tab
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2. Click on the employee you would like to view under “My Direct
Reports” tab
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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. Here you can see all of your team members information
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Employment Employee ID: 520987
Job Title: Test Employee
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Work Phone Number: (610 .y 451-1300 I
Job Work Email: dgeorgedd@gmail.com

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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