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The Helpside Company Tools allows clients to upload documents including employee handbooks for
employees to view and sign. It also allows clients to include custom links and important messages and
announcements in the Helpside Employee Tools dashboard. You can choose which of your employees
have access to the Company Tools.

Go to: tools.helpside.com

HELPSIDE
Sign In
Welcome back! Please sign in below with your Helpside account to access the Helpside Tools. i . i .
Sign in using your Helpside Account Username
and Password.
D Keep Me Signed In Forgot username or password? . .
11 show password Register for Account C].].Ck on Slgn In-

I'm not a robot

(" signin )

After logging into Helpside Tools, you will find a menu option along the top of the screen that says
Company. This is where you will find Company Communications.

_ Employee Manager Company =

iy Company Information [T] Company Settings

Company Information Bank Accounts
Contacts/Owners
Departments
Divislons

Jobs/Positions

[ co mpany Communications g Pay Codes

Document Management Pay Croups
Announcements / Messages Projects
Company Links PTO Plans

Document Management allows you to upload new documents for your employees to view and sign
electronically. You have two options for uploading documents: Employee Handbook or Employee
Documents. Employee Handbooks are used in the employee onboarding process, so they are uploaded
separately from other documents.


https://tools.helpside.com/
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Document Management

Upload Employee Handbook

Upload your current employee handbook to be including during employee onboarding. Employees will be able to download and review the handbook and will be required to sign an acknowledgment
form before continuing

( Add New Employee Handbook )

Upload Other Documents

Upload additional documents not to be included in employee onboarding. These documents are available on the Employee Dashboard after onboarding is completed. These may include company
values, parking procedures, non-compete agreements, etc. These documents can require signatures or simply be informational.

(" Add Other Document )

When you add a new document or handbook, you will have the option to require employee signatures
for all employees or just those employees you select. If you choose not to require any signatures, a link to
the document will display on the employee dashboard.

Upload Employee Handbook

| Choose File | No file chosen

Close (" submit )

If you add a new document that is not an employee handbook, you will have the option to select one of
the already uploaded documents to be replaced. Whenever you replace an existing document, we add a
new version of that document but will keep the past versions of the document as long as a signature
was required. If you add a new employee handbook, it will automatically replace the existing employee
handbook, if applicable.

You are also able to manage the documents and view all employee signatures in the Document
Management tool.

Documents

Documents with Signature Required

No Documents

Archived Documents
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Employees will see an Outstanding Task notification on their dashboard when there is a new
document for them to view and sign.

By clicking on Announcements/Messages you can add announcements and messages that your
employees will see on the dashboard each time they login to the Helpside Tools.

Create Announcement / Message

500 Characters Remaining

= Message Priority ... v

mm/dd /yyyy m} mm/dd /yyyy 0

Close Submit

Company Links allows you to add custom links to your employees' dashboards in Helpside Tools.

Choose Company Links and then click on Create Company Link. Then enter in the name of the link and
the URL.

Add Company Link

Close ( Submit )

Employees will see the links each time they login to Helpside Tools.

If you have any questions about the Company Settings tool, please contact a member of the Client
Success team at Helpside at 1-800-748-5102 or service@helpside.com.



