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Assigning Supervisors (you must have Client Admin access in WorkforceHub Advanced) 
 
Step 1: Log into WorkforceHub Advanced at 

https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
Step 2: Select People from the banner at the top 
Step 3: Select Employee 
Step 4: Select the employee you need to add or change the supervisor on 

 
 
 
 
 
 
 
 
 

 
Step 4:       Select the Employment tab 
Step 5:       Select the blue pencil icon on the bottom right 
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Step 6:      Select the appropriate manager from the dropdown menu (if the manager is not available in the 
dropdown list you will need to give the manager access, see assigning roles section below). 
Step 7:      Save your selection and you are done. 

 
Assigning Roles (you must have Client Admin access in WorkforceHub Advanced) 
 
Step 1: Log into WorkforceHub Advanced at 

https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
Step 2: Select People from the banner at the top 
Step 3: Select Employee 
Step 4: Select the employee you need to add or change the supervisor on 

 
 
Step 5:    Select the Roles tab 
 
Step 6:    Hover over the blue pencil icon in the bottom right corner 
 
Step 7:    Move your cursor to the “Add Role” icon above it and click it 
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Step 8:       Select the Manager radio button 
 
Step 9:       Select what they are allowed to do as a manager 
 
Step 10:    Select Save 
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Step 11:   If the manager also needs to manage schedules 
you will need to repeat steps 6 and 7 but this time, select 
the Scheduler radio button. 
 
Step 12: Select Save  
 
 


