@
" ELPSIDE Assigning a Supervisor in WorkforceHub

Assigning Supervisors (you must have Client Admin access in WorkforceHub Advanced)

Step 1: Log into WorkforceHub Advanced at
https://helpsideinc.myfilequardian.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

& wWorkforceHub Advanced DASHBOARD TIME PEOPLE  ADMIN

Organization Chert Employees

Employes Invites

Bulk Add and Edit 4 Last Name First and Middle Name Employee Code Office Phone Email
Advisor Trusted 01 sallredg@helpside.com
Anderson o Joseph M 28645 awalker+rehiretest@helpside com
Q@ B Ryan 133852 jake-poulson30+193852@gmail.cam

Step4:  Select the Employment tab
Step 5.  Select the blue pencil icon on the bottom right

PERSONAL E!\‘F‘LDY!\‘ENTo CONTACTS NOTIFICATIONS SETTINGS ROLES

Employment Details

Employes Code External ID
N28646 N28646
Original Hire Date JobTite 5D

Feb 9th, 2015

Last Re-Hire Date Employment Type 49
Feb 4th, 2024 oT
Termination Date Hours PesWesk O
Employee Status Exempt £
Active No
Organization

epartment (D) tion £

- Main Office

Customer Service Rep -

Compensation

Default PayRate 43

20.00


https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx
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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).
Step7:  Save your selection and you are done.

Compensation

4 2000

Assigning Roles (you must have Client Admin access in WorkforceHub Advanced)

Step 1: Log into WorkforceHub Advanced at
https://helpsideinc. myfilequardian.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

&8 wWorkforceHub Advanced DASHBOARD TIME PEOPLE ADMIN

Organization Chart Employees

Employes Invites

Bulk Add and Edit “ Last Name First and Middle Name Employee Code Office Phone Email

Advisor Trusted 101 sallred@helpside.com

N28646 awalker+rehiretest@helpside.com
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@ e Byan 193852 jake.poulson30+133352 @gmail.com

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


https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx
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EMPLOYMENT CONTACTS NOTIFICATIONS SETTINGS ROLES e

Role Assignment

Fale Additional Pemizzions

Empioyes

2 00
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Step8:  Select the Manager radio button

Add Role x
Step9:  Select what they are allowed to do as a manager

Role Mame
Step 10: Select Save (@ Manager

() Company Admin

() Scheduler

Additional Permissions
[] Modify Employee

[] Create Employee e
[ View Wages

[] Modify Punches

[0 Maodify Passwaord
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Step 11: If the manager also needs to manage schedules Add Role X
you will need to repeat steps 6 and 7 but this time, select
the Scheduler radio button. Role Name
() Company Admin
Step 12: Select Save @ Schedler 0



