
Employee – How to Approve Your Timecard 

 

 

How to approve timecard in WorkforceHub Advanced (if required by employer) 
 
Step 1: Log into WorkforceHub Advanced at 
https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx . 
 
Step 2: From the banner at the top select TIME.  
 
Step 3: This will take you to your timecard. 
 
Step 4: Select the pay period you want to approve. 
 
Step 5: To approve your timecard, select the APPROVE button on the top right corner of your timecard. 

 
 
Step 6: Select APPROVE again. 
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