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How to approve timecard in WorkforceHub Advanced (if required by employer)

Step 1: Log into WorkforceHub Advanced at
https://helpsideinc.myfilequardian.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.
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| hereby affirm that | have accurately recorded all hours | worked, (including hours outside of my
normally scheduled workweek and overtime), | have received all of the meal periods and rest periods,
to which | was entitled based on the number of hours | worked and | have had the opportunity to make
any necessary comrections to this time record before | signed it.

Hours Summary

TOTAL HOURS: 75.97

Comments (optional)
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