
How to Clock In and Out Using WorkforceHub 

 

 

 
Step 1: Log into WorkforceHub Advanced at 
https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
 
Step 2: On the Webclock make the appropriate selection CLOCK IN 
or CLOCK OUT.  
 
 
 
 
 
 
 
 
 
 
 
Step 3: If your company requires additional information at 
clock in or out, enter the requested information. 
 
Step 4: Once you have filled in the additional information 
select FINISH PUNCH. 
 
 
 
 
 
 
 
 
Step 5:  You will receive a confirmation screen when you 
have successfully Clocked In or Out.  
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