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Step 1: You will receive an invitation to the email address you used for onboarding, select the
‘Click here to accept the invitation and set your password’ link. You will have 24 hours to
register for an account.

Hellol

You have been invited to the WorkforceHub site for Helpside WFH Adv Demo.

Click here to accept the invitation and set your password o

If you believe you received this email in error, just ignore this email.

Best regards,

Swipeclock’s WorkforceHub Team

Step 2: Choose a secure password. Be sure to take note of this password as this is what you will use to
clock in/out and access WorkforceHub Advanced moving forward.

Step 3: Enter your chosen password again. Once you have entered a secure password select ACCEPT
INVITE.

WorkforceHub Invite

You have been invited to a WorkforceHub site.

Please set your password below and we will redirect you to the site
once complete:

Password *

o ACCEPT INVITE —>
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@
" ELPSI DE How to register for WorkforceHub - Employee

Step 4: On the next page check that you agree to the Privacy Policy.
Step 5: Check that you agree to the End User License Agreement.
Step 6: Then select AGREE.

Please Agree to the following

Review of Privacy Policy by Employee

I confirm | have read and agree to the terms of the Privacy Policy,
including consent to the collection, storage, and use of my
biometric data.

| agree to the Review of Privacy Policy by Employee e

End User License Agreement

In order to use this website, you must agree to all terms and
conditions. If you choose not to agree, you will not be able to
continue.

| agree to the Terms and Conditions o

oL=R
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Step 7: You can now clock in/out, request time off, and view your timecard in WorkforceHub. You can
access tutorials for these on Helpside’s Client Help and Support page: https://www.helpside.com/client-

help/.

If you would like to sign up for email and push notifications follow the instructions below.
1. In your WorkforceHub Advanced Profile select your name in the top right corner.

DASHBOARD TIME PEOPLE ) Lisa Klein

2. From the drop down select My Employee Record.

Lisa Klein
o X
Helpside WFH Adv Demo
My Employee Record e

Reset Password

WorkforceHub Knowledge Base

Sign Cut

4. Go to the NOTIFICATIONS tab.
5. Select the blue icon with a pencil in the bottom right corner.

PERSONAL EMPLOYMENT CONTACTS NOT\FICATIONSo

Employee Notifications

Notification Name Delivery Method Received for
Time Off Request Approved, Denied, or Conditionally Approved Email, Push Self
Schedule Published or Modified Email, Push Self
Open Shift Available Email, Push self
Forgot to Clock In Email, Push self

Company Messages Email, Push self



https://www.helpside.com/client-help/
https://www.helpside.com/client-help/
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6. Uncheck any notifications you don't wish to receive.
7. When you are done select SAVE.

PERSONAL EMPLOYMENT CONTACTS NOTIFICATIONS

Employee Notifications

Noification Name Email Push Received For
Time Off Request Approved, Denied, or Conditionally Approved Self
Schedule Published or Modified Self
Open Shift Available o Self
Forgot to Clock In self
Company Messages self

-



