
How to Request Time Off (if allowed by your employer) 

 

 

Time Off Requests cannot be modified once a pay period has been finalized.  Please contact your Payroll 
Specialist for any needed changes once a payroll has been finalized.  
 
Log into WorkforceHub Advanced at https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
 
From the WFH-Advanced Dashboard, select TIME at the top of the screen.  

 
 
From the menu on the left, select Time Off. 

 
 
Step 1: You may click on either the time off category names or  
Step 2: REQUEST TIME OFF to open the time off request.   

 
 
Do not use the RUN BALANCE REPORT, this will not display your correct balance. To verify your available 
balance(s) check Helpside Tools. After verifying in Helpside Tools you may proceed with the request. 
 

 
 

https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx


How to Request Time Off (if allowed by your employer) 

 

 

Step 3: Enter the date(s). 
Step 4: Select the correct Time Off Type. 
Step 5: Select the correct Hours Per Day.* 
Step 6: You may also add a comment if desired  . 
Step 7: Then click on the REQUEST TIME OFF button to submit your request.   
 

 
 
*To request specific hours of a day, click on Edit hours manually then click the date to open the time 
selector.  Enter the start and stop times of your time off request. 

  

 
 
 
 
 
 
 
 
 
 



How to Request Time Off (if allowed by your employer) 

 

 

 
You will receive an email notification like the one below when your time off has been reviewed indicating 
whether it is approved, denied, or conditionally approved.  You cannot modify a time off request once it 
has been approved.  If changes are needed, you will need to withdraw the request and submit a new 
request.   
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



How to Request Time Off (if allowed by your employer) 

 

 

Conditionally Approved 
The below shows an example of a supervisor conditionally approving time off:  
 

 
 
Log into WorkforceHub Advanced at https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
 
From the WorkforceHub Advanced Dashboard, select TIME at the top of the screen.  
 

 
 
From the menu on the left, select Time Off. 
 

 
 
Your dashboard will show your modified requests.  Click on View Changes.   
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How to Request Time Off (if allowed by your employer) 

 

 

Review the manager’s modifications, then click ACCEPT or WITHDRAW.  If you choose to withdraw the 
request, you will be prompted to confirm.   
 

 
 
 
 
 
Withdrawing a Time Off Request 
On the Time Off dashboard you will see approved time off requests.  Select the request you wish to 
withdraw and click the WITHDRAW button. You will be prompted to confirm.  
 

 

  
 
 
 


