
How to Approve Timecards – WorkforceHub 

 

 

Log into WorkforceHub Advanced at https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
 
Step 1: Select TIME at the top of the screen.  
 

  
 
Step 2: Select an employee’s name. 
 

 
 
 
 
Step 3: Review the timecard and punches. If everything is correct, click APPROVE.  
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Step 4: A message will pop up asking you to confirm the approval, click the box for I Agree. 
 
Step 5: Select APPROVE. 
 

 
 
The timecard will show approved. It can be unapproved for changes by selecting UNAPPROVE in the top 
right of the timecard, you will need to reapprove the timecard after you make any changes. 
 

 
 
 


