HELPSIDE

Log into WorkforceHub Advanced at https://helpsideinc.myfileguardian.com/PostOffice/Signin.aspx

Editing Employee Timecards — WorkforceHub

Step 1: Select TIME at the top of the screen.

& WorkforceHub Advanced

PEOPLE

Step 2: Select Time Card at the left hand of the screen.

Step 3: Select the employee’s name you wish to edit.

Time Card e My Time Card Manage Time Cards
Time Off
< Nov 1-Nov 14 > ACTIONS +
Schedule
Reports APPROVAL HOURS
Time Card Day View Employees Manager  Employee Time Off Regular Overtime Tot:
Payroll Review Pay Period Totals 1 of 50 0 of 50 6.00 76.07 82.07
Advisor, Trusted
Anderson, Joseph (3] 9.00 9.00
Time Card Manage Time Cards
Time off Approval
4 MNovl-Novld > COLUMNS CTIONS v .
Schedule
Hepors Pay Period Details Anderson, Joseph
Time Card Day View
Payroll Review Pay Period Totals Actions. Date Time Category Hours ~ Depariment  Shift
- sat, N
Anderson, Joseph
Week Total (Sun, Oct 27 - Se1, Nov 2) 00 1

Step 5: Make sure to select SAVE after making any changes, or they will not take effect.

COLUMNS ~ ACTIONS ~
Pay Period Details

Pay Period Totals A“‘i““se Date Time

] a
Advisor, Trusted iy 02_ ae | FThNov1 8:00am

Anderson, Joseph

Manage Time Cards

Anderson, Joseph

Category

5:00pm

Approval

Hours  Department Shift

*  9.00
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