
Editing Employee 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 Time Card at the left hand of the screen. 
 
Step 3: Select the employee’s name you wish to edit.  
 

 
 
Step 4: You may EDIT or ADD punches on this screen.  
 

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