
Finalizing Payroll - WorkforceHub 

 

 

Log into WorkforceHub Advanced at 
https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
 
Why is Finalizing your payroll important?  
Finalizing can: 

• Protect timecard data from being changed once timekeeping is ready to submit 
• Lock out all levels of users from editing and approving timecards 
• Ensure that historical timecard data is consistent with payroll 
• Prevent managers and supervisors from unintentionally or intentionally altering 

timecards post-payroll, exposing your company to compliance violations. 
• Preserves rules on your account. 

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

  
Step 2: Select Payroll Review on the menu to the left.  

 
Step 3: Select the appropriate pay period. 
Step 4: Select PROCEED. 

 

https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx
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Step 5: Review and APPROVE (6) /DENY (7) any Pending Time Off Requests.  
Step 8: Select NEXT in the bottom right to continue. 

  
Step 9: Review and correct any Missing Punches. 
Step 10: Select the employee, this will bring up their time card where you can make the EDIT. 
Step 11: APPROVE the timecard with your changes. 
Step 12: Select NEXT. 
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Step 13: Review the timecard totals to make sure nothing seems out of the ordinary. If you are 
using timecard approvals, confirm your timecards are approved (you can proceed with finalizing 
payroll without all timecards approved but this is not recommended). You can see the approval 
status under the APPROVAL column.  
 
Step 14: Select NEXT.  

 
Step 15: Select the check box next to the pay period you are ready to finalize. (If you select the 
most recent, completed pay period, the system will also select any unfinalized pay period 
preceding it.)  
Step 16: Select SUBMIT. 
Step 17: Select NEXT.  
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Notify your payroll specialist that you have finalized the payroll in WorkforceHub Advanced.  
If you need a pay period unfinalized please contact your Payroll Specialist for assistance. 
The final page has an option to export time card data. Keep in mind that your Payroll Specialist 
will take care of exporting the data to Helpside’s Payroll software. This step is optional, but you 
may find it helpful to export the timesheets. Always only select the EXPORT option.  

 
 


