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" ELPSI DE Pulling a Timeclock Summary Report

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.

PEOPLE

From the menu on the left, select Reports.

&2 WorkforceHub Advanced

Time Card

Time Off
Schedule
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Time Card Day View

From the Reports menu, select Summary Report.

[TIME AND LABOR / Reports

Approvals without E-Acknowledgments &
A report that shows which timecards have been approved, grouped by department and designated supervisor. Includes missing punches and total
hours for the pay period

Daily Auto Email Report @
An gutomated report emailed to management containing time card data for the prior day.

Detail Report®@

A punch-by-punch time card report displayed in calendar format which includes subtotal, sort, and filter options

Labor Code Reporting &

A report that tracks and reports on total labor hours. It can be viewed by labor code ar by employee.

Labor Report
A report designed to track hours and earnings by labor segments. Has options to sort, filter, group, and subtotal the data.

Pay Period Sub-Totals &

A summary report showing heurs by punch category (pay type) for a single date or date range. This report does not include individual employee data.

Pay Period Summary &
A summary of hours by employee.

Punch Notes Summary &
This report aggregates any comments and notes made on the time card

Summary Report &
A summary of time card activity, by employee, with options to show clock prompt data.

Time Card Audit Log &

A change log detailing any manual edits made to the time cards

Time Off Request Report 2

This report displays both historical and future time off requests

Work Week Report 2

A summary report which averages employee hours and applies a standard for full-time equivalency.



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

HELPSIDE

Pulling a Timeclock Summary Report

Step 1: Select Pay Period or enter range start and thru dates.

Step 2: In “Report Options”, check mark the option you want the report to display.

Step 3: Include Which Employees will default to All Active Employees. Change selection if needed.

Step 4: Include Which Additional Fields will have options if additional fields are tracked (such as job
costing). Check mark fields you would like the report to display.

Step 5: Sort By defaults to Name (Last, First). IF another method is preferred, select Other and choose from
the drop-down list (example: Home Department).

Step 6: Filter By is optional.

Step 7: Click Submit.

Summary Report

Company-wide summary for a pay period or custom date range. Shows total hours and earnings for each employee, broken down by category.

O 1111/24 thru 1114724 (current)
@ 10/15/24 thru 10/31/24 (prior)
O 1011724 thru 10114724
) 8/15/24 thru 9/30/24
91724 thru 9/14/24 (finalized)
8/15124 thru 8/31/24 (finalized)
8/1/24 thru 8/14/24 (finalized)
_)_TH5/24 thru 7/31/24 (finalized)
More pay periods..
|_ Enter range: | fthru| |
Show Wages
[Z) Show Dollar Amounts
[[] Show Week Breakdown
e [CJ Show Approval Signature Line
[[J Show Employee Code
[ Show Count of Edits

) Show Row Mumber
[CJ Do not include unpaid categories

Pay Period

Report Options

O All active employees

@ All employees (including inactive)
Include which employees? © Specific employees

(' All employees in group

) Select by criteria
Include which additional data fields? o g Tmecarc-Deparment

@ Name (Last First)
Sort By ° ':7:1' Emplo
| (_) Other | Select a Home or Clock Prompt Field v ‘l

Filter By o Which field? |No Filter - Show all punches v |

Step 8: Click Print for a PDF or click Export to CSV for an Excel file.

Payroll Summary

8
xport to CSV

Helpside WFH Adv Demo
10/15/2024 thru 10/31/2024

Name Category Total Hrs Pay Rate Wage




