
Pulling Time Off Request Reports 

 

 

Step 1: Log into WorkforceHub Advanced at 
https://helpsideinc.myfileguardian.com/PostOffice/SignIn.aspx  
 
Step 2: From the banner at the top select TIME.  
 
Step 3: Select Reports from the menu on the left. 
 

 
 
Step 4: Select Time Off Request Report . 
 

 
 

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


Pulling Time Off Request Reports 

 

 

Step 5: Enter the Start Date in mm/dd/yyyy format. 
 
Step 6: Enter the End Date in mm/dd/yyyy format. 

Step 7: Select Run Report. 
 

 
 


