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Step 1: Log into WorkforceHub Advanced at
https://helpsideinc.myfilequardian.com/PostOffice/Signin.aspx

Step 2: From the banner at the top select TIME.

Step 3: Select Reports from the menu on the left.

WorkforceHub Advanced DASHBOARD.

Viewing in a New Tab

“The content you selected opens in a separate browser tab. Please check your browser's tab bar 1o view this content.

Step 4: Select Time Off Request Report .

TIME AND LABOR / Reports

Approvals without E-Acknowledgments 2
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 &3

An automated 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 or 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 hours 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 & 9
This report displays both historical and future time off requests.

Work Week Report @

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


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

Time Off Request Report

® All active employees visible to you

() Specific employees

) All active employees visible to you in group
() Select by criteria

Start Date | |°
o

Employees to include

Show time off requests between

End Date |

Run Report) @)



