
 
 

                                                                          Approving Time Cards 
 

 
 

Login to Helpside Tools at tools.helpside.com  

Under Quick Links, click on Timeclock 

 

 

 

 

 

 

Click on Go Back to Manager 

 

Time cards that need approval will display a yellow icon next to the employee name. Example below: 
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Step 1: Under “Time Cards” select Multi Time Card Approval. 

Step 2: Choose Pay Periods. 

 

Step 3: Select all time cards or select time cards for specific employees. 

• To select all time cards, check the box next to Employee Name. 
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• To select time cards for specific employees, check the box next to those employee’s names. 

 

Step 4: Click Approve Selected. 

 

Employees with an approved time card will then display a green icon (for the portion of the approval) 
for that pay period. See an example below: 

 


