
 
 

                                                                                  Time Card Approval 
 

 
 

Login to Helpside Tools at tools.helpside.com  

Under Quick Links, click on Timeclock 

 

 

 

 

Click on Portal. (Accessing the Portal does not add a punch  
to your timecard. This is where you can view your punches.) 

 

 

 

 

 

Step 1: Click on Time Card. 

Step 2: Select the pay period you want to approve.  

Step 3: Approve individual days by clicking the gray check box under “Approval”. 

Step 4: Approve every punch for that pay period by clicking Approve All. 

 

 


