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Login to Helpside Tools at tools.helpside.com  

Under Quick Links, click on Timeclock - Manager 

 

 

 

 

 

 

 

 

To Add Daily Auto Emails 

Step 1: Select Reports (left-hand frame).  

Step 2: Select Daily Auto Email Report. 
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Send or View a Report Now 

Step 1: Choose an existing login from the drop down. This should filter the report based on the account 
and autofill the Recipient Email. If the email doesn’t fill in, re-click Daily Auto Email in the Reports 
Menu and repeat.  
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Step 2: Choose an optional group filter to further filter your group of assigned employees.  

Step 3: Choose a date.  

Step 4: Click Send Now to send the email or click View Now to view on the screen.  

 

 

The report will come from reports@payrollservers.us. Check your junk folder if it doesn’t appear in your 
inbox.  
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Create a Daily Subscription 

Step 1: Choose an existing login from the drop down. This should filter the report based on the account 
and autofill the Recipient Email. If the email doesn’t fill in, re-click Daily Auto Email in the Reports 
Menu and repeat. 

Step 2: Choose an optional group filter to further filter your group of assigned employees. 

Step 3: Click Save on the left side.  

 

 

Step 4: After you save the subscription, there will be options to delete or deactivate the subscriptions, 
change the send time, or send an email now.  

 

 

The report will come from reports@payrollservers.us. Check your junk folder if it doesn’t appear in your 
inbox.  
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