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Login to Helpside Tools at tools.helpside.com  

Under Quick Links, click on Timeclock - Manager 

 

 

 

 

How to Create a Group in Timeclock 

Step 1: Go to Maintenance Menu.  

 

 

 

 

 

 

 

 

 

 

 

Step 2: Select Employee Groups. 
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Step 3: Select Add New Group. 

 

Step 4: Enter the name of the group you are created and select members of the group. Click Save when 
finished.  

 

 


