
 
 

               How to Deactivate Employees in Timeclock 
 

 
 

Login to Helpside Tools at tools.helpside.com  

Under Quick Links, click on Timeclock 

 

 

 

 

 

 

 

Click on Go Back to Manager 

 

Step 1: From the Main Menu select Employee Setup. 
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Step 2: Select an employee by clicking on their name.  

 

 

Step 3: Click Edit. (Next to Identify).  
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Step 4: Enter the separation date.  

Step 5: Click Save and Exit (This will take you back to “Employee Setup List”) or click Save and Remain 
(displays current “Employee Setup”). 

 


