i'iELPSIDE CHANGE EMPLOYMENT TYPE TO FULL TIME

Login to Helpside Tools at tools.helpside.com

Enter your username and your password and click Sign In.
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After you login to Helpside Tools, you will notice a menu option at the top of the screen that says
Manager. This is where you will find the Employee Management tool.

Click on Employee Management Tool.
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Find the employee and click the Change Employee Information button next to their information.
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You can make changes to Employee Type using the dropdown menu..

Employee Type

= Full Time w

Select Employee Type..

Leave of Absence
On Call

Part Time
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Once you have made the change, click Submit.

When an employee changes from part-time status (regularly working less than 30 hours per week) to
full-time status (regularly working 30 hours or more per week), it is important to notify Helpside
immediately so we can begin to communicate with the employee about their benefits eligibility.

Employees who change to a benefits eligible employment type, for example from regular part-time to
regular full-time, will be eligible to begin participating in benefits on the first day of the month following

the benefits waiting period (typically 60 days).



