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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.

Employee Management [
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You can make changes to an employee's Work Phone Number and Work Email.

Employment Information for Joseph2 M Anderson

Work Email

jpoulson+work50022@helpside.com a

* Employee Number (assigned by employer)

5002

Work Phone Number Extension

+ 801-555-5006 5006

* Employee Type

Part Time

Should Employee Have a Net Zero Pay
Check

Yes
* s this a Visa Employee
No
Work Assignments

* Benefit Group

PRIMARY Scheduled Change
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You can make changes to Work Assignments including Departments, Divisions, Jobs, Worksite
Locations, Supervisor, and more.

Work Assignments

= Primary v
Information Technology v
Corporate v
Junior Software Developer (Not Exempt from Overtime) v

= Main v

= Biweekly (Friday) v
Pink, Maggie (HTDemol_21.0) v
Day Shift v

Once you have made the necessary change, click Submit.



