
CHANGE EMPLOYEE JOBS/POSITIONS 

 

 

 
Go to: tools.helpside.com 

 
 

 
Sign in using your Helpside Account Username 
and Password. 

Click on: Sign In. 

 
 

 
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. 

 
 
Find the employee and click the Change Employee Information button next to their information.  
 
 
 
You can make changes to an employee’s Work Phone Number and Work Email. 

 
 

https://tools.helpside.com/


CHANGE EMPLOYEE JOBS/POSITIONS 

 

 

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

 
 
Once you have made the necessary change, click Submit.  


