How to submit Time Cards in Paychex Flex

Please be sure that you are logging in from your Desktop, as mobile devices are not authorized for usage on

Paychex Flex.

Log into your Paychex Flex account & click on “Time & Attendance” in the main menu section
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Select the Pay Period for which you will be submitting a Time Card
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Select Time In & Out on dates worked, select add entry to add multiple times in & out and add meal breaks
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Review completed Time Card and click on Approve All
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Time Card will now be ready for Manager/Supervisor Approval.
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