
 

Logging into mobile app and getting to Time and Attendance 

 

 

 

 

Download Paychex 

Flex App and login 

using your Paychex 

Flex credentials 

Use the left menu 

bar to access Time 

and Attendance 



 

 

 

  

 

Managers 

You will be brought 

to the Manager 

view. To switch to 

employee view, 

click on the HOME 

button at the 

bottom of the 

screen. 

Employees  

You will be taken 

directly to the 

Employee view. Go 

to next step 







 

Mobile App Timesheet Entry 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

  

***Note: If the employee needs to enter meal times, enter all the time for the rest of the day first, 
then enter the meal time. When entering the work time, enter in the full day with no gaps for the 
meal. For example, if I work from 8 am - 5 pm with lunch from 12 pm to 1 pm, I would enter start 
time 8 am and end time 5 pm, then meal from 12 pm to 1 pm. Without this step, the time card will 
show missing punch errors.*** 

 


