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Punching In or Out in Paychex Flex
Time

Using the Action Bar

1.  The Actions Bar (1) displays on top of the Employee Dashboard. Click the
appropriate punch action, as needed. The punch records to your time card.

Lasl Punch: cClock In - 09/30/2015 08:00 AM

05:51 PM -

Clock In

Actlons Schedules Time OFf
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Punching In or Out - continued

USING THE ACTIONS ICON

The other option for punching in or out is to use the Actions Icon. To use the
Actions Icon

1.  Click Actions (1) on the Employee Dashboard.

2. Select the appropriate punch icon. (2) Enter details as needed.

3. Click Save. (3) The punch saves and is immediately visible to your manager.

Last Punch: cClock In -

05:51 PM <

Clock In
Actions Schedules Time OIF

Messages

Funch Time Sheet Entry

Tuesday, November 24, 2015 Status: 08:00 AM 09/30/2015
Today's Schedule Teday's Punches
. 07:00 AM - Clock In [ddesfanlt ] !
. 04:00 PM - Clock Out [ default] 4
: | Clock In

Division: EAST-East ]

Branch:  1-North »|

Department: 300-Sales El

MNotes:
_Cancel | _Save
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