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Staff Relief Payroll Guide 

Clinicians will receive a welcome email from “Staff Relief via Bilflo” at no-reply@bilflomail.com. This is an 
invitation to set up your account in our tracking system where you will enter your time each week. The 
system can be accessed on any web browser including mobile browsers. In the welcome email, you will be 
prompted to create a password. If you do not receive this email, you should email 
timesheets@staffreliefinc.com immediately so we can send you a reset password email and get you set 
up. All Staff Relief clinicians are required to be set up in Bilflo before their first day. There is a Bilflo app for 
iPhone and it is available to download in the app store. There is currently no app for Androids. Android 
users please access the system at the link below on any web browser.  

Link to Login: https://app.bilflo.com/ 

 

 



How to Enter Time in Bilflo 

Example of Timecard with Clock-in/Clock-out times and meal breaks: 

 Enter your clock-in/out times starting on the day you clock in. 
 For overnight shifts there is a dropdown on the clock out window that will allow you to select 

the following day for clock out. 

 

 

Example of Time Allocation: 

 Enter the total hours calculated into the appropriate time bucket. 
 Enter your first week’s orientation hours under Orientation. 
 All hours up to 40 are Regular Time except when on a Holiday. 
 Hours over 40 are considered Overtime. 

 
 



**All Bilflo timecards submitted are required to have a facility timecard attached* 

Attachment Examples: 

Example of Signed SRI Timesheet: 
*SRI timesheets are only accepted when facility policy permits* 

 
 
 
Example of Kronos Report: 

 



Example of Screenshot of a Facility Digital Timecard: 

 

                               
 

Example Picture of Kronos: 



Paychex 

Clinicians will receive a Welcome email from Paychex Flex at noreply@paychex.com. This is where you 
will access your direct deposit information, tax withholding information, and W2 at the end of the year. 
In the email, you will be prompted to create a password. If you do not receive this email before the first pay 
day, you should email timesheets@staffreliefinc.com so we can send you a reset password email and get 
you set up. All Staff Relief clinicians must be set up in Paychex Flex. The login to Paychex Flex can be found 
below. 

Link: https://myapps.paychex.com/landing_remote/login.do?lang=en 


