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Supervisor Functions for WinCapWEB Payroll Vouchers 

Payroll Vouchers are a way to submit and track claims for work duties and stipends that are not 
submitted on a traditional timecard with in and out times. The paper claim form that was once submitted 
for those extra work duties such as Academic Center, AM/PM Supervision, Athletic Supervision, Teacher 
Coverage, Tutors etc. will now be submitted electronically through WinCapWEB. Each work duty has 
three levels of approvals defined. The first level supervisor or the lowest level supervisor will be 
responsible for submitting the employee’s claim form electronically through the WinCapWEB Payroll 
Voucher web module. Once submitted, the second level approver will be responsible for logging into 
WinCapWEB and approving the payroll voucher. Finally once the second level supervisor has approved 
the claim, the third and final approver (payroll) will approve the claim. Once payroll approves the claim, 
a pending payroll transaction will automatically be created to compensate the employee for the 
authorized claim form.  

This document outlines all of the supervisor functions within WinCapWEB from the initial input of the 
claim form, modifying existing claim forms, approving, disapproving, and cancelling.  

SECTION 1: Accessing WinCapWEB Payroll Vouchers (pages 1 -3) 
SECTION 2: Adding an individual payroll voucher form for an employee (pages 3 – 7) 

SECTION 3: Mass Adding payroll vouchers for multiple employees (pages 7 -11) 
SECTION 4: Modifying an existing payroll voucher (pages 11 – 12) 

SECTION 5: Approving payroll vouchers (pages 13- 14) 
SECTION 6: Disapproving payroll vouchers (pages 15- 16) 

SECTION 7: Cancelling payroll vouchers (pages 16- 17) 
 

SECTION 1: Accessing WinCapWEB Payroll Vouchers 
Open your internet browser and navigate to www.wincapweb.com. Once on WinCapWEB’s home page, 
a username (district/BOCES) email and password will need to be entered. The password will be the same 
password that was created during account activation. Select “Login” once all information is input. 

 

http://www.wincapweb.com/
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When successfully logged into WinCapWEB, the payroll vouchers module will be a separate dropdown 
item located in the purple toolbar. Multiple options will display under the payroll voucher menu. My 
Payroll Voucher Approvals is where a supervisor will need to go in order to approve payroll vouchers. 
The Admin Menu/Payroll Voucher section will offer a supervisor the ability to review all payroll 
vouchers that have been submitted through WinCapWEB. The Payroll Voucher section is also where a 
supervisor would go to individually add payroll vouchers for employees. The Admin Menu also offers 
the option to “Mass Add Payroll Vouchers for Users.” A supervisor will be able to mass add numerous 
vouchers for multiple employees for the same work duty. 

 

If you have trouble logging into WinCapWEB, you should type your username and select the “forgot 
password?” link below the login button. A prompt will appear and you should enter in your full email 
and then select “continue” 

 
The second prompt will ask you to answer your security question. You must enter the exact answer to the 
question that you had setup on the initial account activation. Hit “Submit” once completed and you will 
receive a message that you must go to your email to complete the password reset process. (If you do not 
remember the answer to your security question or WinCapWEB is not accepting your answer you will need to 
contact your Web System Manager in order to have your WinCapWEB account reset. The Web System Manager 
will send you a “forgot password” email in order to complete the rest of the process.) 

 

 
 

 
You will receive an email where you must select the link within the email to reset your password 
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The link will bring you to WinCapWEB where you must choose a new password. Once complete, select 
“change password.” This will automatically log you into WinCapWEB.  

 

 
 

 

SECTION 2: Adding an individual payroll voucher form for an employee 
In order to add a payroll voucher for employees a supervisor will need to log into WinCapWEB and 
navigate through to the payroll vouchers section (Payroll Vouchers/Admin Menu/Payroll Vouchers). 

 
 

The “My User Payroll Vouchers” grid will display all payroll vouchers associated with the supervisor 
record. The My User Payroll Voucher grid will display all payroll vouchers that have been submitted 
through the web and indicate all of the details as well as the status whether payment is pending, targeted 
for payment in a pay period, or awaiting a supervisor’s approval. In order to add an individual payroll 
voucher for an employee, select the “add payroll voucher” button. 
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The “My User Payroll Voucher Form” will appear where the appropriate information such as work date, 
employee, pay authorization, and claim amount will need to be input onto the claim form. If the 
district/BOCES has input specific instructions to follow, be selecting the instruction tab of the form, the 
instructions will display.  

 
 

The first field to be completed is the work date. In order to add a work date select the empty field and a 
calendar will be generated. Select a date within the calendar. The calendar will close and the work date 
selected will default into the field.  
 

 
 

The next field to be chosen on the form is the employee name. By choosing “select” next to employee, an 
alphabetical employee listing will appear. The listing represents all employees that have you listed as a 
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supervisor on an authorized work duty. The default for the listing per page will be 25 records, in order to 
go to the next page select “next” until the employee required displays. By selecting the employee’s name 
from the listing the employee name will default into the employee section.  

 

 

 
 

The next field to be selected on the claim form is the pay authorization. The pay authorization will 
display all authorized work duties that have been approved for the chosen employee.  

 

 
 

When the “select” option is chosen for the pay authorization field, all authorized work duties will appear 
in a pay authorization selection grid. The pay authorizations will display the effective date, end date, pay 
type, rate type and default rate will display. Select the position/work duty that the claim will be 
submitted for.  
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The selected pay authorization will default into the claim form. The next field of additional info is an 
optional field where a supervisor has the ability to type additional notes. Once completed the next section 
is where the claim amount should be input. Depending upon the type of authorized task that a payroll 
voucher is being submitted for, a quantity with a quantity description will appear. The “basis” will be the 
unit amount per quantity. When the quantity amount is changed to the appropriate amount the claim 
amount will automatically be adjusted based on the quantity* basis.  

 

 
 

When the form is complete with all the appropriate information the user should select “submit.” When a 
payroll voucher is submitted by a supervisor, their approval is automatically placed on the payroll 
voucher and will be listed under the next supervisor’s approval screen “requiring their attention.” 
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The “My User Payroll Vouchers” grid will display the payroll voucher that was submitted with the 
appropriate status.  

 
 

If the employee has an active WinCapWEB account, an email will be sent to the employee indicating that 
a payroll voucher has been created for the employee. There will also be a direct link to the payroll 
voucher for the employee to view. If the employee has the appropriate access in WinCapWEB to payroll 
vouchers, the link will bring them to the payroll voucher grid where they can see the claim.  

 
 

SECTION 3: Mass Adding payroll vouchers for multiple employees 
The Payroll Vouchers module also allows a supervisor to mass add payroll vouchers for users. This 
function becomes useful to a supervisor when multiple claims need to be submitted for employees under 
the same work duty. The mass add option allows all employees authorized for the same work duty to be 
displayed. The supervisor can select all or individually select from the listing and enter the quantity or 
amount for the claim. The mass add option is found under Payroll Vouchers/Admin Menu/Mass Add 
Payroll Vouchers for Users.  

 
 

Once the menu option has been selected the Mass Add Payroll Voucher form will appear where the 
supervisor must select the appropriate fields to generate an employee listing.  
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The first field to be selected is the work date. By selecting the empty field a calendar will appear where 
the appropriate work date may be selected. Once selected, the date will default into the form. 

 

 
 

The next field that needs to be completed is the position or adjustment selection. A position would need 
to be selected if a claim is being entered for a term contract position such as coaching.  The position does 
not need to be selected, and just an adjustment can be selected if the claim is being entered for any work 
duty that is an additional pay item. An example would be a listing of all teachers, teacher assistants and 
tutors that are authorized for the adjustment code of tutor. If you prefer to filter the adjustment item by 
position, the position section could be used as a filter. An example would be a listing of only teacher 
assistants with the adjustment of teacher coverage.  
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In the example below, only an adjustment option is selected. When the user choses “select” for the 
adjustment section, all of the adjustment items that are authorized for payroll voucher submission will 
appear. By selecting the appropriate adjustment item, the work duty will default into the mass add form.  

 
 

The next section of the mass add form is the “defaults applied to all payroll vouchers.” This section 
allows a user to enter default notes, quantities or a claim amount for all employees that are displayed in 
the listing. These default fields are optional. Once the fields are completed, or if the fields are being 
skipped over, the “show employees” button will generate the employee listing.   

 

 
 

The employee listing will display all users that have been authorized for the work duty selected on the 
form. The employee listing defaults to 25 records per page. This form will only generate a claim for those 
that are selected with a check mark to the left of their name. Each field can be modified individually to 
the appropriate quantity, claim amount, and additional information (notes) can be added.  
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A wrench option is available at the top of the employee payroll voucher listing that allows a user to 
change the table display settings. Optional columns can be removed or added to the table. The wrench 
option also allows the user to change how many records display per page on the employee listing. The 
default is 25 per page. If a user prefers to see all employee’s on one page without having to select “next” 
the option may be selected.  
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Below is an example of a supervisor mass adding an athletic event to 3 out of 77 employees. Those 
employees that performed the work duty were selected. The different claim amount was typed in for 
each of the employees. Once completed, the supervisor must select “create payroll vouchers.” At that 
time, three payroll vouchers are created with that supervisor’s approval on them.  
 

 

 
 
 
SECTION 4: Modifying an existing payroll voucher 
If a payroll voucher was previously submitted and has not been approved at a higher supervisor level, 
the claim may be modified from its original value if necessary. Any claim that is at a supervisor’s level for 
approval can be modified by accessing the payroll voucher manage grid (payroll vouchers/admin 
menu/payroll vouchers). If the payroll voucher may still be modified, a pencil icon will appear in the 
action column. If no pencil displays this means that a higher level supervisor must make the appropriate 
changes.  
 



Payroll Vouchers- Supervisor Functions  Page 13 
 

 
 

 
\ 

By selecting the pencil the “my user payroll voucher form” will appear where adjustments can be made.  

 
 

After all necessary changes are completed by selecting “update” the form will be updated with the 
appropriate information and place that modifying supervisor’s approval on it. The payroll voucher will 
continue up the approval hierarchy until fully approved. 
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SECTION 5: Approving payroll vouchers 
When a payroll voucher is submitted by a supervisor on behalf of an employee, that supervisor’s 
approval is automatically placed on the payroll voucher claim. If a supervisor is a higher level supervisor 
who is responsible for approving and not submitting, a separate form is offered under the payroll 
voucher menu to allow for approvals, disapprovals or cancellations. In order to access the My Payroll 
Voucher Approvals grid select the option from the payroll vouchers admin menu. 
 

 
 

The “My Payroll Voucher Approvals” grid will automatically appear for the supervisor that has signed 
in. The option to “only show approvals that require my attention” is by default to be selected. This means 
that only the payroll vouchers that are at the supervisor’s level, ready for their approval will appear. If a 
supervisor level needs to be circumvented in order to complete processing, the option may be deselected 
and all of those payroll vouchers that are at the supervisors level or are not at their level but they may 
approve will display.  
 

 
 

Mass Approving all payroll vouchers displayed 
If a supervisor prefers to mass approve all of the payroll voucher claims that are displayed on the grid, a 
select all option is located at the top of grid. When selected, all claims will be selected. By selecting 
“approve selected” all payroll voucher’s will be approved.  
 



Payroll Vouchers- Supervisor Functions  Page 15 
 

 
 

A green message will appear indicating that all of the payroll vouchers were approved. No more records 
will display under the “my payroll voucher approvals” once all have been successfully approved. 
 

 
 
Individually Approving: 
If a supervisor prefers to individually approve payroll vouchers, the action column of the “My Payroll 
Voucher Approvals” grid has a green check mark. This check mark stands for “approve payroll voucher.”  
 

 
 
Once selected the approval transaction form appears and by selecting “ok” the supervisor’s approval has 
been placed on the payroll voucher. 
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The approved payroll voucher will no longer appear under the “my payroll voucher approvals” grid and 
will move up the approving hierarchy to the next supervisor.  
 

 
 

SECTION 6: Disapproving payroll vouchers 
If a payroll voucher needs to be disapproved the “My Payroll Voucher Approvals” grid offers a red “x” 
that stands for “disapprove payroll voucher.”  

 
 
When disapprove is selected, the approval transaction form will appear where the supervisor is required 
to enter a disapproval reason in the note section.  
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Once completed by selecting “ok” the payroll voucher is successfully disapproved. If the employee has 
an active WinCapWEB account, an email will be sent to the employee indicating that a payroll voucher 
has been disapproved. There will also be a direct link to the payroll voucher for the employee to view. If 
the employee has the appropriate access in WinCapWEB to payroll vouchers, the link will bring them to 
the payroll voucher grid where they can see the claim.  
 

 
 

SECTION 7: Cancelling payroll vouchers 
If a payroll voucher needs to be cancelled, the “My Payroll Voucher Approvals” grid offers a cancel 
option under the action column. The red cancel circle may be selected for those payroll vouchers that 
need to be cancelled.  
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The approval transaction form will appear where a cancellation reason will be required. Once the 
supervisor has entered in a cancellation reason, the payroll voucher will be succesfully cancelled by 
selecting “ok.” 

 

If the employee has an active WinCapWEB account, an email will be sent to the employee indicating that 
a payroll voucher has been cancelled. There will also be a direct link to the payroll voucher for the 
employee to view. If the employee has the appropriate access in WinCapWEB to payroll vouchers, the 
link will bring them to the payroll voucher grid where they can see the claim.  
 

 


