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Supervisor Functions for WinCapWEB Pavyroll 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.

rs | Timesheets | BOCES Services

WinCapWeb

Welcome to WinCapWEs
An online suite of tools to complement the WinCap Financial & HR Management System

Username (email):

» |Employee Self-Service
Lookup and print personal information;
initiate requests and track approvals.

Forgot Password?

} | Electronic Timesheets
Maintain and approve timesheets for time
worked and daily absences.

F | Electronic Payroll Vouchers
Submit and track claims for work duties
and stipends not based on an hourly or
par diem rata.

AR AR NARNERRE |

I Professional Development

Get access from anywhere Manage professional development

You can access your WinCapWes activities on a district-wide and individual
account  from any computer employee basis; online registrations.
connected to the internet: at
home or at work.
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http://www.wincapweb.com/

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.

Richmond BOCES
Joan.Feit@webdemao.com
|_Logout |

myAccoun £

bme MUPRUN=TM Requisitions | Professional Development | Employee Self-Sarvice | Payroll Vouchers | Timeshests

My Payroll Vouchers

My Payroll Voucher Approvals

nal Development Progress Activity Catalogs

. Admin Menu ¥ | Bayrall Vouchers
My Contractual Units Summary

Mass Add Payrall Vouchers for Users ‘ |m.wty Catslog Activities ‘
", Action | | —

Contractual Group  Period Required Unit Description  Completed  In Progress

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”

Forgot Password? - Have it reset:

Need Help? Contact Support

Pleasa enter your email to begin the password
reset process.

Email: a.monroe@webtest.com

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.)

Forgot Password? - Have it reset: (Step 2)

leed Help? Contact Support

Answer the following gquestion to continue with
your password reset:

What is your mother's maiden name?

A message has been sent to your email address, please follow the instructions.

You will receive an email where you must select the link within the email to reset your password
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Dear Valued User,

Someone has requested that the password for your account, username Timothy. Quigley@webtest.com, be reset.

If you did not make this request, please simply disregard this email; it is sent only to the address on file for your account.
To choose a new password, please go to the following URL:

hitps:/ /testwincapweb.com /loginresult aspx?id=dd28b95d-e0cd-4208-9466-a325d4d8d11c

Your request originated from 66.195.66.72.
Sincerely,

Capital Computer Associates

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.

Welcome Timothy.Quigley@webtest.com, please change your password to continue.
1f this is not you, please click here.

Username (email):

New Password:
Password:
Cenfirm New Password:

Change Password

Forqot Password? Password Reguirements:

« must be st least 8 characters in length

+ must contain 1 lstter (uppercase or lowercass)
+ must contzin 1 number

« must contzin 1 symbol (1@#$.? etc.)

To cancel your password reset, click HERE.

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).

Timesheets

My Payrall Vouchers

My Payroll Voucher Approvals

Admin Menu * | Payroll Veuchers :

Mass Add Payroll Veuchers far Users

Warifiratilo -

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.

WinCapWeb > Payroll Vouchers > Admin Menu > Payroll Wouchers

I Payroll Vouchers as Supervisor Feit. Joan Z. - |47
[
My User Payroll Vouchers —bl v E |

1-16 of 16 First | Previous | Next | Last]

o]

Employ=e & Employ=e Number Work Date  Pay Authorization Additional Info  Quantity Basis Claim Amount Submit Dat=  Status Action

Alfonso, Richard Q. 01535 07/30/2012 Tutor Forms, TUTOR 8.00 $41.98 Stipend $335.84 07/25/2012 Payment Pending =

Baumgarten, Henry Teacher Aide Full Tima, AM $10.42 hrs of Targeted for payment on
b 00384 07/23/2012 g peruision 400 instruction CED) | Crf R 08/15/2012 5]
ga”mga'“”' ey 00384 07/27/2012 1eacher Aide Full Time, test 1 A $0 Stipand $120.00 07/26/2012 Payment Pending 5

Athletic Event

Payroll Vouchers- Supervisor Functions Page 4



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.

My User Payroll Voucher Form

Information | Instructions

Payroll Voucher Information

Work Date

Employes select][clear
Pay Authorization [select][dear

Additional Info

Claim Amount 0

Submit Cancel

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.

My User Payroll Voucher Form

Information | Instructions

Payroll Voucher Information

worome | —————

Employee Bl August, 2012 3
Pay Authorization| Su Me Tu We Th Fr Sa
2% 3 31 1 2 3 4

5 & 7 &8 % W0 1
12 13 14 15 16 17 1B
19 X0 21 2 3 M 5
26 27 B 29 30 31 1

2 3 4 5 & 7 8

Additional Info

Claim Amount

Today: August 10, 2012

Submit Cancel

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.

My User Payroll

Information | Instructions

Payroll Voucher Information

Work Date 81072012
Employes [select][clear]
Pay Authorization [sE\E*EEr]

Additional Info

My User Payroll Voucher Form

Information | Instructions

Payroll Voucher Information

Work | Select Employee

Emplo
Pay Al
Additig @
1-25 of 109 First | Previous | Next | Last
Name &«

Alfonso, Richard Q.
Baumagarten, Henry Q.
Claim | Beckman, Michael R.
Bergeman, Kim J.
Berry, Alana X.
Biesiadecki, Mary V.
Elanchard, Maria U.
Bovle, Patricia M.
Bray, Patricia K.
Brown, Anthony E.
Caiati, Amy P.
Catania, Nancy Y.
Clark, Thomas Q. <
Coccarg, Jo-ann L.
Creber, Joseph K.
Dejoseph, Joseph O.

Delprete, Suzanne I.
Depalma, Ana N.

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.

My User Payroll Voucher Form

Information | Instructions

Payroll Voucher Information

Work Date 8102012

Employee Clark, Thomas Q. [select][clear
Pay Authorization [select][clear

AN

Additional Info

Claim Amount 0

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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elect Pay Authorization

Pay Authorizations % 1 [E=
1-4 of 4 First | Previous | Next | Last
Position « Effective Date End Date Pay Type Rate Type Rate
Teacher Aide Full Time, AM SUPERVISION 07/01/2012 0&8/30/2012 Stipand Hourly 10.04
Teacher Aide Full Time, Athletic Event o07/01/2012 0&8/30/2013 Stipend Amount 0.00
Teacher &ide Full Time, Chaperoning 07/01/2012 06/30/2013 Stipend Amount 45.00
Teacher Aide Full Time, TUTOR o7/01i/z01z2 06/30/2013 Stipend Amount 41.38

1-4 of 4 First | Previous | Next | Last

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.

Information | Instructions

Payroll Voucher Information

Work Date 8102012
Employze Clark, Thomas Q. [select][clear]
Pay Authorization Teachar Aida Full Tima, Chaperoning [selact][clesr]

Additional Info

Quantity 1 Hours of Chaparoning \
Basis 45.00 $45 Stipend
Claim Amount 4500

Submit Cancel

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.”

My User Pay cher Form

Information | Instructions

Payroll Voucher Information

Work Date 802012
Employee Clark, Thomas Q. [select][clesar]
Pay Authorization Teacher Aide Full Time, Chaperoning [select]lclear]

Additional Info

Quantity 5 Hours of Chaperaning

Basis m 5435 Stipend

e Ameunt 22500 \

Submit || Cancel
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The “My User Payroll Vouchers” grid will display the payroll voucher that was submitted with the
appropriate status.

WinCapWeb > Payroll Vouchers > Admin Menu > Payroll Vouchers =

Payroll Vouchers as Supenvisor Feit, JoanZ. -

My User Payroll Vouchers 7B E
1-17 of 17 First | Previous | Next | Last
Employes Employee Number Work Date  Pay Authorization Additional Info Quantity Basis Claim Amaount Submit Date ¥ Status Action
Clark, Thomas Q. 01150 08/10/2012 Zi:g':r;:‘i:; Full Time, 5.00 $45 Stipend $225.00 08/10/2012 ':rﬁ;\ig:rgu::‘ay EEESCE
a“'ad“k" Mary 01750 07/27/2012 :fhﬁ::ii’;'::tm" Tt test 3 NiA $0 Stipend $360.00 07/26/2012 Payment Pending B

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.

Hd9 |5 WinCapWeb Payroll Voucher Created, - Message (Plain Text) - @ B
- Message > @
. x Y 3 .% BuMeeting |33 Junk (=3 To Manager 5% [ Rules - » 0 Y a% % Find [ '}l
G =y - B~ (&3 Team E-mail « Done o ] onenote - 2 Related -
g junk - Delete | Reply Reply Forward N — | Move Mark Categorize Follow | Translate Zoom
| B More~ | |G Reply & Delete  “f7 Create New =] | M2 B adions - | ey <9 T St e Select -

Delete Respond Quick Steps 0 Move Tags 0 Editing Zoom
From: WinCapWeb AutoAdmin <admin@wincapweb.com> Sent:  Fri8/10/2012 11:27 AM
To: Thomas.Clark@261001.0rg
e
Subject: WinCapWeb Payroll Voucher Created.

You are receiving this email because a payroll voucher has been created for you at Richmond CSD (TS) [webtestetdata] for Work Date §/10,/2012. To view your Payroll Voucher please click on the following link

& &0

To view your payroll voucher click or paste this link into a browser:
hnttps:/ /test wincapweb.com /EmaiiLinksHandler ash« 0 TypelD=14&mode=view&payrollvoucherid=deetc710-716c-4e54-Sadd-fc63637 13670

This is an autemated email sent from WinCapiWeb.com as requested by an administrator
Any replies to this email will not be received
I you are not able to click on URL links in this email, please copy and paste the full link inte yous internct browser's address ficld.

WinCapWeb.com & 2012 Capital Computer Associates

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.

Payroll Wouchers Ryl

i My Payroll Youchers

My Payroll Woucher Approvals

Admin Menu ¥ | Payroll Vouchers

m Mass Add Payrell Wouchers 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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Mass Add Payroll Vouchers | Instructions

Mass Add Payroll Vouchers

Add Payroll Voucher as Supervisor Feit, JoanZ. ~

Waork Date
Position selectilclear
Adjustment selectilclear’

Defaults applied to all Payroll Vouchers

Additional Info

Quantity
Claim Amount
Payroll Vouchers to be created... S 5 E

0-0 of O First | Previous | Next | Last

|| Employes « Position Quantity Basis Claim Amount Additional Info  Pay Type Rate Type Rate Total Authorized Paid To Date Other Pending  Balance

[no records]

0-0 of O First | Previous | Next | Last

Create Payroll Vouchers

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.

Mass Add Payreoll Vouchers | Instructions

Mass Add Payroll Vouchers

Add Payroll Voucher as Supervisor Feit, JoanZ. »

Work Date |

Position ! August, 2012 '
Su Mo Tu We Th Fr Sa

Adjustment 2% 30 3 1 2 3 4

56?891.1.

12 13 14 15 16 17 18
13 0 21 23 I3 4 Is
2% 7 2B 2% WM O3

3 4 5 & 7

Defaults applied to 3

=
2R

Additional Info

Teodzy: August 10, 2012

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.

Mass Add Payroll Vouchers | Instructions

Mass Add Payroll Vouchers

Add Payroll Voucher as Supervisor Feit, Joan Z.
Waork Date anmz2ma

Position [select][clear ‘7
Adjustment [select][clear 4—
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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.

Select Adjustment

Adjustments % B [
i-4 of 4 First | Previcus | Next | Last]

Adjustment « Adjustment Code

AM SUPERWVISION AMSU

Athletic Event ATHL
Chaperoning CHAPR
TUTCOR TUTOD
1-4 of 4 First | Previous | Next | Last]
Cancel

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.

Mass Add Payroll Vouchers | Instructions

Mass Add Payroll Vouchers

Add Payroll Voucher as Supervisor Feit, JoanZ =

Work Date 8norzomz2
Position [select][dear
Adjustment Athletic Event [select][clear

Defaults applied to all Payroll Vouchers

Additional Info '

Quantity d_
Claim Amount ‘—
Show Employees ‘

Payroll Vouchers to be created... LA

0-0 of 0 First | Previous | Next | Last

I:‘ Employee & Position Quantity Basis Claim Amount Additional Info Pay Type Rate Type Rate Total Authorized Paid Te Date Other Pending Balance

[no records]

0-0 of 0 First | Previous | Next | Last

Create Payroll Vouchers

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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Claim Amount

Payroll Vouchers to be created... GoTe
1-28 of 37 Virst | Ora

Employes & Position  Quaentity Basis  Claim Amount  Additionsl Info Pay Typw Rote Typw Rale Totel Authorized  Paid To Date  Other Pending

Tuachar

Baumgeran, 2du Aull

Hanry Q.

1.00

Tirrua,
Abhlakic
Tuant

stpand  Amauns 000

Tuschar

Aide Full

Tira, 100 stpand  Amount D00
Abflatic

Evant

Tuschar

Mide Full

Tima, 100 Stipand  Amounz 000
Apblatic

Event

Tanthar

Aide Full

T bl Stpand  Amaunr  0.00
Athlutic

Evant

Teacher

e ;.d Full
Eatrics

Beckman.
Michaal 1.

Slesiaduchi,

Blanchard.

100 Stipend  Amoumt 0,00

asklakic
Evail
Teachar
aida Full
Tier.
ashlatic
Evaril
Teachar

f-:-l-. Amy Stipend  Amounk  0.00

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.

Show Employees

Payroll Vouchers to be created... | * b =
1-25 of 77 First | PrE‘:,IE\ Last

[ | Employes a Position Quantity Basis Claim Amount Additional Info Pay Type Rate Type Rate Total Authorized Paid TnWﬂd\'ng Balance

Teacher
Aide Full
Time,
Athlatic
Event
Teacher
Aide Full
?‘f‘kma"' Time, 140 Stipend  Amount  0.00
ichael R. :
Athlatic
Event

B Baumgarten, 1.00

Henry Q. Stipend Amount 0.00

Table Display Settings

Column Name Order Show Group
Employee 1 Ll [
Position 2 B F
Quantity 3 = L
[ Basis 4 ] [
Claim Amount 5 O
Additional Info 6 ]
Pay Type 7 0
i Rate Type 8 ]
I Rate G Ll
Total Authorized 10 L]
[ Paid To Date 11 0 [
1 Other Pending 12 [ [
Balance 13 ] I
i Fiscal Vear B ] [
1 Position Code ] ]
Adjustment Code = [
1 Effective Date /| =)
1 End Date 1} =
Rows PerPage 25 = r
| (Caution: Selecting to display "All" rows (if availsbl=] could cause this page to respond slowly.)
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Pasition Code
Adjustment Code

Effective Date

OOoOomE
OOooEeE

End Date

Rows Per Page 25
[Caution: Selecting to display "All" rows [if availab 10 cause this page to respond slowly.]

[Store as User Default Settings] (Mo User 23 Ettings saved for this table)
c 100
Blanchard Aide Full 200
m ! Time.

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.

Payroll Vouchers to be created... Go To
1-25 of 77 _First | Previous
] Employee ~ Position Quantity Basis Claim Amount Additional Info Pay Type Rate Type Rate Total Authorized Paid Ta Date Other Pending
Teacher
B ::‘:‘:"9‘;"“' ::rd:e.m” 1.00 Stipend  Amount 0.00
Athletic

Event
Teacher

Aide Full
Backs 3
S Time, 140 Stipend  Amount  0.00
Michael R.
Athlatic
Event
Teacher
Aide Full
] a:s'a\f“k" Tima, 1.00 Stipend  Amount  0.00
o Athletic
Event
Teacher
Aide Full
Time, 125 Stipend  Amount  0.00
Athlatic
Event
Teacher
Aide Full
Boyle, " 1.00 "
] Patreis m.,  Times Stipend  Amount 0.00

Athletic
Event
Teacher

- aide Full
Salatl,Amy e 75|

Stipend Amount 0.00
Athletic
Event

Teacher
Aide Bl
Teacher
Aide Full

(& :cw;e, Time, 1.00 Stipend  Amount 0.00
arbara b athletic
Event
Teacher
Aide Full
B énhnlsdnn. Time, 100 stipand  Amount 0.00
erald B. Athletic

Event

Create Payroll Vouchers k—

1-25 of 77 First | Previous |

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.
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WinCapWeb > Payroll Vouchers > Admin Menu > Payroll Vouchars.

&l

Payrall Vouchers as Supervisor Cusumano, Cheyl E. ~

My User Payroll Vouchers - Add Payroll Voucher VSN JIF|
1-20 of 20 First | Previous | Next | Last
Employes Employee Number Work Date ¥ Pay Authorization Additional Info  Quantity Basis Claim Amount  Submit Date  Status Action
Teacher Aide Full Time, Avaiting "Pay
Caiati, Amy P. 02523 08/10/2012 Athletic Event N/A £0 Stipend £75.00 08/10/2012 Supervisor 1" Approval ;.‘ /‘
Blanchard, Maria Teacher Aide Full Time, Awaiting "Pay
u. 00476 08/10/2012 Athletic Event N/A $0 Stipend $125.00 08/10/2012 Supervisor 1" Approval /‘
Beckman, Michael Teacher Aide Full Time, Aviiting "Pay =
R. 02836 08/10/2012 Athletic Event N/A $0 Stipend $140.00 08/10/2012 Supervisor 1" Approval E] I‘
Teacher Aide Full Time, Avaiting "Pay =
Clark, Thomas Q. 01150 o8/10/2012 SO S s.00 £45 Stipend $225.00 osfro/2012 GIECE Y reval B/
Taraeted for pavment

A

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

Information | History | Instructions.

Payroll Voucher Information

Payroll Voucher Seq 002112

Work Date 8102012

Employas Amy P. Caiati

Pay Authrization Teacher Aide Full Time, Athletic Event

Additional Info

Claim Amount 75.00
Tax Withholding Election | Regular Employee W-4/T-2101 Tax Withholding Rates
Notes

Voucher Approvals/Certifications

Approval Leval  Suparvisor Approval Status Approved By Approved On
Employea
Pay Suparvisor 2 Fait, Joan Z. Approvad Fait, Joan Z.  8/10/2012 10:32:44 AM

Pay Supervisor 1 Cusumano, Cheryl E.

Update || Cancel

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.

My User Payro ucher Form

Information | History | Instructions

Payroll Voucher Information

Payroll Voucher Seg 002112

Work Date 81052012

Employee Amy P. Caiati

Pay Authorization Teacher Aide Full Time, Athletic Event

Additional Info ‘ |

Claim Amount 125' <

Tax Withholding Election Regular Employee W-4/IT-2101 Tax Withholding Rates
Notes

Voucher Approvals/Certifications

Approval Level Supervisor Approval Status Approved By Approved On
Employee
Pay Supervisor 2 Feit, Joan Z. Approved Feit, Joan Z.  8/10/2012 10:32:44 AM

Pay Supervisor 1 Cusumana, Cheryl E.

Update Cancel

| WinCuaiat > Bawsll Veushes > Admin Men > Buyrell Vousbar E

Payrall vauchars aa Supenisar Cusumana, Cherd B+

My User Payroll Vouchers v
1-20 of 20 t
|hnllm- Employes Number Wark Date * Pay Authorization Additional Infe  Quamtity Basis Claim Amount  Submit Date  Status " Action
Caiati, amy B, - aiizngg | TmERer Alde Full Tume, | Wa 56 Stipand $126.00 oa/10/E012 | Fumyapiroved | B
| ;'_““'*"""' st 00476 oBf10/2012 m:‘:’;‘:ﬂ’l Ve Time: WA 50 Stipand $125.00 0B/10/2012 5“"‘:""'::‘__:";! AR
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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.

FPayroll Wouchers

in Mel My Payroll Vouchers i Approvals

_? Admin Menu P | Payroll Vouchers
VieTO e

— T T

My Payroll Voucher Approvals

rovals Mass Add Payroll Vouchers for Users

Pay Authorization Instructions

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.
My Approvals 83 Supeeasoe Cusumana, Chend B = ‘_ —’l L ey ahew aporavals that i my attentien |
| My Payrall Voucher Approvals - % l}_.-]:
| I{uc.|f.l | Maxt | Ln
1

= Emgloyes & Work Date  Pay Autharization Guntity  Basls Claim Amount Action

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.
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WinCapWeb * Payroll Vouchers > My Payroll Voucher Approvals

My Approvals as Supervisor Cusumane, Cheryl E. + Only show approvals that require my attention
My Payroll Voucher Approvals v N E
1-4 of 4 First | Previous | Next | Last]
,-F—-
* Employee & Work Date  Pay Authorization Quantity Basis Claim Amount Action
Backman, Michasl R. 08/10/2012 Teacher Aide Full Time, Athlatic Event N/A 50 Stipand s140.00 @ QD O
Backman, Michasl R. 07/20/2012 Teacher Aide Full Time, TUTOR 32.00 £41.98 Stipend s1.242.26 P QD O
Blanchard, Mariz U.  08/10/2012 Teacher Aide Full Time, Athletic Event N/A $0 Stipend $12500 @ Q@ ®©
Clark, Thomas Q. 08/10/2012 Teacher Aide Full Time, Chaperoning  5.00 $45 Stipend 522500 @ @ ©
1-4 of 4 First | Previous | Next | Last]

Approve Selected ‘

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.

WinCapWeb > Payroll Vouchers > My Pavroll WVoucher Approvals

My Approvals as Supernvisor Cusumano, Cheryl E. = Only show approvals that require my attention

@ User Payroll Vouchers Approved

My Payroll Voucher Approvals v N [

0-0 of O First | Previous | Next | Last|

I:‘ * Employee « Work Date Pay Authorization Quantity Basis Claim Amount Action

[ne records]

0-0 of O First | Previous | Next | Last|

Approve Selected

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.”

WinCapWeb > Pavroll Vouchers > My Pavroll Voucher Approvals

My Approvals as Supervisor Cusumane, ChelE. = Only show approvals that requife my attention
My Payroll Voucher Approvals v N B[
1-4 of 4 First | Previofis | Next | Last|
D * Employes & Work Date  Pay Authorization Quantity Basis Claim Amount Action
[} Beckman, Michael R, 08/10/2012 Teacher Aide Full Time, Athletic Event N/A £0 Stipend s190.00 D QD O
= Beckman, Michasl R. 07/30/2012 Teacher Aide Full Time, TUTOR 32.00 £41.58 Stipend £1,343.36 (A &
[Approve Payroll Voucher]
= RAlanrhard M=ris 11 NAaMA/2N12 Tasrhar 8ida Full Timma  Athlatic Frank N/A &N SHimand £175 nn

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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Approval Transaction

Employee Beckman, Michael R.
waork Date 08/10/2012
Pay &uthorization Teacher Aide Full Time, Athletic Event
Cuantity NFA
Basis $0 Stipend
Claim Amaount 140,00

Actien Approve

OK Cancel

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.

WinCapWeb > Pavroll Youchers > My Pavroll Voucher Approvals

My Approvals as Supenvisor Cusumane, Cheryl E. Only show approvals that require my attention

My Payroll Voucher Approvals v N5 E
1-3 of 3 First | Previous | Next | Last]
[[] * Employes Work Date  Pay Authorization Quantity Basis Claim Amount Action
Beckman, Michaal R. 07/20/2012 Teacher Aide Full Time, TUTOR 32.00 41.98 Stipen 1,342.36
ki hael /304! h d Il d
] Blanchard, Maria U.  0B8/10/2012 Teacher Aide Full Time, Athletic Event N/A 40 Stipend 512500 @ Q@ O
] Clark, Thomas Q. 08/10/2012 Teacher Aids Full Time, Chaperoning  5.00 $45 Stipend s225.00 (@ QD ©
1-3 of 3 First | Previous | Next | Last]
Approve Selected

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.”

WinCapWeb > Payroll Vouchers > My Payroll Voucher Approvals

My Approvals as Supervisor Cusumane, Cheryl E. » Clnh.r show approvals that require my pttention
My Payroll Voucher Approvals vy [E
1-3 of 2 First | Previous | Nguxt | Last]
I:‘ * Employee &« Work Date  Pay Authorization Quantity Basis Claim Amount n
[ Beckman, Michael R. 07/30/2012 Teacher Aide Full Time, TUTOR 32.00  $41.98 Stipend $1,242.36 @ Q ©
&} Blanchard, Maria U.  08/10/2012 Teacher Aide Full Time, Athletic Event N/A %0 Stipend %$125.00 0 -
[Disapprove Payroll Voucher]
I:‘ Clark, Thomas Q. 08/10/2012 Teacher Aide Full Time, Chaperoning 5.00 $45 Stipend $225.00 0
1-3 of 3 First | Previous | Next | Last|

Approve Selected

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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Approval Transaction

Employee Beckman, Michael R.
Work Date 07/30/2012
| Pay Authorization Teacher Aide Full Time, TUTOR
Quantity 32.00
Basis $41.08 Stipend
Claim Amount 1343.36

Action Disapprove

Notes (500 chars)

(The notes will be displayed for the employee on their payroll voucher form.)

Cancel

Approval Transaction
Employee Beckman, Michael R.
Work Date 07/30/2012
Pay Autherization Teacher Aide Full Time, TUTOR
Quantity 32.00
Basiz $41.98 Stipend
Claim Amount 1343.36

Actien Disapprove
This was manually paid through payroll. If

approved the stipend weould ke paid twice
Motes (500 chars)

[The notes will be displayed for the employee on their payrall voucher farm.)

* Notes are required

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.

WinCagltet Payrell Vouches Dissgpeoved, - Mestage (Plain Test)

= * o
=@
% o : % 4 Fn )
XK aa 1 | Y SR
& wnk - Delete Reply Regh ) Zoom
- iy . n e r
Fiom Winapitich Autcddmn «admn Bearvapeeh, com ook Fei BA0/2012 1130 AM
Ta Michael Beckman 806 100 L e
o
Sutiject WelapWeb Payrol Voucher Disspproved.

Ve ace preetving this cmail b acher at Richmond CSD (TS) [webtestetdats] for Work Date 8102012 has been Disapproved, To vies Payroll Visscher please click on the followemg lnk.

T view your paveoll veacher elick of paste this Link it a browser.
st/ {testapincapwed com,/ Emal asho TypelD=1.

2a-d25balcasa

Thus i5 an autenated email pent feom WinCap'Veb.com 2 requested by an

Any replies to this email will not be recelved

ot abbe to <bick on URL lenks in this email, plaace copy and paste the full link into your nsermet beowse's address fisld

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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WinCapWeb > Payroll Vouchers > My Pavroll Voucher Approvals

My Approvals as Supervisor Gusumana. Chernl E. ~ Only show approvals that require my attgntion
My Payroll Voucher Approvals ' |
1-2 of 2 First | Previous | Next|| Last|
[[] * Employse « Waork Date  Pay Authorization Quantity Basis Claim Ameount Actiav
B Blanchard, Mariz U. 08/10/2012 Teacher Aide Full Time, Athletic Event N/A £0 Stipend 512500 @ @D ©
& Clark, Thomas Q.  08/10/2012 Teacher Aide Full Time, Chaperoning  5.00 $45 Stipend s225.00 @ Q@ o
| [Cancel Payroll Voucher]
1-2 of 2 First | Pravious | Next | Last]

Approve Selected

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.”

Approval Transaction

Employee Blanchard, Maria U. I
Work Date 08/10/2012
Pay Authaorization Teacher Aide Full Time, Athletic Event
Quantity NfA
Basis 30 Stipend
Claim Amount 125.00

Action Cancel

Sports event was cancelled- wvoucher placed L
intoc aystem before completing work dutyv. r
MNotes [(S00 chars)

%

[The notes will be displayed for the employee on their payroll wveucher form.)

* MNotes are required

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.

HAd9 0« 9|5 WinCapWeb Payroll Voucher Cancelled. - Message (Plain Text) o B =
File. Message a 0
- x Y g % Bl meeting 23 Junk £ To Manager 53[5 Rules » HO Y El%) &4 Find ©
- @ &3 Team E-mail + Done Less] ] OneNate td mm 2y Related - Al
& unk+ Delete | Reply Reply Forward . —1 | Move Mark Categorize Follow | Translate Zoom
Al !‘e More = | Ega Reply & Delete 7 Create Mew ¥ - [3 Adions * | ynread < Up- o lg select~
Delete Respond Quick Steps i Move Tags i Editing Zoom
From: WinCapWeb AutoAdnmin <admin@wincapweb.com> Sent: Fri8/10/201211:30 AM
To: Maria.Blanchard @261001.0rg
cc
Subject: WinCapWeb Payroll Voucher Cancelled.

G &1

You ase recciving this email because your payroll voucher at Richmond CSD (TS) [webtestetdata] for Work Date 8,/10,/2012 has been Cancelled. Te view your Payroll Voucher please click on the following link

To view your payroll voucher click or paste this link into a browser.
hittps:/ /testavincapweb.com/Emaill inksHandler.ashx?TypelD=14&mode=view&payrollvoucherid=7ee611db-55¢cb-4808-94bb-6dc71ac50146

This is an automated email sent from WinCapWeb.com as requested by an administrator
Any replies to this email will not be received
I you ace not able to click on URL Links in this email, please copy and paste the full link into your intesnct browser's address ficld

WinCapWeb.com 2012 Capital Computer Associates
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