Training: Approving WebClock Timesheets in WincapWeb

1. To approve an employee’s WebClock Timesheet, first you need to go to
Wincapweb.com. You can either enter this URL into your web browser directly, or
you can access this through the BOCES website. From the BOCES homepage,
click on the “Staff” Page.

&« C {Y & caybocesorg

caybocesorg bookmarks @ Classiing & Google Drive @3 YouTube @ Maps Bb filedownloadash @ Cwil Service Manag..  Bookmarks @ @ Hangouts @ Symbaloo- YourBo.. @) HelpDesk NI OurResources-Ne. @ QWareCMMS @

HOME  ADMINISTRATION "AMS  INSTRUCTIONALSERVICES ~ PROFESSIONALSERVICES ~ ABOUTUS  STAFF  REMOTETECHSUPPORT  CALENDAR

Go to the BOCES Homepage
www.cayboces.org

AS: Click on the
k' "STAFF" Page

Cayuga-Onondaga
BOCES

Unleash potential in our community

O} sitendministrators >
@GP Translate >

i‘,{ Popular Links >

2. From the Staff Resources Page click on WinCapWeb.
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3. Login to WinCapWeb using your username and password. Your username is your
work email.
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4. Click on the “Timesheets” tab. If you have timesheets that need to be approved,
there will be a note that says “You have Time/Excused Time that requires your
approval.” Click on “Time Card” in the column on the left.
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5. Select the name of the employee whose timesheet you are approving. Select the
pay period for which you are approving time. Check all days and time for
accuracy. If the date and time looks accurate, check the box next to the date and
time. Click Save when finished.
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6. If you notice there is an error on the timesheet, make adjustments as needed.
Expand the selection by clicking on the small arrow to the right of the date and
time, to write a quick note. (Ex. Forgot to punch in, team meeting) Once adjusted,
click on the approval box to the right of the hours and click Save.
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7. Once this person’s time has been approved, you may move on to the next
employee.



