Reviewing Your Time Sheet in WinCap Web

1. To review your 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 { @& caybocesorg

oces.org bookmarks @ Classlig & Google Drive @B YouTube @ Maps Bb filedownloadashe @ Civil Service Manag... J Bookmarks @ @ Hangouts @@ Symbaloo- YourBo.. @Y HelpDesk W OurResources - Ne.. @ QWare CMMS @

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

Go to the BOCES Homepage

www.cayboces.org Click on the

- a
k"' "STAFF" Page
Cayuga-Onondaga

BOCES

Unleash potential in our community

-m- Site Administrators >

@a Translate >

% populartinis >

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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Welcome to WinCapwee

An online suite of tools to complement the WinCap Financial & HR Management System
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Lookup and print personal information; initiate
requests and track approvals.

) | Electronic Timesheets
Maintain and approve timesheets for time
worked and daily absences.
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rate.
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4. Click on Timesheets in the menu bar.

My Attendance Balances

Wiew & summ your Attendance Balances
My Leave Requests

My Leave Reques:

My Attendance Activity View and subi ave Reguests
My Attendance Activit:
My Paychecks = 1L
View your Attendance Activity Detail
My Year to Date Totals My Paychecks
Wiew & summary or a detailed view of your Paychecks; Print individual Paycheck stubs
My W-2s

My Year to Date Totals

My Employee Deductions View your year to date payroll totals

My W-2s

My Employee Demagraphics View and Print your W-2s

My Paycheck Printing Elections Employee Deductions
Wiew the deduction infermation that your organization has on file

My Employee Demographics
View the demographic information that your organization has on file

My Paycheck Printing Elections
View and update your Paycheck Printing Elections
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5. Then, on the left hand side click on “Reports,” then “Time,” then “Timecard.” This
will bring up the Timecard Report screen. From here you can select the date range
for the time card, select other filters, and then click on “Create Report.”
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Timecard Report

Time Card Date Range: (<€ 09/12/2022 |-[08/25/2022 |3
Reports
Time

Breaks Display: | Hide Breaks ~ |
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() Show Task Totals
() Show Task Totals By Week
[J Hide Time Details
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D Show IP Address on Time D Start a new page after each Timecard.
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Additional Filter Options L]

Filters: | Clear Filter v]|| Reload |

6. This will generate a report that looks like this (Depending on the filters you select).

Time Card Report By Employee Employee Count: 1
Dates: 9/12/2022 - 9/25/2022 [Hide Breaks] [Showing Notes] [Not Showing Taken No Pay Hours]
* - When dates are followed by an asterisks(*). the time record crosses multiple days

SAMPLE, TEACHER AIDE [Clock ID: 03755, Payroll ID: 03755]

Date In Description Out  Job/Duty Hours
Wed 09/14/2022  8:00 AM 3:00 PM TEACHER AIDE 7.0000
Fri  09/16/2022  8:00 AM 3:00 PM TEACHER AIDE 7.0000

Note punched in late, forgot to clock out for the day
Week Totals: 14.0000 Hrs
Totals: 14.0000 Hrs

Total Hours: 14.0000 Hrs



