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Accessing WinCapWEB and Timesheets

1. Open the Internet Browser on your computer and go to www.wincapweb.com

2. Enter your email and Password. (This email/password is from the Invite you
received to WincapWEB)

LG lm https://wincapweb.com

P~B02C H {4 Home | WinCapWeb | ’

File Edit View Favorites Tools Help
) 4 Share Browser WebEx ~

| You can access WinCapWEB from
any internet browser by going to
www.wincapweb.com

Welcome to WinCapwee
An online suite of tools to complement the WinCap Financial & HR Management System . . «
If the system is not accepting your password, select the “forgot

USE’&% | Log into WinCapWEB using the Embloved S ) ) ) ]
oy ‘email address and password | R OVEE B8t raton; intate | Password” link. This will prompt you for your email and the
s you have set after receiving requests and track approvals. . . - -
the account invitation email answer to the security question you set. An email will be sent to
[ Login | ; b | Electronic Timesheet N i i i
Forgot Password? L. ,m .Maﬁtaiﬁ::;cap;m‘:fimgiesets for time your emall address Wlth a Ilnk to reSEt your password If the
- : Use the forgot password link if you  orked and daily absences. . . . ;
gbip el e system is not accepting the answer to your security question, you
1ag . £ Vel prompt you for thie lectronic Payroll Vouchers will need to contact the WinCapWEB system manager to have a
answer to the security question you  ubmit and track claims for work duties and
set in order to reset your account.  fipends not based on an hourly or per diem “forgot password” email sent to you. Once you receive this email,

= e —

you will select the link and reset your password. Once you are
logged into your WinCapWEB account you will want to go to
mywincap/myaccount/change security question to set a new
security question and answer should you have problems in the
future.
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http://www.wincapweb.com/

Accessing WinCapWEB and Timesheets

Once logged into WinCapWEB, click on “Timesheets” in the purple toolbar in
order to access employee timecards. Once you are successfully into the

Click on "Timesheets" in the purple
toolbar to log into Timesheets. Once
you are logged in, you will be brought

- . to the home page where it will indicate _

Home : IS Logout of Timesheets "Welcome ******"

i Welcome McCabe, Cheryl T. ...
mployees

Time Card

Mass Add

Pay Period

Timesheets Help

Recent Pay Period Reports & Exports...

Approvals
Reports You have Time/Excused Time that requires your Approval.
(_ January Audience Control ADS )

PLEASE MAKE SURE YOU HAVE ALL AUDIENCE CONTROL FOR ATHLETICS FOR JANUARY ENTERED INTO YOUR TIMECARD
BY 2/4/2014
The home page will also display any important messages
that payroll has posted. Please remember to read any
messages posted.

" In order to access employee timecards select “Time
Card" from the Timesheets Menu.

*** Please Note: If you are a back-up supervisor or you have multiple logins to Timesheets you will need to use the
Timesheets Login menu. When you hover on Timesheets in the purple toolbar, the menu displays and there should be a
login option with an arrow over to all of your logins. Depending on what you are doing, you will need to select the
correct login.
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Navigating to Employee Timecards

After selecting “Time Card” from the Timesheets menu employee timecards will populate. The
employee timecard has two separate tabs, the “By Pay Period” and the “By Dates” tab.

The “By Pay Period” tab will list out employee’s time by pay period. The Pay Periods display in a
dropdown and are based on those pay periods that Payroll has added to pay period maintenance
within WinCap. If the next pay period has not been added in WinCap, it will not display as an
option in the drop down. Only the time that is targeted to be paid for an applicable pay period will
display in that pay period’s timecard. If time is left over from a prior pay period because it was
added after the pay period export, it will display at the top of the timecard for the next pay period
until it is approved and exported.

ER[(@® Time

By Pay Period | ByDates |
Location Al ions v Pay Period <<} 2014 + 017[01/15/2014] « [
Employee <</ Baile, Gregg X - > 08 Description Al ’ v Refresh
+Add New Time Punches: 2.0000 hrs.
+Add Excused Time Breaks: 0.0000 hrs. 7 :
Excused:  0.0000 hrs. Total: /20000 hrs. [ Approve Al | [ "Save 7 |
Timecard | Break Excused Time |
Date In Description Out Description Job/Duty Hours APPR S2APPR SAPPR Scheduled

¥ £ @ sun 12/28] 10:00 AM v [12.09#M Bxtra Punch ~ + TSCl Audience Control Athletics + | 2.0000] ] >

=]

Hours for Day:  2.0000
Hours For Week:  2.0000

[ Expand All Dropdowns Breaks\ir‘h..-.w@ Deaalea =] [ Dafeectn [ e I

The Employee Timecard has two tabs for viewing. On both
tabs you have access to the "approval all" button and may
approve the timesheets.

[] show Former Employees ] show\ |

By Pay Period Tab: Displays the Pay Periods that are open by
payroll in WinCap. As long as they have the payroll added for
the date range that you are approving, you will see employee's
time displayed for approval. Use the Pay Period Drop down to
go to the applicable pay period. If not available you will need to
,N\,, HARRIS use the "by dates" tab to access/approve employee's time.
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Navigating to Employee Timecards

The “By Dates” tab of the timecard allows you to pick the date range that you wish to view. The
date range may be modified by manually typing the dates into the to and from fields or by
selecting the date from the calendar. Once the desired date range is selected, select “refresh” to
update the timecard. There is also an option at the bottom of the timecard to “show employees
reporting to me during the above date ranges.” The employee dropdown will display any employee
that ever had you listed as their supervisor. If you wish to filter the list down to only those
employees that have existing time worked for the date range selected, this option will filter the
employee list. Please note that if you are trying to locate a timecard for an employee that has not
worked during the date range selected you will need to deselect this option to find their name in
the employee dropdown.

Bv Pay Period | Dates
Location All Locations Date Range 1</ 12/14/2013-| 12/30/ P13 |
Employee (<] Beach, Kathyn D v > ¢4 Destription Al < Dece 013 »
Su Mo Tu We Th
+Add New Time Punches: 4.0000 hrs. \ na 9t 92 97 93 79 N
+Add Excused Time Breaks: 0.0000 hrs. Gl
Excused: 0.0000 hrs. Total: 4.0000 hrs. 1 3 4 5 6 7 .
Timecard | BreakTimes | Excused Time | 8 9 10 1 13 14 The "By Dates" tab of the time card
Date In Description Out Description 15 16 17 18 19 20 PR allows you to change your date
% £ @ Fri12120 | 7:00 AM | Good + [9:00AM | Good - TSClAuden| 22 23 24 25 26 27 28 range to whatever the time period
Note Type | Footbal = 29 31 1 2 3 4 you would like to review and
Ry — ————— approve. You may change your date
L Today: December 20, 2013 | range by manually keying in the

e

‘ desired to and from dates or by
- ' clicking in the fields and selecting
the date from the calendar. Once the

Hours For Week:  2.0000
X £ @ sun 1229/ 10.00AM BdraPunch  + [1200PM EdraPunch  + TSCl Audience Control Athletics v | 2.0000)

Note Type | Sococer [l | date range is selected you should
Note | | select "Refresh" to update the
Hours : 20000 employee timecard.
or Week:  2.0000
[¥] Expand All Dropdowns Breaks Display: Hide Breaks v l Refresh | [ Save |
("] show Former Employees (V] show Hours Summary Timecard Audit|

[¥] show Employees Reporting to Me during the above Dates Range 4— This option allows you to filter your employee time card list by only those
| employees that have entered time worked for the date range you have selected.

1



Navigating to Employee Timecards

Other Options Available at the bottom of the Employee Timecard:

X FThu3le |7:45AM | Good v |430PM| Good v CC12 Alam Call v | 8.7500] 7l >
7:44 AN Grosvenor Clock 4:30 PM
Hours for Day:  8.7500
Hours For Weel+ 24 700n s oo ;
*The Timecard Auditis-a fisting of all
[V] Expand All Dropdowns Breaks Display: Hide Breaks - | Refresh Save changes made to an employee's timecard

L 1‘ Show Former Employees

If the job/duties are being
cut off on your screen this

I option will expand the
section

(] show Hours Summary V] show Overtime

*

Timecard Audit r

The "Show Overtime" option is only available on

A
There are three Break Display options when viewing
a timecard:
> Hide Breaks: Does not show the breaks or subtract
the unpaid hours from the totals
> Show Full Breaks: Displays a seperate line for each
break
> Subtract Break hours: Does not show the break in
the timecard but subtracts out any unpaid hours from

Pa
Location All Locations

riod | By Dates

Employee «| Dennis, Holly G

n |_s the totals
xif mad e

the "By Pay Period" tab. When selected the
Totals box at the top the timecard display the
4 employee's overtime hours as a hyperlink.

v Pay Period i« 2014  021[03/14/2014] + [»|
- i %

Description Al

nll4

ifhe Overtime hours are summarized in the Totals Box at the top of
the "By Pay Period" Tab of the timecard. When the hours are selected

+Add New Time Punches: 60.4500 hrs. Overtime: 16.7500 hrs. 4__ B % ¢
+Add Excused Time Breaks:  -3.5000 hrs. —— @ pop-up appears displaying the overtime hours summary
+Add Blank Timesheet Excused: 0.0000 hrs. Total:  56.9500 hrs. K_L_A_’f s
Timecard | BreakTimes | ExcusedTime | | @ WinCapWeb - Mozilla Firefox ==
Date In Description Out Description
- = - ~ ‘ @ https://timesheets.wincapweb.com/cca/test/cloc w/TimesheetDataView.aspx?vw=18&e=3708&fy=201 ‘
2 £ © Mon 224/ 8:00 AM | Good v [10:45AM Good =
746 AM GrosvenorClock  4:30 PM Name Payroll ID|Type|Hours Multiplier|Pos Code|Adj Code|From To Att Code|
% £ @ Mon 2124] 10:45 AM Good ~  [300PM| Good . Dennis, Holly G[01065 | OT1 42500 1.5 cc12 | EALA | 021242014 | 0212472014
X o A”" TR — Dennis, Holly G[01065 | OT1 425000 15 CC12 | EALA | 03/03/2014 | 03/03/2014
R =S Dennis, Holly G|01065 oT1 8.2500 1.5 Ccc12 EALA 03/06/2014 03/06/2014
X . Mon 224 300 PM| Good - [430PW] Good . s

ALLLLE
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Navigating to Employee Timecards

Home LOUGHUON - Al LOC3TIONS v URBLE RAaNge (S5 UL/ £8 7 LUIR=| UL/ £D 7 LU1&I22]

Dashboard Employee </ Dennis, Holly G - i Description Al = Refresh ] Job/Duty is the job/duty the time will
Admin be paid against. Should the job/duty
Employees :%_ Punches:  25.7500 hrs. need to change, the dropdown will
Time Card +W Breaks:  -1.5000 hrs. display all available job/duties for the
Mass Add Time +Add Blank Timesheet Excused: 0.0000 hrs. Total:  24.2500 hrs. employee to work against.

Mass Add Excused Time

Timecard [ Break Times l Excused Time ‘
Mass Add Notes

Kours APPR SAPPR Scheduled
—

X Date In Description OQut Description Job/Duty
Mass Reallocate Time - = -
Mass Manual Export X £ @ Mon 2124/ 8:00 AM | Good v | 10:45AN Good v CC120Office Clerk lll 12 Month v | 27500| 8:00 AM4:30 PM >
Invalid Pay Authorizations 7:48 AM Grosvenor Clock 4:30 PM
SC"‘“U?S | Good - \ Good v UNPAD «
Loy R Een 2 | Good - | Good ~ CC12 Alam Call >
Reports — .
7:46 AM Grosvenor Clock
Configure - 1
1| Good v |4 1| Good v (CC12 Office Clerk 1l 12 Month v | 1.5000| >
7:46 AM Grosvenor Clock 4:30 PM
Hours for Day:  8.0000
X £ Tue 2125 | 8:00 AM | Good - \"47:?39 PM | Good + (CC12 Office Clerk 11l 12 Month v \ ~ 8.5000| 8:00 AM 4:30 PM >
7:45 AM Grosvenor Clock 4:34 P Grosvenor Clock ‘
" M g Tue225 | | Good #] | | Good + UNPAD ~ [ 0.5000) Employee Scheduled Time
Raw Punches line. If : Hours for Day:  8.0000 ‘
::':gl::;‘":;:;""::‘: £ @ Wed 2126 745 AM | Early Punch  + |4:30PM | Good + CC120ffice Clerk lll 12 Month ~ [_8.7500) 3:00 AM 4:30 PM >
address displa oalso SN AN GIsVenncs U Breaks/Lunches may appear depending
EOSPY a0, Wed 2126 | Good - Good + UNPAD + 0.5000] on the break display selected at the
The White Boxes is — - : - e | .
= T — Hours for Day:  8.2500 bottom of the timecard
what the employee is | Punch Descriptions are set based on the Pay Rule | yours Forweek: 242500
paid from but the raw and how the raw punchis interpretted based on

is what was registered

at the time the
employee punched

7:‘\’; HARRIS

\\.J School Solutions

the rules. They are not required to be "Good" for
the employee to be paid and if left as the initial
value, an "exceptions report" can be run at later
dates based on the descriptions
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Modifying Employee Timecard

Depending on how your site collects employee’s time, employees may be able to modify their timecard
until you have approved the time and/or the time has been exported. If your site does not give access for
employee’s to view/edit their own timecards, as the supervisor you may need to make the modification
on their behalf. Any in or out time may be modified by backspacing or deleting the current time. Entering
the desired in and out time and then selecting “save” will update the employee’s timecard with new totals
so long as the task is not overlapping with any other times on that day. If a job/duty needs to be changed,
this can be done by selecting the job/duty dropdown and selecting the appropriate job/duty. Once
selected, select “save” and the entry will be updated.

, Time

ByPayPerod |  ByDates |

FI)

Location All Locations v Date Range 1</ 12/01/2013 - 12/30/2013»!
Employee <! Beach, Kathryn D v 2>1M Description Al v Refresh
+Add New Time Punches: 4.0000 hrs.
+Add Excused Time Breaks: 0.0000 hrs. T T
Excused:  0.0000 hrs. Total:  4.0000 hrs. [ Aoprove Al | [ Save ]
Timecard | BreakTimes | ExcusedTime |

Date in Description Out Description Job/Duty Hqurs APPR S2APPR SAPPR Scheduled

X F © Fri12i20 [ 7:00 AM | Good v [9:00AM | Good v TSCI Audience Control Athletics | 20000) [ >
Note Type j Footbzll ; |
Note As you review each employee timecard if modifications

to in or out times need to be made you do so by
backspacing the current time and re-entering the new
X £ © sun 12128 10:00 AM Extra Punch v [12:00 PM Bxtra Punch v TSCl Audience Cortrol Athletics | time. The system REQUIRES am(A) and pm (P) be

Note Type | Soccer =] entered for the in and out times. Once you have
Note | o | adjusted the time to the correct time you will need to
Hours forD Select "save". The hours total for that day will
Hours For automatically update once you hit save.
] Expand All Dropdowns Breaks Display: Hide Breaks - [ Refresh J l— save |
= =9 W DT3RS VULV TS H l SHVE |
I"| Show Former Employees (¥| show Hours Excused: 00000 hrs Total: 50000 hrs. ppiove A2
@ : Tim Break Times | Excused Time
™ . ' Timecard
4 Show Emplovees Hepotiing i e Auring the aho Dste  in Description Out Description JobDuty Hours APPRS2APPR SAPPR Scheduled
K2 1220 700 AM | Good « | 1000 AM Good v TSCl Audhence Control Ahletics « | 30000 >
L Note Type | Footoet | =
Note

\, rs for Day: 30000

) Hours For Weak:  3.0000

P

4 2 t'hAl'}B IS X 90 on 1223 1000AN, B Pnch  + | 1200PN BamPunch v TSCIAuci Tt U8 eXxample the §:00am was changed to 10:00am. Once
\\- chool Solutions the record was saved the hours total updated from 2

Note Type [ Soccer > hours to 3 hours.




Deleting Time from Employee Timecard

The red “X” on the employee timecard can be used by a Supervisor to remove data from
the timecard. Any time that has NOT been exported to payroll may be deleted off of the
employee’s timecard by selecting the red “X” on the left side of the time entry. A warning
prompt will appear that you must “ok” in order to complete the deletion. Once the
record is deleted, it is removed from the employee timecard. The “Timecard Audit”
option listed at the bottom right of the timecard will display the deletion and what was
deleted if the information should ever be needed in the future.

¥ £ & Thu 2427 [ 8:00 AM | Good v [8:00 AM | Early Punch v CC12Office Clerk Ill 12 Month v | 0.0000) 7] 8:00 AM4:30 PM >
 7.59AM 010119101036  S8:00AM  010.119.101.036 S
X e 2127 \ _| Unprocessed v ‘8{)DAM* Extra Punch - CC12 Office Clerk Ill 12 Morth \ DADE}[;D ] >
SOOAM 010.119.101.036
X §OThu2i27 [A2SEM | EdraPunch v [745AM| EdraPunch v  CC12Office Clerk lll 12 Month « | 15.0000] v >

444 PIN010.119.101.036  7T:49AM  010.119.101.036
Hours for Day: 15.0000

X DFri2s Absent | The red "X" may be used to delete time/excused 8:00 AM 4:30 PM
X oaFium | | Unprocessed | time/absences etc. from.an employee's timecard. When the ] >
time is removed, all raw data associated with it is deleted as
 well. In some cases, if employee's punches were completely
_wrong it may be easier to delete the time and then manually
X £ Mon 313 \ \ Unprocessed | add it back in [Tl >

A rre e b

The page at hitps:/timesheets.wincapweb.com says:

Note: Changes made should be saved before deleting imelAre you sure you wish to remove this punch time?

[ ok | [ cancet |

D

Once you select the red "x" to delete time you do

7\‘, HARRIS :eceive a warning message that you must select
(\\ School Solutions OK" to in order for the time to be successfully
deleted




Deleting Time from Employee Timecard

Use the Timecard Audit to review deleted time.

L1 Timesheets | WinCap\Web Timesheets | + | @ Timecard Audit - Mogzilla Firefox (o= =]
test wincapweb.com/timesheets/timesheets.aspx | | https://timesheets.wincapweb.com/cca/test/ clockview/AuditTrail aspxtbl=audit_Timef&pemployee=363&id=-99 8 dtstart=2/23/2014 8 dtstop=3/8/2014 |
2 HTNEWTE TU LU LL AN CUTTENT value LL L0148 waninoT, Mednie ZIEIL0 4 §UU AN LY oL

3 Latest Headlines || WinCap Web Dev {_| Cong & 3/8/2014 10:03:27 AW ADS 212512014 Wanthof, Melanie 2/25/2014 8:00 AM| 2/25/2014 4:30 PM| 8.5000

@ [ ¥ g Redio I & 362014 4123T PN ADS 2/25/2014 Vanthof, Melanie App: Approved 2/25/2014 8:00 AM| 2/25/2014 430 PM 8.5000

@ 3112014 10:20:22 AM current value 2/25/2014 Vanthof, Melanie 2/25/2014 8:00 AM 2/25/2014 4:30 PM  8.5000

Webbx | B 341172014 10:20:22 AM current valug 2/25/2014 Vanthof, Melanie 0.5000

& 22702014 T:55:59 AN #Self 2/27/2014 Vanthof, Melanie 212702014 8:00 AM| 0.0000
£ @ Vied 35 | 8:.00 AM | Good ©, 3/11/2014 10:20:17 AM Greenspan, Patricia L. 2/27/2014 Vanthof, Melanie DELETED 2/77/2014 B:00 AM  0.0000 =

AT AN 01910 o 57014 7:50:34 AM | =Self 212712014 Vanthof, Melanie 317772014 8:00 AM 0.0000

_ Time Out: _-2:00 AM
% £ Thu 36 | 8:00 AM | Good 5 22712014 T:59:47 A =*Self 2/27/2014 Vanthof, Melanie 2/27/2014 8:00 AM|2/27/2014 8:00 AW 0.0000

Out descriptiqn: Unprocessed - Early Punch

T48AM 010119101
x £ Thu 36 Good 5 362014 41237 PM ADS 212772014 Vanthef, Melanie App: Approv 202772014 8:00 AM 2/27/2014 8:00 AN 0.0000
' 941 AM  Grosvenor g = H11/2014 10:20:22 AM current value 212712014 Vanthof, Melanie 212712014 8:00 AM 2/27/2014 8:00 AW 0.0000
x SO Thuae | 1:45FM | Good &5 22702014 4:4455 PN =Self 212712014 Vanthef, Melanie 2027012014 445 PM 0.0000
1:50 PM  Grosvenor Time Out: - 743 AN
x S Thu3e | 151 PM | Good & 2282014 T4%:15 AN =Self 212712014 Wanthef, Melanie Hours: - 15.0000 202702014 4:45 PM 2/28/2014 7:45 AN 15.0000
- 151 PM  Grosvenor ( Qut description: Ynprocessed - Extra Punch
&5 362014 41237 PN ADS 212712014 Vanthef, Melanie App: Approved 202702014 4:45 PM 2/28/2014 7:45 AN 15.0000
x FAFridT Unprocessed | &% 3/11/2014 10:20:22 AM current value 22712014 Vanthof, Melanie 20272014 445 PM 2/28/2014 7:45 AN 15.0000
B 3112014 10:20:22 AM current value 2127712014 Vanthef, Melanie 0.5000
){_ @ Fri 3T Absent &5 272802014 4:31:55 PN =Self 21282014 Vanthef, Melanie 2/28/2014 4:30 PN 0.0000 I
&4 A4 102027 AM t wal IAMPNAA Wanthaf Melani FIIRNAA A0 P 0 ODDN
x _ﬂ@ Fri 3 l:l Uan‘OCBSSBd ‘ rurrant vahe nthn ‘[‘" nis .

Hours for Day:  0.0000
Hours For Week: 12.4000

S Breaks Display: Hide Breaks . E A/ If there was ever a questhn as to what

happened to the deleted time, although it

["] show Former Employees Show Hours Summary [T] show Dvertime Timecard Audit no longer appears on the timecard, the
deletion was captured in the Timecard
Home | Contact Support Audit for the day. All deletions appear in

pink with the change column indicating
114 Harris School Solutions, a division of Harris + All Rights Resend "DELETED" _
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Adding Time to Employee Timecard

If you should need to add time to an employee’s timecard on behalf of them you can do so by
accessing the employee’s timecard. You will want to make sure that you are on the Timecard either
on the “By Dates” or “By Pay Period” tab for the date range that you are trying to add time for.
Select the option to “Add New Time.” A new line will be added to the top of the employee’s
timecard where you can select the date, input the in and out times, and select the applicable
job/duty. Once the entry looks correct, by selecting “save” the entry will be saved to the employee’s
timecard and will auto populate with the descriptions based on the hours input compared to the
employee’s schedule/pay rule. You can proceed to add notes and approve.

Home = @ Time
Time Overview s :
Employees By Pav Period | By Dates ]

Time Card Location Al Locaions -1 DateRange (| 12/ 08/ 20134 12/ 21/ 201>

Mass Add Notes . o

Pay Period Export Employee <</ Capellan, Donna Y ] Description Al v ﬂl

Reports

+Add New Time es: 2.0000 hrs.
+Add Excused Tim Breaks: 0.0000 hrs. ; .
Excused:  0.0000 hrs. Total:  2.0000 hrs. | Approve Al | [ Save " 7|
Timecard [ Break Times | Excused Time ‘
In order to add Date In Description Out Description Job/Duty Hours APPR SZAPPR SAPPR Scheduled
time worked for X & © Fri 12/20 7:00 AM | Good + [9:00 AM | Good + TSCl Audience Control Athletics v | 2.0000) [l >
an employee you Note Type | Footbal ]
will first want to Note |
navigate to that | Hours for Day:  2.0000
employee's Hours For Week:  2.0000
timecard. Once on : :
A V| Expand All D - Breaks Display: Hide Breaks Refresh Save

their name select =~ " YouroNE & | ] = J
"add new time" || Show Former Employees V| show Hours Summary Timecard Audit
and an additional 7] snow Employees Reporting to Me during the above Dates Range <— If the employee's name does not appear in your
line will appear at | drop down list you may need to deselect the
the top of the following option as it is filtering out the

employees with no time worked for the date
range selected.

employee

ALLLLIE @ Fncisolutions
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Adding Time to Employee Timecard

Home e
Time Overview €5 @ Time
Employees By Pay Period | By Dates l S
e e BRI Al Locations - Date «[12/08/2013=(12/21 /20135,
Pay Period Export Employee <</ Capellan, Donna Y - » scription Al - Refresh
eports

= dd New Time Punc i 2.0000 hrs.

N +Add Excused Time reaks: 0.0000 hrs. : g

After selecting Excused: 0.0000 hrs. Total:  2.0000 hrs. [ Approve Al J [ L.oSave I
" a Ll -

add .new time™ a Timecard Break Times l Excused Time |
new line of c'!"ata Date In Description Out Description Job/Duty Hours APPR S2APPR SAPPR Scheduled
appears at the
:.(:3 ‘::'a":ie The Fi12/20 [l | =B '; + TSCI Audience Control Athletics + | 0.0000] >

SIS Sun12/8 oo % , e =
first field to be Mon 12/9 | 7:00 AM | Good v | 3:00 AM | Good v TSCl Audience Control Athletics v | 2.0000) >
completed is the \RJ:JTZZ’} 101 Note Type | Footbal =
date. Select the Thu 12/12 Note |
date you wish to Fi 12/13 Hours for Day:  2.0000
add for. Only Sor /15 Hours For Week:  2.0000
those dates for @ Expal _I\lflon 11 22,/’11 § Breaks Display: Hide Breaks v Refresh J I Save J

7

thes cae range 7 ) "\l/Jed 12/18 [@] A Ti 4 Audit
you have (] Show %he 1219 es (¥! Show Hours Summary imecard Au
selected appear AR i 12720 Ebrting to Me during the above Dates Range
in the dropdown Sat 12/21

Note: The positions that are listed in the Job/Duty drop down are based on the Start
Date in the Date Range. So, if the last pay period crossing over two fiscal years and
the start date is in the previous year you will only get positions from the previous
year. So, if you are looking to add time for a new position in the new year change
the start date to July 1 and you will get the new positions.

?\,J HARRIS ' Financial Solutions
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Adding Time to Employee Timecard

Time
ByPavPeriocd |  ByDates |
Location Al Locations ' v Date Range '« 12/08 /2013 -(12/21/2013!
Employee </ Capellan, Donna Y v > 3 Description Al -
v +Add New Time Punches: 2.0000 hrs.
+Add Excused Time Breaks: 0.0000 hrs. 7 7
Excused:  0.0000 hrs. Total:  2.0000 hrs. | Approve Al | [ 1 Save ||
| Timecard | BreakTimes | ExcusedTime | A
Date In Description Out Description Job/Duty Hours APPR S2APPR SAPPR Scheduled
New Time
X+ Sa12/14 + [10:00AM ~ [12:00 PM v {15CI Audience Control Athletics 1jw|| 0.0000) _ >
X £ @ Frit220 Y | TSCI Intramurals [2—0000/ O x
}lours-for : 2.0000
- LT - =
Next you will need to enter the in and out times for the time that
[V Expand All Dropdowns Breaks Display: Hide Bredks

1 the employee worked. You are REQUIRED to put in an am (A) or

pm (P) in order for the hours to total correctly. Skip over the
description field

D Show Former Employees @ Show Hours Summary

V] show Employees Reporting to Me during the above Dates Range Next select the applicable
. job/duty from the dropdown. Once the time is entered for the
appropriate date, time and job/duty select "save" to add the
record to the timecard. The hours will automatically populate

based on the in and out times after being saved.

Date In Description Out Description

Job/Duty
X 2@ sat12144/ 1000 AM Bxra Punch | w || 12:00 PM Bxtra Punch

Hours APPR S2APPR SAPPR Scheduled
v TSCl Audience Control Athletics » | 2.0000|

Hours for Day:  2.0000

¥ 2 Fri12/20 | 700 AM | Good « | 9:00 AM | Good

v TSCl Audience Cortrol Athletics
Note Type | Footbal =

6.4

The totals are automatically
Note |

' calculated based on the in
. Hours for Day:  2.0000 ! and out punches added.

'2.0000

>




Reallocating time worked or absences

The reallocate icon is located to the left of the day/date of the employee’s timecard. It appears as a
clock icon. The reallocate function can be used for numerous things such as breaking existing time
apart across job/duties or reallocating an absence into time worked or excused time. Each option is
outlined below.

First example is reallocating time within a normal days to a different Job/Duty. This person came in
15 minutes early for an Alarm Call. We need to reallocate the first 15 minutes to Alarm Call.

X pOTue34 [745AM| Eardy Punch v [430PM| Missing Punch v CC12Office Clerk Iil 12 Morth - [ 8.7500) V] 8:00 AM4:30 PM >

7:43 AM osvenor Clock 4 30 PH
Hours for Day:  8.7500
X #OWedd5 [800AM| Gost~,  ~ |430PM| Good ~  CC120ffice Clerk IIl 12 Month - [ 8.5000) V] 8:00AM4:30 PM >

TETAIGostf time worked needs to be broken out into two seperate

% & Thudle | 7.45 AM | Good '~ job/duties, the reallocate icon can be used to assist in the

@] >
74aan  crosw Process. In this example the time worked from 7:45am to
. 8:00am should be against the job/duty of Alarm Call. Select
the reallocate button to the left of the the day/date
] | B
(‘\l, t'hél'}ol;ku!)z ‘ Financial Solutions




Reallocating time worked or absences

@ Daviocors Tome Beara - Mesbe Fovive e |
- anuTatt = I
uty G Oerean : ) ‘ Tame Remset |
Dater 20004 Tunnde -
- Cimmer out Cemr Ty =
SIS TH N A wy 2rcy < B Vesrg Sroy ow e i - ~
fae MUTOE N = ‘s N |
R Tine & . . & Reallocate Time Record - Mozilla Firefox o[- B
® Tiew fessa Excaned Tv | & https://timesheets,wincapweb.com/cca cview/ReallocateTimeRecord.aspx?p Time=155985
" . Holly G Dennis Time Recor¢
F-’- +  Date: 3/04/2014 (Tuesday) Approved
The Reallocate Time Record prompt In Comment Out Comment Job/Duty Hours
appears where the portion of time that you 3412014 7:45:00 AW Early Punch 3/4/2014 4:30:00 PM Missing Punch Office Clerk Ill 12 Month 8.7500
need changed should be changed then Raw  3/4/2014 7:43:57 AN 3/4/2014 4:30:00 PM
seiect “reallocate”™
'L Reallocate Time To ...
- @ Time Record () Excused Time
Sobiity: [CET2 ARGl = The Out punch was changed to 8:00am,
the job/duty was changed to alarm call and
In: | 7:45 AM

—— ‘ the option to "preserve the original break"
out: [B:00AM | QK was selected. Select "Reallocate” and the
[l preserve Original Breaks summary of the time appears below. If

Reslocste | §—— | correct, select "save”

Reallocation Summary ...

In Description Out Description Job/Duty Hours Delete
31412014 7:45AM_| Early Punch v 31412014/ 8:00 AM || Good CC12 Alam Call v [0zs00 | [
3/4/2014[8:00 AM | Early Punch v 3:412014[4:30PM || Good CC12 Office Clerk Il 12 Month - | | B

[ | Good v [ | Good UNPAID v [05000 | [F]

[ Save H Cancel J

X £ @ Tue 34 | 7.45AM | Good v |B:00AM| Good +  CC12 Alam Call v | 02500 O >

T7.45 AN 2:00 AWM
x & Tue 34 | 3:00 AM | Early Punch » |4:30PM | Good - CC12 Office Clede 111 12 Month - 8.5000 8:00 AM 4:30 PM =
743 AM Grosvenor Clock 430 PM

Hours for Day:  &.7500

f\b HARRIS . Financial Solutions
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Reallocating time worked or absences

Second example is reallocating a day as Absent to time worked. Reason for this maybe
they were attending a function outside the district or they forgot to punch for the day.

x @ Thu 3/6 Absent NOCT Office Clerk Ill 12 Month Non-Unit 8:00 AM 4:30 PM
| 12:45 _Pb_ﬁ Late Punch v | [ Unprocessed v NOCT Office Clerk Il 12 Month Non-Unit v \ 0.0000| ] 8:00 AM4:30 PM :
12:41PM  010.119.101.036 -
' On a day marked as "Absent", excused time or time worked can Hours for Day:  0.0000
be added for the "Scheduled Time" by selecting the reallocate Hours For Weelc: 1.0000
_icon to the left of the day/date

V] Expand All Drop

. Save

@ Reallocate Time Record - Mozilla Firefox || ==l
‘ @ hitps//timesheets.wincapweb.com/cca/test/ clockview/ReallocateTimeRecord.aspxTpTime=218330&abs=1 \
|Andrew Z Adams Time Record
Date: 3/06/2014 (Thursday) Approved

In Comment Out Comment Job/Duty Hours
3/6/2014 8:00:00 AM  Unprocessed 3/6/2014 4:30:00 PM  Unprocessed Office Clerk Il 12 Month Non-Unit
Raw
Reallocate Time To ...

If reallocating an absence for
@ Time Record  excused Tn time worked, the scheduled
time will be defaulted in and

Job/Duty: NOCT Office Clerk Ill 12 Month Non-Unit v you Wi" just need to select

in: [ 8:00 AM | "Reallocate" then "Save." The
Out: [4:30PM | or  Hours [ | 'unpaid break hours will be
[ preserve Original Breaks added upOn saVing'

| Reallocate ¢

Reallocation Summary ...

Ipﬁ Description Out Description Job/Duty
3/6/2014 | 8:00 AM | Unprocessed v 3/6/2014 1'43(1 PM f@¥/nprocessed v NOCT Office Clerk Ill 12 Month Non-Unit

) H
ARRIS ’ inan "
\ J School Solutions Save H Cancel | Financial Solutions




Reallocating time worked or absences

Third example is reallocating a day as Absent to excused time (Sick, Personal, Vacation).
This can ONLY be done if your district allows you to Add Excused time. If you district
uses Wincap or WincapWEB Leave Request once the excused time is entered/approved
there if will update to the Timesheet automatically.

x & Thu 3/6 Absent NOCT Office Clerk Ill 12 Month Non-Unit 8:00 AM 4:30 PM
\124§_va‘ Late Punch v | \ Unprocessed v NOCT Office Clerk IIl 12 Month Non-Unit v } 0.0000| ] 8:00 AM4:30 PM :
12:41PM  010.119.101.036

' On a day marked as "Absent", excused time or time worked can Hours for Day:  0.0000

. be added for the "Scheduled Time" by selecting the reallocate Hours For Weelc: 1.0000
icon to the left of the day/date

[¥] Expand All Drop Save |
r
@ Reallocate Time Record - Mozilla Firefox || =E) @
‘ @ httpsi//timesheets.wincapweb.com/cca/test/clockview/ReallocateTimeRecord.aspx?pTime=2183308bs=1 \
|Andrew Z Adams Time Record
Date: 3/06/2014 (Thursday) Approved
In Comment Qut Comment Job/Duty Hours
3/6/2014 8:00:00 AM Unprocessed 3/6/2014 4:30:00 PM Unprocessed Office Clerk il 12 Month Non-Unit
Raw
Reallocate Time To ... [ =
: i If reallocating an absence to
| . ") - -~ >
2 Time Record ) Excused Time ‘\ excused time, select the applicable
JobiDuty: NOCT Office Clerk lll 12 Morth Non-Unit excuse code, then reallocate. Once
Excuse: PR Personal Days v‘ the summary appears, if the day
in: [E00AM | should have unpaid hours for a
Out:[430PM | or Hours | | break associated with it remember
- _ to add those in prior to saving.
\"_I Preserve Original Breaks
Reallocate | #
Reallocation Summary ...
= Description Qut  Description Job/Duty  Hours  UnPaid Delete
3062014 | 8:00 AM | PR Personal Days v 36/2014[ 430PM | NOCT Office Clerk Il 12 Month Non-Unit |8.5000 || [
[ Save | | Cancel ]
. Financial Solutions



Adding Notes to Employee Timecard

A note and/or note type may be added to the timecard by selecting the “> “symbol located on the
right hand side of the timecard. The note section will appear where the note type and notes field
display. The Note Type field is a table of all of the canned comments that the district has chosen for

selection. The Note section allows for you to type in free form text. After entering the preferred
note type and/or note select “save” to save the entry to your timecard.

By Pay Period | By Dates |
Location Al Locations - Date Range [ 12 /01 7/ 2013 - | 12 / 31 /7 2013 »]
Employee <</ Muligan, Bridgst M. J - >>ﬂ Description Al - Refresh
+4dd New Time Punches: 3.0000 hre.
tAdd Excused Time Breaks: 0.0000 hrs.
Excused: 0.00400 hrs. Total: 30000 hrs.
Timecard Break Times Excused Time
Date In Description Out Description Job/Duty Hours APPR S2ZAPPR SAPPR Scheduled
2% Thu 12119| 4:00 PM | Good - | 700 PM | Good » T5CI Intramurals - | 30000 e
4:00 PM 7:00 PM
Hours for Day:  3.0000
Hours For Week:  3.0000
| Expand Al Dropdowns Breaks Display: Hide Breaks - Refresh I I Save J /
7] Show Hours Summary In order to add additional notes to your

| timecard entry, select the ">" at the end of the

entry to open up the note and note type
section.

( ,, HARRIS . Financial Solutions
‘\ School Solutions



Adding Notes to Employee Timecard
s |

fime Card ByPayPerod |  ByDates
fEpocE Location Al Locations = Date Range (<<| 12/01/2013-| 12/31/2013»|
Employee <) Muligan, Bridget M. J - > Description Al = Refresh
+Add New Time Punches: 3.0000 hrs.
+Add Excused Time Breaks: 0.0000 hrs.

— Excused: 0.0000 hrs. Total: 3.0000 hrs.
The note section has Timecard l Break Times | Excused Time
two areas for you to add pate In Description Out Description JobiDuty Hours APPR S2APPR SAPPR Scheduled
ltem§ 'O: The note type yu 12/18/ 4:00 PM | Good + | 7:00PM | Good v TSCl Intramurals = 3.0000] [ [ <
section is a dropdown 200 PN 7:00 PM
of canned notes that T =]
ict has chosen 5 ypel z 7
your district 1S C Note | Excuse - Mother =
for your se!ectlo‘n. The : Ex;z: : g;g Hours for Day:  3.0000
list will alphabetically g Hours For Week:  3.0000
appear where you : 3 | Excuse - Therapy 7
should make a selection pand Al Deopdowns Breaks | Excysed Absance [ Refresh | [ Save
& H | Excusad Absence - No Sick Days Remaining
if applicable Shq Exra Run =
| Family Emergency

| Field Hockey
| Flex Time —
| Flex Time - Accrual
| Flex Time - Used
! Flooding

Time
ByPavPeriod |  ByDates
Location Al Locations = Date Range [« 12/08/2013-(12/21/2013»!
Employee | Muligan, Bidget M.J  + [» (4 Description Al =
+Add New Time Punches: 3.0000 hrs. i
+Add Excused Time Breaks: 0.0000 hrs.
Excused: 0.0000 hrs. Total: 3.0000 hrs.
| Timecard l Break Times | Excused Time
Date In Description Out Description Job/Duty Hours APPR S2APPR SAPPR Scheduled
X Thu 12119 4:00PM | Good v [7:00PM | Good v TSCl Intramurals Ay : - = =
£00 P 7:00 P Once you select the applicable "note type" you have the ability to type
: = % e : 2
Note Type | Meadow Drive Intramurals =] 4__ free form text in thg note sgctlon if you wanted to yur"lte so'r'nethmg
S further. Once the time entry is all set remember to hit "save
Hours for Day:  3.0000
Hours For Week:  3.0000
@] Expand All Dropdowns Breaks Display: Hide Breaks Z [ Refresh J [ Save ]

Show Hours Summary




Approving Employees time from the Timecard

As a supervisor you are responsible for reviewing the employee’s timecards for accuracy and
approving. Iltems to look for are the correct date, the correct times, the correct note types and
job/duties were chosen. This may all be reviewed right on the employee timecard on either the By
Pay Period or By Dates tab prior to payrolls deadline for approval. Depending on what level
Supervisor you are, the correct approval box will be prominent on the screen. Each line of detail
requires that an approval checkmark is placed in the applicable box to stamp your approval on the
time. The checkmark can be individually selected for each entry or it may be selected for all time
that is not in error by selecting the “Approve All” button at the top of the timecard. As you approve
each timesheet, the employee list has an over arrow where you can go through each of the
employees to approve the time necessary for the applicable payroll date. There are two ways after
approving the timecards you can verify that you have approved all time. The Time Overview screen
and the Pending Approvals Report can be used to verify that you have approved all of the applicable
time in order for the next supervisor to approve the timecards.

K AR T R ]

The approval box that you are responsible for selecting
will be highlighted on your screen. In this example the

level 2 Supervisor is signed in so S2APPR is highlighted
5 the time is not approved. You can individually approve
Bl Bubates each line or you can review each line and then select

Professional Development | Employee Self-Service ‘ CEMGIRTETTGEN] Timesheats

i i v i”“r‘ / / :3- J / 3‘ | i i i
S Al Locations L 12/ 08 /2013 12/ 21/ 20130 <_ "approve all." Any time that is left in error
Employee << Capellan, Donna Y - >0 Description Al - Refresh  (attendance/missing punch etc.) will not approve although
u select "a ve all." Make s when rovin
+Add New Time Punches: 4.0000 hrs. y'o ”» otk Make ur.e he it g
+Add Excused Time Breaks:  0.0000 hrs. : timecards that the correct pay period or date range is
Excused: 0.0000 hrs. Total:  4.0000 hrs. { Approve Al i.oave . selected.
Timecard [ Break Times [ Excused Time \
Date In Description Out Description Job/Duty Hours APPR SZAP‘SAPPR Scheduled
¥ £ @ sat12/14 10.00AM BxtraPunch v | 1200PM BdraPunch v TSCl Audience Control Athletics | 2.0000] = >
Hours for Day:  2.0000
Hours For Week:  2.0000
X 7S Fri12120 \TDG AM Good v »90@0 AMﬁ Good v TSCl Audience Control Athletics « \ZGDDD [ >
Note Type | Footbai (]

Note | ) ——— B——
Hours for Day:  2.0000
Hours For Week:  2.0000




Approving Employees time from the Timecard

Time
By Pay Perod _ [ I Evtes B : - Hit the over arrow to go to the next
Location Al Locations 14 Date Range | 12/08/2013-|12/21/2013| employee after approving the current
Employee '/ Capellan, Donna Y v &iﬁ!‘_mmnrﬁ‘;: - Refrach one. COr!tinue to approve _the ﬁme.
until all timecards for the time period
+Add New Time Punches: 4.0000 hrs. 3
+Add Excused Time Breaks: 0.0000 hrs. [ ' T are marked with YOL¥. approval
Excused:  0.0000 hrs. Total:  4.0000 hrs. Approve Al | [ Save 7]
Timecard | Break Tlme§_|_Excused Time |
Date In Description Out Description Job/Duty Hours APPR S2APPR SAPPR Scheduled
X £ © sat 1214/ 10.00 AM Extra Punch v | 12:00 PM Extra Punch v TSCI Audience Control Athletics w | 2.0000| [¥] >

Hours for Day:  2.0000
Hours For Week:  2.0000

X £ @ Fri1220 [ 7:00 AM | Good + | 9:00AM | Good + TSCI Audience Control Athletics v | 2.0000]

Note Type] Football E]
Note |

Hours for Day:  2.0000
Hours For Week:  2.0000

| Time that you have approved will be
marked with a checkmark

[¥| Expand All Dropdowns Breaks Display: Hide Breaks v Refresh | [ Save

|| show Former Employees (V] Show Hours Summary Timecard Audit

[¥] show Employees Reporting to Me during the above Dates Range

ALLLLIE @ Fncisolutions
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Approving Employees time from the Time Overview

In order to Mass Approve employee timecards for a particular date range, you will want to access
the “Time Overview” screen. After selecting “Time Overview” from the Timesheets menu, the
overview screen will appear for a current date range. You will first want to set your date range to
the period of time that you are approving for. The next item is to change your view type to “Time
Requiring Approval At My Level.” Select the “Refresh” button to update your screen with the
selected options. You will generate a list of all employees who have time worked within the date
range selected and have been approved by lower level supervisors. This time can be mass approved
by selecting the “Approve All” button at the top of the timecard or by selecting the checkbox in the
“Appr” column for those line items you wish to approve. As you approve the time and the
employee has no other time awaiting your approval or in error, they will disappear from your list.
Once you have approved all of the time, no one should display under your listing for “Time
Requiring Approval at my Level.”

Home | myWinCap | Professional Development | Employee Self-Service | Payroll Vouchers ifits St

*All Times are in EDT/E

Home H y ] - - P YLy e B TR T YR TV
Tane OVeniew ‘_x» Time Overview @ [ Time Requiring Approval At My Level /| Date Range: [«|2/22 /2013 x|-|01/04/2014 [ [J Lock Dates | Refresh I l Approve All ‘

Employess Sul Mon Tue Wed Mon Tue led Thu Fri Sat
1 1223 12724 12125 1 1230 1231 01 01/02 01/03 01/04

Total A SA2 SA2 SA Appr.

Time Card Bailey. G
Pay Period Export TSCI Audience Control Athletics
Reports HES U Falt v
TSCI Audience Control Athletics
Brand. Joan
TSCI Audience Controi Athletics 23 24 25 26 27
Dann, Judith
TSCI Audience Control Athletics
Falasca. Constantine
TSCI Audience Controf Athletics
Galli, Andrea

TSCI Audience Controf Athletics:
Genao. Maria
TSCI Audience Control Athletics

Hess, Pauline

Mass Add Notes

2 v |

The Time Overview Screen has many | %2 2
view options but the view you should ser 23, 2013
approve from is "Time Requiring 1 = 2

Approval at My Level." If the lower level > , 5 2
supervisors have not approved the The datg i hould b? adjusted to_the
time for the time period selected the praper time period you will be approying.

i You may manually type the date range or
eimployess Wil not appearfor appeoval select the to and from boxes and select the

TSCI Intramurals
Levinson. Kay

TSCl Intramurals
McGuire, Paula

TSCl Intrsmurals
Mul n. Bri M.
TSCl Intramursls
Oberheim. Jack
TSC Intramurals

date from the calendar. After the date range
is correct, select "refresh" to update the

page.

O
O
|
O
O
|
O
O
O
O
L]




Approving Employees time from the Time Overview
£ Time Overview 9|Time Requiring Approval Af My Level /| Date Range: [<<[12/01/2013 |-[12/31/2013 [ [Jiock Dates

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Thu Fri Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue T :
1 12/01 12/02 12/03 12/04 12/05 12/06 12/07 12/08 12/09 12/1 11 12112 12/, 4 1215 1216 1217 12/18 1219 12/20 12721 12122 12/23 12/24 12/25 12/26 12/27 12/28 12/29 12/20 12131 '~
Bailey. Gregg

v An Conol Akelies ‘Once the correct date range is displayed 2 2 v e
m : for the overview screen all employee's ”
S A icriod Bonti et with time at your level of approval will 5

B J 5
=t : display
TSCl Audienca Control Athletics 2

Capellan. Donna |An Approval Box
TSCi Audience Control Athletics 2 2 |will be listed for 4

Dann. Judith : |each line where

TSCI Audience Control Athletics The job duty will be specified on |you can 2
Falasca. Constantine | seperate lines where time was lindividually select

TSCI Audience Control Athletics | worked and summarized with |or you can select 4

Galli, Andrea | totals on the days worked. \"Approve All"
TSCI Audience Control Athietics B | 6

Genao. Maria

TSCI Audience Control Athletics - LI )
Giametta, Linda If you want to individually look at the detail of

TSCH Audience Control Athlefics an employee's timecard you can right click s 4
Griffith, Richard on their name and select "open in new tab"

TSCI Audience Control Athletics to open up the employee's timecard. & 4
Hess, Pauline

TSCi Audience Control Athletics 4

TSCI Intramurals 4 4
Levinson. Kay

L]

L]
@

RN eI IERAR
oelofociobolololnbo]o

25 Time Overview @ [Time Requiring Approval At My Level v/ | Date Range: (£¢[12/01/2013 |-[12/31/203 % []Lock Dates

Sun Mon Tue Wed Thu Fn Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Thu  Fri Sat Sun Mon Tue Wed Thu Fri Sat  Sun |
1201 12/02 12/03 12/04 12/05 12i06 12/07 12/08 12/09 1210 12111 12112 12/13 12114 12115 12116 12117 12118 19 12720 1221 12/122 12/23 12124 12125 12126 12i27 12/28 12129 1

Employees With: IAny Supervisor Level Vv I | Any Supervisor \

To set the display height, enter the desirad height of the display. in pixels (300 to 1000). into the text box and click on the Apply button

Display Height (in pixels): l {

' Once you have approved all of the

Time shown in Red has no changes and meets schedule. Time shown in Black time requiring approval at your level

could be a person who doesn’t have a schedule and worked(Sub) or the person’s | for ‘:‘e date '?:;‘gf-‘ disp'ayfd’ a':;he
Punches or breaks have been changed. ﬁzi’:,;?ees et sl




Approving Employees time from the Time Overview

Time Overview Screen: All Times That | May Approve

In order to see time worked for the date range that you have selected but that is not yet at your level for
approval, you may change the Time Overview view to “All Times That | May Approve.” This view will show
you any time that needs your approval but has not been approved by any lower level supervisors. You may
supersede that supervisor’s approval in order for the employee’s time to be exported at Pay Period End or
you may wait until the time is requiring your approval. If you will supersede the lower level approval and
approve the time, the “Approve All” button and the selection checkbox for individual approval are
available on this view. Approving through either option will mark your approval on the time and allow
payroll to export the time for payment if you are the highest level supervisor (SAPPR). If you are going to
wait for the lower level supervisor’s approval you will need to check back periodically before payroll’s due
date to look at the “Time Requiring Approval at your Level” to see if the time displays for your approval.

| Date Range: (<<[12/01/2013 |-[12/31/2013 |/ []Lock Dates | Refresh Approve All

Mon Tue

23 Time Overview @ [All Times That | May Approve

Sun Mon Tue Wed Fri Sat Sun Mon Tue Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Total A SA3 SAZ SA A,
; 12101 12102 12103 12104 12106 12i07 12/08 12109 12/10 1271 12/12 12/13 12/14 12/15 1246 12117 12/18 12119 12/20 12/21 12/22 12/23 12724 12/25 12/26 12/27 12/28 12/29 12/30 12/31 PPr-
Mulligan. Bridget M.
TSCI Audienca Control Athletics 2 2 4 O
\iew Excepti Location: [All Locations (I only Fprmer Approve
F?) iew Exceptions ocation: { c Employe
Employees With: [ Any Supervisor Level v || Any N;wrwsor v|
To set the display height, enter the desired height of the display, in pixels (300 to 1000}, intokhe text Jox and click on the Apply button
Display Height (in pixels): | ] The time has not been approved by the lower
"All the times | may approve" will show you time level supervisors. It will allow you to approve and
targeted for the date range selected but the supersede the lower level approver's approval or
times that are still awaiting a lower level you can wait until they have approved and the
approver's approval. time populates under "Time Requiring Approval at
my Level"
(1273172012 |»! [ Lock Dates | Refresh Approve All

E;'), Time Overview k) iTime Requiring Approval At My Level ‘L Date Range: <</ 12/01/2013
1 Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue T
208 12/09 12/10 12/11 12/12 12/13 12/14 12/15 12/16 12/47 12/18 12/19 12/20 12/21 12/22 12/23 12724 12/25 12126 12127 12128 12/29 12/30 12/31

Sun Mon Tue Wed Thu }
12/01 12/02 12/02 12/04 12/05 12/06 12/0 SA3 SA2 SA Appr.
Mulligan_Bridget M.
TSCI Audience Control Athletics ‘/ D

@ Location: [All Lozations v [ only Former Approve
Employees =

v

L
[

Employees With: [ Any Supervisor Level \|[Any Supervisor

To set the display height, enter the desired height of the display. in pixels (200 to 1000} into the text box and click on the Apply button
DR Fopnemenr | ” | If you are awaiting the lower level supervisor's
approval on employee's time you want to
periodically check back before payroll is due to
see if the time appears as "Requiring approval at
your level"




Pending Approvals Report

The Pending Approval Report can be used by a Supervisor in order to verify that all
time targeted for a pay period at your level has been approved. By selecting “At My
Level” and the correct pay period, running the report will return any time that is
awaiting approval at your level. If it indicates “no data available” then all time has

been approved.

jome Timesheet Pending Approvals Report
Time Overview
Employees A
Time Card Approval Level: . <ow Time/Attendance requiring My Approval® Select "At My Level" for the
. 1 "
Mass Add Notes 9 atiy Level < applicable payroll and the "Run

/ Report"

\

Pay Period Export ') At the Top Level A
Reports ) At Any Level
i
') That have been approved at a higher level than My Levell

PP End Preview

Pay Period End Fiter By: | @) gy pay period (€1 2014 + 017[01/15/2014] v (] [¥ Include Prior PgyPeriods
Pending Approvals () By Dates

Tinecasd Audit Location: All Locations v
Timeshget Analysis Employees With: Any Supervisor Level «  Any Supervisor v
Employees: AllEmployees Show Employee Fitter (Y]
Time Type: | [7] 1ime Inciude * | [¥] Ready for Approval
S = R V Excused Time [ With Errors
Select Reports/Time/Pending -

Approvasl to open up the Run Report
pending approvals report.
Count: 0

f *Only Time and Excused Time that have nof been exported are dispiayed
There is no data avaiable. < | If all of the time that you should have approved for the
pay period is already successfully approved you will
receive a message "there is no data available"

ALLLLIE @ Fncisolutions
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Pending Approvals Report

Timesheet Pending Approvals Report

Approval Level: Cnly show Time/Attendance reguiring My ,|:\|::-|::‘rc|'\.falg

@) st My Level
_ Atthe Top Level
_ At Any Level

_! That have been approved at a higher level than My Level

Filter BY: | @) py pay perigg (%€ 2014 ~ D17 [01/15/2014] + (3 Include Pricr Pay Periods
_/ By Dates
Location: All Locations -
If anyone displays after running
Employees With: Any Supervisor Level «  Any Supervisor - the report you will need to go fo
Employees: AllEmployses Show Employee Fitter ‘_4 those employee's timecards to
approve the dates that are
Time TYpe: | [7] 1ine Include Only: Ready for Approval indicated on the report and
Excused Time D With Errors approve

|
Run Report ’—-"/‘__

* Only Time snd Excuzed Time that have notf been exportfed sre dizplayed. r// Count: 1
Employee Date In DOut Hours JobiDuty Attendance 53 52 5 Emp App 53 App 52 App App Sked In Sked Out Raw In Rawr Out

o Capellan,
Donna

12142013 12142013 10:00 AN 121402013 12:00 PM 2.0000 Audience Control Athletics CMCA DMCC 1201442013 10:00:00 AN 12142013 12:00:00
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Other Time Overview Options

The Time Overview has other options that allow you to review your employees data in a
summary form. It is just not used for Approving Time.

Overview of All Times — Allows you to view your employees in a weekly view.
This is good to see if all the employees have worked their
total hours for the week or pay period.

Overview of All Employees — Shows the same view but all your employees and
employees you may also be backup for.

Overview of Missing Punches — Shows your employees that have missing punches.
Overview of Absences — Shows your employees that are considered Absence.

Home = e q “
Time Overview r #5 Time Overview

Overvisw OF All Times Datenanue #[08/10/217 |-[09/25/2017 | ¥ Lock Dates | Refresh

Employees ed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
Time Card Owerview Of All Employees 13 oar4 0815 0ae 08T a1 (V=T b 08/20 0821 08/22 08/23
M Add Ti . Time Requiring Approval At My Level
Mz:z ndd Elgﬁsed Time LACS Assist=nt Cook Casgrove | Al Times That | May Approve 675 675 875 7 675 875

LACS Assistant Cook Cosgrove | Queryiew of Missing Punches A
Wass Add Notes ! Cwerview of Absences
Mass Reallocate Time | ACT Assictant Cnnk Tavlar | - — | &8 A5 A5 A5 A5 A5
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Timecard Report

The Timecard Report will generate a PDF report of exactly what is on the employee’s
timecard for a selected date range. You have the ability to print multiple employees
or individual employees with additional show options.

Timecard Report

' Change your date range to the necessary date range

Date Range: [@[12/01/2073) - (1273072073 &

Location: Al Locations

v

Employees With: Any Supervisor Level v Any Supervisor

v

Employees: AllEmployees Show Employee Filter [/

a

] Show Only Employees with Time worked on Job Duties Reporting to Me

Breaks Display: Hide Breaks

vy
>
o

v

‘: Show Only UnApproved \ Show Note Types

[T Show blank time and absences. [¥] show Notes.

=l Show Minimum Hours. 9 v Show Hours for Ta

[”] Show all raw time as well on Timecard. 9 No Task Totals
Show Task Totals

Show Task Totals By Week

[T] starta new page after each TimecaN

[ Show Scheduled Time on Timecard.

[T} show In/Out Description on Timecard.

=l Show IP Address on Timecard.

Additional Filter Options &

by manually typing the dates or by selecting the dates
from the calendar.

E\ If you would like a report of all employees, the
employee filter should remain minimized. If you
are looking to print timecards for specific
employees you may open up the employee filter by
selecting the double down arrows and selecting
the employees you wish to print

You have additional show options and
filter options available to you. If you

N

Filters: Clear Fitter v | Reload | [ AddNew | would like to display certain criteria
such as note types the option should
| Create Report || Export | be selected.
Once you are ready to run the report, select "Create Report." A PDF report will generate
in a new window. Make sure all pop-ups are allowed from the site if the report does not
appear. Pop-up blockers will not allow the report to generate.
=1 [ el . ==l | = |
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Timecard Report

% Time Card Report By Employee

Dates: 8/27/2017 - 9/16/2017 [Show Breaks] [Showing Notes]

Employee Count: 36

* - When dates are followed by an asterisks{*), the time record crosses multiple days

Doe, John, Clock ID: 99000980, Payroll ID: 02486

Date In Description Out  Job/Duty Hours
Tue 09/05/2017 8:00 AM 1:45PM Food Service Helper Substitute Bernabi 5.7500
Tue 09/05/2017 (Paid Break) Food Service Helper Substitute Bernabi 0.25
5.7500
Wed 09/06/2017 8:00 AM 1:45PM Food Service Helper Substitute Bernabi 5.7500
Wed 09/06/2017 (Paid Break) Foed Service Helper Substitute Bernabi 0.25
5.7500
Thu 09/07/2017 8:15 AM 2:00 PM Food Service Helper Substitute Wils East 5.7500
Thu 09/07/2017 (Paid Break) Food Service Helper Substitute Wils East 0.25
5.7500
Fri 09/08/2017 8:15AM 1:15PM Food Service Helper Substitute Wils East 5.0000
Fri  09/08/2017 (Paid Break) Food Service Helper Substitute Wils East 0.25
5.0000
Week Totals: 22.2500 Hrs
Mon 09/11/2017 8:15 AM 1:30 PM Food Service Helper Substitute Wils East 5.2500
Mon 09/11/2017 (Paid Break) Food Service Helper Substitute Wils East 025
5.2500
Tue 09/12/2017 8:15AM 1:15PM Food Service Helper Substitute Wils East 5.0000
Tue 09/12/2017 (Paid Break) Food Service Helper Substitute Wils East 0.25
5.0000
Wed 09/13/2017 8:15 AM 1:15PM Foed Service Helper Substitute Wils East 5.0000
Wed 09/13/2017 (Paid Break) Food Service Heiper Substitute Wils East 0.25
5.0000
Thu 09/14/2017 8:15 AM 1:15PM Food Service Helper Substitute Wils East 5.0000
Thu 09/14/2017 (Paid Break) Food Service Helper Substitute Wils East 0.25
5.0000
Week Totals: 20.2500 Hrs
Totals: 42.5000 Hrs
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Pay Period End Report

The Pay Period End Report is a way to verify that all time has been approved by the highest level
supervisor that is targeted for a particular payroll. If anything has been left without that approval, it
will be reported as a validation error indicating “UnApproved Time.” The Pay Period End Report will
also summarize all of the items that have been fully approved and will be exported by payroll for
payment. Select “Pay Period Export” from the Timesheets menu to open up the Pay Period End
report. Select the applicable Pay Period and then “Create Report.” The Pay Period report will begin
to run under the available reports listing. Select the “refresh” column until the status indicates
“Complete.” Any validation errors such as unapproved time, missed punches, pay authorization
errors will be recorded under the critical errors, errors, and/or warnings column. By selecting the
“Yes” in each column, any validation message that applies to you will be displayed. If nothing
displays, there are errors but for employees that do not report to you. If you see unapproved time,
you may select the clock icon to approve the time from the employee’s timecard. By running
another Pay Period End report, the errors will disappear from the next report once they are fixed.

Home | myWinCap | Professional Development | Employee Self-Service | Payroll Vouchers Timesheats

Home Pay Period End Report

Time Overview
Employees L Choose a Pay Period

Time Card
Mass Add Notes

Select the Fiscal Year [2014 v
Pay Period Export appropriate Pay —-’ Pay Period W

fpnons Period and
"Create Report" —> Create Report
Available Reports @

o Pay Period End reports available.

*P In order to get a payroll summary of all the employees to
"% be paid and verify that all time has been fully approved,
you should run the Pay Period End Report. Select Pay
Period Export from the menu to open up the report

stem will automatically delete the older
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Pay Period End Report

Pay Period End Report

Choose a Pay Period

Fiscal Year |2014 v

Pay Period | 017 - D1/15/2014 W

Create Report The Pay Period End report

will begin to run under the

Available Reports Refresh 4_- available reports. Continue

to hit the "refresh" button

Run On Run By Fiscal Year Period Export Critical Errors Has Errors Has Warnings Status Action a
McCallion. until the status says
12/24/2013 8:37:38 AM Danielle 2014 017 Yes Yes Yes Complete € € "Complete"
C.
* Please delete reports that are no longer required. If there are more than S repol e S will automatically delete the older

reports leaving only the 5 most recent reports.

If any Critical Errors, Errors or Warnings exist
for the payroll, the columns will have a "Yes"
in them. When clicking on the yes you will see
any validation errosr that apply to you. If none
display, this is because there are errors but
another supervisor must clean them up.

Pay Period End Report Details
Fiscal Year [2014 Period No [017] Check Date | 1/15/2014)
Location: | All Locations v| Back to Pay Period End Report
[include Employees Reporting To Me Today

Pay Period End Data | Report | Validation Result Validation Report ‘
Errors/Warnings [ Waming V| Type [Al M
Name Payroll ID Location Fiscal Year Period Period Start Period End Error/Warning Description Action
Bailey. Greaq 01935 Work Location 11 2014 017 12/01/2013 12/31/2013 'Waming UnApproved Time * @ Q

* - Prior Pay Period f

| If anyone displays with unapproved time you may
access their timecard by selecting the clock icon and
approving the time. The validation errors do not
disappear from this report but another one may be
created to verily all errors are addressed
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Pay Period End Report

S @ Time

By Pay Period | ByDates |
Location |All Locations v| Pay Period («|2014 V[017 [01/15/2014] ™ |») Mo Approve employee's time from the
Employee «|Bailey. Gregg X MET ;] Description | Al M Refresh timecard you can select the "approve all"
AN oG s DO e button or you may individually select the
+Add Excused Time Breaks:  0.0000 hrs. | Ao ARG checkbox for SAPPR approval.
Excused: 0.0000 hrs. Total: 2.0000 hrs.
Timecard Bresk Times | Excused Time
Date In Description Out Description Job/Duty Hours APPR S2APPR SAPPR Scheduled
x £ Sun 12129/ 10:00 AI\H Extra Punch v H 12:00 PM| Extra Punch v ||TSCI Audience Control Athietics v ![42.0000‘\ v >
Note Type | Soccer [v|
Note | \‘
Hours for Day:  2.0000
Hours For Week:  2.0000
[V Expand Al Dropdowns Breaks Dispiay: [ Hide Breaks V] | Refresn | [ sae |
[ show Former Employees [V show Hours Summary [[] show Overtime Timecard Audit

v
Employes |8 R Oescripbon 1':{
+200 Mew T Punches: 20000 hvs
+Add Excuned Terw Beonks: D.0000 hes S
Excused: 00000 hes Total:  7.0000 hrs. Approvo A || Seve
Date In Description Out Description Job!Duty Hours APPR S2APPR SAFPR Schedused
K 210 Sun 12129| 10 00 AW| Extrs Purch w || 12:00 PM! Extrn Punch v || TSC1 Autience Control Aihlescs v | 20000 v W »
timte ?"pe[::cnn i\
Nole
Mours for Day:  2.0000
Hours For Wesk:  2.0000
% Breaks Dispiay. | How Binnks v ~ Tahesh == Once the time is approved
Expang Ab Dropa Dispi How B | -
Expeng Ab Dropocwns ! e — - il Ve i TR your checkmark will be
Show Former Employees | Show Hours Summary Show Overame Dmecand Auci placed on the time entry.
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Pay Period End Report

In order to see the Pay Period End detail of what is going to be paid select the magnify
glass in the action column to open up the Pay Period End Data tab. This tab of the Pay
Period End report will display all of the fully approved time that is set to be exported and
imported into WinCap for payroll. Each employee will have a separate line of detail for
the time worked with the adjustment code, number of hours and work dates available. If
you prefer this detail on a printable report, select the “Report” tab of the pay period end

details and print the “detailed” view of the pay period end report.
Pay Period End Report

Choose a Pay Period

Figcal Year

Pay Period [017 - D1/15/2014 w|

| Create Report |

Available Reports

Run On Run By Fizcal Year Period Export Critical Errors Has Errorz Has Warnings Status Action
MeCallion,

122472013 8:37:35 AM Danielle 2014 17 Yes Yes Yes Complete )( @{

C.

* Please delete reports that are no longer required. If there are more than S reports the system will automatically delete the older
reports leaving only the 5 most recent reports.

Select the magnity glass to open up
the pay period end report on the
pay period end data tab
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Pay Period End Report

Pay Pericd End Report Details

Fiscal Year Period No Check Date [ 1/15/2014
Location: |-":k|| Locations V| Back to Pay Peried End Report

[ include Employees Reporting Te Me Today

Pay Period End Data i | walidation Result | alidation Report |
This tab will display a listing of everying that is fully approved and will be exported and paid by payroll
Pay Type: | Al | e e i oo e o
Name Payroll ID Type Hourgz Hrs with Min Multiplier Pos Code Ad) Code From To Attendance OT Rule Blend Rates Summarized Action
Beach. Kathryn O 02205 R 2.0000 2.0000 TSCl AC-A | 1202002013 | 122972013 MOAD Per Occurance | &9
Brand. Josn S 00204 R 2.0000 2.0000 TSCI AC-A | 1212002013 | 1202972013 MOAD Per Occurance | %)
Cepellsn Donna¥  DOG15 R 2.0000 2.0000 TSCI AC-A | 121402013 | 121472013 NOAD Per Occurance | (9
00615 R 2.0000 2.0000 TsCl AC-A | 1212002013 | 122002013 MOAD Per Occurance | &9
Denn. Jugith S 01607 R 2.0000 TSC AC-A | 12M2002013 | 122972013 NOAD Per Otcurance. | &)
Falasca, Constantine C 01282 R 2.0000 2.0000 TSCI 1212002013 052013 MOAD Per Qccurance @
01282 R 2.0000 2.0000 TSC 1212802013 NOAD Per Occurance | %)
Galli, Andrea B 01632 R 4.0000 \qo00 1211402013 | 1201472013 MOAD Per Occurance | &9
01632 R 2.0000 2 nowa. - T acA | 202013 1202002013 MOAD Per Occurance | %)
Genso, Maria @ 01575 R anogo| Each employee is listed with the 12114/2013 | 1211472013 MOAD Per Occurance | €9
01975 R 2o0go | total number of hours, the 122062013 | 1212002013 NOAD Per Occurance | 9
01875 R 2 oo | 2djustment code and the work 12292013 | 1212002013 NOAD Per Occurance | ()
Gismetts, Linda T 02804 R £ 0000 120142013 | 12114/2013 NOAD Per Occurance | &9
Griffith. Richard @ 02835 R 4,0000 | WinCap. 120142013 | 12114/2013 NOAD Per Occurance | &%)
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Pay Period End Report

Pay Period End Report Details

Fiscal Year [2014] Period No [017| Check Date | 1/15/2014)

Location: | Al Locations v Back to Pay Period End Report

L—.] Include Employees Reporting To Me Today

Pay Period End Data | Report | ValidationResuit | Validation Report |
. |
Report Type: | Detsiled N ¥ @ There are different summary options
Employees With: |Any Supervisor Level V| [APwSupervisor e available but "Detailed" will provide the
Pay Type: |All v view just like that on the Pay Period End
Job/Duty: data tab. Once you are ready to generate the

DF rt select "C "
[ show Minimum Hours PDF report select "Create Report

Show Attendance that is included in the hours

Show Summary of Hours Select the "Report"

tab if you prefer a print off of the

Pay Period End Data.
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Questions?
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