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You have been invited to create a WinCapWEB account. Once the account is created by selecting the link 
in the invitation email and following the account creation steps, you will have access to the Employee Self 
Service module. WinCapWEB is accessible through any internet browser, at home or at work, by going to 
www.wincapweb.com and using the username (email) and password you established. This is a portal where 
you can access your attendance balances and activity, initiate leave requests, demographic and deduction 
changes as well as print paycheck stubs and W-2s. Please see the areas available below for more 
information.  

My Attendance Balances 

The attendance balances displayed under this section are a direct capture from WinCap. To see more 
detail behind the attendance balances, go to the attendance activity section.  

 

My Leave Requests 

In order to initiate a time off request; use the “my leave requests” section.  

 

To add a new leave request, select the Add Leave Request button.  

 

Only those attendance codes that require requests display in the drop-down for selection. Enter the date 
and applicable units to be taken for that day. Comments can be included in the Employee Comments 
section. Once submitted, the request will go to the appropriate staff for approving. The request will not be 
reflected in your available balance until fully approved and posted. 

http://www.wincapweb.com/
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All pending leave requests display under the My Leave Requests screen.  Once the requests have been 
approved and posted against the available balance, they will only display for 21 days past the effective 
date. 

To modify a request, select the pencil icon and to cancel, select the red “X” 
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My Attendance Activity  

The attendance activity section will display all attendance transactions within the date range selected. If 
you need to audit your current available balance you will be able to see any posted, requested, and/or 
withdrawn requests, as well as adjustments, accruals, grants, and carry overs. If the date range is 
changed, remember to select Get Attendance.  If you would like to print this information, select Print as 
PDF 
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My Attendance Activity – Calendar View 

The “Calendar” tab is available on the “My Attendance Activity” section. When selected, the month and 
year to view should be selected and then select “update.” The Calendar will display all leave taken 
transactions.  

 

My Paychecks 

Paycheck stubs you have received through WinCap may be obtained under the paychecks section of 
Employee Self Service. 
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My Year to Date Totals  

The My Year to Date totals section allows you to obtain position and deduction data for particular fiscal 
and/or calendar year as well as quarter or month. Once Type has been chosen, select Get Totals. 
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Select the Year/Quarter/Month for which you wish to display the Position and Deduction details 

 

My W-2s  
 
Any W-2 you have received from WinCap from 2009 to present may be obtained under the W-2s section 
of Employee Self Service. Current W-2s may be obtained once the district/BOCES has finalized for the 
calendar year. If you wish to receive your original W-2 through WinCapWEB only and no longer have a 
paper copy print through the payroll office, you may manage your consent elections and elect to not print 
your W-2 through payroll. 

Your site’s system setup may require a one-time consent for current year W-2s while prior years will still be 
available for printing.  
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The W-2 Consent Elections page outlines the system requirements and instructions on how to print. 
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Select the applicable calendar year and the copies you would print followed by Print as PDF. A pop-up 
box will appear where you can chose to open or save the file. 
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Employee Deductions  

The Employee Deductions section will show you your current NYS IT2104 and W4 status and allow you 
to initiate change requests. 

 

 

Select the pay date the tax changes should be applied towards, make the changes, type your signature 
and select update to submit your request. 
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My Employee Demographics 

Your site may elect to allow employees to initiate electronic change requests for Name, Ethnicity, Other 
Email, Address, Phone and Emergency Contact Information under the employee demographics section.  
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My Paycheck Printing Elections 

You may elect to no longer receive a paper direct deposit stub from the payroll office by making the 
printing election under the paycheck printing elections option.  

You may change your printing elections for your Direct Deposit stub. If you no longer wish to receive the 
paper copy from payroll, change your printing election. 

 

Select the checkbox to confirm that you understand and then select Submit. You will need to go to My 
Paychecks to retrieve your future payroll check stubs.  

 

My Evaluations 

If you are a Teacher or Principal, your Annual Professional Performance Reviews are displayed under the 
My Evaluations section.  
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My Position & Salary Notices  

Within the position and salary notice section you will be able to retrieve your annual salary notice. If you 
are required to electronically acknowledge the notice, you will be able to by selecting the pencil on the 
correct position. 

Select the correct fiscal year to display the salary notice for acknowledgement. Use the pencil icon for the 
correct position to open the acknowledgement. 

 

Download your Salary Notice and once viewed, enter your password to confirm your electronic signature 
before selecting Acknowledge 
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My Direct Deposit Allocations 

You may initiate electronic change requests for direct deposit allocations under the employee My Direct 
Deposit section. Select the desired effective date, then using the green plus sign, add your changes or 
additions. Validate/Reorder Selections to confirm validation before selecting Update. 

 

The Direct Deposit Allocations Changes grid will display the status of your request. 

 


