Elaine M. Romeyk, CPA

Director of

Eastern Suffolk Administrative Services
BOCES 201 Sunrise Highway
Patchogue, NY 11772

/ Phone: 631-687-3293
Fax: 631-240-8970

Email: eromeyk@esboces.org

www.esboces.org

Educational Services That Transform Lives

Certifying 2026-27 Shared Services Request
WinCapWEB Instructions

Before having your District Superintendent certify, please do the following steps:

1. In the Filter Data section, click “Clear” to remove any filters and show all services.

Service Reguest

Filter Data

Search For: im: | [All fields listed in dropdown] ~
Purchase Status: | [Any] w |

Contract Status: | [Any] v

Service Status: |[Any] v |

Provider: :|aII': w
Unread Notes from District {0)
Records Preventing Certification
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DISTRICT VIEW

2. Filter Data by Purchase Status “Unspecified.”

Service Request

Filter Data

Search For: | in: [[All fields liste
Purchase Status 2 [Any] w

Contract Status: [['ﬁ"“-"] I w

— Ye
Service Status: J:'Nn

Provider: | (all} | Wes or No
Unspecified -—

[ unread Notes Yes or Unspecified
[ Records Preve Mo or Unspecified

This will list all services that have NOT been marked “Yes or No.”

3. If you want to say “No” to all of the “Unspecified” services listed, go to the bottom of the page
and click “Do Not Purchase Services.”

* - Requested Totals may not reflect your most recent scheen selections. [undate tatals]

"= . The Current Contract Total may differ from vour most recent BOCES Cantract [ivaice
since some services may hive been discontinued or offerad under new sonvioes

Final Praparation for Certification
Chcking Fanalize will sat the Purchase Service flald to no for current sorsen salsctisnd, Including sry Crass-Contract Services that have been loaded, where no Purchase Service sslection has.
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DISTRICT VIEW

4. You will get a popup box that states “I understand that all Services will be verified under my
username as “no.” Click “OK.”

Verify Serelos : : "
[ understand Ehat all Services will be verfied under my user name A5 A0 .
3 | Cancel |

A green box will appear on the screen confirming the number of records that were updated as
“NO_”

Eastern Suffolk BOCES: 1361 Service Contract record(s)
Updated. {}

5. Clear all filters and Filter Data by checking the “Records Preventing Certification” box.
Address any services that appear after running this filter. Please refer to the “Cert Reason”
column on your Service Request page which will note the issue that is preventing certification.

Service Reguest

Filter Data

Search For: | | in: [AN fiekd:
Purchase Status: |[Any] v

Contract Status:  [Any] v|
Service Status: |[Any] v

Provider: | (all) ~|

| Unread Motes from District (0)
——# Ll Records Preventing Certification

L Filter | | Clear




DISTRICT VIEW

6. At the bottom of the Service Request page click “Finalize.” This will check that all services
have been marked “Yes or No” and will recalculate the contract.

we . The Current Contract Total may differ from your most recent BOCES Contract mmice
since some services may R been digcontinued or offarad under ew SEnices

Final Preparatian fef Certifieatian
Chcking Finalize will set the Purchase Service feld ta no for curent Sorsen selectiond, including any Cross-Contract Services that have besn loaded, where no Punchase Service selection has
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7. Your District Superintendent or appointed “designee” is now ready to certify your district’s
2026-27 Service Request. Your District Superintendent or appointed “designee” will need to
log in to WinCapWEB with their Username and Password.

8. To certify, go to BOCES Services > My District Profile > Service Request Certification.
Click “Load Service Request for Certification.”
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DISTRICT VIEW

9. Go to the bottom of the Service Request page and click “Certify.”

Fiter Data -

Search For: in: [JAulfielcs Esied in dropdown] ~]
Purchase Status: [Unspecilied ]

Contract Status: [[Any] |

Service Stotus: | Jany] w
C unread Notes from BOCES (0)

C fecords Preventing Certification
Fi.u"l -‘Jeur1

| sService Request =2023-2024 AS-7 Contracts .

Fiscal Year: 200273 | Customern
Sernce Code = Sonios Kame 2021-22 02223 022-23
Gl prent Conoract Fined Cost Quankicy
[noreca

Final Prepara tion for Certification

Cicking Finallze will set the Purchase Service fleld o no for aurrent soreen selections, Induding a
been made.

Finalirg
Validate and Certify Data
After making updates to Services,Subservices above, use the Update button to validate and save
— 5 [Tentily| Upcate Withowt Cently | [ Cancel |

10.Enter your password (the same one that you use to log in to WinCapWEB) and click “OK.”

Service Request Certfication

ESBOCES INTERMAL NOTE: Dicorict Suparimtondent must ooty weless an omal s
providad of designes tosign in his place.

1 hanva read the abova TaTrs FEsadated with

these SOrVioD roguests

You should see a popup message box that states “Successfully Certified....”



DISTRICT VIEW

Please note that our ESBOCES programs will review your service request selections and will
contact you if they have any questions. In the event changes need to be made to your service
request, Stacey laccarino will reach out to you to schedule a time to walk through the changes
together. Typically, this should take less than 10 minutes.

As a reminder, after the service request period has closed and your Initial AS-7 has been
executed, any changes to your district's ESBOCES service contracts must be done via a
Contract Modification Request form. Any services purchased through another BOCES
requires a signed Cross Contract form.

All contracts are required to be signed by your District Superintendent or a board
approved “designee.” If a board approved “designee” is signing on behalf of your District
Superintendent, please print their name below the signature line and indicate “as designee.”

All Contract Modification Requests and Cross Contract forms should be sent to our group
email at contractadjustments@esboces.org. Please do not mail the originals after emailing
them to us as this may cause a duplication of the contract.

For questions or support, please contact:

Stacey laccarino
siaccari@esboces.org
631-687-3042
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