
 
 

WinCapWEB – Employee Leave Request Submission 

 

SECTION 1: Logging into WinCapWEB  

 

1. Open Internet Browser and navigate to www.wincapweb.com 

2. Input your email as your username and the password that was chosen during account activation 

3. Once complete select “Login” 

 
 

SECTION 2: Accessing “My Leave Requests” through Employee Self Service 

The My Leave Request section of Employee Self Service allows an employee to initiate a leave request 

electronically through WinCapWEB.  

 

 

http://www.wincapweb.com/


 
 

 

SECTION 3: Adding a Leave Request 

 


