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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”
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Welcome to WinCapwes
An online suite of tools to complement the WinCap Financial & HR Management System

Username (email):

» | Employee Self-Service
Lookup and print personal information;

P '
Password initiate requests and track approvals.

Forgot Password?

¥ | Electronic Timesheets
Maintain and approve timesheets for time
worked and daily absences.

¥ | Electronic Payroll Vouchers
Submit and track claims for work duties
and stipends not based on an hourly or
per diem rate.

¥ | Professional Development

Get access from anywhere Manage professional development
You can access your WinCapWwes ctivities on a distri ide and indivi
account from any computer employee basis; online registrations.

connected to the internet; at
home or at work.

» | Requisitions

Initiste purchase requistions and select
items from vendor catalogs and district
bids.
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Personalize your WinCapWea experience.

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.
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‘ My Leave Requests + Add Leave Request Il JIET|
| My Leave Requests
[ 1-30f 3 First | Previous | Next | Last|

[ Activity

Attendance Group Attendance Code StartDate « EndDate  Units  Approval Status Comments  Action
s Confidential Family Sick 09/17/2018  09/17/2018 1.0000 Approved by Final - Leave Requests (Beatrice K. Cooper, Asst. Supt. Business), Fully Approved E]
My Year to Date Totals Confidential Vacation 10/29/2018  11/02/2018 5.0000 Approved by the Employee, Referred back for First Approver - Leave Requests Approval B B s x

Confidential Jury Duty 10/31/2018  10/31/2018 1.0000 On Hold by Final - Leave Requests (Beatrice K. Cooper, Asst. Supt. Business), Awaiting Final - Leave Requests Approval BN S
My W25
L [ 1-30f 3 First | Previous | Next | Last]

View Comments Only

Details of the Leave Request

/ Edit Leave Request

x Withdraw



http://www.wincapweb.com/

SECTION 3: Adding a Leave Request
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My Leave Requests
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1-2of 2 First | [ [Add Leave Request] i

| Attendance Group Attendance Code Start Date « End Date Units Approval Status

Comments

Action |
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_, Step 1 — Select Attendance Group
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Step 2 — Select Attendance Code

Step 3 — Enter Date and Units
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Enter Date Range and Units

Step 4 — Enter Comments
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ﬁb‘ Step 5 — Select Submit or Save for Later




