
Recording Absences and Monitoring Leave Time in Wincap Web

1. To enter leave time, first you need to go to Wincapweb.com. You can either enter
this URL into your web browser directly, or you can access this through the
BOCES website. From the BOCES homepage, click on the “Staff” Page.

2. From the Staff Resources Page click on WinCapWeb.



3. Login to WinCapWeb using your username and password.  Your username is your
work email.

4. To enter or view leave requests click on “My Leave Requests”



5. Click on the green plus sign that says “Add Leave Request” to enter leave time.

6. Check the correct attendance group. Select the appropriate attendance code from
the drop down menu.  (sick, personal, cancer screening, etc)



7. Check your available balance to make sure you have enough leave time. (In this case,
the employee would like to request a sick day.  This employee has banked 95.83 sick
days.  Earlier, they had requested .47 of a sick day to go to a doctor’s appointment, but it
had yet to be processed. Therefore, this person actually has 95.36 days of sick leave
remaining.  (available balance-requested time= actual time remaining))

8. Enter your leave information. Use the chart on this page to determine the “Units,” or
the portion of the day that you will be absent from work. If you are going to be out for a
full day, the unit is one (1).

Enter the date of the absence, the unit, and any comment regarding the absence.  Click
Submit when finished!




