
Reviewing Your Time Sheet in WinCap Web

1. To review your timesheet, 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. Click on Timesheets in the menu bar.



5. Then, on the left hand side click on “Reports,” then “Time,” then “Timecard.” This
will bring up the Timecard Report screen. From here you can select the date range
for the time card, select other filters, and then click on “Create Report.”

.
6. This will generate a report that looks like this (Depending on the filters you select).


