WinCapWeb Employee Self Service Screens

You will access the Employee Self-Service menu through the Baldwinsville
Central School District website. Click on “Staff Only” and then “WinCap”. You will
login through myWinCap generally with your district email address for the
“Username” and a “Password” that was established during the registration
process to create an account. At this time, December 2010, Baldwinsville CSD is
not using the Professional Development, Electronic Timesheets or the
Requisitions, parts of WinCapWeb. Only Employee Self-Service is functional
as of December 2010.
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After you have created an account and logged on, the following screen will
display.
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Attendance Balances

Employees can view their attendance balances and year-to-date activity for the
specific attendance codes that they have been authorized to view based on rules
established for their Attendance Group in the WinCap Attendance Module (these
are the same settings as are used to display attendance data on printed
paycheck stubs). Different attendance codes can be displayed by group.
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Employee Paychecks

Employees will have access to display or print paystubs for any paycheck or
direct deposit advice issued to them through WinCap payroll processing from
July 2006 to present.

Use the “Paycheck Date Range” to select paycheck dates and then click “Get
Checks”. Once your checks are displayed, you can click on an individual check to
see the detail of that selected check.
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After clicking on an individual check, you paycheck will display as shown below.

When you click on “Print as PDF”, your paycheck will printout. Clicking on “Back
to Paychecks”, will return you back to the paycheck selection screen.

Note:
In the Paycheck display, only the current pay period information appears on each
paycheck. To review year-to-date information for salary and deductions, you will
need to go to the “Year to Date Totals” section of Employee Self Service.
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Year-to-Date Wage and Withholding Totals and Detail

Employees can select any year (Fiscal or Calendar Year), Quarter or Month for
which to display gross pay, net pay and withholdings.
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Employee Demographics

Employees can currently view their own contact information. If a change is
needed, contact your HR Department.
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Attendance Activity

Historical attendance activity is available to be displayed and printed.
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W-2 Printing

The W-2 printing feature will allow end users to print current calendar year W-2's
once the processing is complete in WinCap. (Prior calendar year W-2's are
available beginning with calendar year 20009.

Copies B, C and 2 can be printed individually or in any combination.

Baldwinsville CSD as of December 2010 is working with OCM BOCES on the W-
2 feature. More information about this will be forthcoming in 2011.
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