
APPROVING TIME OFF 
Go to website wincapweb.com 

Enter your user name and password and click LOGIN or hit 
enter 

 You will need to click on the + next to 
ADMIN MENU words in order for the sub 
menu to appear 



Whether a request is approved or disapproved, the employee will receive an email indicating your actions. 
 

 
 
To approve requests, you can do one of two options.  

You can click on the  next to each request (see far right side of request) OR you can click on the check box (far left side of yellow 
heading) and this will place a check mark in all requests. 
 
Then click APPROVE SELECTED button 

 
 

To disapprove a request, click on the  (See far right side of request) 
You will be asked to enter a reason. The employee will not see the reason. They will only see that it was disapproved. 
 
 
 

 
 
 
 


