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Shenendehowa Central Schools 
WinCap WEB Employee Tutorial 

 
Create an Account 

Select the link in the invitation email sent by your system administrator admin@wincapweb.com 
(click on the link or paste URL into your browser) 
 

 

 

mailto:admin@wincapweb.com


2 
 

Create your account 

a. Enter Username (Shen email – ex. SMITJOHN@shenet.org) 
b. Enter Password 

 
Username:  use your work email (use your district email.  Using the same email is important 

when registering at various WinCap Professional Development sites as email is how the system 

connects the user to each account and provides the “change site” option.) 

 Password:  create any password that meets the system requirements for strength: 

 

Select a security question; note and confirm the answer 
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Once logged in, you will see the following options.  Additional options may be added in the future, but 

the initial roll-out will allow you to see  

 My Paychecks  

 My Year to Date Totals  

 Print My W-2s  

 My Paycheck Printing Elections  

 My -2 Consent Elections   
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My Paychecks 

Any paycheck stub you have received through WinCap may be obtained under the paychecks section of 

Employee Self Service.  Shenendehowa Central Schools started using WinCap on 7/1/2015, so 

Shenendehowa employees will be able to see paycheck stubs from that date forward. 
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My Paycheck Printing Elections 

If you would like to GO GREEN, you may elect to no longer receive a paper direct deposit stub 

from the payroll office by making the printing election under the paycheck printing elections 

option.  

 

 

 

My Year to Date Totals  

The My Year to Date totals section allows you to obtain position and deduction data for 

particular fiscal and/or calendar year as well as quarter or month. For Shenendehowa employees, 

this will be from 7/1/2015 forward. 

 

 



6 
 

 

 

 

My W-2s 

Any W-2 you have ever received from WinCap may be obtained under the W-2s section of 

Employee Self Service. For Shenendehowa Central Schools employees, this will begin with the 

2015 W-2.  Current W-2s may be obtained once the district has finalized the calendar year. If 

you wish to receive your original W-2 through WinCapWEB only and no longer have a paper 

copy print through the payroll office you may manage your consent elections and elect to not 

print your W-2 through payroll. 
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