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Employee Self-Service: My Leave Requests 
 
The “My Leave Request” section of Employee Self Service allows an employee to initiate a leave request 
electronically through WinCapWeb.  Once the request has been submitted, the leave request is available for the 
supervisor to approve, disapprove or cancel.  
 
The “My Leave Requests” option is available from the Employee Self Service menu. 
 
Once selected from the menu the “My Leave Requests” grid will appear where any requests that have been 
submitted will appear displaying the employees attendance group, attendance code, the start and end date of 
the request, the units requests, the approval status, and employee comments.  
 
Those leave requests that have been fully approved and posted as taken will display for 21 days past the date.  

 
 
 
 
 
 
 
 
  

In order to add a new leave 
request, click the “Add 
Leave Request” button. 
 

The Action Column of the “My Leave Requests” grid will offer the option to view the leave 
request, edit the leave request, and cancel the leave request if the leave request is still at a 
particular level and allows for cancellation or modification.  
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Clicking the “Add Leave Request” button will cause the Leave Request form to appear.  
 

 
 
 
 
 
 
 

 
 
 
  

First, choose the attendance group and attendance code.  
The “Attendance Group” dropdown will default to the attendance group 
assigned to your employee record and, in most cases, will not need to be 

 
 

Next, choose the attendance 
code associated with the leave 
request you are submitting.  
 

When the proper attendance code is 
selected the available balance, earned 
balance and requested balance will appear 
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Submitting a Leave Request for a Single Day 
 
If the leave request is being submitted for an 
individual day, under the requested dates 
section the date can be manually typed or by 
selecting the blank date box a calendar will 
appear where the user can select the date to be 
requested. 
 
 
 
 

 
 

 
 
 

If you are entering a partial vacation day, make sure to enter AM/PM in the  
“Employee Comments” text box located just above the Personal Day with Reason list.  
 

Upon selecting “submit” the leave request will be successfully submitted and will display in the “my leave 
requests” grid indicating an approval status that the request has been “approved by the employee” and is 
awaiting the next level approver’s approval.  
 

 
 
  

When the form is completed, 
select “Submit” to submit the 
request. 

Requests may be modified before approved by the approver by clicking the pencil icon. 
Requests may be cancelled by clicking the red X icon.  
 

   
 

Next, enter the Units field.  
The units should be entered in accordance with BOCES policies and procedures.  
 
For example, for a full day, enter 1.0 as the unit and for a half day, 0.5 as the unit. 
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Submitting a Leave Request for Multiple Days 
 
A leave request can also be submitted for multiple days by placing a start and end date in the form with the 
amount of units to be used each day.  
 
Once the date range is entered with the correct amount of units select the “Add Dates to Request.”  
 

The date range should not include weekends or a request will be created on those days as well.  
 
 

 
 
After clicking “Add Dates to Request,” the date ranges will be listed under the requested date’s section.   
 

 
 

 
 
 

If you are entering a request for a Personal Day with Reason, enter the reason number in the  
“Employee Comments” text box located just above the Personal Day with Reason list.  
 
If you are entering a partial Personal Day (either with or without reason), make sure to enter AM/PM in 
the “Employee Comments” text box located just above the Personal Day with Reason list.  
 

 
 
 
  

When the form is completed, select 
“submit” to submit the request. 
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Employee Leave Approval / Disapproval 
 
Once a request has been approved by your supervisor(s), you will receive an email indicating that the request 
has been approved. 
 

 
 
If your leave request is disapproved, you will receive an email indicating that the leave request that was 
submitted has been disapproved.  
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