
Wincap Web Leave Requests 

www.wincapweb.com 

1.  Type your username (VCS email) and password then click login. 

 

2. Click “My Leave Requests” 

 

3.                                         
       Click “Add Leave Request” 

 

4.      
Choose the Attendance Code from the drop down menu (sick, family emergency, personal, etc.), then enter 

the start date & units per day.  Must be in quarter day increments (1, .75, .5, .25). 

 

 
5. Enter any employee comments if you wish & click “Submit” 

http://www.wincapweb.com/

