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Getting Started 
Beginning July 1, 2017 The District will no longer be using our existing online 
program for Central Store Orders.  We are moving our Central Store functions into  
WinCap WEB.  The process for placing Central Store Orders (called “Stock 
Orders” in WinCap WEB) will be very similar to submitting your Budget 
Requisitions in WinCap WEB.   

Since WinCap WEB is a web-based program, you will now have the ability to 
place Stock Orders through WinCap WEB remotely.  If you would like to place 
Stock Orders from home, you will now have that capability. 

To begin the process of placing an order in WinCap WEB, log into the program.    
 

 
When you log in and see the Main Menu screen, the first thing you should do is 
check to make sure that you have your site set to “Lake Shore (Evans-Brant)” (see 
the green arrow at the top of the picture above.  If your site is listed as anything 
other than “Lake Shore (Evans-Brant)”, click on the words “Change Site” under 
your e mail address, and select “Lake Shore (Evans-Brant)” from the drop down 
list.  Once you have the site set correctly, hover over the word “Requisitions” on 
the top tool bar, and select “My Stock Requests” from the drop down menu (see 
the red arrow on the picture above).  *Remember, Central Store orders are called 



“Stock Requests” in WinCap WEB, so selecting “My Stock Requests” will take 
you to your Central Store orders.  You will then see this screen: 

 
The next thing you need to do is make sure that the Fiscal Year is set to “2018”.  
Click on the year shown in the box, and select “2018” from the drop down menu. 

Once you are in the 2018 fiscal year, you are ready to add a new stock order.  Click 
on the little green plus sign on the tool bar on the top right side of the screen (see 
the green arrow on the picture above).  You will then see this screen:  

 

 

 

 

 

 

 

 

 



Leave the two boxes on the top (“Stock 
Request #” and “Other Reference”) blank.  The 
first box you need to fill in is the 
“Requisitioner” box.  Click on the word 
“select” to the right of the box (see the red 
arrow on the previous page), and select your 
name from the drop down menu.  *Teachers 
will see multiple choices – just like you will 
when you submit your Budget Requisitions.  
When submitting a Stock Request, you can 
only use your normal requisitioner – the one 
that has your first initial and last name (not the 
one the ends in a “T” – that’s for Technology).  
If you select the wrong requisitioner you won’t 
be able to place your order!  When you select 
the requisitioner, the program should fill in the 

“Requestor” on the screen.  The requestor should be your building principal or 
your supervisor.  If the wrong name is shown, click on the word “select” again and 
select the correct requisitioner.  If you cannot get the correct requestor to appear, 
call the Business Office. 

Now select a category.  Click on the word “Select” next to the category box.  If 
you are ordering normal classroom supplies, select “GOES” (General Office and 
Classroom Supplies).  If you want art materials, select “Art”, etc. 

Once you have those fields filled in, it’s time to select the items that you want to 
order.  To get to the Line Item screen, click on the “Line Items” tab (see below): 

 

*If you did not request a 
budget allocation for Central 
Store from your principal or 
supervisor, you will not be 
able to place orders.  If this 
happens, DO NOT CALL 

OUR TECHNOLOGY 
DEPARTMENT FOR HELP.  
You will need to request an 
allocation of money from 
your building principal or 

supervisor.  As always, 
contact the business office if 

you need assistance. 

 



 

 

You will then see the “Line Item Screen” (see below). 

 



To enter your items, click on the purple button with the green plus sign and the 
word “Catalog” (see the red arrow in the picture on the previous page). 

You will then see this “pop-up screen”: 
  
 

 

 

 

 

 

 

 

 

 

If you leave the “Category” on the top left corner of the screen blank (see the red 
arrow in the picture above), you will see EVERY item in the Central Store.  If you 
want to narrow your search down, you can click on the word “select” (by the red 
arrow in the picture above), and select the category you want form the drop down 
list.   

The Categories are: 

ART – various art supplies 

H/S ART – art supplies for use by High School Art Teachers only 

CUSTODIAL – custodial & maintenance supplies 

GOES – general office & educational (classroom) supplies 

HEALTH – health supplies 

RESTRICTED – items for use by building principals only 

TONER\INK – printer supplies 

 



*You may see some different categories in the drop down list that are used when 
the District completes its bidding process.  If you select one of those categories, 
you will not see any items that you can order, so stick with the categories listed 
above or leave the “Category” box blank. 

The other thing to note is that this screen can list items by Item ID #, or by the Item 
Description.  The picture on the last page is sorted by Item ID #.  Most employees 
won’t know the Item ID # of the item you want, so we would suggest sorting the 
items by description.  To sort the items by item description, click on the word 
“Description” (see the green arrow in the picture on the previous page).  You will 
then see the items sorted by the Item Description , as shown on the next page:  

 

 

 

 



Let’s say you want to order some green construction paper.  You can narrow your 
search by entering a key word in the “Go To” box (see the red arrow in the picture 
above).  If you type in the word “paper” and click the “Go To” button, your screen 
will filter out all items that do not have the word “paper” in the description.  Now 
all you need to do is look down through the list to find your green construction 
paper.  If its not on the first screen, click on the word “Next” on the bottom right 
side of the screen (see the green arrow in the picture above). 

 

 

In the example on the previous page, we entered the word “paper” in the search 
box, clicked on the “Go To” button, and searched through the screens to find 
“Festive Green” 9” x 12” construction paper.  We entered a “2” in the quantity box 
because we want to order 2 packages.  In this example we also want to order some 
watercolor paint sets.  We typed the word “paint” into the search box, clicked on 
the “Go To” button, and searched through the items until we found the watercolor 
paint sets that we want to order (see the screen below). 



  
You can continue to do the same thing to add all of the items that you want to 
include in your order.  When you are all set, click on the “OK” button at the 
bottom of the screen (see the red arrow in the picture above). 

The program will save your items, and return you to the order screen, shown on the 
next page. 

 

 



 
The last thing you need to do before submitting your order is correct the budget 
code for us.  The program defaults to the budget code for outside supply & 
materials orders.  Please click on the word “select” to the right of the Default 
Budget Account shown above (see the red arrow in the picture above).  You will 
then see a pop-up window like this appear: 

 
When this happens, click on the budget code that has “451” in it (see the red arrow 
in the picture above).  The program will the correct the budget code to the budget 
code for Central Store orders.  *If you don’t happen to have a budget code with a 
“451” in it, select the account that has “450” in it. 

You will then be returned to the order screen.  It’s a good idea to double check the 
screen one last time to make sure everything is correct. 

 



 
You aren’t done just yet! 

Remember to either save your Stock Order Request (if you want to come back in 
later and add items or change anything on the order), or submit the order if it is 
complete and you don’t need to make any changes (see the red & green arrows in 
the picture above).  Your order will not proceed to your supervisor for approval 
until you “Submit” it, and if you exit out of the program without either clicking 
“Save for Later” or “Submit”, your order will be lost and you’ll have to start the 
process all over again.   

Once you have submitted your order, you are all done.  Once you are returned to 
the main WinCap WEB screen, click on the words “Log Out” on the top right 
corner of your screen and you will exit the program. 

At any time, you can return to your “My Stock Orders” screen to check on the 
status of your order. 

*Please note – if you order items that are out of stock in Central Store, or if you 
order more of a particular item than we have in stock in Central Store, the program 
will ship you what we have in stock and automatically fill the order when the 
remaining items are received into inventory by the Central Store Clerks.   

 

 



Last, if your order exceeds the amount of your budget allocation for Central Store, 
you will receive an error message and you will not be able to submit your order.  In 
this case, reduce the order down until you are within your budget allocation and 
then you will be able to submit it for processing. 

If there is a subsequent problem with an order: 

If when you receive your order you realize that there is a problem with the order- 
maybe you ordered too many of an item (the unit of measure was “dozen”, and you 
ordered 12 thinking the unit pf measure was “each”, so you received 144 of that 
item instead of 12).  You may return the item to the Central Store – just make sure 
you provide the Central Store Clerks with a copy of the order receipt that they sent 
you with the order.  In order to credit your account and check those excess items 
back into inventory, they will need your Stock Request Number (it’ll be the 
number that is labelled “SRQ-XXXXX”).  *If you didn’t order enough of an item 
in your order, you can’t change the order once it has been filled & shipped by the 
Central Store Clerks.  In this case you will need to submit another order for these 
remaining items. 

As always, please contact the Business Office with any questions or problems. 


