WinCapWeb Guest Account Creation and Activity Enrollment for End User

. Go to www.cves.org, under the Instructional Services
Center tab, select ISC Upcoming Professional and Program
Development Workshops. To view the catalog, click the
WinCapWeb PD Catalog button at the top of the page.
(Note: Once a user has successfully registered for an
activity, they can go directly to the catalog by logging in

at www.wincapweb.com to register for future offerings.)

. Select Enroll to register for a desired activity.
a. Enter Email Address (if user already has an existing
WinCapWeb account skip to step 7 after typing in

user password)

. Enter New Password and Security Question Answer

. Enter User Contact Information

. Select or Search for School District

. Check User’s E-mail for an email from WinCapWeb

containing Activation link

. Type in a Reason for Attending, and enter the email
address of the user’s supervisor for notification and

acknowledgement

. User may enroll in more activities via the Activity Catalog


http://www.cves.org,/
http://www.wincapweb.com/

Detailed Process:

1.

Go to www.cves.org, under the Instructional Services
Center tab, select ISC Upcoming Professional and Program
Development Workshops. To view the catalog, click the
WinCapWeb PD catalog button at the top of the page.
(Note: Once a user has successfully registered for an
activity, they can go directly to the catalog by logging in

at www.wincapweb.com to register for future offerings.)

Select Enroll to register for a desired activity.
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Activity Name & First Class Date Seats Instructor(s) First Meeting Time Loc. Action
Elementary/ Middle School Principals Mestin: 02/09/2016 08:30 AM OpenSeats  JANE LANDRY Warren Room (CVES Instructional Services Center)
Elementary/ Middle School Principals Meeting 03/31/2016 12:00 PM Open Seats JANE LANDRY Warren Room (CVES Instructional Services Center)
Elementary/ Middle School Principals Meetint 05/24/2016 12:00 PM Open Seats  JANE LANDRY Warren Room (CVES Instructional Services Center)
High School Principals Meeting 02/24/2016 12:30 PM Open Seats MICHELE FRIEDMAN Culinary Arts Room (CVES Plattsburgh Main Campus)
High School Principals Meeting 03/24/2016 12:30 PM Open Seats  MICHELE FRIEDMAN Culinary Arts Room (CVES Plattsburgh Main Campus)
High School Principals Meeting 04/20/2016 12:30 PM Open Seats MICHELE FRIEDMAN Culinary Arts Room (CVES Plattsburgh Main Campus)
High School Principals Meeting 05/25/2016 12:30 PM Open Seats  MICHELE FRIEDMAN Culinary Arts Room (CVES Plattsburgh Main Campus)
Instructional Skills Level I- 5 Days 03/08/2016 08:30 AM Open Seats Jean Anastasio & David Perry-APL Associates Clinton & Essex (CVES Instructional Services Center)
Instructional Skills Level I1- 3 Davs 03/31/2016 08:30 AM OpenSeats  Jean Anastasio & David Perry-APL Associates Essex Room (CVES Instructional Services Center)
Skills Refresher Workshop (1 day) 03/10/2016 08:30 AM OpenSeats  Jean Anastasio & David Perry (APL Associates) Escex Room (CVES Instructional Services Center)
Rigorous Multiple Choice Questions-Elementar 02/08/2016 08:30 AM Open Seats CHERYL DODDS, HOLLEY CHRISTIANSEN, JANE LANDRY Essex Room (CVES Instructional Services Center)
Rigorous Multiple Choice Questions-Secondar 03/16/2016 08:30 AM OpenSeats  CHERYL DODDS, HOLLEY CHRISTIANSEN, JANE LANDRY Clintan Room (CVES Instructional Services Center)
TCIS:Two Dav Update-Designing Refresher Training 04/04/2016 03:30 AM Open Seats Cornell University Trainers Clinton & Warren (CVES Instructional Services Center)
1-13 of 13 First | Previous | Next | Last]
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a. Enter Email Address (if user already has an existing
WinCapWeb account skip to step 7 after typing in
user password)
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Thank you for selecting one of our activities to further your professional development.

Please enter your email address:
(1f you already have an account please enter your account email here)

Next

Home | Contact Suppart

©2016 Harris School Solutions, 3 division of Harris » All Rights Reserved

3. Enter New Password and Security Question Answer

FENYN Requisitions | Professional Development | Employee Self-Sarvice | Payroll Vouchers | Timeshests | BOCES Services

Welcome to the account registration process:

Password Requirements:

* must be at least 8 charactars in langth

» must contain 1 letter (uppercase or lowercase)
» must contain 1 number

» must contain 1 symbal (!@%%.7 atc.)

Username: helpdesk@cves.org
New Password | |

Confirm Password | |

If you ever forget your password, this question will be used to help you login
to your account. The Question selected below will be presented to you if you click on
a Forgot Password link. You will then need to type the Answer that you provide below
(answers are not case sensitive) to verify your identity. If you forget your Answer, you
will need to contact your organization to reset your account. This is a security check
put in place to protect user accounts.

Password Question |What is your mother's maiden name? V|

Password Answer | |

Confirm Answer | |

Home | Contact Support

16 Harris School ONS, livision of Harris » All Rights Reservad



4. Enter User Contact Information

Welcome to the account registration process:

First Name Middle Name Last Name

Home Address 1 ‘ |

Home Address 2 ‘ |
State/Province | New York v|
search] [selectliclear
ot a District Employee

District

Home Phone | |

Work Phone | |

Phone Other | |

Home | Contact Support

5. Select or Search for School District

Welcome to the account registration process:

First Name Middle Name Last Name

Home Address 1 ‘ |”‘

Home Address 2 ‘ |

ciy
State/Province | New York v|
search] [select][clear’

[|peru |
PERU CSD District

Home Phone
Waork Phone
Phone Other

District

Home | Contact Suppert




6. Check User’s E-mail for an email from WinCapWeb

containing Activation link

Mon 1/25/2016 11:30 AM
WinCapWeb AutoAdmin <admin@wincapweb.com:
WinCapWeb - Email Activation

To HelpDesk
Welcome!
You are receiving this email because your email address needs to be verified. To complete this proces< uiezse click on this link or copy and paste it into a browser:

hittps://wincapweb.com/EmailLinksHandler.ashx? TypelD=6&id=f5cd799e-0114-42d0-a5b9-4elbeQ "~

B e e S T

This is an automated email sent from WinCapWeb.com as requested by an administrator.
Any replies to this email will not be received.
If you are not able to click on URL links in this email, please copy and paste the full link into your internet browser's address field.

WwinCapweb.com © 2016 Harris School Selutions, a division of Harris
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7. Type in a Reason for Attending, and enter the email
address of the user’s supervisor for notification and

acknowledgement
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Enroll in an Activity

You are not yet enrolled in this activity
Plzsse review the information provided om this form snd sslect enral =t the battsm of this sage

Titles

Elementary/ Middle School Principals Meeting |

Description: znon mee=

Notes: zhow mare,

Atterdancs requied ts pick-up Scering materisls. No Video Conferzncing

Activity Detail Location:

Activity Type: Professional D - Lecal gistratian: 22/2015 12:00 AM
Activity Catslog 2015 - 2016 ISC Prafessicnal Development

Activity Humbar: PDLOC.0002.0001 Appeval Desdline

Professionsl Development Clock Hours: 3.0000 Class Times:

Recertification Hours Yes

Provider: CVES - ISC: School Improvement

Enroliment: Contact Information:

Instructor(s): JANE LANDRY Neme: Angela Jennette

Mininmurm Enrolment: Emsil Jernetie_sngels@oves org
Maximum Enroliment: Phone Number: 518.561.0100 x0
Cost/Fees: Sazed o Experses Fax Humbzr:

Rzzzon for Attending:

Meeting Time Selections
Group & Selection
[ records]

Supervisor's Email for Notification and Acks




8. User may enroll in more activities via the Activity Catalog

Clinton-Essex-Warren-Washington BOCI
helpdesk@cves.org

myAccount [loso

Confiqure] My Profile 4 *All Times are in EDT/.

Public Catalogs b | Professional Development Registration Information
2015 - 2016 15C Professional Development. LR i ninlons Ll
My Activities 2015 - 2016 ISC Professional Development Upcoming/Ongoing Activities v ‘ Activity Catalog Activities

‘ 2015 - 2016 ISC Professional Development 15




