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Ordering Supplies in Wincap 
1. Log in to www.wincapweb.com- your password contains a capital letter and a symbol. If you do not know your 

password, click Forgot Password to reset it.  
 

 
 

2. Go to Requisitions, then My Requisitions 
 

 
 
 

3. Make sure you are in the correct Fiscal Year. We will receive an email from the business 
office indicating when to use each year. For example, for 24-25, the 2025 fiscal year 
closed in May. The 2026 fiscal year was opened in June. For orders placed in June, you 
will use the 2026 fiscal year.  
 

4. Click Add Requisition 

 

http://www.wincapweb.com-/
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5. Next to the space for Bid/Request Type click on Select.  
 

6. Choose your vendor.  *Note* EDS (Ed-Data) is the only vendor that lets you work off your previous year’s order.  
 

7. Click on Line Items 
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8. Click Shop Online 

 

 

 

If you are shopping with Ed- Data : 

• Click on the link that says General Classroom Supplies (or whatever category you are shopping in).  
• **If you are going to work off of a previous year’s order it will appear on the bottom (where the red line 

is). Click the Modify button to view and edit the order. If nothing appears here, you have no previous 
order to work from.  
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• If you have access to more than one budget code, select the one you wish to use from the Account # 
dropdown.  

• You can search for items from the vendor in the Search tab. 
• If you know the item #, you can enter it in the Item # field.  

• To view the vendor’s online catalog, click the  icon. It will open in a new tab.  

• From the online catalog, note the Item # of the products you would like.  
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• You can go back and forth between the two tabs and enter your item numbers as you go through the 
catalog OR you can record the item #s on paper and enter them all at once.  
To return to the order screen, click on the Requisition tab: 
 
 

 
 

• Enter your item # and the quantity, then click Add 

 

• Item will appear in your “cart” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Main Ed-Data 
Requisition  page 

Online Catalog page 
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• When you are done shopping, Click SUBMIT TO WINCAP.   
 
 
 
 

• Your list will be transferred to Wincap.  

 

 

 
Now you will need to verify that a budget code has been associated with your order. 

 
 
 

UPDATE 
5/2019 

Click on the pencil next to any one item in your order 
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Click select to choose a budget code. 

If you already see a budget code listed, 
verify that it is the one you need. A list is 
available by clicking “select”. 

Click on the code 
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Click Ad

 

Change to 100% 
Remove any 
incorrect 
budget 
codes 

CHECK THIS BOX to apply this 
budget code to everything in your 
order!! 

Then click OK.  
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• If you are finished, click Submit. If you are not finished shopping with this vendor or are just not ready to 
finalize your order, click Save for Later.  

 

 
 

If you are shopping with another vendor : 

• When you click Shop Online, you will be brought to the vendor’s website. 
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• Shop as you normally would online. When you are done adding items to your cart, click 
Checkout. 

 

• This will bring your list over to Wincap 

Now you will need to verify that a budget code has been associated with your order. 

 

 

 

 

UPDATE 
5/2019 

Click on the pencil next to any one item in your order 
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Click select to choose a budget code. 

If you already see a budget code listed, 
verify that it is the one you need. A list is 
available by clicking “select”. 

Click on the code 
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Click Add

 

Change to 100% 

Remove any 
incorrect 
budget 
codes 

CHECK THIS BOX to apply this 
budget code to everything in your 
order!! 

Then click OK.  



13 
 

 
 

• If you are finished, click Submit. If you aren’t ready yet, click Save for Later 

 

To edit an order you have already started: 

Click the pencil 

 

IMPORTANT:  

When you have successfully submitted your order it will say Submitted – 9 

 

Once your building principal has approved your order, it will say Submitted- 4. After level 4 it goes over to the Business 
Office.  Please check on your order status at some point during the summer- if it is not at Submitted-4, please contact 
your principal. 


