
 
District Directions for Updating Contract Data for BOCES Aid Projections 

 
Districts should follow the steps below to update their Contract Data for BOCES Aid 
Projections.  If you have any questions or difficulties, please contact Julia Whitney at 
607-335-1269, whitneyj@dcmoboces.com . 
 
Logging Into WinCap 

1. Double click your WinCap icon on your desktop to open WinCap.  
 

2. A window will appear with your user ID (which should be your first initial followed 
by your entire last name) and a place for your password.  Enter your password (it IS 
case sensitive), then press enter or click OK.   

 
Update Contract Data for Aid Projections 
 

1. Click the MC icon  on the left toolbar or go to Manage, BOCES Service 
Contracts, Mass Update Contract data. 

 
2.  The following screen should appear.  

 
 
3.  Click on Query.  
 
 
 
 
 
 
 
 
 
 

Be sure your fiscal year is 2009.  
Type of Update should be “Contract 
for Projections”.  Customer and Bill 
Customer should default to your 
District.  If not contact Julia at 607-
335-1269.



The Contract Data will sort by School Code for your school district.  Below is an 
example of the screen you should see.   
 

 
 
4. Enter any changes you anticipate making to the 2008-2009 BOCES contract in the  
     Projection column. Click the Save button on the tool bar.  You will be taken back to  
     the Mass update Contract Selection screen and if you click on Query again, you can  
     go back into the contract data and review your changes that are now highlighted in  
     yellow.   
 

 
 
Click the “X” when done reviewing.   
 
 
 
 
 
 
 
 
 
 
 



Print Completed Contract Update Forms 
 

1.  Click the  button on the right toolbar or go to Reports, BOCES Aid and Special 
     Functions, Aid Projections for 2009-2010, Contract Projection Update form.  (2008-09   
     figures generate aid in 2009-10) 
 

 
 
 
 
 
2. Verify that the screen looks like the one shown below.  If it does not, click the blue 

options   button to the right of the Criteria Name field and select the Shared: 
DCMO Aid Cap Estimate criteria. Your school should default in as the customer.  



 

3. Click the printer icon to print the report  
 

 
 
**Have your Superintendent sign/date the Contract Update for BOCES Aid 
Projections form and return to the BOCES Treasurer’s Office by September 26th.  
Please keep a copy for your records.** 
 


