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CIRCULAR 

With the implementation of e-office & continuous induction of e-tools, the 
Corporate Office of the CWC, has further moved to ZPU ie stoppage of 
physical movement of the files which has helped in faster disposal and 
completion of official works timely. 

            In this context, it has been further decided to add another e-tool in 
the automation of the working of CWC. As such, the process of approval and 
reimbursement of Laptop and Mobile Handset will now be processed 
through HRMS only w,e.f. 1st July 2021. No application through e-office will 
entertained any more. 

This has reference to the Circulars No. CWC/I-LAPTOP/Admn. dated 
23.03.2015, CWC/I-Mobile Phone/Admn dated 17.01.2016 & CWC/I-
R&P(Policy)/Rectt/2019/16828 dated 15.01.2020 for Laptops & Mobile 
phones. 

 

 

 
(Amrish Gautam) 

Dy. Gen. Manager (Admn/Pur/Pub) 
 

Encl – as above. 

 

Distribution: 

1. All HoDs, CWC, CO, New Delhi. 

2. Regional Managers, CWC, Regional Offices. 

 

Copy to: 

1. PS to Chairman/PS to MD/PS to Director (M&CP)/PS to Director 
(Pers.)/ PA to CVO, CWC, CO, New Delhi. 
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LOGIN PAGE 
 

 Use link : https://ind.megasoftsol.com/eHRMS/CWC/Login.aspx?cmp=CWC to access HRMS 
 Login securely using your User ID and Password 
 Click on “Forgot Password” link in case your password is lost or expired 
 Your new password will be sent to your registered e-mail address 
 Your account will be locked if incorrect password is entered more than three times 
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HOME PAGE 
 

 At the home page, you can view and modify the following modules: 
 
 
 

 Change password of your account using the link provided at the top right corner of the screen 
 

2. Leave 

7. Helpdesk 

1. Profile 

6. Request Manager 

3. PMS 

8. Policies & Forms 

4. Payroll 

9. Tools 

5. Medical 

10. User Manual 
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Laptop/Mobile Purchase Request 
Authorization Role – “Employee” 
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LAPTOP/MOBILE PURCHASE REQUEST 
 

 On menu bar, click on Request Manager  Laptop/Mobile  Purchase  Employee 
 The above shown window will appear on your screen. 
 To create a new purchase request, click on “New” button present at the top left corner. 
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CREATE NEW PURCHASE REQUEST 
 

 Once you click on “New”, above shown pop-up screen will appear on your window. 
 Select the type of purchase i.e. Laptop, Mobile or iPad. 
 Select Yes or No if any item was supplied previously by the CWC under previous policy. 
 Select your date of purchase and mentioned the cost of asset in the given field. 
 Select Yes or No whether the device is owned after depositing WDV. 
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SAVE/SUBMIT NEW PURCHASE REQUEST 
 

 Mention the receipt number for given purchase . 
 You also to select deposit date from calendar drop down option. 
 In the end, mention the deposit amount for given purchase and tick on below given undertaking. 
 Once all details are furnished, click on “Submit” button to submit your request. 
 You can also save a request in case you wish to submit the same at a later point of time. 
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REQUEST SUBMITTED SUCCESSFULLY 
 

 Once you click on “Submit” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Purchase Request 
Authorization Role – “HOD” 
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LAPTOP/MOBILE PURCHASE REQUEST 
 

 At the Home Page, select your authorization role as “HOD” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Purchase  HOD 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE PURCHASE REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Purchase Request from top to bottom 
 You have to select “Yes” or “No” for Recommendation of HOD/RM to purchase the new item under 

policy of the Corporation. 
 Comments are also mandatory to be furnished from your end in the given field. 
 Once all details are provided, click on “Approve”/”Reject” button present at the bottom right corner. 12 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Purchase Request 
Authorization Role – “Estt. Head/DGM Admin” 
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LAPTOP/MOBILE PURCHASE REQUEST 
 

 At the Home Page, select your authorization role as “Establishment/Admin Head” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Purchase  Estt./Admin Head 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE PURCHASE REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Purchase Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Purchase Request 
Authorization Role – “Dealing Assistant” 
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LAPTOP/MOBILE PURCHASE REQUEST 
 

 At the Home Page, select your authorization role as “Dealing Assistant” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Purchase  Dealing Assistant 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE PURCHASE REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Purchase Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
 20 



6/28/2021 

21 

REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Purchase Request 
Authorization Role – “Admin Head” 
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LAPTOP/MOBILE PURCHASE REQUEST 
 

 At the Home Page, select your authorization role as “Admin Head” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Purchase  Admin Head 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE PURCHASE REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Purchase Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Purchase Request 
Authorization Role – “HOD Personnel” 
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LAPTOP/MOBILE PURCHASE REQUEST 
 

 At the Home Page, select your authorization role as “HOD Personnel” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Purchase  HOD Personnel 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE PURCHASE REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Purchase Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Reimbursement Request 
Authorization Role – “Employee” 
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LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 On menu bar, click on Request Manager  Laptop/Mobile  Reimbursement  Employee 
 The above shown window will appear on your screen. 
 Your pending reimbursement requests will be visible  for which you need to submit the details. 
 Click on “View” button to submit the required reimbursement details. 
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CREATE NEW REIMBURSEMENT REQUEST 
 

 Once you click on “New”, above shown pop-up screen will appear on your window. 
 Add the Bill No. and Bill Date for the said purchase. 
 Mention the cost of item purchased in given field. 
 You also have to add the make and model of item purchased. 
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SAVE/SUBMIT NEW REIMBURSEMENT REQUEST 
 

 You have to attach the invoice or any other document using the “Choose File” option. 
 Please note, invoice for your purchase is mandatory to be uploaded in the reimbursement request. 
 Once done, tick on below given undertaking. 
 Once all details are furnished, click on “Submit” button to submit your request. 
 You can also save a request in case you wish to submit the same at a later point of time. 
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REQUEST SUBMITTED SUCCESSFULLY 
 

 Once you click on “Submit” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Reimbursement Request 
Authorization Role – “Estt. Head/DGM Admin” 
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LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 At the Home Page, select your authorization role as “Establishment/Admin Head” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Reimbursement  Estt./Admin Head 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 

 36 



6/28/2021 

37 

APPROVE/REJECT/RETURN LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Reimbursement Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 

 
 
 
 38 



6/28/2021 

39 

Laptop/Mobile Reimbursement Request 
Authorization Role – “Dealing Assistant” 
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LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 At the Home Page, select your authorization role as “Dealing Assistant” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Reimbursement  Dealing Assistant 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Reimbursement Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Reimbursement Request 
Authorization Role – “Admin Head” 
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LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 At the Home Page, select your authorization role as “Admin Head” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Reimbursement  Admin Head 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Reimbursement Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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Laptop/Mobile Reimbursement Request 
Authorization Role – “HOD Personnel/RM” 
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LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 At the Home Page, select your authorization role as “HOD Personnel/RM” from top left corner. 
 On menu bar, click on Request Manager  Laptop/Mobile  Reimbursement  HOD Personnel/RM 
 The above shown window will appear on your screen. 
 To approve/reject a request, click on “View” or “Approve” button to further see the request details. 
 Step by step process to view, approve and return a request is shown in further slides. 
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APPROVE/REJECT/RETURN LAPTOP/MOBILE REIMBURSEMENT REQUEST 
 

 Once you click on “View” button, request details will appear on your screen as shown above. 
 Verify the details furnished for Laptop/Mobile Reimbursement Request from top to bottom 
 You have to add your comments in the given field at the end of pop-up window 
 Once the comments are furnished, click on “Approve”/”Reject” button present at the bottom right 

corner. 
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REQUEST APPROVED 
 

 Once you click on “Approve” button, above shown message will appear on your screen. 
 An auto-generated mail will be sent to your official mail ID for acknowledgement. 
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