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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 & Password. Please note, password field is case sensitive.
▪ 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.

https://ind.megasoftsol.com/eHRMS/CWC/Login.aspx?cmp=CWC


HOME PAGE

▪ At the home page, you can view different module functionalities:
▪ Change password of your account using the link provided at the top right corner of the screen.
▪ For each day, birthdays, wedding and service anniversary will auto-reflect at the home page.
▪ List of recently joined employees will appear at the bottom of the screen.
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AS AN EMPLOYEE, HOW TO MANAGE YOUR 
TRAVELS, TOUR DIARY AND EXPENSES ?



USING TRAVEL DESK
▪ From the home page, use travel desk to manage all your travel, tour diary and expense related tasks.
▪ Under Travel Request tab, you can create a travel request.
▪ Under Tour Diary Request tab, you can create a tour diary request.
▪ Under Expense Request tab, you can create an expense claim request.
▪ To create a new travel request, click on Travel Desk -> Travel Request -> Submit
▪ To create a new tour diary request, click on Tour Diary Request -> Tour Diary Request -> Submit
▪ To create a new expense request, click on Travel Desk -> Expense Request -> Submit
▪ You can easily access travel desk from the menu bar on top of your home page as shown above.
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CREATE TRAVEL REQUEST

▪ To create a new travel expense request, click on Travel Desk -> Travel Request -> Submit
▪ A new screen will appear on the window as shown above.
▪ You can see your pending travel requests that have been saved by you but not submitted.

▪ To create a new request, click on “New” button present at top right corner of the screen.
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CREATE TRAVEL REQUEST

▪ Saved travel requests can be edited multiple number of times before final submission.
▪ You can filter your travel requests using calendar option or reference number for a particular request.
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CREATING NEW TRAVEL REQUEST

▪ To create a new travel expense request, click on “New” button on create travel request screen.
▪ Choose the dates for travel request and mention the subject for the same in the provided space.
▪ After furnishing all the required details, click on “Submit” button.
▪ An auto-generated mail will be sent to you and your manager for approval.
▪ If you want to save your request for later submission, click on “Save” button.
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SELECTING TRAVEL PLACE AND CURRENCY
▪ Enter your Travel Place in the space provided.
▪ If your entered  Travel Place does not match with portal’s database, it will reflect as “No Records 

Found”.
▪ In that case, kindly enter your desired  Travel Place and press ESC key on your keyboard.
▪ In case of international travel, you have to choose currency from the drop down menu.
▪ Select the local currency of the nation you are visiting and enter the current exchange rate.
▪ Please note, you will receive advance amount in the type of currency mentioned by you in the request.
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FILLING YOUR PREFERRED TRAVEL TIME

▪ At the time of making a travel request, you have to fill your preferred travel time.
▪ Please note, travel time has to be filled in 24 hour format i.e. 8 AM shall be written as 08:00 while 8 PM

shall be written as 20:00. Also, the time span for travel request shall not be greater than 24 hours.
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SAVED TRAVEL REQUEST

▪ To view your saved travel expense requests, click on Travel Desk -> Travel Request -> Submit
▪ Your saved travel requests will be visible on the screen.
▪ You can filter the requests using calendar option of reference number of your request.
▪ To edit a particular request, click on “Edit” tab present in front of the request.
▪ Saved travel requests can be edited multiple number of times before final submission.
▪ When you click on “Submit” button, your request will be sent to your manager for approval.
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REQUEST STATUS

▪ To check your travel request status, click on Travel Desk -> Travel Request -> Request Status
▪ Choose the type of status from the drop-down menu.
▪ To verify your travel details, click on “View” button.
▪ A pop-up window will appear on the screen reflecting the details of your request.
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ATTACHING YOUR TRAVEL REQUEST WITH PHYSICAL BILLS AND CLAIM FORM

▪ Please note, in case you are raising an expense request after your travel, you have to attach a printout. 
of your travel request as shown above along with the physical bills and expense claim form.

▪ To do so, go to “Request Status” page under travel request.
▪ Select your particular request for which you are raising an expense claim.
▪ Click on “View” button present in front of the request.
▪ Your request details will appear on the screen; print the details and attach along with physical bills.



CREATE TOUR DIARY

▪ To create a new Tour Diary request, click on Travel Desk -> Tour Diary request -> Submit
▪ The above shown screen will appear in the window to create a new request.
▪ Click on “New” button to create Tour diary request.
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CREATE TOUR DIARY

▪ All the details of employee will automatically display on screen.
▪ Select the type of travel for which you want to create a tour diary request.
▪ Click on the drop-down menu in front of “Travel Type” to see the categories.
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CREATE TOUR DIARY

▪ Fill the require details and save the details as shown in above screenshot.
▪ Once all the details will added then click on Save/submit button.
▪ If request will be save then employee can edit it as many times and change the data and then submit 

the request.
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CREATE TOUR DIARY

▪ To edit a particular request, click on “View” tab present in front of the request.
▪ Saved Tour diary requests can be edited multiple number of times before final submission.
▪ When you click on “Submit” button, your request will be sent to your manager for approval
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CREATE EXPENSE REQUEST

▪ To create a new expense request, click on Travel Desk -> Expense Request -> Submit
▪ The above shown screen will appear in the window to create a new request.
▪ Select the type of expense for which you want to create a claim request.
▪ Click on the drop-down menu in front of “Expense Type” to see the categories.



SELECTING EXPENSE TYPE

▪ From the drop-down menu you can select a particular expense.
▪ You have to select a “Travel Request Number” of your travel request.
▪ Please note, TR No. is mandatory to be selected for generating an expense request.
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SELECTING TR NO.

▪ From the drop-down menu, select a TR No. against which you want to create an expense claim request.
▪ In case you do not remember your TR No, go to “Request Status” under travel request.
▪ Select your desired travel request from the list and note down its TR No.
▪ Please note, you can generate a single expense request with respect to each TR No.
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ADD EXPENSE DETAILS

▪ To add the expense amount and other details, click on “Edit” icon as shown above.
▪ A new pop-up window will appear on the screen to add your expenses.
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ADD YOUR TRAVEL EXPENSES

▪ Once you click on the “Edit” icon, the above shown pop-up window will appear on the screen.
▪ Add your bill date, mode of travel, payment source, bill amount and remarks.
▪ You can also attach a scanned supporting document such as a ticket or boarding pass.
▪ To add such a document, click on “Choose File” option on the screen.
▪ After furnishing all the required details, click on “Save” button.



Pa
ge

  2
4

VERIFY YOUR BILL DETAILS

▪ After creating the expense request, please verify that the details entered are correct.
▪ If you wish to edit any detail, click on “Edit” button present in front of the bill.
▪ After verifying all the details, click on “Submit” tab at the bottom of the screen. Your expense requested 

will be submitted for approval.
▪ An auto-generated mail will be sent to you and your manager for acknowledgement.
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REQUEST STATUS

▪ To check your expense request status, click on Travel Desk -> Expense Request -> Request Status
▪ Choose the expense type and status of your request from the drop-down menu.
▪ To verify your travel details, click on “View” button.
▪ A pop-up window will appear on the screen reflecting the details of your request.
▪ You can also cancel a saved expense request from the request status window.
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DIFFERENCE BETWEEN SAVED AND SUBMITTED EXPENSE REQUEST

▪ A saved expense request can be edited multiple number of times before final submission.
▪ You can find your saved requests in request status tab under expense request.
▪ If you have submitted an expense request against a TR No, you cannot raise another request under 

similar TR No.




