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URUA/Circular

farwa: wri-gpa Mg WeTaar & fIT TIRTATY YU Udd & SUANT & Waftra|
Subject: Utilizing the HRMS Helpdesk Portal for Efficient IT Support—regd.
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This circular aims to inform all employees about the proper use of our Helpdesk Portal, a
dedicated online platform for resolving HRMS-related issues and submitting support

requests.
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Benefits of the HRMS Helpdesk Portal

The Helpdesk Portal offers several advantages for both employees and the IT team:
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Faster Resolution: Tickets raised through the portal are routed to the

appropriate team, leading to quicker response times.
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Improved Tracking: Each request is assigned a unique ticket number, allowing
you to track its progress and receive updates in real-time on the portal.
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Reduced Duplication: Submitting requests through the portal prevents duplicate

reports, streamlining the troubleshooting process for the IT team.

HAUF & IeT ATETAT HT TIFT FI § §
a?r&-gmﬁwmamaﬂﬁﬁé;WT%gagﬁﬁ dTcTaRoT AT Fel
fore, g7 eAaEl @ 30y #d ¢ foh 9 fefaif@d aAregdl @ s daeh gaeansi
HI gEHAC I F T

Discouraging Other Communication Channels
To optimize support and ensure efficient resource allocation, we kindly request

employees to refrain from raising IT concerns through:
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Personal Emails: Emails often lack critical details and can get lost in inboxes,
leading to delays in addressing issues.
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Phone Calls: While urgent matters may warrant a phone call, the Helpdesk Portal
offers a more documented approach for both parties.
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Repeated communication: Repeated communication for a single issue be

avoided.
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Using the Helpdesk Portal
Accessing the Helpdesk Portal is easy:

1. https://ind.megasoftsol.com/eHRMS/CWC/Login.aspx?cmp=CWC 9T ST
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Visit https://ind.megasoftsol.com/eHRMS/CWC/Login.aspx?cmp=CWC

Log in using your employee credentials.

Click on "Query request" under Helpdesk tab of the HRMS Portal.

p W NP

Provide a clear and concise description of your issue, including any relevant
information or screenshots.

5. Click on submit button and you will receive a pop-up message with a unique ticket
number.

deshrer Hedt & foIT, HRMS T8¥eH & godsth AISYel HT gk Hel3Tel Holdol ¢

For ready reference, User manual for the helpdesk module of the HRMS system is
enclosed herewith.
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Welcome to CWC HRMS &

HRMS is our endeavour to bring to you a new age and one stop solution for -

personal & organization information, faster communication, real time HR
processes to resolve your gueries.

HRMS Login




Welcome to CWC HRMS \‘/ -

HRMS is our endeavour to bring to you a new age and one stop solution for
personal & organization information, faster communication, real time HR

processes to resolve your queries,

HRMS Login

User ID ; 12345678 -

Li g

Login securely using the URL https://ind.megasoftsol.com/eHRMS/CWC/Login.aspx?cmp=CWC
Please note, password field is case sensitive. Remember to turn off CAPS LOCK before proceeding
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

For any related queries, you may contact Personnel Department for quick assistance

d:COlll...I.l.

Passwaor

LOGIN PAGE
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Employee v

HRMS
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= At the home page, you can view and access multiple modules as shown above

= 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

= Toselect a different authorization role, click on the drop down menu at top left corner of the screen

leave ~ eAPAR < Payroll ¥ Medical ~ Request Manager - Hebdcsl"‘hPoios&Fomts"‘ Tools < User Manual ~

Profile

Leave

e-APAR

Payroll

Medical

Request Manager
Helpdesk

Policies & Forms

Tools
User Manual

News [/ Events

Service Aniversary

Wedding Aniversary

HOME PAGE
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HOW TO USE EMPLOYEE HELPDESK MODULE ? =




Profile © Leave ¥ e-APAR < Payroll ¥ Medical ¥ Request Manager ¥ Helpdesk ~ Polices& Forms < Tools < User Manual <

Employee v

.

P Query Request
P Query History

HELPDESK MODULE

= To use helpdesk, click on “Helpdesk” tab at the menu bar

= The below mentioned sub-tabs will be visible to you on the screen as:
v/ Query Request
v/ Query History
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Profile © leave ¥ eAPAR < Payroll ¥ Medical ¥ Request Manager -~ Helpdesk ¥ Polides& Forms ~ Tools ¥ User Manual ~

Employee v

P Query Request :
e ey fictony 22/06/2019 [ |22/06/2019 EH | Al v |al

There is no record found

Ticket No. From To Type Status

QUERY REQUEST

= Once you click on “Query Request”’, a new window will appear on the screen as shown above
= To create a new query request, click on “New” button present at the bottom end of the screen

Page 7



" Query Details

Ticket No. |New |Date i22Jun.2019 04:20:39

Requester  |PRIYA GUPTA (14572F)

Category 01 Payroll v Status| New

Subject
. | 02 e-APAR
uery 03 Leave

04 Data Correction
05 Others

06 CPF reiated issues

l Choose File | No file chosen

Choose File | No file chosen

I Choose File | No file chosen
Choose File | No file chosen
I Choose File | No file chosen

CREATE A NEW QUERY REQUEST

Once you click on “New” button, the above shown pop-up window will appear on the screen
From the Category option, you can select the type of query for which you wish to create a request
For demo purpose, we have selected query category as 01 Payroll

Any query with wrong category will be treated as invalid and would not be responded
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Profile © leave ¥ eAPAR © Payioll = NMNedical = Reguest Manager — Helpdesk ~ PoBoes& Forms =~ Took < User Manual ©

_ Ticket No. New Date 22 Jun.201S 04:20:39

, = Requester PRIYA GUPTA {14572F)
b Query Request

P Query History Category 01 Payroll v | Status New ¥

Retfresh

Subject DEMO
Query Details DEMO

/4'

1. || Choose File | No file chosen

2. l Choose File l No file chosen

3. || Choose File | No file chosen

4. | Choose File [ No file chosen

5. | Choose Fll_e—l No file chosen

FURNISH QUERY DETAILS

= After selecting the category for your request, enter the query subject and details in the following fields

= In case you wish to attach the screenshot of an error with respect to your query, click on Choose File
option under the attachments section

= You can add your file from your computer in PDF, JPG or PNG format as required

= After furnishing all the required details, click on Submit button present at the bottom end of screen

= Your query will be submitted successfully and the respondent will be notified by email for quick action
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> Helpdesk = Query Response

b Query Request Ticket No. From To Type Status

¥ Query Response | 22/06/2019 [ |22/06/2019 [ | Al Al
P Query Delegate
P Query History

P Query Category 1. 100 |PRIYA GUPTA |02 e-APAR IDEMO New |22.Jun.2015 04:24

3 3

QUERY RESPONSE

= Once an employee has raised a query, respondent will be notified through email for query closure

= Click on Query Request tab to view the query that has been raised

= Click on Reply button present against the said query for responding

= Please note that for each query, respondents are automatically mapped in the system for smooth flow

of queries
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Duery Daetails

Ticket Pk i1 Createsd Omecg | 12 Pay. 2022 10043434
Fhergeesteri i — |

Category' = O1 FPayro ol Status Re=spmded el

Subject l=awve moduls regarding

Oaery Details+4  employes leave changs reguest,

Choose file | Mo file chosamn

Choo=e fille I Mo fle chosemn

Choo== fil= | o fle chosemn

. ||
z. ||
z. || Choose file | Mo file chosen
<. ||
sl

Choose file | Mo file chosaemn

e ——
0E May 20234 127233158

e,
pleasse vwpdate the st=tus

12 FMay 2027F 1 0:0-3:3F
employes le=we changs reguest,

REPLY TO QUERY

= Once you click on the Edit button under query request tab, the above shown pop-up window will appear
on the screen

= Any attachments with the query will be visible at the bottom end of the screen

= Enter your response in the Query request section explaining all the details for query resolution

= |In case you wish to attach an attachment along with your response click in Choose File option

= After furnishing all the required details, you have to choose the status of the said query from the status
option as explained on the next slide
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No.100

6 Your query has been responsed successfully with the Ticket

QUERY SUBMITTED SUCCESSFULLY

= Once you click on the Submit button, your query response will be successfully submitted and above
shown message will appear on the screen

= Both the employee and respondent can view the status and history of their query using the Query
History tab as shown on the next slide
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Profile © leave ¥ eAPAR < Payroll ¥ Medical © RequestManager ~ Helpdesk ¥ Polides&Forms ~ Tools ¥ User Manual ~

Employee v | =Helpdesks Query History
- L

Helpdesk

P Query Request
/8 Query History

Query History

Ticket No. From To Type Status -
s o Refresh
22/06/2019 [ |22/06/2015 EH | Al v Al v

1.

02 e-APAR DEMO New 22.Jun.2019 04:24
2. 04 Data Correcbion |TC CHANGE THE LEAVE MODULE REPORTING OFFICER New 22.Jun.2019 11:28
3. 01 Payroll Showing wrong DOJ Responded |23.May.2015 11:32

e ] o

QUERY HISTORY

= You can easily check your past queries and their status using Query History tab as shown above
= Queries can be sorted using Ticket No. or the reference dates from the calendar option

= You can also sort your queries using Query Type and Query Status option present above

= The status of your query will be visible on the screen as shown above

= To edit your query, click on Edit button present against each request
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