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3.3.2. Schemes for Individual  

3.3.2.1. Travel Grant 

3.3.2.1.1. Workflow of Travel Grant Scheme for College Teachers /College Librarians 

/Vice Chancellors /Commission Members and UGC Officers 
 

1: College Principal/ University Registrar/UGC travel grant officer registers himself/herself at 
http://eschemesugc.gov.in & get his login id functional (Kindly refer to user management  section 
for more details of user registration). 

 
2: Colleges/Universities enter User ID/password and click Login button for creating travel grant 
applicant Login ID. 
 

 

3: Once logged in, user will click on user type combo  Manage Travel Grant 

4: For creating applicant id for Travel  grant applicants, user clicks 
on Add New link. For this user needs applicant name, email and his 
mobile no. Applicant id will be sent through email and sms to the 
applicant  
 

 It will work as User ID of applicant. 

http://eschemesugc.gov.in/
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5: Travel Grant Applicant will Login by selecting user type combo to Individual  on home page. 

Following page will appear to applicant. He/she enters his User id (applicant id) received on Email/ 

Mobile and clicks on Generate OTP. He/she will receive OTP(One time password) on his mobile 

which will work as his/her password. 

 

 

 

6: Applicant will fill his profile data before applying for proposal on clicking Profile link. 
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7: Once applicant fills his profile data and clicks on Save & Apply Proposal, Apply form 

automatically appears. Applicant enters all required data and submits his proposal. This proposal 

will appear on user dashboard. 
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8: Once logged in, Colleges/Universities can view applications submitted by travel grant applicants 

on clicking Process Application link. 
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9: After Viewing, user may reject or forward application to UGC.  
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10: Once forwarded by College/University, application will appear on the dash board of UGC 

nodal officer. 

Note: Step 9 and 10 not applicable in case of Commission members / UGC officers. Once applied 

by Commission members / UGC officers application may directly be viewed by UGC nodal 

officer. 

 

11: UGC officer after logging will click on Manage Travel Grant link for processing travel grant 

applications. 
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Users clicks Manage Travel Grant Applicants link to manage travel grant applicants. He/she can 

edit, block or edit travel grant applicants. 

12: UGC Nodal officer can view the proposal on his dashboard.  He/she can view the applicant 

proposal by clicking on the name of the applicant. 
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13: UGC Nodal officer forward the same to subject expert by clicking Forward to Expert link. 

Note: Recommendation of Subject Expert is not needed in case of Vice Chancellors /Commission 

Members and UGC Officers 

 

14: Travel grant scheme nodal officer may create subject expert by clicking new on the manage 

travel grant expert link in Travel grant menu. For adding subject expert, Travel grant scheme 

nodal officer needs expert name, email, mobile no and subject name. Expert id will be sent 

through email and sms to the expert. It will work as User ID of subject expert. 

 

15: Subject expert can login by clicking Travel Grant Login Link on home page. Following page will 

appear.  

 

He/she enters his User id received on Email/ Mobile and clicks on Generate OTP. He/she will 

receive OTP (One time password) on his mobile which will work as his/her password. 

16: Subject expert can view the application and can either recommends or rejects. 
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17: Once recommend by subject expert, Travel Grant nodal officer may approve or reject the 

application on clicking Process Application in Manage Travel Grant menu. If he approves the 

applicant proposal, he generates approval letter. 
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18: Once approved by UGC nodal officer, applicant can download approval letter. 
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19: Once tour has been conducted, an applicant click on Claim Form to enters tour details and 

submits the claim form. Following page will appear. 
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20: Once submitted by the applicant, college/university can view the applicant claim, & may 

forward or rejects it. 

Note: Step 20 is not applicable in case of Commission members / UGC officers.  Once applied by 

Commission members / UGC officers claim may directly be viewed by UGC nodal officer. 


