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FOR EMPLOYEES / USERS 

1 EMPLOYEE REGISTRATION ON SWO PORTAL  

In order to avail the facility of room reservation, a user / employee have to register on Staff 

Welfare Organization’s online booking portal for Holiday Home Murree. The portal can be 

accessed through Staff Welfare Organization website ( https://swo.gov.pk) or directly via 

https://booking.swo.gov.pk/login 

 

Click on “Register now” and provide the employee details as name, email, password and 

department. 

 

https://swo.gov.pk/
https://booking.swo.gov.pk/login


 

A verification link will be sent to your email id. Open your email and click on the link to verify your 

email address. Now login to booking portal by providing your email id and password. Click on the 

applications tab and screen requiring employee details will open. Please complete your profile 

by providing your name, contact number, address, CNIC, designation and BPS/Grade. 

 

 



A user is required to upload the required documents (CNIC frontside, CNIC backside, Latest Pay 

slip / Pension slip, user profile picture) preferably in image format. It has to be made sure that 

image is clear and readable. Click on the update button. Your profile details will be forwarded to 

your concerned focal person for data verification / authentication. 

 
 

2 APPLICATION FOR THE RESERVATION OF HOLIDAY HOMES 

 

Once the user data is verified by the focal person, a user can apply for bookings. In the application 

tab, click on add booking 

 

 
 

The basic information of applicant has already been entered and now only user have to select 

the booking data, no of days, whether room is required for Self / Family (self: user also going to 

Muree, family: user not going to Muree, someone from family is going to Muree). In Case of 

family upload the picture of the family member and provide his name and CNIC, select number 

of guests. The available rooms will be visible now. Select any one room from the available list and 

click on the apply button. 

 



 
 

 
 

 

 

  



 
 

Once user has applied the booking request will be forwarded to Staff Welfare Organization for 

approval. A verification pending status will be visible to user (blue color) till the approval. After 

the grant of approval from Staff Welfare Organization administrator the status will be changed 

to INVOICE PENDING. 

 

 



 
 

User have to click on the action button and a detail page will open, scroll down and download 

Challan Form. Print the challan form and pay the due amount within 24 hours in nearest National 

Bank of Pakistan. After payment of charges in bank, please upload the challan immediately. A 

booking will not be confirmed if the challan is not uploaded at least an hour before the closing of 

working hours of due date. User have to make sure that uploaded challan image is readable. After 

uploading of challan the status will be changed to Verification Pending (green Color). 

 

 
 



 

 

 SWO administrator will ensure that uploaded challan is not expired and uploaded within time 

and then will grant approval. After approval, the status will be changed to confirmed.  

 

 
 

The room allottee has to present and handover original copy of challan at Holiday Home Muree. 

A room booking cannot be availed if allottee is unable to provide original challan at Holiday Home 

Murree.  

 



FOR FOCAL PERSONS OF 

DIVISIONS/DEPARTMENTS/ORGANIZATIONS  
 

FOCAL PERSON LOGIN 

The portal can be accessed through Staff Welfare Organization website ( https://swo.gov.pk) or 

directly via https://booking.swo.gov.pk/login. A circular dated 22nd May, 2024 was issued (Annex-

A) by Staff Welfare Organization in which every ministry, division and department was requested 

to nominate focal persons for this portal. Employees of only those departments can avail this 

facility who have provided focal persons nominations. A department can nominate it’s focal 

person in written by providing Name, designation (BPS), email (official), email(private), landline 

number, mobile number, Status (ministry, division, attached department, autonomous body, 

authority etc) and department address to Staff Welfare Organization. 

The main responsibility of focal person is to validate the data provided by user / employee of 

their respective department. If a user forgets his password, the focal person can update the 

password as well of their department’s users. Focal person username and password will be 

provided by Staff Welfare Organization through letter or email.  

Focal person will login to portal with given credentials. In the registration tab, all the Verification 

requests from concerned organization’s employees will be visible. Click on action and verify the 

given information in order to make an account active. Also, focal person is requested to provide 

remarks about the verification of the employee and click on Update. 

 

 
 

https://swo.gov.pk/
https://booking.swo.gov.pk/login


 
 

Only after the verification by focal person an employee can avail booking of Holiday Homes 

Murree . 
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