F=CLAIM

Expense Management Platform

Welcome to ECLAIM Mobile Application, your go-to solution for
seamless and compliant expense management. Our mobile
application is designed to streamline the creation, submission, and
approval of expenses while adhering to the established policies of all
stakeholders within the company. Whether youre an Expense
creator, Approver , Commercial executive, or Zone Commercial
Manager, E CLAIM Mobile Application is here to simplify and enhance
your expense management experience.




Key Features

Stay informed with real-time notifications on expense status,
approvals, and rejections. This feature enhances communication and

expedites the expense management process.




How it Works

Expense Creation:

Employees can easily create expenses using the mobile app, ensuring
that all necessary details and receipts are attached for a comprehensive
submission.

Policy-Based Approvals:

Expenses follow a hierarchical approval process, adhering to HR policies.
Immediate reporting officers, commercial executives, and Zone
Commercial Managers play key roles in the approval chain.

Commercial Oversight:

Commercial executives have control over the expense management
process, ensuring that expenses are in line with company policies and
financial guidelines.

Zone-Wise Management:
Zone Commercial Managers oversee expenses within their designated
zones, ensuring consistency and compliance across the organization.




F=CLAIM

Expense Management Platform

Experience the Future of Expense Management with E CLAIM Mobile
Application - Where Efficiency Meets Compliance!




R=CLAIM

Expense Management Platform

Index
® Slide # 12 - Create Expense
® Slide # 15 - Review Expense & SAVE
® Slide # 18 - Hard & Soft violation
® Slide # 56 - Review Expenses & SUBMIT
® Slide # 61 - Status of submitted Expenses
® Slide # 62 - Rejected Expense and Resubmission
® Slide # 63 - Approver Section
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=CLAIM

ense Management Platform

Enter Your Mobile Number/ User ID

Enter your Mobile Number to receive your OTP or sign in with
AD User ID.

Mobile Number/ User ID

Login using your

Mobile Number or LDAP ID
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X =CLAIM

Expense Management Platform

Verify User ID

Type your given password that associated with this ID kevin

Wrong User ID? Go Back

Password

CONTINUE

—>

For Mobile #
Enter OTP

For LDAP
Enter your Password.
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—» Pending for submission :

N Pending for’_ﬁ Current @
9 Shelestan o —® Current month submitted Exp:
%0 Exp. Total Expenses submitted in the

AE2 cyrrent @

Total Expense wkhich are “Saved” b
pending for sukbmission.

57962 current month.

Current 'nonth Appd. Exp Amt:

ama curent @ Total Expense Amount approved f
B wontn HD vonn the c rr%nt month oP
Appd. Exp. @ S | ‘ '
Amt Amt
%0 59740 Current month Rejct. Exp Amt:

P> “the current month.

Total Expense Amount rejected fof

» €1 Approved ‘ €M Rejected
5651 | #1890

LIt

All your recent claims’ statuses, based on

their submitted dates, can be viewed here -

My Claim Status View More

12 Apr, 2024 | 37541

10 Apr, 2024 | 1

| € Approved | €0 Rejected | @ Pending
%0 %0 | %1

Claimed vs Approved

@ Claimed @ Approved @ Rejected

March 2024
February 2024
January 2024

December 2023

4} 4,000 8,000

QO ¢ Q ©

Home Approve Review Rejected
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Specific Month

N\ Pending for@ &ERA Cuyrrent

Q Submission

%0

Month

Submitted

Exp.
37962

&2 cuyrrent @ &M Cyrrent

E@ Month Eé Month

Rejct. Exp.

Appd. Exp.
Amt

%0

My Claim Status

Amt

2740

View Mo

re

08 Mar, 2024 ¥50

\

Pollcy

®

Rejected

Kevin (®

Notifications

Search Notifications

Expenses rejected
about a month ago
Your expenses have been Rejected

Expenses approved

about 2 month ago

processing

Expenses rejected
about a8 month ago
Your expenses have been Rejected.

Expenses rejected
about a month ago
Your expenses have been Rejected

Expenses approved
about 8 month ago

Your e
processing

Expenses rejected
about a month ago
Your expenses hav= * ==n Rejected

g Q

Approve Review

°"© © ©© 6 O

Home

Your expenses have been approved, sent for HR

penses have been approved, sent for HR

Select All

Q

®

Rejected

f‘..\

Kevin @

My Account

Kevin
Employee ID: #Kevin

Designation:

FIELD OFFICER

Mail:
kevin@mail.com

Phone:

8281105183

Approval Matrix:

' 4 RAVI RAZDAN

Spp—— \

Jz

' ADESH M PATIL

W HEMANTHA KUMAR

Location:

Bir Regnal Off

Zone:

South2

Function:

Sales

Department:

GT SALES

Tho




> Kevin @ /Q_'
. 9 Policies
& My Policy
Requester Dashboard
| -
o q—) 9‘@ Daily
% o4 City/ Town Type
c fen @ L HQ - Metro/ Special 2100.0
I ] HQ - Non Metro 100.0
HQ - Hill Station %100.0
@ Ex HQ - Metro/ Special 100.0
Ex HQ - Non Metro ?100.0
E ] SpeCIfIC Month Ex HQ - Hill Station 2100.0
U Up Country - Metro/ Special 100.0
O Up Country - Non Metro ?100.0
N\ Pending for@ smma current @ Up Country - Hill Station %100.0
(2 submission m Month :
Q Submitted
c g0 Exp. -
n Travel v
([) 37962
&M Cyrrent MR Cyrrent . iy Hatel
D EQ Month B° Month
Appd. Exp. Rejct. Exp.
| - Amt Amt ‘/f Food v
q) 30 32740
I i ws
O My Claim Status  viewwore B otrers & Note :The user can view the allowed
> . ' Policies and create expense based on
U 08Mar, 2024| 350 [IITTS that policy. Creating expenses
G) exceeding the allowed amount, will be
Y — r. N EYST considered a violation.
Py_ G [ | et
o 2 , QO Q @ O
Home Review Policy Rejected Home Review Rejected

Policy




e Kevin (® 8¢

© AddExpense

Home

; Specific Month

\ Pending for@ B Current @

&2 Submission m Month Review
Submitted
?0 Exp_ )
My Claim Status
37962

Notification

&2 cyrrent @ &M cyrrent @

m@ Month r@ Month

Appd. Exp. Rejct. Exp. Policies
Amt Amt
g0 32740

\

Click on '+'icon OR select "Add

H View M
My Claim Status - Expense” from the Menu bar

08 Mar, 2024 “4{0 I In Progress |
EYTR ¢ g\ (CYSPR
o ®

Review Policy Rejected
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Kevin @ ¥ Choose the date of your
expense from the calendar

Create Expense t Create Expense

1 Select your date for the expense
1 Select your date for the expense

06-03-2024°

< March 2024

Sun Mon Tue Wed Thu

2 Choose your Expense Type

"™
& e
Travel Hotel

A

Food

Select the expense type
from the given options

3  Your remarks

(®) Choose your Expense Type ®

Back Next
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Home Review Policy Rejected
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Kevin ® B¢

Create Expense

1 Select your date for the expense

\

oo | B
Food MIS Others

3 Yourremarks

Policy Rejected

[ O <

\

Select Date

Click on the Expense Type DAILY



> Create Expense
') 2 Choose your Expense Type

' e . L)

Travel M Hotel Food Others

q) You can click to change the expense type

Q DA Type
Gl scicctCiv/iovnType < | cume ewm—

q) City/ Town Type

2 =

q) Market/ Town

% | Enter market or location
LLl " )

CD Day Type
"5 - it naroay O Select Day type

q) DA for the Day:

| -
O ® ® DA For the day gets Populated from

Back ¥100.00 Next the Policy configured.

-
Home Review Policy Rejected




Kevin @ .

Create Expense
3 Yourremarks

wf’

» Click remarks, then type
your remarks (optional)

#® Daily
DA Type City/Town Type
Click the REVIEW button to
review the details you Market/ Town
Day Type Amount
- ® ~ Remarks
> Click save -

— 1. Click 'OK' to update your expenses.
Your Expense Updated

2. Click 'ADD MORE' if you have additional

>
m ADD MORE expenses to create
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Create Expense

1 Select your date for the expense

\

oo | B
Food MIS Others

3 Yourremarks

Policy Rejected

[ O <

\

Select Date

Click on the Expense Type TRAVEL
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Kevin @

Create Expense

1 Select your date for the expense
12-03-2024"

2 Choose your Expense Type

f9+

» Select Car

v = %
1 Hotel Food

You can click to change the expense type

2= Flight & Ship/ Boat
To

From

’ Select Location v Select Location v ‘




@)
O
A
[0
>
2
|_

I
)
O
>~

|_
)
7))
-
)
O
>
LLl
)
e
(@)
o
O

Kevin @

Create Expense

2 Choose your Expense Type

AREPRMA

You can click to change the expense type

From To

L

\ Powai, Mumbai, ‘ Andheri East, [e2

Powai Lake "¥;
ihakali Caves @
gt ool

Powai Plaz:
Tas g

Andheri
e
, +
he Lalit Mumbai Q
z ifera Had —
U
Go gle‘ ) ; sz f&n

distance Travelled by you according to Google maps : €

Actual KMs Calculated Amount
@ 6.6 ‘ 660.00 ()
g 7
Back Next
Rses
QO < ®
Home Review Policy Rejected

\

Soft violation -it will alert about
your policy violation but you will 3
still be able to submit anyway

Select "'From" and "To" locations.

The actual kilometers are displayed
bbased on the Google locations provided

The calculated amount is based on the
kilometers traveled.

Hard violation -it will not allow
you to add your expense

f

NOTE: The actual kilometers can be edited
based on the distance traveled.”

Policy Violation(s) ®

1. Eligible amount is 6000.0

Policy Violation(s) ®

1. Eligible amount is 500.0

Cancel




«——» Add Invoice or receipt of your — kevin @

3 Addinvoice or receipt of your expense. N
Expense

7
(¢)  CreateExpense

4 Your remarks

7 1. Click remarks, then type your remarks
\/ l (optional)

= ” 2. Click the 'Review' button to ]
m—L review the details you entered. e
3. Click the "save" button. “ Ematoen Kermle; e

Chalakudy, Kerala, India

—
I.I

G.Map Distance Actual KMS Amount

47.6 KMS 47.6 KMS 24760.00

Remarks

Your Expense Updated - 1. Click 'OK' to update your expenses. test
- | — 2 Click’ADD MORE'if you have additional
Coc X roowor: 8
expenses to create
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Kevin @ e

Create Expense

1 Select your date for the expense
12-03-2024"

2 Choose your Expense Type

Z L) L)
§e888e -
] Hotel Food MIS Others

You can click to change the expense type

i .'. i

Flight & Ship/ Boat

From

’ Select Location v Select Location v ‘
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Kevin @ ’(j’_

Create Expense

2 Choose your Expense Type

FHEAO

You can click to change the expense lype

Own Vehicle/ Book in App

Select Own vehicle / Book In App ~—— (HEEIE (B2

'wn
From To

Select From & To locations 4—’-Powai,Mumbai, v AndheriEast, v ‘

Powai Lake "W
ihakali Caves @
HETEe! otuft

PowaiRlaze

Andheri
aiehd

he Lalit Mumba @) + _ App Bike - Enter Amount

Z difera Hag

Google R

WR &

istance Travelled by you according to Google maps : 6

App Bike -The actual Actual KMs Enter Amount
kilometers are displayed oo |
based on the Google locations '

rovided i ‘
P ® ®

NOTE: Own Bike - The actual kilometers can
: be edited based on the distance traveled.

‘ The Amount will be calculated based on the
‘ Per km cost as per your eligibility.
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«——— Add Invoice or receipt of your
Expense

3 Add invoice or receipt of your expense.

Create Expense

4 Your remarks )
7 1. Click on remarks, then type your
‘ remarks (optional).

R 2. Click the Review' button to . g
- review the details you entered. e
REVIEW From
m—L Ernakulam, Kerala, India
3. Click the "save” button. -~

Chalakudy, Kerala, India

\,

—
I.I

G.Map Distance Actual KMS Amount

47.6 KMS 47.6 KMS ?4760.00

Test

o
©
| I
o
x
73

Your Expense Updated — 1. Click 'OK' to update your expenses.
- | — 2 Click’ADD MORE'if you have additional
Coc X roowor: 8
expenses to create

) !

)
—
m
A\
[0
>
O
| -
|_

I
)
O
>~

|_
)
7))
C
)
O
>
(W
)
e
@)
)
| -
O




Kevin @ e

Create Expense

1 Select your date for the expense
12-03-2024

2 Choose your Expense Type

L) L)
Sl A RA R
1 Hotel Food MIS Others
You can click to change the expense type
=

2 Flight & Ship/ Boat
To

From

— > Select Auto

’ Select Location v Select Location v ‘
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Kevin @ ’[3

Create Expense

2 Choose your Expense Type

FTEAREA

You can click to change the expense type

Select the Type - L

From To

Select From & To locations  <—————powai, Mumbsi, HAndheriEast, v |

Powai Lake "W,
ahakali Caves e
TETERTAT SAoft

Powai/Plazz
e, AT

Andheri e
e +
. he Lalit Mumbalo
The actual kilometers are & e ek =
displayed based on the = Soogle e

Google locations provided

e Travelled by you according to Google maps : 6.6 Km

Actual KMs Enter Amount

e DS

— > Enter Amount

NOTE: The actual kilometers can be
edited based on the distance traveled.”



Kevin @ o

«——— Add Invoice or receipt of your
Expense

3 Add invoice or receipt of your expense.

s
(&) Create Expense

4 Your remarks )
7 1. Click on remarks, then type your
| remarks (optional).

= _ 2. Click the 'Review' button to
review the details you entered.
REVIEW From
Ernakulam, Kerala, India

3. Click the "save’ button. E—

\,

Chalakudy, Kerala, India

G.Map Distance Actual KMS Amount

47.6 KMS 47.6 KMS 2110

Your Expense Updated F— 1. Click 'OK' to update your expenses.
- | — 2 Click’ADD MORE'if you have additional
Coc X roowor: 8
expenses to create
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Kevin @ e

Create Expense

1 Select your date for the expense
12-03-2024"

2 Choose your Expense Type

v [ [
1 Hotel Food MIS Others

You can click to change the expense type

2= Flight & Ship/ Boat

From To

’ Select Location v Select Location v ‘
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Kevin @ '(_3

Create Expense

2 Choose your Expense Type

YERREER

You can click to change the expense type

From To

Powai, Mumbai, v Andheri East, vo———-]

Powai Lake "¥;
ihakali Caves
st Sl

PowaiPlaz:
e, T

Andheri
e

e

A

e iy

he Lalit Mumbai Q

Z diferd Hag

Google

iistance Travelled by you according to Google maps : 6

Actual KMs Enter Amount

6.6

3 Select type of ticket and duration

\

Select From & To locations

The actual kilometers are displayed based

on the Google locations provided

Enter Amount

3 Select type of ticket and duration

Type of ticket

Daily O

From Date To Date

Select Date Select Date

Select type of ticket and duration

« Daily/Pass

NOTE: The actual kilometers can
be edited based on the distance
traveled.”

« |If Pass - select the From and To Date of the Pass



- » Add Bus ticket/Bus pass Copy Kevin @ W

3 Addinvoice or receipt of your expense.

Create Expense

4 Your remarks )
7 1. Click on remarks, then type your
l remarks (optional).

_ 2. Click the 'Review' button to

review the details you entered.
REVIEW

3. Click the "save’ button. Nariman Point, Mumbai, Maharashtra,

India

|

To

Andheri East, Mumbai, Maharashtra,

India

G.Map Distance Actual KMS Amount

25.8 KMS @ 25.8 KMS

Type of ticket

Your Expense Updated F— 1. Click 'OK' to update your expenses.
- | — 2 Click’ADD MORE'if you have additional
Coc X roowor: 8
expenses to create

Daily

H

7))
>
an)
A\
O
>
O
—
|_

|
()
O
>
|_
()
n
C
()
O
>
L
)
e
(@)
)
—
O



Kevin @ e

Create Expense

1 Select your date for the expense
12-03-2024

2 Choose your Expense Type

L) L)
S A BA A
1 Hotel Food MIS Others
You can click to change the expense type
2 Flight & Ship/ Boat
To

From

— > Select Taxi

’ Select Location v Select Location v ‘
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Kevin @ y €

Create Expense

2 Choose your Expense Type

=l A BA A
Hotel J Food M s M others

You can click to change the expense type

- IH:QJ henjpe

Select the Type

» Select From & To locations

From To
‘ Powai, Mumbai, ‘ Andheri East, L
Powai Lake ";
ihakali Caves Q
HETHI ouft

> Enter the Amount

PowailPlaz:
R IE]

Andheri i,

e
The actual kilometers are SR i
displayed based on the — ey -
Google locations provided g = e

istance Travelled by you according to Google maps : 6.

Actual KMs Enter Amount

% o6

NOTE: The actual kilometers can be
edited based on the distance traveled.
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3 Addinvoice or receipt of your expense. *  ~ Add Invoice or recelpt of your

4 Your remarks

\,

Expense

7 1. Click on remarks, then type your
| remarks (optional).

2. Click the 'Review' button to

REVIEW

Your Expense Updated

review the details you entered.

3. Click the "save’ button. DE—

F— 1. Click 'OK' to update your expenses.

Lo ] roovore [

2. Click 'ADD MORE' if you have additional
expenses to create

Kevin (@) 8

Create Expense

Taxi - Non Appn

From

To

Ernakulam, Kerala, India

Chalakudy, Kerala, India

G.Map Distance Actual KMS Amount

47.6 KMS 47.6 KMS %1200
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Create Expense

1 Select your date for the expense
12-03-2024

2 Choose your Expense Type

1} 1)
CA A AL
Tr Hotel Food MIS Others
You can click to change the expense type

2 Flight & Ship/ Boat
To

From

— = Select Metro

’ Select Location v Select Location v ‘
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Kevin (@ €8 NOTE: The actual kiliometers can be
edited based on the distance traveled.”

Create Expense

> Select From & To locations

2 Choose your Expense Type

. 9 otners The actual kilometers are displayed based on the
EE—

You can click to change the expense type Goog | e |OCGt|O nS p rovid ed
From To
‘ Powai, Mumbai, ‘ ‘ Andheri East, v ‘ E nter Am ount

Powai Lake ™V,

ihakali Caves @
TETEIEA] Sof!

Powai Plaz:

e T

3 Select type of ticket and duration

Andheri e Type of ticket
e
he Lalit Mumbai +
| u I o
& wferd Had @ Dally O
- 2
U
€ gle. s ! B Rlicaced
«e Travelled by you according to Google maps : 6.6 Kir From Date To Date
Actual KMs Enter Amount
pRi { Select Date Select Dafe
L

\/
Select type of ticket and duration

2 « Daily/Pass
- If Pass - select the From and To Date (validity )

3 Select type of ticket and duration
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Kevin @ o

e » Add Metro pass/ticket copy

3 Addinvoice or receipt of your expense.

Create Expense

4 Your remarks )
7 1. Click on remarks, then type your
l remarks (optional).

- P 2. CI|Qk the Rewevy button to
review the details you entered.
REVIEW ol
Ernakulam, Kerala, India

3. Click the "save’ button. DE—

|

Chalakudy, Kerala, India

G.Map Distance Actual KMS Amount

47.6 KMS 47.6 KMS %100

Type of ticket From Date To Date

w 12-03-2024 » 12-03-2024

Remarks

Your Expense Updated F— 1. Click 'OK' to update your expenses.
- | — 2 Click’ADD MORE'if you have additional
Coc X roowor: 8
expenses to create
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Kevin @ e

Create Expense

1 Select your date for the expense
12-03-2024

2 Choose your Expense Type

~EAYALY B
i totel J roos M ms [ others

You can click to change the expense type

— > Select Train

® Train 2= Flight & Ship/ Boat

From To

’ Select Location v Select Location v ‘
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Kevin @ ’L_:i

Create Expense

— > Select Train Class

@ Choose your Expense Type —” Select From & To locations

=
: Daily Food M mis [ Others —~ Enter Amount

You can click to change the expense type

Train Class

EC
- “n— 3 Select type of ticket and duration

From To_
~ o 2 Daily O
‘ Powai, Mumbai, v ‘ [ Andheri East, v - —

From Date To Date

Enter Amount

Select Date Select Dat

Select type of ticket and duration

» Daily/Pass .
« If Pass - select the From and To Date
(validity )

3 Select type of ticket and duration
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Kevin @ i

e » Add Train ticket/Pass Copy

3 Addinvoice or receipt of your expense.

Create Expense

4 Your remarks )
7 1. Click on remarks, then type your
l remarks (optional).

A 2. Click the Review button to —

review the details you entered.
REVIEW
Ernakulam, Kerala, India
3. Click the "save’ button. DE—

Chalakudy, Kerala, India

|

3 3
3

G.Map Distance  Actual KMS Amount

B |
| Thu,Mar7,2024 ® 476 kms ll 47.6kvs [l 2100

Type of ticket

Daily

Your Expense Updated - 1. Click 'OK' to update your expenses.
m ._l_’ 2. Click 'ADD MORE ' if you have additional
A

expenses to create
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Kevin @ e

Create Expense

1 Select your date for the expense
12-03-2024

2 Choose your Expense Type

L) L)
Sl A RA R
1 Hotel Food MIS Others
You can click to change the expense type

CEmSES

From To

—» Select Flight

’ Select Location v Select Location v ‘
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Create Expense

2 Choose your Expense Type

STHRREEA

You can click to change the expense type

Flight - Class
GECEEBEEE - oot Fight Class
From To

‘ United Arab v Mumbai, v 0-’—> Select From & To locations

Enter Amount

‘ | 'j—' Enter Amount
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3 Add invoice or receipt of your expense.

«——» Add Flight ticket copy

4 Add your pre-approved confirmation

— 1. Upload pre-approved confirmation
document

5 Yourremarks
L 2. Click on remarks, then type your

m._ remarks (optional).
— 3. Click the "save” button. E—

Click the Review' button to
review the details you entered.

Your Expense Updated F— 1. Click 'OK' to update your expenses.
- | — 2 Click’ADD MORE'if you have additional
Coc X roowor: 8
expenses to create

Kevin @ ¥

Create Expense

Flight - First

Dubai - United Arab Emirates

d g
S

Mumbai, Maharashtra, India

G.Map Distance Actual KMS Amount

0.0 KMS 0.0 KMS ¥7000

Remarks

test

+




Kevin @ e

Create Expense

1 Select your date for the expense
12-03-2024

2 Choose your Expense Type

Uil ol

You can click to change the expense type

To

From

_, Select Ship/Boat

’ Select Location v Select Location v ‘
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Create Expense

2 Choose your Expense Type

FEBRRAO

You can ciick to change the expense type

From To

Select From & To locations «<————

Powai, Mumbai, ‘ Mumbai, v

Enter Amount

Enter Amount - 4

Click on remarks, then type

— > .
Add Invoice or receipt of your your remarks (optional).
EXp ense . ®3  Addinvoice or receipt of your expense.

4 Your remarks

Click Review button to review the

® ® > details you entered
- = |
m@m RS.ZW .w!y Rg —— > Click Save button
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Create Expense

1 Select your date for the expense

» Select Hotel stay - From & To Date

Click on the Expense Type Hotel

oo | B
Food MIS Others

3 Yourremarks
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Policy Rejected
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Create Expense

' D 2 &4 A2
Daily Travel Food MIS Others

You can click to change the expense type

MetrO/ SpeCial —— M

From Date To Date s SeIeCt the Town type

Select Date Select Date L, Select From & To Date

—  Enter details of the Hotel

3 Details of the Hotel -
4 Enter Total Hotel Expense
5 id invoice or receipt of your expense.

6 Your remarks

® ®

ww

o Q B ®

Review Policy Rejected
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3 Details of the Hotel

Note: 'If there's no GST number, skip the
GST field and enter the Other Amount
and Lodging Amount.”

Name of the Hotel

Enter Nome of the Hotel <——‘- _ e ’

If GST no. is not provided, eligibility will

Select Star rating of thatiots! be considereq inclusive of all four
components i.e. GST for Other, GST for
Select hotel star rating <o Select Star rating of the hotel v lodging, Other Amount and lodging (
\ / Pre Tog), else Eligibility will be

considered for components other than
GST for Lodging.

Select State

Select State 4——o° Select State v

Enter location «—— ¢ |
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GST o, | —— Enter Hotel GST Number(if any)

Enter the totgl hotel Expense ) ~ GST for other amount
(It's automatically ons
calculated based on the T — R
details you input for GST and y ~ o .
lodging ) 0 0 . ~ GST for lodging
A £ Z & »
?therAmount (Pre Tax) Eodging Amount (Pre Tax) . — > LOdglﬂg Amount (Pre TCIX)
0 [ ‘ 0 L
-~ Other Amount (Pre Tax)

° 4 Enter Total Hotel Expense
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5 Add invoice or receipt of your expense. .. Add Hotel Bill Copy
Create Expense

» Click remarks, then type

your remarks {optional Emten T e

’ ¢ I J From Date To Date

Iemy Hotel 13-03-2024 13-03-2024

Name of Hotel  Star Rating State

REVIEW L Click the 'Review' button to
review the details you entered. Location GST No.
I

GST For Other Amount GST For Lodglng

6 Yourremarks

500 500 |

»

- - - Other Amt Include Food Lodging Amount ExpenseAmoum

o ) B o E=x

> C“Ck save = Remarks

— 1. Click 'OK' to update your expenses.
Your Expense Updated

- —» 2.Click 'ADD MORE' if you have additional “

! ‘ 5 a

Review

B ®

Policy Rejected
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Kevin (®

Create Expense

1 Select your date for the expense

2 Choose your Expense Type

» Select Date

"
= 1
Travel Hotel

[ =S!
5 T]
Others

Home Review Policy Rejected

[ O <

» Click on the Expense Type Food



Myself’: Choose this if the transaction is for you.
No: Choose this if the transaction involves others as well.

Select 'NO’ »—l
1 Select your date for the expense Type

Number of people

Kevin @ ’L_s

Create Expense

Enter the number

2 Choose your Expense Type ‘_ ’ , of people involved
— Select Myself ‘ '

Expense Amount
Lot
B % § B ,

Travel Mis Others )

You can click to change the expense type

Market/ Town

3 Select duration
Type

Expense Amount v

ot Enter Amount
| 3 Select duration
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' C|IC|<. on Single . For mqltiplg days,
% ) e ® for single day ~ige O select 'Multiple
e L o option and then
@ From Date To Date choose the date
- ° " range.
@ Q [ZP @ Select Date Select Date 9

Home Review Policy Rejected
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5 Add invoice or receipt of your expense. o> Add Food bill Copy

Q—) Create Expense

6 Yourremarks

Click remarks, then type ,
’ ter Remarks . | > your remarks (optional)

Type No. Of People Expense Amount

- Click the ‘REVIEW' button to 2]
REVIEW “ review the details you Duration

—®‘

» Click save =
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— 1. Click 'OK' to update your expenses.
Your Expense Updated

—» 2.Click 'ADD MORE' if you have additional “

T o Q ? ©

Home Review Policy Rejected
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Create Expense

1 Select your date for the expense

2 Choose your Expense Type

"
= 1
Travel Hotel

=

others

» Select Date

\/

Click on the Expense Type MIS
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Home Review Policy Rejected
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{IAT Build ot @ % 2 Choose your Expense Type

C reate Expen se You can click to change the expense type

1 Select your date for the expense Amount

18-04-2024

i/ Chaokeyput Exporisoilype 2 Choose your Expense Type

Travel Hotel Food Others Daily Travel Food

You can click to change the expense type You can click ta change the expense type
- . Choose the Sub
T Types cither Misc, I T
Isc. Internet Stationery .
Internet, Stationary Amount

3 Add invoice or receipt of your expense.

4 Your remarks 2 Choose your Expense Type

"
CH Bl B R
You can click to change the expense type
Back Next _

Amount

& Q @ Enter amount

Home Approve Review Rejected
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Add Invoice or receipt of

5 Addinvoice or receipt of your expense. +————»
your Expense

6 Yourremarks

v/ N

1 Click remarks, then type
r Remarks . ] > your remarks (optional)

- Click the 'REVIEW' button to
REVIEW SAVE review the details you
entered.

Note: For Misc ,internet & stationery you
can Review individually and Submit

—®‘

» Click save

— 1. Click 'OK' to update your expenses.

Your Expense Updated
- 2. Click 'ADD MORE' if you have additional

—>
m ADD MORE expenses to create
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Create Expense

Select the expense Type

1 Select your date for the expense

19-04-2024

2 Choose your Expense Type BUSineSS Meeting

' 6 Q a 8 Training

You can click to change the expense type

m Buy your own device

Printing

Festival

Expense Amount

Monthly meeting

Others

3 Add invoice or receipt of your expense. °
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4 Your remarks

Add invoice or receipt of your




Add Invoice or receipt of your
Expense

>

3 Addinvoice or receipt of your expense. ¢—

Click remarks, then type your
remarks (optional)

4 Your remarks

(o |
«D eI

—» Click save

1. Click 'OK' to update your expenses.
2. Click 'ADD MORE' if you have additional
expenses to create

A

Your Expense Updated
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Review

Kevin (@  2#

2. Kevin
k7

March 2024

© AddExpense
_" Specific Month

03 07 | 08 | 09
) a ° 0
n 12 13 14 15 16

23

Review

N Pending for. AR Current . My Claim Status
(2 Submission m Month

Submitted

g0 Exp.
37962 Policies

Notification

"~ Al Dally Travel Hotel Food MIS Olhe

a2 cuyrrent @ &EA cyrrent @

m@ Month EG Month

Appd. Exp. Rejct. Exp. . .
Amt Amt Click the Review From the

Dashboard/Menu

%0 %2740

Summary

\/

Review Screen
My Claim Status  View More

08Mar,2024| %50 [
P \ MFYEYER

O (A ©)
tlome Policy Rejected
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Review Policy Rejected
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Review

Review

All Daily Travel Hotel Food MIS Others

Red: Violated expenses. Summary

Light green : Expenses created without any @] & |
Daily Travel

policy violations. #1575.00 ¥10986.80

Gray: No expense on this date.

Liatal

¥45500.00

The red icon indicates that the policy
has been violated

B

Others

Total expenses till date 32623.00

All Daily Travel Hotel Food MIS Others

"You can submit all your
'Submit button.

o 2 F ©®

Review Policy Rejected
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~ Choose an individual date to view the expenses for that
- specific date

March 2024

(%))
—
)
=
y“—
-
% 4 Dally Tavel Hotel Food MiS Others e Click onthe 'Filtgr' button or icon.
- 5 e Select the criteria you want to filter by,
Q ey such as Category, Status, Roles ,Date,
N Amount, Policy Violation.Click ,Apply’
- 9 !3' e To remove the filter and again view all
() %1150.00 ¥8420.00 expenses again, click on the “RESET”
O Snow Expense: button.’
x 1Vickation
Ll & .
Hote Food Summary screen - Can click on
; 14/40.00 £762:00 "~ individual Expense types to see
q) Show Expenses Show Expenses the detCl“S.
G>) All Daily Travel Hotel Food MIS Others @ m U
ad

¥150.00 %1650.00

O 2 B ®

Review Policy Rejected




Click on any summary to see the
overall review page . You can edit or
delete if needed.

April 2024 = A

Review

All Daily Travel Hotel Food MIS Others

All Daily Travel Hotel Food MIS Others

&

Summary

[Food Expense | Apr 19, 2024 21500.00]
o ko | Food | Food-Others
71150.00 ¥8420.00 | | €@ Expense Date | @ Created Date
T : oy | | April 05, 2024 | April 18, 2024 ° L
| @ Eligible Amount €M Claimed Amount
1, \ \ At Actual ‘ 71500.0 (4
S Click on the ‘

(o &3 |, summary
§47H:; 00 w;;doo you W'§h to Before submitting You can edit
—— _ - VIew or delete the expense using the

edit or delete button.

3 Violations

MIS Others
150.00 1650.00 SUBMIT

ey Click “Submit”
- ] Q ® —
o Q @ l-ge Approve Review Rejected

Review Policy Rejected
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&

All your pending expenses
will get submitted!
You may not be able to
change the submitted
Expenses.

Do you wish to continue

CANCEL

Click OKAY
Expense submitted
successfully

Expenses submitted
successfully
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Click the Submit Button
on the pop up.

Note :Ensure you have reviewed correctly.
Once the expense is submitted, you cannot go back.
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My Dashboard

0]

Home

N\ Pending for .
@ Submission

%123

&M Current Month .
@ Appd. Exp. Amt

%0

My Claim Status

19 Apr, 2024

Approver Dashboard

Specific Month

&A Current Month .
Submitted Exp.

¥17086

&ERA Current Month .
Q Rejct. Exp. Amt

¥800

View More

17086

Review

March 2024

€ Approved €D Rejected € Pending
20 800 ¥16286

cl—:...-.l e A

o Q

Approve

®

Review Rejected

Summary

)

Dally

%4375.00

Hotel

%2259.00

All Daily Travel Hotel Food MIS Others

Food

¥7501.00

Others

¥1049.00

O ¢ Q ®

Home Approve

Review Rejected




Review

March 2024

View the status of
expenses here

> Under review
> Submitted

> Approved

> Rejected
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Click on particular expense
summary you can see the
details

All Daily Travel Hotel Food MIS Others

[Daily Expense | Apr 19, 2024 ?4375.00)
— | Daily | HQ - Metro/ Special Submitted
© Expense Date @ Created Date
April 19, 2024 April 19, 2024

& Eligible Amount €D Claimed Amount
¥800.0 ¥800.0

|
Daily | HQ - Metro/ Special

© Expense Date @ Created Date
March 12, 2024 March 12, 2024
\

€M Claimed Amaunt € Approved Amount
100.0 ¥50.0

Daily | HQ - Metro/ Special

| | @ Expense Date @ Created Date
April 17,2024 April 19, 2024
‘ FrQo Q0 0 ‘
Home Approve Review Rejected

Kevin @

Expense Details

Daily | HQ - Metro/ Special

© Expense Date: @ Created Date:
April 19, 2024 April 19, 2024

Submitted Date:
@ submitted Date € Rejected Date:

April 19, 2024
@ Eligible Amount; Claimed Amount:
¥800.0 ¥800.0

Penging With:

aswin
Day Type Night Stay:
Full Day Not Availed

Market/ Town:

Agra

Remarks History

siva
April 19, 2024 | 04114 PM
Na

Submitted

siva

April 19, 2024 | 04:14 PM
NA

o0 @

Annrave

/‘\

Dowviaw Daoiontard
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My Dashboard Approver Dashboard

Kevin ® /&

Specific Month

Expense Details

N Pending for . &SA Current Month ‘
@ Submission m Submitted Exp.
%123 #17086 Daily | HQ - Metro/ Special
© Expense Date: @ Created Date:
vV Current Month . [V U Current Month . April 19' 2024 April 19[ 2024
Q Appd. Exp. Amt BQ Rejct. Exp. Amt
20 Z800 © submitted Date: © Rejected Date:
° ! April 19, 2024 April 19, 2024
' @ Eligible Amount; Claimed Amount:
My Claim Status View More ¥800.0 ¥800.0
. Penging With:
19 Apr, 2024 17086 [ in Progress |

taoo ﬂ6286 Full Day Not Availed

Market/ Town:

Kevin ® A

Create Expense

1 Select your date for the expense

April 2024

Mon Tue Wed

2 Choose your Expense Type
o etol pec

Agra
v Remarks History
Rejected oo
April 19, 2024 | 04:14 PM
Na
April 2024
Submitted
siva
April 19, 2024 | 04:29 PM
NA
. L1 Approver Rejected
All Daily Travel Hotel Food MIS Others aswin
April 19, 2024 | 05:00 PM
[ Daily Expense | Apr 19, 2024 ¥80().00 J Y ‘
Daily | HQ - Metro/ Special B DELETE s EDIT
@ Expense Date @ Created Date .
April 19, 2024 | April 19, 2024 —

| € Eligible Amount @ Claimed Amount O @ Q ®
| 800.0 zaoo 0 0 Home Approve Review Rejected

3 Add invoice or receipt of your exjpense.

4 Your remarks

s
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My Dashboard Approver Dashboard

Specific Month

——— Click on Approver Dashboard

A .Pending Requests:

e
| -
O
O

Q

C
2
O
a
| -
O
>
0
| -
Q.
Q

<
I
-
®
<
O

0P
©
=
O
L

—
E Total Pending Requests .
o—
6130 —
@
Aama CurrentMonth @ sxxm Tj|Previous @
Pending Month
/ —
Requests Pending
Requests
o—
36130 %0
Ee Requests & Expenses (Mar, 2024)
Pending . % Approved .
For Month Expenses —
Count Amount Count Amaunt CO—
1 36130 2 318962
EE———
[ 4
Rejected Expense . Total Expenses
-
Count Amount Count Amount
0 %0 2 13872 -
—
% Pending Requests (2)
Siva h
¥375.0 Apr 11, 2024
> —————
Kevin
@ ?375,0 Apr 11, 2024 @ 9

J

1.

2.

Total Pending Requests: Total expense amount of pending
requests awaiting your approval.

Current Month Pending Requests :Total expense amount of
pending requests awaiting your approval for the current
month.

Till Previous Month Pending Requests: Total expense
amount of pending requests from the previous month
awaiting your approval.

B. Requests & Expenses (For the current month)

1.

2.

Pending for the Month : The total employee Count and
expense Amount pending for the month.

Approved Expenses : Total total employee Count and
expense Amount approved for the month.

Rejected Expenses : Total total employee Count and
expense Amount Rejected for the Month

Total Expenses : The total employee Count and expense
Amount received for the month..

C.Pending Requests :

1.

Displays recent pending requests.
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‘L;ﬁ Aswin

Qv 2D O

& 8 O ©

Add Expense
Home
REEN
My Claim Status
Approve
Approval Reassign
Notification
Policies

Report

Click on the ‘Approve’ button to view
the list of expenses awaiting
approval.

A

My Dashboard Approver Dashboard

Specific Month

': Pendingfor @ A Current Month @
(V]

Submission Submitted
Exp.
g0 g0

B Current Month. A& Current Month.

E@ Appd. Exp. @ Rejct. Exp. Amt
Amt

%0 %0

Claimed vs Approved

. Claimed O Approved . Rejected

March 2024

o @ Q ®

Awrove Review Rejected

Home




Aswin @ ’ L £

Expense Approval )

Approver Dashboard . ana
My Dashboard pprover Dash rd Tili Date v

Click on "Total Pending Requests” or

U B — Pending For Month". (1 Employees | Til Date ?6130.0]
> © Pending @ Approved © Rejected
| - Total Pending Requests . . H H Search by name/ employee code =
Q The red icon indicates that the
%300 o— = | policy has been violated <
O g
<] A Current Month @ m—xm il Previ © ‘ """
P::;:g ” (OT] N:omr:wous / ¥15680.0 458666  Mar 08, 2024 @ ‘ ?
G) Requests Pending
Requests
».  Shilpa N .
E 2300 0 6 e : @ -
-O ¥3125.0 #8150 Mar 10, 2024
- [E© Requests & Expenses (Mar, 2024) Select the employee. = <
si
q) Pending ‘ Approved ‘ :‘.Iva @ >
D— 0 For Month S Expenses a ¥375.0 Apr11, 2024
1 ¥300 2 13672
\ Kevin
% Rejected Expense. B Total Expenses - ¥375.0 Apr 11, 2024 @ 9
o 20 2 | 13972

0 o a ® Q@ 9 2w

Home Approve Review Rejected




/
Aswin @ (<

S ENER TS

i R
Aswin @ 4 9+ Others = Training
Vilations

| March 11, 2024 March 12, 2024

& Eligible Amount €D Claimed Amount
£100.0 ¥50.0 i i
‘ View the remor!<s h|sto,ry of the < (< 1 . ©
expenses from ‘Create’ status to s —
Hotel | Metro/Special Town . L N Approved/Rejected’ status -~ p—
e Expense Date | ° Submitted Date 4 :E:‘rln:r:z 2024 | 12:33 PM
| February 21, 2024 March 08, 2024 i

Click Approve or Reject expense

| € Eligible Amount €M Claimed Amount

m o Policy Violations
@ Expense Date © Created Date
m | Marc:\ 06, 2024 March 11,2024
C Expense Approval © Submitted Date © Rejected Date
| March 11, 2024 IR
m ‘ @ Efigible Amount Claimed Amount:
Q Al Daily Travel Hotel Food MIS Others o i i
x | ¢ Approved Amount ‘
1 %250.0
I I I [Others Expense | Mar 11, 2024 !400.00] e
Bombay
O Qihers | Festival : _» Click on the specific expense to view the e A
> © Expense Date @ submitted Date | details of the expenses requested for partcpant Carf
O March 11, 2024 March 12, 2024 o approval 1
o ‘ € Eligible Amount ’ €D Claimed Amount S ) 3
Q %100.0 %50.0
O : -4 Click the Edit icon to edit/adjust the
I Others | Festival claimed amount if needed.
| e Expense Date ‘ o Submitted Date o—

| 26000.0 %15680.0

Others | Festival - . .

l i | Note : Please review the expense details
O & Q ® before approving. Once approved, the
et Kbedore Goviow Rsjoctid action cannot be reverted.
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Click “Approve All Expenses”
to approve all the requests
for the employee.

E Aswin @ (9_0

ST
(¢)  Expense Approval

e =

Kevin
11 Mar, 2024 | 10 Expenses | ¥550.0

March 2024

14 15 16

.
0 550 o o
18 19 20

Select a date to view expenses
for the particular date

v

The red icon indicates that the policy
has been violated

Click on the Filter' button or icon.

Select the criteria you want to filter by, such as
Category, Status, Roles ,Date, Amount, Policy
Violation.Click ,Apply’

To remove the filter and view all expenses again, click
on the 'RESET" button.”

All Daily Travel Hotel Food MIS Others

\ J
Y

Summary |

i Summary screen -
¥2740.00

®

ETN

%1000.00

Can click on
individual Expense
types to see the
details.

Hotel

¥4700.00

3 Violations.

0 &

MIS Others

%100.00 ¥1250.00




Success!

Click 'Load Next' to approve the next
Expense request under the same Expense
Current Expense Approved of that Emp|oyee.

Successfully.

=

Click Home to redirect to the dashboard
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Aswin @

Expense Approval

The red icon indicates that the policy has

‘ been violated.(Please note that it has
aireccly been approvea)

—

(1 Employees | Till Date 3 16642.0]

© Pending @ Approved © Rejected

———> Click on the icon to view the history

Search by name/ employee code

.—
r >, Shilpa N
‘ ?156800 ¥45860:6  Mar 08, 2024 @ g g
Select the _ History
. ». Shilpa N
employee to view < ‘ S @\ S =
the details ¥3125.0 w8250 Mar 10, 2024 T Approver
Hemantha Kumar #2985 ¥129.8
\ Q Siva =
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