
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 you're 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.



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



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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Enter OTP

For LDAP
Enter your Password.
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Pending for submission : 
Total Expense which are “Saved” but 
pending for submission.

Current month submitted Exp: 
Total Expenses submitted in the 
current month.

Current month Appd. Exp Amt: 
Total Expense Amount approved for 
the current month.

Current month Rejct. Exp Amt: 
Total Expense Amount  rejected for 
the current month.

All your recent claims' statuses, based on 
their submitted dates, can be viewed here
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Requester Dashboard

Note :The user can view the allowed 
Policies  and create  expense based on 
that policy. Creating expenses 
exceeding the allowed amount, will be 
considered a violation.
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Click on  '+' icon OR select "Add 
Expense" from the Menu bar 
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Choose the date of your 
expense from the calendar

Select the expense type 
from the given options
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Click on the Expense Type DAILY

Select Date
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DA For the day gets  Populated from 
the Policy configured. 

Select DA type

Select City/Town Type

Enter market or location

Select Day type
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Click remarks, then type 
your remarks (optional)

1.  Click 'OK' to update your expenses.

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

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

Click save
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Click on the Expense Type TRAVEL

Select Date
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Select Car 
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Select "From" and "To" locations.

The actual kilometers are displayed 
based on the Google locations provided 

The calculated amount is based on the 
kilometers traveled.

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

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

Soft violation -it will alert about 
your policy violation but you will 
still be able to submit anyway
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1. Click remarks, then type your remarks 
(optional)

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

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

3. Click the "save" button.

Add Invoice or receipt of your 
Expense
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Select Bike



Select Own vehicle / Book In App

App Bike -The actual 
kilometers are displayed 

based on the Google locations 
provided

App Bike - Enter Amount 

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

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

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

3. Click the "save" button.

Add Invoice or receipt of your 
Expense
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Select Auto



Select the Type

Select From & To locations

The actual kilometers are 
displayed based on the 
Google locations provided

Enter Amount
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NOTE: The actual kilometers can be 
edited based on the distance traveled."



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

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

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

3. Click the "save" button.

Add Invoice or receipt of your 
Expense
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Select Bus



Select From & To locations

The actual kilometers are displayed based 
on the Google locations provided

Enter Amount

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

Select type of ticket and duration
• Daily/Pass
• If Pass - select the From and To Date of the PassC
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1. Click on remarks, then type your
   remarks (optional).

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

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

3. Click the "save" button.

Add Bus ticket/Bus pass Copy 
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Select Taxi



Select the Type

The actual kilometers are 
displayed based on the 
Google locations provided

Enter the Amount

NOTE: The actual kilometers can be 
edited based on the distance traveled."C
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Select From & To locations



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

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

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

3. Click the "save" button.

Add Invoice or receipt of your 
Expense
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Select Metro



Select From & To locations

The actual kilometers are displayed based on the 
Google locations provided

Enter Amount

Select type of ticket and duration
• Daily/Pass
• If Pass - select the From and To Date (validity )C
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NOTE: The actual kilometers can be 
edited based on the distance traveled."



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

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

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

3. Click the "save" button.

Add Metro pass/ticket copy
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Select Train



Select Train Class

Enter Amount

Select type of ticket and duration
• Daily/Pass
• If Pass - select the From and To Date 
(validity )
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Select From & To locations



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

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

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

3. Click the "save" button.

Add Train ticket/Pass Copy
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Select Flight
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Select Flight Class 

Enter Amount

Select From & To locations



1. Upload pre-approved confirmation 
document

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

3. Click the "save" button.

Add Flight ticket copy
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2. Click on remarks, then type your
   remarks (optional).

Click the 'Review' button to
review the details you entered.
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Select Ship/Boat



Select From & To locations

Enter Amount

Add Invoice or receipt of your 
Expense
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Click Review button to review the 
details you entered

Click Save button

Click on remarks, then type 
your remarks (optional).
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Click on the Expense Type Hotel

Select Hotel stay - From & To Date
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Select the Town type

Select From & To Date 

Enter details of the Hotel
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Lodging Amount (Pre Tax)

Enter the total hotel Expense 
(It's automatically 

calculated based on the 
details you input for GST and 

lodging )

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

If GST no. is not provided, eligibility will 
be considered inclusive of all four 
components i.e. GST for Other, GST for 
lodging, Other Amount and lodging ( 
Pre Tax), else Eligibility will be 
considered for components other than 
GST for Lodging.

Enter Name of the Hotel

Select hotel star rating                                        

Select State

Enter location

Enter Hotel GST Number(if any)

GST for other amount 

GST for lodging

Other Amount (Pre Tax)
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Click remarks, then type 
your remarks (optional)

1.  Click 'OK' to update your expenses.

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

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

Click save

Add Hotel Bill Copy



C
re

at
e 

Ex
pe

ns
e 

- 
Fo

od

Click on the Expense Type Food

Select Date



C
re

at
e 

Ex
pe

ns
e 

- 
Fo

od

Enter the number 
of people involved

Select 'NO’

Click on 'Single' 
for single day

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

For multiple days, 
select 'Multiple' 
option and then 
choose the date 
range."

Enter Amount

Select Myself
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1.  Click 'OK' to update your expenses.

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

Click remarks, then type 
your remarks (optional)

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

Click save

Add Food bill Copy
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Click on the Expense Type MIS

Select Date
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Enter amount

Choose the Sub 
Types either Misc, 
Internet, Stationary



1.  Click 'OK' to update your expenses.

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

Click remarks, then type 
your remarks (optional)

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

Click save

Add Invoice or receipt of 
your Expense
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Note: For Misc ,internet & stationery you 
can Review individually and Submit
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Select the expense Type 

Business Meeting

Training

Buy your own device

Printing

Festival

Monthly meeting

Others

Add invoice or receipt of your 
Expense
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Click save

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

expenses to create

Click remarks, then type your 
remarks (optional)

Add Invoice or receipt of your 
Expense
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Click the Review From the 
Dashboard/Menu

Review  Screen
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Total expenses till date

"You can submit all your 
expenses by clicking the 

'Submit button."

Red: Violated expenses.

Light green : Expenses created without any 

policy violations.

Gray: No expense on this date.

The red icon indicates that the policy 
has been violated
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Choose an individual date to view the expenses for that 
specific date

● 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 again view all 
expenses again, click on the “RESET” 
button."

Summary screen - Can click on 
individual Expense types to see 
the details.
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Before submitting You can edit 
or delete the expense using the 
edit or delete button.

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

Click “Submit”

"Click on the 
summary 
you wish to  
review"
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Click the Submit Button 
on the pop up.

Click OKAY 
Expense submitted 
successfully 

Note :Ensure you have reviewed correctly. 
Once the expense is submitted, you cannot go back.
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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
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Approver Section
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1. Total Pending Requests:  Total expense amount of pending 
requests awaiting your approval.

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

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

A .Pending Requests :

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

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

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

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

B. Requests & Expenses (For the current month)

1. Displays recent pending requests.

C. Pending Requests  :

Click on Approver Dashboard



Click on the 'Approve' button to view 
the list of expenses awaiting 
approval.
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 Click on "Total Pending Requests" or 
"Pending For Month".

Select the employee.

The red icon indicates that the 
policy has been violated



Click on the specific expense to view the 
details of the expenses requested for 
approval
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Note : Please review the expense details 
before approving. Once approved, the 
action cannot be reverted.

Click the Edit icon to edit/adjust the 
claimed amount if needed.

View the remarks history of the 
expenses from ‘Create’ status to’ 
Approved/Rejected’ status

Click Approve or Reject expense



1. Click on the 'Filter' button or icon.

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

3. To remove the filter and  view all expenses again, click 
on the 'RESET’' button."
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Click “Approve All Expenses” 
to approve all the requests 
for the employee.

Select a date to view  expenses 
for the particular date

The red icon indicates that the policy 
has been violated

Summary screen - 
Can click on 
individual Expense 
types to see the 
details. 
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Click ‘Load Next’ to approve the next 
Expense request under the same Expense 
of that Employee.

Click Home to redirect to the dashboard
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Click on the icon to view the history

Select the 
employee to view 
the details

The red icon indicates that the policy has 
been violated.(Please note that it has 
already been approved.)
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Click on Rejected expense request 
to view the details



Happy EClaiming


