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Introduction 

This manual serves as a comprehensive guide for employees on how to navigate the travel 

request, employee advance, and expense claim processes using the ERPNext platform. 

Following these guidelines will facilitate efficient handling of travel-related requests and 

ensure compliance with company policies. 

The tour program can be efficiently managed through the Travel Request module in 

ERPNext. 

1. Travel Request Process 

Overview 

The travel request process enables employees to submit requests for business travel, ensuring 

adherence to company policies and budgetary constraints. 

Steps to Submit a Travel Request 

1. Access the Travel Request Form: 

○ Log in to your ERPNext account. 

○ Navigate to the Travel Request section  

○ Human Resource > Expense Claim > Travel Request > New Travel Request. 

 

 

 
 



 

 

 

Alternative Way to Access the Travel Request Form: 

1. Navigate to the Awesome Bar 

2. Type "Travel Request" in the search bar 

3. Select Travel Request from the results 

 

 
 

 

 

 

 



 

 

1.1 Go to Travel Request 

 

 
 

1.2. Add Travel Request 

 

 

 

 

 

2. Complete the Travel Request Form: 



 

 

Fill out all required fields, including: 

● Travel Type 

● Purpose of Travel 

● Employee details, Travel details etc 

 

 

3. Submit the Form: 

○ Review all information for accuracy. 

○ Click the Submit button to send the request for approval  

4. Approval Process: 

○ The travel request will be routed to your immediate supervisor for approval. 

○ Expect a response within 3 business days. 

5. Notification of Approval/Denial: 

○ You will receive an email notification regarding the status of your travel request. 

 

 



 

 

2. Employee Advance Process 

Overview 

Employee advances allow employees to request funds in advance to cover anticipated 

travel expenses, ensuring smooth travel experiences. 

Steps to Request an Employee Advance 

1. Create an Employee Advance Request: 

○ After receiving approval for your travel request, navigate to the Employee 

Advance section in ERPNext. 

 
 

2. Fill out all required fields,  

● Purpose 

● Amount requested 

● Travel Request ID: This will be auto fetched from the approved travel request for 

easy tracking. 

 



 

 

 
 

3. Submission and Approval: 

○ Submit the completed form for approval. 

○ Your request will be routed to the appropriate approver (e.g., manager or 

finance department). 

4. Receiving the Advance: 

○ Once approved, the advance amount will be disbursed to your designated 

payment method. 

 

 

 

 

 

 

 

 

 

 

 



 

 

3. Expense Claim Process 

Overview 

Expense claims allow employees to seek reimbursement for expenses 

incurred during business travel. 

Steps to Submit an Expense Claim 

1. Create an Expense Claim: 

○ After completing your travel and incurring expenses, navigate to the Expense 

Claim section in ERPNext 

 

 

2. Complete the Expense Claim Form: 

● Fill in necessary details, including: 

○ Date of expense 

○ Type of expense (e.g., Travel, Food, Fuel, Others, etc) 

○ Description 

○ Amount. 

○ Travel Request ID: This will be auto-fetched from the approved travel request 

for easy tracking. 



 

 

 

3. Submit the Claim: 

● Review all details for accuracy and completeness. 

● Click the Submit button to send your claim for approval. 

4. Approval Process: 

● The expense claim will be routed for review and approval by the designated approver 

& finance department. 

5. Reimbursement: 

● Approved claims will be processed for reimbursement, with funds disbursed via your 

designated payment method. 

 

 

 

 



 

 

Key Points 

● An employee can directly raise an expense claim for any incurred expenses without 

the mandatory need for a prior travel request. 

● There are no strict rules requiring employees to go through the travel request and 

employee advance processes before submitting an expense claim. 

● Employees have the option to first raise an employee advance and subsequently 

submit an expense claim for reimbursement. 

● This flexible approach allows employees to manage their expenses according to 

their needs and circumstances. 

 

____________________________________________END________________________________________ 

 


