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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:
o Log into your ERPNext account.
o Navigate to the Travel Request section
o Human Resource > Expense Claim > Travel Request > New Travel Request.
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Alternative Way to Access the Travel Request Form:

=

Navigate to the Awesome Bar
Type "Travel Request™ in the search bar
3. Select Travel Request from the results

N

Erf\serDe\'ebomem Q. Travel Request List Jad

Travel Request List

= Home
Search for Travel Request List “
~ PUBLIC Help on Search
Your Shortcuts
T LMS
8 Employee Requeste... Booking Management # 4 Material Request 7 28 Courier Management 7 1
35 Bank Guarantee Wo...
5] Admin & Procureme... .
Employee Data Import and Settings
=} Outsourced Employ...
= FT Employee Works... Employee Import Data 2
3 Regular Employee ... Leave Application = Opening Invoice Creation Tool =2
Chart of Accounts Importer »
%% Home
Letter Head =
1] Education
Email Account »
=3 Consultant Employ...
®, Reporting Manager ...
5] Accounting IV
S) General Manager W...
= BRindine
REC beveomert > HR > Travel Request Q Search or type a command (Ctrl + G} [ Help v SY
= Travel Request = ListView & -
Filter By
D Employee Namé = Filter x =i, Created On
Assigned To 3
Employee Name Status Employee Travel Type ID 20 of 146
Created By 3
Eait Filters Yatendra Meena Pending at Ge.. 10227 * Domestic HR-TRQ-2025-... M O0-Q
g R Yatendra Meena Pending at Ge.. 10227 * Domestic HR-TRQ-2025-... ™M Q0-0Q
Show Tags Yatendra Meena Pending at Ge... 10227 * Domestic HR-TRQ-2025-... M Q0-Q
Save Filter Yatendra Meena Pending at Ge.. 10227 * Domestic HR-TRQ-2025-... ™M Q0-Q
Dhivyadharshini R Pending at Rep..  REC451 * Domestic HR-TRQ-2025-... ™M oO0-Q

Filter Name

SOLUTIONS FOR BUSINESS & GOVERMANCE

yINDICTRANS



1.1 Go to Travel Request
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2. Complete the Travel Request Form:
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Fill out all required fields, including:

e Travel Type
e Purpose of Travel
e Employee details, Travel details etc

B > HR > Travel Request > New Travel Request

= New Travel Request Notsaved
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Employee Details ~

Q Search or type a command (Ctrl + G) 0 Help v

Purpose of Travel

Details of Sponsor (Name, Location)

Employee Identification Document Type
Contact Number Identification Document Number
Contact Email Passport Number
Company
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Submit the Form:

o Review all information for accuracy.
o Click the Submit button to send the request for approval

.

Approval Process:

o The travel request will be routed to your immediate supervisor for approval.
o Expect a response within 3 business days.

5. Notification of Approval/Denial:

o You will receive an email notification regarding the status of your travel request.
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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:
o After receiving approval for your travel request, navigate to the Employee
Advance section in ERPNext.

B > vr > Trevel Reauest > HR-TRQ-2024-00011 Q_ Search or type a command (Ctrl + G) QO Hepw
= Sumit Singh Yadav Submitted Create Expense Claim  Employee Advance < > (=)
@ Assigned To + Travel Type Purpose of Travel
Domestic Client Visit
@ Attachments +
Travel Funding
& Tags +
Require Full Funding
@& share +
Employee Details
Qo000 FOLLOW Travel Itinerary
You last edited this - 5 No. Travel From Travel To Mode of Travel Departure Datetime
hours ago
1 Delhi P T 24-10-2024 10:42
You created this - 5 hours e une ran 7
ago
Comments

Type a reply / comment

Activity + New Email

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.
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B > HR > Employee Advance > New Employee Advance Q Search or type a command (Ctrl + G) 0 Help v

= New Employee Advance Notsaved
Series Posting Date
HR-EAD-.YYYY.- < 24-10-2024
Employee Department
Testsumit Smart Metering Division - RPDCL
Employee Name Travel Request ID
Sumit Singh Yadav HR-TRQ-2024-00011

Currency v

Purpose & Amount

Purpose Advance Amount

Advance is Needed 10,000.00

Amount of expense

3. Submission and Approval:

o Submit the completed form for approval.
o Your request will be routed to the appropriate approver (e.g., manager or
finance department).

4. Receiving the Advance:

o Once approved, the advance amount will be disbursed to your designated
payment method.
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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:
o After completing your travel and incurring expenses, navigate to the Expense
Claim section in ERPNext

B > = > Tevelreauest » HR-TRG-2024-00011 Q Search or type a command (Ctrl + G) O Hepw
= Sumit Smgh Yadav submitted Create Expense Claim  Employee Advance < > S
(@ Assigned To + Travel Type Purpose of

Domestic Client Visit
@ Attachments +

Travel Funding

® Tags +
Require Full Funding
(@ Share +
Employee Details v
Qo-0Oo FOLLOW Travel Itinerary
:ou last edited this - 5 No. Travel From Travel To Mode of Travel S ———
ours ago
Ye ted this - 5 h 1 Delhi Pune Train 24-10-2024 10:42 7
‘ou created this - 5 hours
ago
Comments

Type a reply / comment

Activity + New Email

2. Complete the Expense Claim Form:

e Fill in necessary details, including:
o 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.
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E > HR > Expense Claim » New Expense Claim

= New Expense Claim Not Saved

Series

HR-EXP-.YYYY.-

From Employee

Testsumit

Employee Name

Sumit Singh Yadav

Department

Smart Metering Division - RPDCL

Company

Company GSTIN

06AADCR7399K1ZP
Expenses
No. Expense Date
1 24-10-2024
Add Row

Expenses & Advances Accounting More Info

REC Power Development And Consultancy Limited

Expense Approver

Q Search or type a command (Ctrl + G) 0 Help +

sumit.y@indictranstech.com|

Approval Status

Draft

Travel Request ID

HR-TRQ-2024-00011

Amount

10,000.00

Save

Sanctioned Amount

10,000.00 2z

3. Submit the Claim:

e Review all details for accuracy and completeness.

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

4. Approval Process:

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

& finance department.

5. Reimbursement:

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

designated payment method.
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Key Points

e An employee can directly raise an expense claim for any incurred expenses without
the mandatory need for a prior travel request.

e There are no strict rules requiring employees to go through the travel request and
employee advance processes before submitting an expense claim.

e Employees have the option to first raise an employee advance and subsequently
submit an expense claim for reimbursement.

e This flexible approach allows employees to manage their expenses according to
their needs and circumstances.
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