
TRAVEL ADVANCE 



Enter your username and password

Login credentials are same as to 
your Laptop /Desktop login



Click on Login Button 



Click on CREATE VOUCHER 
under ‘Business Advances’



Create a draft record for assigned 
on behalf person of drop down list

Created on behalf of record will list 
under “On Behalf View” Menu

to modify a on behalf draft record 



Select the required
TRAVEL TYPE 



Select the 
appropriate 

dates

Go to SUPPORTINGS. 
Click on CHOOSE FILE

for attaching any supporting
file relating to the voucher 



Voucher Number will 
generate when the user 

clicks SAVE & EXIT

Draft record will list under
PENDING APPROVAL & BUSINESS DASHBOARD

to send a voucher for approval 



Now Voucher is submitted successfully for approval and payment 




