
TRAVEL SETTLEMENT



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 Settlement’



By default paid 
“Business Advance” Voucher 

number will display to 
create settlement record 



Settlement amount and other details to be filled as required





Go to SUPPORTINGS. Click on CHOOSE FILE
for attaching any supporting

file relating to the voucher 



Click SEND FOR APPROVAL 
to send a record for 

approval and payment 

Click SAVE & EXIT to 
save a record as draft 


