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Tra_wgl Management System

Track

Travel Request, Budget, Workflow, Projects
Manage
Travel Request, Employees, Budget, Clients
Simplify

Your travel with Vision - Travel Management System
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Introduction:

Travel Desk Management is a Lotus Notes Client Based application, which
takes care of the entire travel management and expense claim settlement of the
employees. This application allows the employees to make a travel request with
all the travel details / expense details, and get it approved from their respective
approving authorities.
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Travel management workflow:

Employee
(Create a request)
7

g

¢ Department Head

(Approve /reject/ Create'

< Group Head
(Approve/reject/Create)

Project Manager MD
(Approve /reject/ Create) (Approve /reject/ Create)

Admin
(Ticket/Hotel Booking/Creating

new request)

Admin Head
(Approve/reject/ Create)

Account

(Settling the account before and

after travell

Account Head
(Verify request/Create)

Casher
(Pay Advance and settle claim

/ Create)
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Creating New Travel Request:

1. To create a new travel request click on 2 on left hand
side navigator.
2. The user can see five different tabs.
» The first tab contains the employee personal information.
» Fill in all the travel details in the second tab.

Choose Travel type & General

i. Fill travel location
ii. Choose Destination type = Domestic / International
iii. Select Start Date and End Date of the Travel. (In case of back
date journey select Enable Backdate Travel)
iv. Enter visit purpose.
v. Enter estimated expenses.

Choose Travel type & Project

i.  Select Project Name
ii.  Fill travel location
iii.  Fill WBS Element
iv.  Choose project chargeable to client Yes / No
v. Choose Destination type = Domestic / International
vi. Select Start Date and End Date of the Travel. (In case of
back date journey select Enable Backdate Travel)
vii. Enter visit purpose.
viii. Enter estimated expenses.

(If the user is travelling to more than one location then click

Button to add multiple locations)
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» The user can fill in the ticket booking details in the third tab if
booking is done by himself as shown in the image below.
e Fill in the relevant information in the fields.
e Click Add New Row button in case of multiple journey.
e Attach E-ticket copy in case of e-ticket booking.

Person Details ] Travel Details ] Ticket Booking l Hotel Booking ] Advance Details ]

Onward Journey Details

Sr | From To Mode Lrl;anr’llzi?rtName& Date & Time Fare

; |Elaroda ||Mumbai | [Train =] |Shatabdi‘|022 | |g1;.34;2mg 16|D?;15PM @| |5uu |ﬁ
2 || Il SR I ] o |[f B3

Taxi
Other

Return Journey Details

Sr | From To Mode LT;;';?“ Name & Date & Time Fare
1 |Mumhai ||Baroda | [Train + |.Jhe|um 2201 | |D1;u5;2mu 1s|03;15PM @| |5E|D | ﬁ
2 || I | |[mein 1] I ] o] | |ES

» Choose 2 Hotel Booking Required (Yes/No)

e The user can fill in the Hotel booking details if booking is done
by himself. Click Add button to enter multiple Hotel Details.

e In case of the domestic travel the hotel rent get calculated base
on the requestor grade and the city in which hotel is located.

e The maximum rent gets populated automatically and
user/administrator has the right to change the rent. (The rent
must be bellow the maximum rent populated).

e The user can chose the currency from drop down box
accordingly.

» Choose Advance Required (Yes/No)

e Fill in Advance Details as shown in the image and click
Calculate button.

e Click Submit for Approval button to submit this request for
approval to the next approving authority.
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» There is a provision for printing a cover letter in case of any hard
copy of documents is to be attached. Whereas there is a comment
area given to employee

Person Details l Trawel Details ] Ticket Booking l Hotel Booking I Advance Details \

Advance Required # Yes © Mo

Mode of Payment

W Travelers Cheque [ Account Transfer
Select Maode of Payment [ Credit Card v Advanced Cash

Travellers Cheque |1E|IZ|IZ|
Advance Cash in INR

Advance Cash in Euro

Advance Cash in USD

Other Currency |Ken ||5|:”:| |
{zpecit currency tvpe before)

Total | Calculate Tatal

After the user fills in the advance details, the request is sent for approval to the next approving authorities. The
user gets email intimation about the status of his request. The request travels from User = DH = GH =» PM (if
project related) = Admin = Admin Head = Accounts = Accounts Head =» Cashier.

After the employee returns from his travel Click =» My Travel Requests button on the left hand navigator of
the application.
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Expense Claim Settlement:

¢

o
A5

Click on left hand navigator of the application.

% Click on the request which needs to be sent for claim settlement.

* Go to Travel Details Tab and fill in the Actual End Date as shown
in the image.

Travel Start Date 01/07/2010 < January 2010 =
Travel End Date 1A 062010 S b Tesie o 70 ey
Actual End Date l1orzo10 e 1:3 3

Curatian 3 days [10]11 12 12 14 15 18
‘v’iait Furpose® Site Wizt ' 12; 122 123 32 318 §§ %3
Estimated Expenses 20000 | 71

+ Go to Expense Details Tab and f{ill in all the journey details.

% Enter Start Time and End Time

« Enter currency type.

% Fill expense amount and expense type. The Hotel/Daily Allowance
amount will be calculated as per company policy and the requestor
grade/type of travel.

+ Click button to add new row and E button to remove row.

% Go to Expense Statement Tab.

Persan Details ] Travel Details ] Ticket Baaking ] Hatel Boaking ] Advance Details 1 Expense Details | Expense Statement

Start Return Duration | Purpose: Site Visit

Date Time Date Time

0072010 [[oggr P @] DV102010 {701 P @)]| 3 dave

Fram To Travel Currency | Expense Expense | Currency
Location | Date Location Date Mode Fare Type | Type Amount type Tatal
[NR > | | [DaiteAllowance =] 250
1 |[eda | |[oro7rz0 8] |[Pune | |[minoizo ]| [Train =] |[s00 EE:: E;:‘;’:E"S‘
¥ Free Dinner
25 [ ] —| G [ -] ‘‘as
HoteliMight &llowance

Busziness hleeting
Draily Allowance

| Get Advance Data

% Click
details.

button to auto populate all the advance
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¢

Click

Click
approval.

After submitting expense claim/new travel request an mail goes to
the approver and the creator of the request.

o
A5

X/
°

X/
°

@ Travel Request ID : TR1100035 New Travel request - IBM Lotus Notes

File Edit WYiew Create Actions Help

CHE 1S5 % 8| Blld oo oohmmE @ B

Address " (=14 @@O:"
|

[aWovkspace [_} Test Empluyee Inbox - Unread... x[ DTlavel Heques! 1D : TF|11IJUEI35 )<

[New Memo ] [-Reply v] rReply To All » H Foq Travel Request ID TR1 100035 New Travel request bpy Into New 'H Chat v][“Shnw Thread ][Touls ']

S gy Test Employeefivision To |Test Employeelivision@ivision
8y " oRE: / 02/24/2011 11:11 Ad cc
o R

bee

Subject |Travel RequestID : TR1100035 New Travel request

Hi Test Employee,
The following request is been submited.

Request Details:

Request D : TR1100035
Requestor Name : TestEmployee
Department oS

Designation : Associate Consultant
Visit Purpose : Meeting with the client.

Current Apporver  TestDept_Head

Travel Details:General purpose

veagy @@@@@ﬂ@

|Location Name |Start Date |End Date |
[Murmbai [272872011 [3/2/2011 |
Regards

The Travel Management Team.

Note: This is an auto generated email. Please do notreply

[ 18 unread document(s) remaining

After the user fills in all the expense details, the application calculates the total expense and generates the Due
to Company or Due by Company figures. The request is sent to the next approving authorities for approval.

The request travels from User =» DH =» Accounts =» Accounts Head =» Cashier.

After approval the user can settle his expense claim with the Cashier.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Department head Role:

7

% After employee submits the request, it comes to the Department
head for approval.
+ Department head can view the request by clicking on

/ by clicking the link in the mail. He has no

right to edit the request. He can Approve/Reject the request by
clicking MR ' .

+ He can assign a proxy on (i.e who will be the in charge on behalf
of him) by clicking in navigator.

% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

|"—'T Azsign Proxy

button.

our Proxy | j
Test AdminfiYizion

(Dummy module)

% In case of Approval or rejection of the request the Department
head can write the comments in the comment box.

% Once department head take action on the request an mail will

got to next approver and employee

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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CHS- AR B0

T oo @m

| Address )
DT I

‘Workspace | << Test Employee - Inbox - Unread... ><

New Memo || Reply ~ || Reply To All > || Forward ~

Follow Up ¥

Test Dept_Head
i Sent by: Test Dept_Head

0271872011 02:41 Ph

Subject

Test Employeelivision®@ivision

Travel Request D : TR1100034 Travel Request has been approval.

Hi Test Employee.
Your following request has been approved .

Request Details:

Request D :TR1100034
Requestor Name : TestEmployee
Department SIS

Designation : Associate Consultant
Visit Purpose :Test

Current Apporver : Test GroupHead

Trawel Details:Project purpose

v8d9y @efdcaald

The Travel Management Team.

Note: This is an auto generated email. Please do notreply

Project Name Client Name Project Client Start Date End Date
Location Chargeable

SAPDT Testl Testl Pune No 2/21/2011 2/24/2011

Regards

j [ 17 unread document(s) remaining
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Group head Role:

« After Department head approve the request/submit his own
request, it comes to the Group head for approval.
¢ Group head can view the request by clicking on

/ by clicking the link in the mail. He has no

right to edit the request. He can Approve/Reject the request by
"B spprove ejer )
+ He can assign a proxy on (i.e. who will be the in charge on

behalf of him) by clicking in navigator.
% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

clicking

|"—'T Azsign Proxy

button.

our Proxy | j
Test AdminfiYizion

(Dummy module)
+» In case of Approval or rejection of the request the Group head
can write the comments in the comment box.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Managing director Role:

s After Group head submit his request, it comes to the Managing
director for approval.
+ Managing director can view the request by clicking on

/ by clicking the link in the mail. He has no
right to edit the request. He can Approve/Reject the request by

Cllelng |w21 Approve |
%+ He can assign a proxy on (i.e. who will be the in charge on

behalf of him) by clicking in navigator.
% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

| ¥= Azzign Proxy

button.

our Proxy | j
Test AdminfiYizion

(Dummy module)

®,

% In case of Approval or rejection of the request the Managing
director can write the comments in the comment box.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Project manager Role:

« If the request is project base request it come to project manager
for approval after once the Group head has approved it.
+ Project manager can view the request by clicking on

/ by clicking the link in the mail. He has no

right to edit the request but he can select whether this tour
expense should be chargeable to client or not by clicking on

L)

Chargeahle to Client* " Yez & Mo

radio button .
He can Approve/Reject the request by selecting the radio button

R/
L X4

which appears in his own project box then by

| Wﬁ Save ApprovelReject

clicking on the
the request.
% He can assign a proxy on (i.e. who will be the in charge on

behalf of him) by clicking in navigator.

% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

button so approve/reject

|!'-'T bzzigh Prosy

button.

our Proxy | j
TestAdmindiVizion

(Dummy module)

+ In case of Approval or rejection of the request the project
manager can write the comments in the comment box.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Administrator Role:

¢ Once the request is approved by all the higher authority it
comes for booking of tickets to administrator persons.
+ The administrator can view the request by clicking on

/ by clicking the link in the mail. He has no

right to edit the request but he can edit the ticket booking/hotel
booking tabs for planning the journey.

% In the travel panel there can be entry fill by the requestor/it can
be blank and administrator has to fill in those.

Onward Journey Details

Sr | From To Mode ansportName & | pate & Time Fare

N el ] e T T | .
i I s | B |

Return Journey Details

Sr | From To Mode LT:]E';':HNamE& Date & Time Fare
1 |[Bombay || [Pune | lair =] | e | parezoin sfizzopm @ || || ES

% The administrator can change the date and can break the
requestor journey accordingly to the ticket availability.

| Add N

< By clicking on the button a new row gets added
and administrator can fill in the detail of the journey.

% Administrator can fill in the detail of hotel booking by going to

hotel tab. In case of multiple hotels there is an option of adding

new hotel. Administrator can select the location and depending

on the grade and location the maximum rent allotted gets

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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+ Popup. Administrator can also manually f{ill the city name if it’s
not there in list.

% In case of any cancellation or date revision an extra tab gets to
see by administrator (i.e. cancellation tab). Administrator has to
fill in the cancellation detail in that tab if necessary.

+ In case of pending of the ticket booking/hotel booking

administrator can click on (R ASIRINRITIIEEUEN /if the

ticket is booked the he can click on "B} 411 Booking Done .
% If administrator has click on done with pending Booking after
ticket booking is complete he can fill in the detail by clicking on

Pending Hotel & Ticket Boooking tab in navigator and he get to see
the pending booking request.
% He can assign a proxy on (i.e. who will be the in charge on

behalf of him) by clicking in navigator.

% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

“Your Proxy | j
Tezt Adminfivizion

+ In case of Approval or rejection of the request the project
manager can write the comments in the comment box.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Admin head Role:

% After Administrator has done with booking the request goes to
admin head for further verification.
+ Admin head can view the request by clicking on

/ by clicking the link in the mail. He has no

right to edit the request. He can only authorize the request by

Cllelng | WE} Approve ‘
%+ He can assign a proxy on (i.e. who will be the in charge on

behalf of him) by clicking in navigator.

% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

|"—'T Azsign Proxy

button.

our Proxy | j
Tezt AdminfivVizian

(Dummy module)
¢ In case of any comments on the request the Admin head can
make his remarks in the comment box.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Accountant Role:

@
L4

@
L4

K/
X4

)

After Admin head has done the verification of the request it
come to the account person for further verification.
Account person can view the request by clicking on

/ by clicking the link in the mail. He has no
right to edit the request but he can edit the advance detail by

clicking on #dvance Details | tab. He can make changes in
advance required by requestor and can do the verification on
) verificd ST

If any person has not yet submitted the claim then the account
person get to see it by clicking MEERIFTEEIENERERNENENY in
navigator. And the list of the persons who haven’t submitted the
claim gets appear in the right hand panel

Account person can also be able to see the expense report just
by clicking on the expense report in navigator tab.

that by clicking on

Expense Reports
By Employee
By Department
By Group

By Project
By Client
By Travel Type
By Year
It provide with the option as by employee/by

department...... etc.

He can assign a proxy on (i.e. who will be the in charge on
behalf of him) by clicking in navigator.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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+ He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

|"-'T Azzign Prosy

button.

our Proxy | j
Test AdminfiYizion

(Dummy module)

¢ In case of any comments on the request the Account person can
make his remarks in the comment box.

The expense claim submitted comes to Account for Verification. And Account
person can take the same action as explained above.

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Account head Role:

s After Account person has done with advance the request goes to
account head for further verification on advance.
¢ Account head can view the request by clicking on

/ by clicking the link in the mail. He has no
right to edit the request. He can only authorize the request by

clicking B futhorized [ENUREIO
« If the advance taken is yes then Account head has to select the
cashier.

| -~

Test CazhieriVizion |
Test Cazhier2fiVizion
Teszt CazhierdliVizion

Select Cashier

% Account head has all the facility provided like viewing the
pending claims submitting, Expense report ... etc as provided to
account.

% He can assign a proxy on (i.e. who will be the in charge on

behalf of him) by clicking in navigator.
% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

|?'-'T Azzign Prosy

button. Miraclewebsystems

Sour Proxy | j
Test AdminfiYizion

(Dummy module)
In case of any comments on the request the Account head can
make his remarks in the comment box.

K/
X4

)

The expense claim submitted comes to Account head for Verification. And Account
head person can take the same action as explained above

© 2009 - iVision Software Pvt. Ltd. All rights Reserved
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Cashier Role:

« If the request has an advance required yes then it comes to
Cashier for advance.
+ Cashier has to fill in the advance paid date which he gets to see
on advance tab.
[0ziz6i2010
<A Febmuary 2010 co:f
Su Mo TuWwe Th Fr Sa .

1.2 3 4 5 &6
78 9 101 1213 |
14 15 16 17 18 19 20 |

21 22 23 24[28] 26 27

Date of Fayment* 28

+ Cashier can take a printout of the request/can approve it by

D‘ﬁ Advance Paid

buttons.
+ He can assign a proxy on (i.e. who will be the in charge on

behalf of him) by clicking in navigator.

% He gets to see only those people who belong to his department
and can assign proxy by choosing any one person and clicking

clicking

|"—'T bAzzign Prosy

button.

“Your Proxy | j
Tezt Adminfivizion

(Dummy module)
% In case of any comments on the request the cashier can make
his remarks in the comment box.
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