
FFIN TRAVEL AND 
REIMBURSEMENT PORTAL 
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Travel Approval Request Workflow 



1. New user can register by clicking here. 
2. If User already has username and password then fill here and submit for login. 
3. Click on the links shown for changing the password or for creating the new password User forgets the password. 

1. LOGIN Page 

- Internal URL:  http://192.168.1.213/TelematicsApp/Login.aspx 
- External URL: http://125.20.36.157/TelematicsApp/Login.aspx 
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1. To plan your travel click on tab 'Travel'. 
2. Choose the date on which User want to travel. 

 

- After clicking on the date on which User is planning to travel, user will see the screen shown in next slide. 

2. User Home Page 
- After login User will reach the home page as shown below. 



1.'From Date' will be selected from calendar on which User clicked in the calendar. "To Date", is the date on which User's 
travel is ending. 
2. 'Travel Type', select the travel type from the dropdown, whether it is Domestic or International travel. 
3.'Visa required', filed is disabled when Domestic is selected, 'Visa ‘ equired' filed will be enabled only in International 
travel. You can select 'Yes' if you want to apply visa otherwise select 'No'. 
4.'From Country, "To Country" will be filled by default in case of Domestic travel. In case of International travel select the 

countries from dropdown. 

3a. Travel Plan Request Creation 



5.'From City', 'To City' is used to select the cities from dropdown, if the city from/to which User is travelling is not present 
in dropdown then one can manually fill the "Other from City" and "Other To City". 
6. 'Currency Type', is used to select the currency in which User will travel. 
7. 'Budget Amount' is the estimated amount of Users travel. 
8. In 'Comment' section, User can write some description about the travel or any extra information which User need to 
tell to the travel desk. 
9. '‘ eason' is used to select the reason of the travel from the dropdown. 
10. '“Submit' is used to submit your travel plan for approval. 

3b. Travel Plan Request Creation 



- After pressing '“Submit' button User can see his plan on the calendar as 'r ed' marked. 
- User can also see all the filled details on hovering mouse over the starting date of plan. 

3d. Travel Plan Request Creation 



-If User wants to cancel the travel plan after '“submitting' & before Approval,  User can do it by putting tick mark in 

checkbox. 
- Enter comment on the provided space for cancellation. 
- Click CANCEL 

3e. Travel Plan Request Creation 



4. Colour Coding 



- After selecting the travel plan, screen is auto-populated as shown in next slide. 

- After User get approval from their respective approvers for the travel plan, User needs to select travel plant from 
“Select Travel Plan Number" as shown below. 

5a. Travel Desk Request Form 



- “Select "Mode Of Travel" from the dropdown. 

5b. Travel Desk Request Form 



- Select your time of Departure and Return from the dropdown shown. 
- Check 'Guest House' , if required (Only for Gurgaon location). 

- Select the priority of your travel from ' ‘equest Priority' as shown. 

-  “Select 'Yes' in 'Hotel Stay ‘ equired' tab, if hotel stay is required, by default it will remain 'No'. 

- Click '“ubmit to Travel Desk' for submitting your plan to travel desk for booking. 

5c. Travel Desk Request Form 



- By clicking Track Travel Request and Reimbursement link under Track user can see the details of all 
the travel request raised in the system.. 

6. User Travel Request Track 



- For Approving their subordinates Travel ‘ equest, HODs need to click on 'Manager'  tab. 

1a. Travel Request Approval Process 

- Either select dropdown 'subordinates' to select the subordinate or click on 'Pending request' to see the list of all 
travel requests created by user's subordinates pending for approval. 



- From Pending Request list select the subordinate whose request needs to be approved. 

1b. Travel Request Approval Process 

Requests Pending for Approval will have checkbox. 



- Check the box for the day on which travel request needs to be approved. 
- Approver has following 3 options. 
a. Approve: Travel Request will be approved. Requester can proceed with creation of Travel Desk Request Form. 
b. Reject: Travel Request is rejected & the request is closed. 
c. Hold: Approver may hold since action requires further discussion with Requester (Offline). Mail will be triggered 

to requester when approver 'Hold' the request. Once Approver gives go-ahead, requester can resubmit the 

request via mail. 
- Approver can enter the reason for action in Remarks column. 
- The approver can also approve/Reject/Hold the request from the approval mail itself which he receives when the 
user submits a request. 

1c. Travel Request Approval Process 



- Outstation travel reimbursement can be filed for each approved travel request for which there is no reimbursement 
request already submitted in the system. 

- Requestor can go to New > Outstation Travel Reimbursement 
 

Outstation Travel Reimbursement Process 

- Requestor can then select the travel from dropdown against which the reimbursement needs to be submitted. 
 



1. User needs to attach soft copies of all the expense bills for the selected travel here. 
2. Daily Allowance Tab 
3. Expenditure Details Tab. 

Outstation Travel Reimbursement Process 

1 

2 3 



- For each expense done on the selected travel the user has to add the line item one by one by filling following fields 
under Daily Allowance: 

1. Date of expense. 
2. Allowance Category 
3. Expense Amount 
4. Comments describing the expense. 
5. Need to select Bill Attached checkbox in case the bill is attached for each expense entered. 
6. Add button adds the line item to the request and needs to be done for each expense done on the travel. 

 Outstation Reimbursement Process 

1 2 3 4 5 
6 



- For each expense done on the selected travel the user has to add the line item one by one by filling following fields under Expenditure 
Details Tab: 

1. Date of expense. 
2. Expense Amount 
3. Expenditure Category 
4. Expenditure Sub-category. 
5. City of Expense 
6. Comments describing the expense. 
7. From Location of the commute. 
8. To Location of the commute 
9. Need to select Bill Attached checkbox in case the bill is attached for each expense entered. 
10. Add button adds the line item to the request and needs to be done for each expense done on the travel. 

 Outstation Reimbursement Process 
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- After adding all the line items for the expense user can either Save or submit the request. 
1. Save button will save all the details entered and can be reviewed and submitted anytime in future. 
2. Submit button is used to submit the request for approval. 
   
Once submitted the request goes for the approval with all the details entered. 

 Outstation Reimbursement Process 

1 2 

- The manager can approve the claim from the mail itself or the approver can do it from the system by going to: 
  Manager > Click on Pending Request 



- The user can track the outstation reimbursement request from the link Track Travel request and Reimbursement 
- The reimbursement request can be accessed under the Travel request by clicking (+) sign beside the travel request. 

 Outstation Reimbursement Process 

- After the approval the user receives a notification that the request has been approved. 
- The user then needs to download the reimbursement summary report from the system and take the print out of 

the same from the track (See below screenshot for your reference) 
- The Reimbursement report printout along with the hard copies of all the expense bills need to be submitted to 

finance in order to process the claim. 



- Local travel reimbursement can be filed for a time interval in the past. 
- Requestor can go to New > Local Travel Reimbursement 

 

Local Travel Reimbursement Process 

- Requestor can then select To date and From date for which the claim request needs to be submitted. 
- Only one request can be submitted for a time interval and all the expense during that interval needs to be 

submitted in the same request. 
- The local travel reimbursement request is very similar to the outstation travel reimbursement the only difference is 

that in local request we select a time interval while in outstation we select the travel request. 
- Rest all the process remains the same. 



- The user can track the local reimbursement request from the link Track Local Travel Reimbursement 

- After the approval the user receives a notification that the request has been approved. 

- The user then needs to download the reimbursement summary report from the system and take the print out of 

the same from the track (See below screenshot for your reference) 

- The Reimbursement report printout along with the hard copies of all the expense bills need to be submitted to 

finance in order to process the claim. 

 

 

 Local Reimbursement Process 



- Other Claims reimbursement can be filed from New > Other Claims Request 
 

Other Claims Reimbursement Process 

- Requestor can then select the expense date Expense type, description and comments and submit the claim 
request. 

- The bills need to be attached in the request. 
- Rest all the process remains the same for reimbursement. 



- The user can track the Other Claim reimbursement request from the link Track Other Claims Request 

- After the approval the user receives a notification that the request has been approved. 

- The user then needs to download the reimbursement summary report from the system and take the print out of 

the same from the track (See below screenshot for your reference) 

- The Reimbursement report printout along with the hard copies of all the expense bills need to be submitted to 

finance in order to process the claim. 

 

 

 Other Claim Reimbursement Process 
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