
Your Compliance Partner

How To Book  
An Expense



Go To Digital Signature Module 
& Click + Button Over Top 

Right Corner.

Step 1

There are 2 types Of Expense Billable Expense & Non Billable Expense 

Go To Expense Module 
& Click + Button Over Top 

Right Corner.

Step 1

There are 2 types Of Expense Billable Expense & Non Billable Expense 



 NOW “CLICK” ON THE 
+ BUTTON SHOWN YOU 

IN THE DIAGRAM 

Step 2

You can also add data 
by uploading Excel Sheet 



Fill The Necessary Details In This

Form & Press the Submit Button

Step 2 Click Here To Upload The Attachment like Cheque, Payment Advice, Etc. 

Click Here To Upload The Attachment like Cheque, Payment Advice, Etc. 

After Completing The Form Press On Submit Button

Select The Appropriate Options 

After Clicking ‘+’ Button Fallowing Page Will Be Displayed For Expense Addition

Select From Dropdown Or Click On ‘+’ To Add New Category

Select Account From Which Expense Has Been Done

Attached “Yes”

Required To Attach The Expense Document Compalsary

If You Select ‘Yes’ Then Task Id Need To Be Inserted



After Saving The Data You will 

Redirect to the Expense List Page 

Here You Get The Option To Overview The 

Expense. Also You Can View, Edit Or Delete The 

Expense Data Form Here.  

Here Senior / Admin Can Approve The Expense & Expense 

Can Be Switch Between Billable Or Non Billable Expense
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