Documentation of TA/DA for  Claiming  Reimbursement  for  OPENMAT 
There could be three scenarios : 
                 A) Employee has not taken the Cash Advance

                 B) Employee has taken the Cash Advance
                 C) Advance to be partially/ fully refunded
Business Scenario A ( Employee has not taken the cash advance.
Step 1) Follow the below link for  Claiming the Reimbursement

FSCM ( Employee Self Service ( Travel & Expense Centre (Expense Report ( Create

Step 1) Fill the Following Field 

a) In the Quick Start Field Fill A Blank Report 
b) In the Description Field fill the description of the Expense Claimed

c) In the Purpose Field Select the field from combo (Official Tour Domestic, Official Tour Local)
d) Select the Location of the visit From Default Location.

Step 2) Default selection of  Pay Commission is Sixth Pay Commision In case of change of Fifth please select Fifth Pay Commission Radio Button

Step 3) Click on the Related Travel Authorization Link and select the Travel Authorization id from the  Related Travel Authorization page.

Step 4) In the Detail Grid select the Expense Type(i.e Daily Allowance Food, Daily Allowance Hotel,Daily Allowance Travel, LTC,Loans & Advance , Medical, Refund,Travel Allowance Rail,Travel Allowance Air etc)
Step 5) In the Details Grid select Expense Date, Amount Spend, Currency, Payment Type (Cash, Cheque payment) Billing Type ( for OPENMAT – Pl. write “SED”)
Step 6) Select the Detail Hyperlink and Following screen will appear.
a) In the Start Date and End Date Field select Start Date and End Date 
b) Payment Type and Billing Type will automatically come from the previous Detail Grid Page.

c) Select the Destination Location as the visiting location
d) Select the Exceed Entitlement Combo (Does not Exceed,Exceeds Entitlement)

If we select Exceeds Entitlement then system will throw an message “Please Specify reason for exceeding entitlements in Actual box”. Following screen will appear.
e) Fill the Amout Fields Like Actual Amount,Reimbursement Amount, Location Amount)

f) To Ensure the correct account entry click on the Accounting Detail Link and ensures the account E0301011 is selected

g) Click on Tab Check Expenses for Error. If any mandatory field is still not filled by the user. System will show that particular field in red color.

h) Click on the Return to Expense Sheet HyperLink to Return on the main page of Expense Sheet
Step 7) Click on Validate TA/DA to check if any fields are not filled by the user.
Step 8) Press For Save For Later Button. And note down the expense sheet number.
For Approval and Forwarding of Expense Sheet ( created & saved) to SED
FSCM  ( Employee Self Service ( Travel and Expense Centre ( Approve Expense Sheet.

Step 9) In the Approve Expense Sheet Page Click on the Forward Option Button a text box will appear. Fill that textbox with the required Employeeid (1678) for Ms Seema Goswami and press submit, the request will flow to SED.
Step 10) For OpenMAT this claim will go to SED to be Forwarded to F&A Division after approval From SED.
Business Scenario B ( In case employee has taken Cash Advance
All the steps remain same except the Following
· On the Expense Report select Apply Cash Advances Hyperlink and Fetch Advance amount taken for OpenMAT. 
Business Scenario C -( Advance to be partially refunded
· All the steps remains same except the following:
Step 1) Go to Cash Section Block No. 2 Room No 1 and refund the amount against the Cash Advance, Cash Section will give you the receipt of Refund amount.

Step 2) Select the Expense Type as Refund and Fill up the amount to be refunded.
Thank you
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