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Business Trip Self Service




Business Trip Self Service

= Once the employee signs in, the home page will be * Inordertoadd anew request, click on Add Request.

displayed.
=  Click on the Me tab and then click on Business Trip Self
Serviceicon.
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Business Trip Self Service

= Click on Add Event, to add the details of the event.
Then click on the pencil icon to enter the relevant
details such as Event start date, Event end date etc.,

= For continuous trips, you can add multiple Events to
different destinations.
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Upload mandatory documents such as itinerary for
validation in Drag and Drop section.

Click Next.
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Business Trip Self Service

Business Trip Request
= Review the details entered and click Submit. Bl ) e | St
H L ~ Requester Details
=  Once submitted, it is sent for approvals.
Employee Name: Miss Emma Geller Employee Email Address : 100201 @worktest.com
Employee Mobile No.: 917588335480 Position :
Grade: GOS5 Person Number : 100201
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