
 

Business Trip Reports 
for HCL Notes/Domino platform 

Travel reports 
The application covers the agenda of 
business trips from the request to the 
export to accounting systems. All in accor-
dance with statutory instruments governing 
claims for daily subsistence allowance 
limit, conversion rates and other conditions. 

Requests 
The process begins with submitting a travel 
request by an employee or his represen-
tative. The request contains a term, desti-
nation, purpose of travel and a requirement 
of the advance payment and spending 
money. The system automatically calcu-
lates the estimated travel expenses in 
local currency in accordance with statu-
tory conditions. 

The request is approved or rejected by 
the applicant's supervisor.The supervisor 
can adjust the amount of advance payment 

when approving. 

The cashier is informed of approved requests 
and he pays the accountable advance 
payment to the employees and confirms 
this fact in the system. 

Approval process 
After returning from a trip the employee 
completes all the information required 
for billing the business trip: 

• date of the beginning and end of trip 

• used means of transport 

• expenditure on transport, ac-
commodation or other costs in the 
currencies 

• food provided by the employer 

According to the data entered, the system 
automatically calculates the travel ex-
penses, including the conversion of fo-
reign exchange according to the current 
CNB rates. 

Then the travel statement is approved 
by the supervisor and then the correctness 
of the financial statement is checked by 
accountant. The last step of the process 
is the payment of the statement, which 
is simplified by export of the payment 
order for homebanking application. 

E-mail notification 
Competent users are informed by e-mail 
containing a link to the document at each 
change of status of request/statement. 

Overviews 

Requests and statements can be displayed 
in many different overviews:  employee, 
status, date, destination, etc. 

If the application connects to the CRM for 
example, travel statements can also be 
sorted by customer or business partner, etc. 

Preferences 
The user can speed up the filling process 
of the statements by entering the personal 
preferences of the department/branch, 
address, bank account number, mean of 
transport and other information. These are 
then pre-filled when entering a new 
statement. 

To calculate the foreign allowance, it is 
necessary to enter the amount valid for 
each country in the given year. 

Security 
Documents in the database can be displayed 
only by authorized persons (owner and 
approving officer). 

 
Highlights 

 

■ Register of domestic and foreign 
business trips 

■ Comfortably fill out forms 

■ Simple approval processs 

■ Export of payment orders 
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