
Part1: Procedure to Enter Individual Expenses 

 

Please follow the below procedure to enter individual project expenses 

 

Login to E-business 

 
 

Click on internet-Expenses Tab 

 
 

 

 

 

 

 

 

 

 



Click on Create Expense Report tab 

 
 

Select the Employee from the Value List (Note: any employee has to delegate his responsibility first 

before it can be created on his behalf) 

 
  

 

 

 

 

 

 

 

 

 

 



Enter the Date (Project Active dates within the project life cycle), amount and select the expenditure 

type 

 
 

 

Enter the project number and Task Number (always “01”) 

 
 

 

 

 

 



Click the “Submit” Tab 

 


