Track Bill

Expense, Procurement & Approval Management System
Complete Feature Overview

Track Bill replaces scattered spreadsheets, email approvals, and paper vouchers with one connected system for
managing everything a business spends money on — from an employee's reimbursement claim to a full purchase
order to a land acquisition. Every claim, order, and payment moves through a configurable, multi-stage approval
workflow, stays searchable for as long as you need it, and rolls up into live dashboards so finance and
management always know exactly where the money is going. This document covers everything the system does,
in plain language.

What's included at a glance

Submit, route, approve, and pay expense claims with full supporting

Bill & Expense Claims

documents

Purchase Orders

Raise, categorize, and track purchase orders from request through to
payment

Approval Matrix

Configurable, multi-stage approval chains for bills and purchase
orders alike

Vendor Management

Central vendor directory with contact and banking details for
payments

Bill & PO Type Setup

Custom categories that organize every bill and purchase order you
raise

Item Catalog

A shared list of items used when raising purchase orders

Land Record Management

Track land purchases, deed details, statutory references, and costs

Company & Users

Company profile, user accounts, and per-user roles

Dashboard & Reporting

Live spend totals plus month-wise payment and claim charts by bill
type

Bill Query & Audit

Look up any bhill, see its full approval history, and check its current
status

Account Security

Secure sign-in with mandatory password changes and role-based
access

1. Bill & Expense Claims

Everything needed to submit a claim, route it for approval, and get it paid.

Employees raise claims against a configured bill type, attach supporting documents, and track every claim
through to payment — without a single paper form or spreadsheet.

e Quick claim creation — Pick a bill type, add a description, enter the total amount, and attach supporting
documents — all from one form.

e Claim status tracking — Every claim is always in one of four states — Draft, Pending, Accepted, or
Rejected — so claimants and approvers always know where things stand.



e Document attachments — Receipts, invoices, and other proof of expense are attached directly to the claim
and stay linked to it permanently.

e Payment tracking — Once a claim is accepted, its payment type and payment date are recorded, closing
the loop from submission to payout.

e My Bill Claims view — Every employee has a personal, filterable list of their own claims — by status,
claim date, or bill type — with one-click access to the underlying documents.

e Searchable claim history — Claims stay searchable indefinitely by claim ID, claimer, bill type, or date
range, for audits or record-keeping.

Claim status meanings

Status ‘ What it means

Draft The claim has been started but not yet submitted for approval.

The claim has been submitted and is waiting on one or more

Pending approval stages.

The claim has cleared every required approval stage and is ready for

Accepted payment.

The claim was declined at some stage of the approval matrix and

Rejected sent back to the claimant.

2. Purchase Orders

Raise, categorize, and track every purchase order the business creates.

Purchase orders follow the same disciplined, trackable process as bill claims, with fields tailored to procurement
— buyer, vendor, payment instructions, and order value.

e Structured PO creation — Every purchase order captures a PO type, the buyer, the vendor, payment type
and instructions, and the total order amount.

e PO status tracking — Purchase orders move through the same Draft, Accepted, Pending, and Rejected
states as bill claims, so the whole procurement pipeline is visible at a glance.

e My Purchase Orders view — A personal, filterable list of every PO a buyer has raised, with full order
details and supporting documents one click away.

e Vendor-linked ordering — Purchase orders draw directly on the central vendor directory, so buyer details
and payment information are always accurate and consistent.

e PO categorization — Custom purchase order types keep orders organized by kind of spend, and feed
directly into approval routing and reporting.

3. Multi-Stage Approval Matrix

Configurable approval chains that route bills and purchase orders to the right people, automatically.

Instead of chasing approvals by email, every bill type and purchase order type has its own approval matrix — a
defined chain of stages that a claim or order must clear before it is accepted.

How it works



— Choose an approval type: Set the matrix up for either Invoice/Bill approvals or Purchase Order
approvals

— Scope it to a bill or PO type: Each matrix applies to one specific bill type or purchase order type, so
different kinds of spend can follow different rules

— Set an effective date: Pick the date a matrix takes effect, so approval rules can change over time
without disturbing claims already in progress

— Add stages as needed: Use Add Next Stage to build a chain of one or more approvers that a claim or
order must pass through in order

— Review the full matrix list: Every configured approval matrix — past and present — stays visible with
its bill type, approval type, and effective date

e Per-category flexibility — Different bill types and PO types can each have their own approval chain,
matched to how much oversight that category of spend needs.

e Full traceability — Every claim and order carries a record of exactly which stage it is at and who it was
submitted to next.

4. Vendor Management

A single, reliable source of vendor details for every purchase order.

e Central vendor directory — Add vendors once with their name, contact person, telephone, and email, and
reuse them across every purchase order.

e Banking details on file — Bank name and account number are stored against each vendor, so payment
information is consistent and ready when a PO is settled.

e Searchable vendor list — Every vendor is listed with its ID, contact details, and bank information, and can
be found instantly when raising a new order.

5. Bill & Purchase Order Type Setup

The categories that organize every bill and every order raised in the system.

Bill types and purchase order types are the foundation the rest of the system builds on — they drive approval
routing, dashboard charts, and how claims and orders are organized for reporting.

e Custom bill types — Create as many bill type categories as the business needs, each with its own name and
description.

e Custom purchase order types — Define purchase order types the same way, so procurement spend can be
grouped and tracked by category.

e Feeds approval and reporting — Every bill type and PO type can carry its own approval matrix and
appears as its own line in the month-wise dashboard charts.

6. Item Catalog

A shared list of items, kept consistent across every purchase order.

e Centralized item list — Item names are maintained in one place, each with its own item ID, rather than
being retyped on every order.



Consistent purchasing — Because purchase orders draw from the same item catalog, item names stay
consistent across buyers, vendors, and reports.

7. Land Record Management

Purpose-built record-keeping for land purchases, with every statutory reference in one place.

Alongside day-to-day bills and purchase orders, Track Bill includes a dedicated module for organizations that
acquire land — capturing the location, the financial details, and the full set of statutory ledger and plot references
a land purchase generates.

Location tracking — Each record is tied to a unit (branch or operating area) and a mouza (the local revenue
survey area), so land holdings can be organized geographically.

Full transaction details — Donor's name, deed number, and transaction date are recorded alongside the
deed price, the actual price paid, the registry expense, and the total expense.

Statutory ledger references — RS, MR, PS, and BS khatian (ledger) and dag (plot) numbers are captured
in full, matching the official land record system, along with the registered land area.

Mutation tracking — The mutation (hamjari) khatian number is recorded once the land is formally re-
registered in the new owner's name.

Remarks and attachments — Free-text remarks and supporting document attachments keep every deed,
receipt, or certificate linked to its record.

Information captured per record

Category ‘ What's tracked

Identification & location Unit name, mouza, and the donor's (seller's) name

Financial details Deed price, actual price paid, registry expense, and total expense

Statutory references

RS, MR, PS, and BS khatian and dag numbers, registered land area,
and mutation khatian number

Documentation Remarks and attached supporting documents

8. Company & User Management

Company details and the people who use the system, managed from one place.

Company profile — Maintain the company's name, address, and other details in a single profile shared
across the system.

User accounts — Add users with a login ID, full name, and password, so every claim, order, and approval
is tied to a real person.

Roles per user — Each user carries one or more roles, which determine what they can see and do across
bills, purchase orders, and approvals.

Add/View users from Company — Users can be reviewed directly from the company profile, keeping
company setup and account management together.

9. Dashboard & Reporting




Live numbers on spend and approvals, without running a single report.

Live dashboard
— Bill overview: Total bill count and how many are currently pending, at a glance
— Purchase order overview: Total purchase order count and how many are pending approval

- Bill payment amount chart: A month-wise chart of amounts paid against bills, broken down by bill
type
— Bill claim amount chart: A month-wise chart of approved claim amounts, broken down by bill type

o Bill-type filtering — Every chart can be filtered to a specific bill type, so spend on one category can be
reviewed on its own.

e Always current — Dashboard figures are drawn from live claim and order data, with no manual refresh or
export needed.

10. Bill Query & Audit Trail

Look up any bill and see exactly where it stands and how it got there.

o Detailed bill lookup — Search for a specific claim and see its bill type, description, total, claimer, claim
date, and payment date and type in one view.

e Approval logs — Every bill carries a log of the approval stages it has passed through, so its journey is fully
visible after the fact.

e Current status at a glance — Each query result shows the claim'’s live status, so finance and approvers can
confirm where it stands without asking around.

e Supporting documents on demand — Attached documents for any queried bill are one click away, for
verification or audit purposes.

11. Account Security

Straightforward safeguards to keep accounts and approvals trustworthy.

e Secure sign-in — Every user signs in with their own login ID and password before reaching any bill, order,
or approval data.

e Mandatory password changes — New accounts are required to change their password on first login before
using the rest of the system.

e Role-based access — What a user can view or action — raising claims, approving them, managing vendors,
or configuring the approval matrix — is controlled by the roles assigned to their account.

Thank you for considering Track Bill for your business.



