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1. Introduction 
The Smart Expense Manager Application helps organizations manage employee expense claims 

efficiently using automated email processing and AI-based data extraction. 

Employees can send their expense bills via email to the system mailbox. The application 

automatically: 

- Reads incoming emails 

- Identifies the employee based on the sender’s email address 

- Creates or updates the employee’s monthly expense record 

- Extracts bill information using AI (Gemini) 

- Populates expense details automatically into the system 

Each employee has one expense record per month, and all expense bills sent during that month 

are attached to that record. 

Once expenses are added, the employee can submit the expense record for approval. Approval 

behavior is controlled through configurable rules defined by the organization. 

 
 

2. Prerequisites 
Before using the application ensure the following requirements are met: 

• Access to Creatio platform 

• Expense Management Application installed 

• Required dependencies installed 

• Email mailbox configuration available 
 
 

3. Installing the Application 

Step 1 – Log in to Creatio 
Log in to your Creatio instance using administrator credentials. 

 

Step 2 – Install the application 
Navigate to System Designer → Applications Hub New applicationInstall from file 
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Install the dependencies from the marketplace: Sales up: Conditional records formatting 

 

 

Step 3 – Complete Installation 
After installation completes, refresh Creatio and verify the Smart Expense Manager workspace is 

available. 

https://marketplace.creatio.com/app/salesup-conditional-records-formatting-creatio
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If it is not visible, then go to workplace setup in System Designer, you will find workplace there, 

you need to add user group accordingly. 
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4. Configuration 

4.1 Mail Setup 
The application relies on email integration to receive expense bills. 

Steps: 

1. Open the Communication Panel in Creatio. 

2. Navigate to Mailbox Settings. 

3. Add the system email account. 

4. Enter the email address and app password. 

5. Save the mailbox configuration. 

Once configured, the system will begin monitoring incoming emails. 

For more information, refer to Creatio Academy documentation for mailbox configuraton. 

Creatio Academy 

4.2 Gemini API Key Setup 
Generate a Gemini API key and update the value in Creatio System Settings under 'Gemini api 

key'. 

You can generate your own gemini api key from here : Generate Gemini api key 

 
 

 

4.3 Contact Configuration 
Employees must exist in the Contacts section in Creatio. 

The system identifies employees using their email address. Incoming expense bills are linked to 

the corresponding contact record. 

Ensure the employee’s email address matches the email used to send expense bills. 

https://academy.creatio.com/docs/8.x/no-code-customization/base-integrations/mailbox-setup/set-up-a-personal-mailbox
https://www.google.com/aclk?sa=L&pf=1&ai=DChsSEwi__tXX9KGTAxWTomYCHdOgPeAYACICCAEQABoCc20&co=1&ase=2&gclid=Cj0KCQjwsdnNBhC4ARIsAA_3hejTQw8LKs6ASGDaxkUMz1Oyb_ePyuGcfFd0gW8rD3I2cDu7y-AN6FwaAlK9EALw_wcB&ei=0aa2aZK5J4GPseMPtMKTqAI&cid=CAAS0wHkaNDxCo6fFanHZowc9KNUuBl1yEpFJVf4b_9PVP-V2NRvcavl_zHSn4e4cmUokC11Y8hr9h_0x0da726vyq-g6EqmZF_KFEcH_yA5OS1JjN1Y4E38U-3pYs-23lPJc5KbQ9amU5UM2-fXK94cZTELcwroodK-bRUBui3qmb6IahoPSqGrX90FYsccn-Gq-RWQyEfFfkpn7fvmKQfDXk-1oUBtOpYGCEESd92y3-AynZ2nJwcFKfUD1CZlt4z4WfkVU3t8wRhmaw02qHn5XMkoTnxu&cce=2&category=acrcp_v1_32&sig=AOD64_3tKUGrYSSlERnlt9pXkSOzpXd5vg&q&sqi=2&nis=4&adurl=https%3A//aistudio.google.com/welcome%3Futm_source%3Dgoogle%26utm_medium%3Dcpc%26utm_campaign%3DCloud-SS-DR-AIS-FY26-global-gsem-1713578%26utm_content%3Dtext-ad%26utm_term%3DKW_gemini%2520api%2520key%26gad_source%3D1%26gad_campaignid%3D23417416052%26gbraid%3D0AAAAACn9t671x2TxPmSFoMM_PknwuJY5f%26gclid%3DCj0KCQjwsdnNBhC4ARIsAA_3hejTQw8LKs6ASGDaxkUMz1Oyb_ePyuGcfFd0gW8rD3I2cDu7y-AN6FwaAlK9EALw_wcB&ved=2ahUKEwjS5dHX9KGTAxWBR2wGHTThBCUQ0Qx6BAgMEAE
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4.4 Expense Rules Configuration 
Approval rules are defined in lookup configurations and determine when expenses require 

manual approval. These can be changed as per organizational policy. 
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5. Navigating the Application 
Workspace Name: Smart Expense Manager 

Sections available: User Expenses, Expense List, Contacts and Lookups 
 
 

5.1 User Expenses 
This section displays the monthly expense records for employees. 

Each record represents one employee’s expenses for a specific month. 

Information includes: 

- Employee 

- Start Date 

- End Date 

- Expense Status 

- Total Expense Amount 

Users may also add expense records manually depending on their permissions. 
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5.2 Expense List 
This section contains individual expense bill entries. 

Each entry represents a single bill or receipt. 

These bills are automatically created when the system processes incoming emails with bill 

attachment. 

 
Users can also manually create expense list entries if required. 
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6. Using the Application 

 
6.1 Automatic Expense Processing 
Employees submit expenses by sending emails to the configured system email address. 

Supported file formats: 

- JPG 

- PNG 

- PDF 

- Other common image formats 
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Emails may contain one or multiple bill attachments. 

 

 

6.2 Automatic Expense Processing 
When the system receives an email: 

1. The system identifies the employee using the sender’s email address. 

2. The system checks whether a monthly expense record already exists. 

3. If no record exists, a new monthly expense record is created. 

4. All attached bills are stored in the Expense List section. 

5. Bills are linked to the employee’s monthly expense record. 
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6.3 AI-Based Data Extraction 
After bills are stored, the Gemini AI service processes the attachment. 

It extracts key information such as: 

- Expense amount 

- Bill date 

- Vendor information 

- Expense type 

The extracted data is automatically populated into the expense list record. 

 
 

 

6.4 Submitting Expenses for Approval 
Steps: 

1. Open the User Expenses record. 

2. Review all expense line items. 

3. Click Submit for Approval. 
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6.5 Approval Logic 
The system evaluates rules defined in the Expense Type Lookup. 

Examples: 

- Expense amount exceeding the defined limit. - 

Bill date older than three months. 

Automatic Approval: 

If the expense satisfies all defined rules, it is automatically approved. 

 
Manual approval: 

Else the system will pass the record to Admin for manual approval. 
 
 

 

7. Best Practices 
• Send clear bill images or PDF documents. 

• Ensure sender email matches employee contact email. 

• Review expenses before submitting for approval. 
 

 

8. Troubleshooting 
If bills are not appearing in the system verify mailbox configuration and confirm the sender email 

exists in the Contacts section. 

 

 

9. Support 
For support regarding the Expense Management Application, you can contact Bitloom Support 

Team: 

kunal.jr@bitloom.ai 

mailto:kunal.jr@bitloom.ai

