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Process Flow Diagram: 
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User Roles:  

 

 

Employee    Role 

Faculty: Submits Distribution Lists 

HOD:      Verify Equipment Utilization Form 

DA Project Account:          Sanction payment  

Dean:      Approving  authority 

DR Project Account: Final Approving authority 
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For Faculty: 

Step 1:  

Login proof at:  https://workflow.iitm.ac.in/employee 

Choose the “Distribution Lists” menu from ICSR menu after Login. Fill the necessary and mandatory 
field present in form and click form to submit it. 

Filling all details properly is very essential for us, as   it will save work of other Project Employee. 

 

 

https://workflow.iitm.ac.in/employee
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Step 2:  

During filling of form verify the Amount spent in various procedures of project and staff members. 

 The partial Distribution Amount must be equal to PCF, Staff Honorarium, Instrument cost, institute 
Overhead and other expenditure. 

Check the “submit Distribution Lists “ to finalize the list and click submit. 
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For HOD: 

Step 1:  

HOD of the department, can click on his message to open his message.  

The main task of HOD is to verify “Equipment utilization Form” that is part of the form.  

There is two check box “Verify” or “incomplete data”. User can click upon anyone to forward or 
reject the form. 
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Step 2:  

The user can submit the form by giving some remarks, which is forwarded to   
DA Project Account. 
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For DA Project Account: 

Step 1:  

DA Project account, can click on his message to open his message. 

DA Project Account is mainly responsible for verifying Payment related issue in the form. 

There is two check box “Payment Issued” or “incomplete data”. User can click upon anyone to 
forward or reject the form. 
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Step 2:  

 If DA needs Distribution Lists approval from Dean, then it can be reverted back to Dean for Clearing 
and approving the form. 

After Submitting the form DA can wait for reply from Dean. 
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For Dean: 

Step 1:  

Dean, can click on his message to open his message. 

Dean can recheck the form, if needed and suggest possible changes by putting remarks as well. 

There is two check box “Approve” or “incomplete data”. User can click upon anyone to forward or 
reject the form. 
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 If dean approval required was sent previously. 
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For DA Project Account: 

Step 1:  

DA Project account, can click on his message to open his message. 

There are two check box  “approve” or “incomplete data”. User can click upon anyone to forward or 
reject the form. 

 

 

 

 

 

 

 

 

For DR Project Account: 
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Step 1: 

DR Project account, can click on his message to open his message. 

DR is final approving authority in this process, who issue Payment to Faculty. 

There is two check box “Approve Bills” or “incomplete data”. User can click upon anyone to forward 
or reject the form. 
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