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NATIONAL AND INTERNATIONAL TRAVEL 
 

OVERVIEW 

1.1 Scope 

This process describes the procedure involved by the Employee in submitting the 

National and International Travel process. 

1.2 Process Flow  
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2.2.1 Process Description 

2.2.1.1    Key Information Captured 

The following are the Key Fields in this process. 

1.  Details of the Proposed. 

 Destination Type. 

 Nature of Visit. 

 Visit Period. 

 From Date. 

 To Date. 

 Title of the Event. 

2. Details of Current Visit. 

3. Travel Details. 

4. Document Attachment. 

2.2.1.2 Functional Specifications 

 

1. When the user invokes the ‘National and International Travel’ process, the system 

generates the ‘National and International Travel’ details screen. 

 This screen enables the Employee to enter the National and International Travel in 

the ICSR Module.   

2. System allows the user to enter the proposed details such as: 

 Destination Type: Destination Type can be selected from the drop down menu. 

The Destination Type can be either ‘Domestic’ or ‘International’. 

 Country: System allows the user to enter the ‘Country’ in the required text field. 

 City-Town: System allows the user to enter the ‘City-Town’ in the required text 

field. 

 Nature of Visit: System allows the user to select the ‘Nature of Visit’ from the 

dropdown menu. 

 Visit Period: System allows the user to select the ‘Visit Period’ from the drop 

down. 

 From and To Date: System allows the user to select the ‘From’ date and ‘To’ 

date. 

 Title of the Event: System allows the user to enter the ‘Title of the Event’ in the 

required text field. 
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3. System allows the user to enter the current visit details in the ‘Details of Current Visit’ 

grid by clicking on the  icon. 

 Leave Type: Leave Type can be selected from the drop down menu. 

 From and To Date: System allows the user select the ‘From’ date and ‘To’ date. 

 Details of Proposed Visit: Proposed Visit details can be selected from the drop 

down menu. 

4. System allows the user to enter travel details in the ‘Travel Details’ grid by clicking on 

the  icon  

 Claim Type: Claim Type can be selected from the drop down menu. 

 Claim From: User can be select any one of the following either ‘CPDA’ or 

‘Project’ or ‘Others’ from the drop down menu. 

 Claim Amount: System allows the user to enter the ‘Claim Amount’ in the 

required text field. 

5. System allows the user to attach the required document in the ‘Document’ grid. 

6. System allows the user to enter the remarks and finally submit the task. 

 

2.2.1.3 User Interface Design 

 

For Employee: 

When the user invokes the ‘National and International’ process, the system generates the 

‘National and International’ details screen. 
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User shall enter the proposal details such as Destination Type, Country, City-Town, Nature of 

Visit, Visit Period, From Date, and To Date, Title of the Event, Title of Paper and Name of co-

authors.  

 

 

‘Details of Current Visit’ grid shall allow the user to enter the current visit details by clicking on 

the  icon. User shall select the ‘Leave Type’ from the drop down menu. User shall select the 

‘From’ date and ‘To’ date .By clicking on the dates ‘Total Duration’ will be auto populated. User 

shall select the ‘Details of the Proposed Visit’ from the drop down menu. 
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‘Travel Details’ grid allows the user to enter the travel details by clicking on the  icon. User 

shall select the ‘Claim Type’ and ‘Claim From’ from the drop down menu. User shall enter the 

required ‘Claim Amount’.  

If CPDA advance is required, user shall click on the ‘CPDA Advance Required’ check box and 

also enter the ‘CPDA Advance Amount’ in the required text box provided. 

If Project advance is required, user shall click on the ‘Project Advance Required’ check box and 

also enter the ‘Project Advance Amount’ in the required text box provided. User shall also select 

the ‘Project Number’ from the drop down menu. 

 

 

 User shall attach the required document in the ‘Document’ grid. 

 

 

User shall enter the remarks and finally submit the task. 
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For HOD: 

HOD reviews the details 

 

User shall check either ‘Review’ option or ‘Incomplete data’ option, to route the process back to 

the Employee for additional details. All the other information will remain un-editable. User shall 

enter the remarks and finally submit the task. 

 

For Dean Academics: 

Dean Academics approves the details. 

 

User shall check either ‘Approve’ option or ‘Incomplete data’ option, to route the process back 

to the Employee for additional details. All the other information will remain un-editable. User 

shall also click on the ‘Seek Clarification’ check box for further clarification. User shall enter the 

remarks and submit the task. 
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For Dean ICSR: 

Dean ICSR approves the details 

 

User shall check either ‘Approve’ option or ‘Incomplete data’ option, to route the process back 

to the Employee for additional details. All the other information will remain un-editable. User 

shall also click on the ‘Seek Clarification’ check box for further clarification. User shall enter the 

remarks and submit the task. 

 

For Admin Dealing Assistant – (Scrutinize And Identify Leave Type) : 

Dealing Assistant reviews the details. 

 

User shall check either ‘Review’ option or ‘Incomplete data’ option, to route the process back to 

the Employee for additional details. All the other information will remain un-editable. User shall 

enter the remarks and submit the task. 
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For Superintendent: 

Superintendent reviews the details. 

 

User shall check either ‘Review’ option or ‘Incomplete data’ option, to route the process back to 

the Employee for additional details. All the other information will remain un-editable. User shall 

enter the remarks and submit the task. 

 

For Assistant Registrar / Deputy Registrar: 

Assistant Registrar/ Deputy Registrar reviews the details. 

 

User shall check either ‘Review’ option or ‘Incomplete data’ option, to route the process back to 

the Employee for additional details. All the other information will remain un-editable. User shall 

enter the remarks and submit the task. 
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For Registrar: 

Registrar approves the details. 

 

User shall check either ‘Approve’ option or ‘Incomplete data’ option, to route the process back 

to the Employee for additional details. User shall also click on the ‘Seek Clarification’ check box 

for further clarification. All the other information will remain un-editable. User shall enter the 

remarks and submit the task. 

 

For Dean: 

Dean reviews / approves the details. 

 

User shall check either ‘Review’ option or ‘Incomplete data’ option, to route the process back to 

the Employee for additional details. All the other information will remain un-editable. If 

‘Destination Type’ is ‘International’ travel, The Dean reviews and forwards the details to the 

Director for further approval. If ‘Destination Type’ is ‘Domestic’ travel, The Dean approves and 

forwards the details to the Director for further approval. User shall enter the remarks and submit 

the task. 
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For Director: 

Director approves the details. 

 

User shall check either ‘Approve’ option or ‘Incomplete data’ option, to route the process back 

to the Employee for additional details. User shall also click on the ‘Seek Clarification’ check box 

for further clarification. All the other information will remain un-editable. If Advance is not 

required the process gets completed after the Director approval. User shall enter the remarks and 

submit the task. 

 

For Main Accounts CPDA Section: 

CPDA Dealing Assistant reviews the details only if the CPDA advance is required. 

 

User shall check the ‘Review Advance’ option. User shall enter the ‘Item of Expenditure’, 

‘Code’, ‘Item Amount’ in the ‘Allowance Summary grid’. All the other information will remain 

un-editable. User shall enter the remarks and submit the task. 
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For ICSR Accounts DA:  

Project Dealing Assistant reviews the details only if the Project Advance is required. 

 

User shall check the ‘Review Advance’ option. All the other information will remain un-

editable. User shall enter the remarks and submit the task. 

 

For Accounts Deputy Registrar: 

Accounts Deputy Registrar approves the advance. 

 

User shall check the ‘Approve Advance’ option. All the other information will remain un-

editable. User shall enter the remarks and submit the task. 


