
 

 

IIT Madras | Travel Settlement 1 

 

 

1 HELP DOCUMENT FOR ICSR – Travel Settlement 

 

 

 

 

2015 
 

 

ICSR – TRAVEL SETTLEMENT 
Version : 3.0 
This is the help document for understanding the screen-wise and role-wise activities for the Travel 
Settlement 

1 



 

IIT Madras | Travel Settlement 2 

 

2 HELP DOCUMENT FOR ICSR – Travel Settlement 

 

 

 

 

 

 

 

 

 

HELP DOCUMENT FOR TRAVEL SETTLEMENT 

 

 

 

 

 

 

 

 

 

 

 

 



 

IIT Madras | Travel Settlement 3 

 

3 HELP DOCUMENT FOR ICSR – Travel Settlement 

Process Flow Diagram: 

 

 

 

 

 



 

IIT Madras | Travel Settlement 4 

 

4 HELP DOCUMENT FOR ICSR – Travel Settlement 

 

User Roles: 

 

Employee            Role  

Coordinator:      Submits TA/DA claim 

DA Project Office:    Verifies the claim details. 

DA Project Accounts/SI:     Verifies and approves. 

Dean:    Approval authority (If required) 

AR/DR Project Accounts:   Approves the claim. 
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For Coordinator: 

Step 1:  

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

     Choose the “Settlement” submenu from ICSR menu after Login. 

 

Step 2:  

Fill all the necessary and mandatory fields in the form and click the submit button. 

Users can either choose: 

a) Reference Number (Coverpage number through Domestic Travel process) or it can be called 
Claim through Advance. 

b) Or the Project Number or it can be called Direct Claim. 

 

 

https://workflow.iitm.ac.in/employee/
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On Click of a Submit button, there would be pop-up validation, which will ask the user whether 
he/she has printed the cover page. 
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For DA Project Office: 

Step 1:  

DA Project Office verifies the details. 

User can check either “Verify” option, to forward to next approval or the “Incomplete Data” option, 
to route the process back to coordinator for additional details. All the information will remain un-
editable. 

 

 

Note: If the process is neither approved nor rejected until two days from the day of participation, 
then the process will be automatically forwarded to the next approving authority. 

 

 

 

 



 

IIT Madras | Travel Settlement 8 

 

8 HELP DOCUMENT FOR ICSR – Travel Settlement 

For DA Project Accounts: 

Step 1: DA Project Accounts can verify the details. 

The user can either check the “Issue Payment” or  “Dean Approval Required“ or “Incomplete data” , 
whichever is necessary. 

Step 2: Then enter the remarks, payment mode and click the submit button. 

 

 

 

 

Note: If the process is neither approved nor rejected until two days from the day of participation, 
then the process will be automatically forwarded to the next approving authority. 
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For Dean: 

Step 1:  

The Dean, can verify the details. 

The Dean can either choose the “Approve claim” to proceed further or choose the “Incomplete 
Data” for additional details. 

Step 2:  

Then enter the remarks and click the submit button. 

 

Note: If the process is neither approved nor rejected until two days from the day of participation, 
then the process will be automatically forwarded to the next approving authority. 
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For AR/DR Project Accounts: 

Step 1:  

This is the final activity and the application comes for DR approval. The Dean can either choose the 
“Approve claim” to approve or choose the “Incomplete Data” for additional details. 

Step 2:  

As this is the final approving authority, the DR’s decision will mark the end of process if approved. 
Click on the submit button to complete the process. 

 

Note: If the process is neither approved nor rejected until two weeks from the day of participation, 
then the process will be automatically approved. 


