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 Pain points in the current reimbursement process From the perspective of the user, the primary issues identified in the current process flow are inordinate delays in approvals and processing of payments. The issues identified by the approvers are lack of correct information and the unavailability of documents, such as the bills from vendors, required to process the request for payment. Another issue is the lack of tracking mechanism to identify the time consumed in processing the request to completion and confirmation of payments. The lack of a tracking mechanism also hinders the ability to define the service levels.



Objectives The objective is to build a robust system to automate the reimbursement process and also facilitate the smooth flow of information among the departments and stakeholders. This would further help in making the process more efficient, transparent and also streamlined.



Scope The project is confined to reimbursement process followed by the Finance & Accounts F&A! department that involves stakeholders such as "tudents • "tudent #odies $&%, #'Fest, Academic & (on'Academic )lubs! • Faculty • *ffices of various programmes. • *ffices of various administrative authorities such as the +irector, the #oard, Accounts, • +eans, etc.



Proposed Process Flow The process begins when a user raises a request for approval. The user logs into the system, selects the type of request and completes a pre'designed form with details of the transaction and  provides scanned copies of the required proofs such as the bills of payment. The request is then submitted to the appropriate approver at level  - ! as designated by the system for approval. At this point a request number is generated and provided to the user and the  approver to track  the request. #efore the request is accepted by the system, the user will be required to submit a checklist of required documents. *nce the request is made, a notification of the request will be mailed to  approver. According to information received from the )A*/s office, the approval from the director is needed for any approvals e0ceeding s.  lakh, and for approvals lower than s.  lakh the  approver is authorised to approve if all the requirements are satisfied and the request is deemed to be reasonable. Therefore, it is proposed that the system automatically notifies the +irector in the case of requests e0ceeding s.  lakh. The limit of s.  lakh can be altered by the 1nstitute as required. After  approver and the +irector in case of large requests! approve the request, it is forwarded to the 2 approver the Accounts section!. At this stage, a notification is sent to the user who raised the request!, the  approver and the 2 approver via email. The 2 approver 



 can then view the request and the attached scanned documents, and notify the user to provide the originals for authentication. *nce the user provides the originals, the 2 approver confirms the approval in the system. The Accounts section then processes the cheque or online payment as desired by the user and then confirms once the payment is processed. A notification is provided to the user, the  approver  and the 2 approver. The user then confirms receipt of payment. 3nder e0ceptional circumstances, the  approver may allow the user to raise a request without completing all the requirements. The request can be approved after providing the rationale for the e0ception in the comments. This e0ception can be recognised in the audit trail along with the comments of the approver.



Audit Trail For purposes of auditing, the entire process flow is saved into a database with details of the request such as the nature of the request, the scanned copy of the bills, the bill number, the transaction number, name of the user,  approvers, 2 approvers, approvers/ comments, the timing of approvals, and details of payment transaction. The audit trail must also contain the order in which the process occurred. 1n case a request was returned to the user, the audit trail must recognise this movement and record it.



Feasibility Study The present organi4ational system, the pain points, the objectives and stakeholders involved have already been discussed. The goal of the proposed system is to reduce the delay in reimbursement  process and make the process more efficient and achieve a full automation in the process. Constraints  - The following constraints would remain even after implementing the proposed system5 •



• •



•



The system cannot be made total paperless as original documents have to be produced at final stage of F&A department. +elays would creep into the system if the student fails to present the bills in time. Advances given to committees such as #'fest, $&% groups cannot be automated and  present system has to be followed. This system facilities only post'reimbursement  process. Technical glitches such as mails sent in the spam of  and 2 approvers might cause delays.



Preferred Alternative – The proposed new process flow addresses all the pain points in the current system. Measuring Success – "uccess of the new process flow can be measured based on the following5 •



The proposed process flow allows  approver to get notifications and approve the reimbursement through email even when they are absent from the campus premises. This remote approval facility e0pedites the process and reduc es the effort



 •



•



The new process flow allows the concerned to know at which stage the process is stuck  and take appropriate steps accordingly thereb y reducing time The auditing process is simplified and error proof 



Taking all the above advantages into consideration the two critical points in measuring success are - time and man-efforts  in approval and notifications!



 Technical Feasibility •



The project is not possible with the current technology at college as of now. To implement a system, college has to purchase new hardware scanners, blade server! and software systems*", Antivirus!



•



Technical risks such as server failure, network issues, etc. may persist after the implementation



•



The project is being implemented with e0isting technology such as servers, scanner, and software available locally



•



"ince manual process is being followed presently, the new system has to be compatible with the e0isting process flow



"conomic Feasibility •



•



•



"ince, new equipment has to be purchased for implementing the new process flow, there are no resource constraints as the administration is willing to invest towards automating the process. Tangible benefits from the new system are o ess paperwork  Frequent follow ups from the concerned are removed o 1ntangible benefits from the new system are %liminate or minimi4e errors o Automated notification reduces processing time o aising new requests and approval of requests can be done remotely o



Schedule Feasibility The proposed solution can be implemented within the proposed timeline. Time involved will be in procuring the required infrastructure and web portal development



Operational Feasibility There is an element of distress among the concerned faculty, students and F&A department regarding the delay and lengthy process followed currently, and this issue has  been a matter of debate during the faculty'student interaction meetings. Thus, the urgency of it is high and the solution proposed is also acceptable with all the stakeholders. The implemented system would also make the process more fluid and transparent and would resolve human and internal issues.



 #usiness Case 1nherent issues identified in the current process flow manual work! are inordinate delays in approvals and processing of payments. $resently the applicant has to wait for months to get the  bills reimbursed. Additionally due to the lack of a process and knowledge, the applicant often doesn/t know the status of the request. The goal of the proposed system is to automate the reimbursement process and also facilitate the flow of information among the departments and stakeholders. The alternatives could be building a low cost in'house 1T solution that can address the pain points. #uying a package from a third party vendor is not feasible as the scope of the  project is very small and confined to addressing a narrow solution. The benefits of the system would be reduced manual efforts in reimbursement processing, ease of tracking, and ability of  the system to make the manual process more mobile and hassle free. This brings transparency and helps the stakeholders in tracking the requests. The costs associated with the system will be initial development, maintenance, and other costs like training various stakeholders. isks will  be confronted as e0plained in the feasibility study. "uccess of the proposed process flow can be measured based on the savings on Time and 6an'efforts in the new flow.



Cost and bene%t analysis $ositive ($7 indicates that the project can be implemented and would give projected benefits in making the process quicker, smoother and transparent. $lease find the embedded e0cel sheet containing calculations.



 &e'uirement Analysis and (esi)n +se Case ,odel



(etailin) the +se Case Raise a Reimbursement Request



#rief +escription - 8Allows user to raise a request for reimbursement9 $rimary Flow . 2. :. ;. . ?.



3ser enters the portal "ystem prompts for user id and password 3ser logs into the portal with the unique email id and password 3ser is successfully logged in 3ser chooses to raise a new request "ystems throws a new form for the user to fill in 3ser enters the required details and clicks on the 8"ave9 button. "ystem validates that all the required fields are filled in. 1f unfilled fields are present Alternate A. 1f wrongly filled fields are present Alternate A2.



 @. 3ser clicks on 83pload +ocuments9 button . "ystems prompts for the location of the documents in the system . 3ser selects the appropriate documents and uploads 2. +ocuments are successfully uploaded and the user is notified :. 3ser submits the data. equest is submitted and a unique request id is generated ;. The system displays the home page 


"ystem displays error message beneath the unfilled fields on the same page 3ser fills the required details and saves "ystems validates the data and system continues with the primary flow 3se case ends



A2 5 Brongly filled data in some C all the fields . 2. :. ;.



"ystem displays error message beneath the incorrectly filled fields 3ser modifies the data in the field and saves "ystems validates the data and system continues with the primary flow 3se case ends



Approve a Request



#rief +escription - 8Admin approvesCrejects a request based on the documents submitted9 $rimary Flow . 2. :. ;. . ?. @.



Admin enters the portal Admin can see all the requests which are pending Admin selects a particular request by clicking on it +etails about the request and the supporting documents are rendered Admin validates the request. 1f the documents are not sufficient or erroneous , then Alternate flow # 1f all the details provided are sufficient and the request is valid, admin approves the request and the request is forwarded to the ne0t section 1f the request is invalid, then Alternate flow #2 The status of the request changes to 8$ending with +irector C $D$ office C Finance & Accounts section C eady for reimbursement C )ancelled9 3se case ends



Alternate Flows # 5 Admin requests additional informationCdocuments . Admin requests additional information 2. "ystem prompts admin to enter comments. Admin enters comments and saves



 :. "ystem then generates an automated email directed to the user with the message written in the 8comments9 section ;. The status of the request is then changed to 8$ending with user9 . 3se case ends #2 5 Admin cancels the request . 2. :. ;.



Admin cancels the request "ystem prompts admin to enter comments 3ser gets notified through an automated mail generated by the system 3se case ends



Modify a Reimbursement Request



#rief +escription - 83ser modifies the request for reimbursement9 $rimary Flow . 2. :. ;. 


3ser enters the portal "ystem prompts for user id and password 3ser logs into the portal with the unique email id and password 3ser is successfully logged in 3ser checks his request history and selects the requests his wishes to modify. 1f $ending with Admin Alternate ). =. "ystems display the request form with the uploaded documents. 1f 3ser wishes to )ancel the request Alternate )2. >. 3ser modifies the required details and clicks on the 8"ave9 button ?. "ystem validates that all the required fields are filled in. 1f 3nfilled fields are present Alternate ):. 1f wrongly filled fields are present Alternate );. @. 3ser clicks on 83pload +ocuments9 button if necessary . "ystems prompts for the location of the documents in the system . 3ser selects the appropriate documents and uploads 2. +ocuments are successfully uploaded and home page is displayed :. 3ser clicks on "ubmit button ;. equest is submitted 


is



pending



with



+irectorC$D$



 :. 3se case ends )2 5 3ser wishes to cancel the request . 2. :. ;.



3ser selects the request to be cancelled 3ser clicks on the submit button "ystem notifies the user that the request has been cancelled 3se case ends



): 5 3nfilled fields are present in the form . 2. :. ;.



"ystem displays error message beneath the unfilled fields on the same page 3ser fills the required details and saves "ystems validates the data and system continues with the primary flow 3se case ends



); 5 Brongly filled data in someCall the fields . 2. :. ;.



"ystem displays error message beneath the incorrectly filled fields 3ser modifies the data in the field and saves "ystems validates the data and system continues with the primary flow 3se case ends



View Status



#rief +escription - 83ser can see the status of the request raised9 $rimary Flow . 2. :. ;. 


3ser enters the portal 3ser can see all the requests which are raised by him 3ser selects to view a particular request by clicking on it +etails about the request and the supporting documents are rendered The status of the request appears to be 8 $ending with "tudent activities chairperson C +irector C Acads office C Finance & Accounts section C eady for reimbursement C )ancelled9 *. 3se case ends



Class (ia)ram The classes required for the development of the automated reimbursement system are depicted  below5 USER +ser Cate)ory



REQUEST &e'uest 0(



APPROVER Approver 0(



 "mail 0( ame &emar2s Amount "li)ible 3o) 0n45 &aise45 ,odify45 7iew45 Comment45



Students &oll o Prior Approval 0nstitute8Corporate ame "vent ame "vent Or)anier ame "vent Or)anier "mail 0( "vent (ate &e'uest (etails  Team (etails



Cu"s Club 0( &e'uest (etails Purpose of &eimbursement



&e'uest Status &e'uest (ate &e'uest Amount (ays in current sta)e 6enerate 0(45 Status45 ,odify45 Cancel45 (elete45 +pload (ocs45 6et (etails45



(esi)nated Approver Approval (ate Approver "mail &emar2s Approver 3evel Approver Type 3o) 0n45 Approve45 &eject45 ,odify45 Comment45



B-Fest Coordinator 0( &e'uest (etails



PGP "mployee 0(



Prior Approval Purpose of &eimbursement



&e'uest (etails Purpose of &eimbursement



P&ER ,ember 0( &e'uest (etails



Facut! "mployee 0( &e'uest (etails Purpose of &eimbursement



Prior Approval Purpose of &eimbursement



 The classes, the attributes that define the classes and the functions that act upon those classes are depicted in the above diagram.



Or)aniin) Classes The below diagram shows the inheritance from the general class E3ser/5 "tudents, #'fest, Acads *ffice, Faculty, )lubs and $lacement and %0ternal elations committee.
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