
The various divisions I sectionsunder the department will upload cash
flow requirement for next month on SAPand the concerned Head of the
Department will approve and forward it to the AccountsDepartment. The
cash flow figure should be supported by the budgetary provisions for the
year against specificGL codeassignedto that expendituredependingon the
cash in flow and availablefunds. AccountsDept. will approve the cash flow
with or without modification. If the cashflow requirement is more than the
available funds, then the concernedHead of the Department has authority
to proportionately allocate available funds or as per requirement of the

J-,.;.;.......-~ sectionswithin the limit of approvalof AccountsDepartment.

r- ~ ~\ The process flow and manual for cash flow updation is enclosed
.~ rl ~I~\herewith. The Departmentsare once again being informed to upload the
,~\~ .!;,\caSh flow for the month January 2021, failing which the payments will be§11\~\iilkePt_o~_hold till t~ecasll_f'ow ISuploaded on the system. - -
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CIRCULAR

Sub: Process of cash flow demand 8t approval

As directed by VC& MD, the processof monthwisecash flow demand
by various departments and approving monthwise cash flow by Accounts
Department has beendeveloped.
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Submitted:

December 10, 2020

Sub: Process of cash flow demand & approval

This is to submit that as directed by VC & MD, the process of
R1,Onthwisecash flow demand by various departments and approving
monthwise cash flow by Accounts Department has been developed.

The various divisions j sections under the department will upload cash
flow requirement for next month on SAP and the concerned Head of the
Department will approve and forward it to the Accounts Department. The
cash flow figure should be supported by the budgetary provisions for the
year against specific GL code assigned to that expenditure depending on the
cash in flow and available funds. Accounts Dept. will approve the cash flow
with or without rnoc'lflcatlon. If the cash flow requirement is more than the
available funds, then the concerned Head of the Department has authority
to proportionateiy allocate available funds or as per requirement of the
sections within the limit of approval of Accounts Department.

The manual for cash flow updation has been circulated to all the
departments. The process flow and manual is enclosed herewith. The
Departments are once again being informed to upload the cash flow for the
month January 2021/ failing which the payments will be kept on hold till the
cash flow is uploaded on the system.

Submitted for information and approval please.

End: a.a.
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Steps to Create Department Cash FlowRequest.

As per the Circular, Department hasto enter CashFlow Request in the
SAPsystem. HODand Accounts Department will approve the CashFlow
Request. Systemwill allow to raise/approve the bill basedon approved
Amount and GLAccount-wise.

On the Next Screen,

2. Select the Department from Drop down

3. Enter the Month & Year from Dropdown (Month & Year for the period
you want to upload the CashFlow.)

4. PressEnter

"-----------------------------------
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5. Select the GLAccount from Dropdown and Enter the Amount
Note: Basedon approved Gl Account and Amount, Systemwill allow to
raise/approve the Bills.

6. Kindly Checkthe Gl Account from respective Project Code/Purchase
Order and re-confirm with Accounts Department.

7. Click on SaveButton

8. CashFlow Request No. will be generated asshown in the screenshot.
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Steps to View Department Cash Flow Request/Approval Status.

1. Enter Tcode ZFI_CFREP

2. Select the Department from Drop down

3. Enter the GLAccount (Enter multiple GLsby clicking Multiple Selection
Button)

4. Click on Execute Button

5. The Report will be display asfollows,
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Steps to Approve Department Cash Flow Request by HOD.
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~SAP Menu
.1S!il Office
• f!ijjJ Cross-Apptic:atlon Compcments Ii

2. On the Next Screen,

3. Select the Department from Drop down

4. Select the Status as 01 (Request Created)

5. Click on Execute Button

6. On the Next Screen,

7. Enter the Approved Amount for respective GLAccounts

r

\ .11



f:A.....

oj ,. '7

8. Click on the Save Button

9. Systemwill sent CashFlow Requestto Finance/Accounts Department for
further approval.
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Steps to Approve Department Cash Flow Request by Accounts.

, .Il!;Favortes, .'* PFCG• Role Maintenance
• ~ Centralized Payment·'* FfolAVCROl • Display Annual Data of Control Obi.·'* ZFI_VOPR- Adjustment Voucherl Journal Voucher·*FlWTlN_QRETURNS- Ind~ -> Extended wthholdinO Tax ->Reporting .> QuarterlY TDS Returns

2. Enter Amount in Approved Amount
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3. Click on Save
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Steps to Distribute Cash Flow Request Amount at HOD Level
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2. On the Next Screen,

3. Select the Department from Drop down

4. Select the Status as 03 (Approved by FI) from Drop down
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5. Press Enter

6. Select Cash Flow Request Number (RequestForwarded to FI Number)
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7. Click on Execute Button

On the next screen,

8. Check/Modify the Distributed Amount for respective GLAccount
Note: Systemwill not allow to exceed amount more than the approved
amount(Approved by Accounts Department).



Steps to View Distributed Cash Flow Request Amount at HOD Level

1. Enter Tcode ZFI_CFHOD
lidit favorites Extrgs SXstem !:!e~
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., • §aCross-ApphcatlOnComponents

On the Next Screen,

2. Select the Department from Drop down
3. Select the Status as 04 (Amount Distributed by HOD) from Drop down

4. Press Enter
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Steps to View Department Cash Flow Requests/Approval Status

1. Enter Tcode ZFI_CFREP
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2. Select the Department from Drop down

3. Enter the GL Account (Enter multiple GLs by clicking Multiple Selection
Button)
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4. Click on Execute Button

5. The Report will be display as follows,



Document for Department Cash Flow Request

As per the Circular, Department hasto enter CashFlow Request in the SAPsystem. HODwill approve
and forward to Accounts & FinanceDepartment. Basedon fund availability Accounts & Finance
Department will allocate the CashFlow. Systemwill allow to raise/approve the bill basedon
allocated Amount.

Steps to Create Department Cash Flow

Enter Tcode ZFI_CFDEP

On the Next Screen,

Select the Department from Drop down

Enter the Month &Year from Dropdown (Month & Year for the period you want to upload the Cash
Flow.)

Select the GLAccount from Dropdown and Enter the Amount

Note: Basedon approved GLAccount and Amount, Systemwill allow to raise/approve the Bills.

Kindly Checkthe GLAccount from respective Project Code/PurchaseOrder and re-confirm with
Accounts Department.

\
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CUck on Save Button

CashFlow RequestNo.will be generated asshown in the screenshot.
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Steps to View Department CashFlow Requests/Approval Status

Enter Tcode ZFI_CFREP

Select the Department from Drop down

Enter the GLAccount (Enter multiple GLsby clicking Multiple Selection Button)

c.,..

Click on ExecuteButton

The Report will be display as follows,



Document for Cash Flow Request HOD Approval

Steps to Approve Department CashFlow Request at HODLevel

Enter Tcode ZFI_CFHOD

On the Next Screen,

Q Select the Department from Drop down

Select the Status as 01 (Request Created)

Click on Execute Button
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On the Next Screen,

Enter the Approved Amount for respective GLAccounts
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Click on the Save Button



Steps to view Status for Cash Flow Request Forwarded to Accounts Department

Enter Tcode ZFI_CFHOD

Extris System He~.......~..I~7:_~~~===·=l~<~~-li.el~ij1t)!)~C I~rlj l••

On the Next Screen,

Q Select the Department from Drop down

Select the Status as 02 (Request Forwarded to FI)

Click on Execute Button

--- .- -- _-----------------------------



Steps to Distribute Cash Flow Request Amount at HOD Level

Enter Tcode ZFI_CFHOD

On the Next Screen,

Select the Department from Drop down

Select the Status as 03 (Approved by FI) from Drop down

PressEnter

Enter CashFlow Request Number

Click on Execute Button

On the next screen.

Enter the Distributed Amount for respective GLAccount

Note: Systemwill not allow to exceed amount more than the approved amount{Approved by
Accounts Department).



Click on Save Button



Steps to View Distributed Cash Flow Request Amount at HOD Level

Enter Tcode ZFI_CFHOD.
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On the Next Screen,

Select the Department from Drop down

Select the Status as 04 (Amount Distribut+d by HOD)from Drop down

PressEnter

Enter CashFlow Request Number
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Click on Execute Button
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Steps to View Department Cash FlowReguest,/Approval Status

Enter Tcode ZFI_CFREP

Select the Department from Drop down

Enter the GLAccount (Enter multiple GLsby clicking Multiple Selection Button)

Click on Execute Button

The Report will be display as follows,


