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To upload the Bank Guarantee in ERP: 

1.​ Log in to the ERP Portal using the provided link. 

Link: https://www.erprecpdcl.in/app/home​
 

2.​ Enter your User ID and Password to access the system.​
 

 

 

 

 

 



​
Two ways to search for the RECPDCL Bank Guarantee: 

1.​ On the Home screen, locate and click on the "Bank Guarantee" workspace. 

 
2.​ Use the Awesomebar at the top and type "RECPDCL Bank Guarantee" to quickly 

search and access it.​
 

​
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For BG Creator: 

(Original BG) 
 
To add a new Bank Guarantee: 
After opening the page, click on the "Add Bank Guarantee" tab.​

 
 

After clicking on "Add Bank Guarantee": 

●​ The Bank Guarantee form will open.​
 

●​ Fill in all the mandatory details and click Save. 

 



 
 

●​ Then, click on the "Action" button and select "Send to Technical Division". 

​
 

●​ The request will now be forwarded to the respective Head for approval. 

 



Technical Division Head:​
(Original BG)​
Once the Head of the respective department reviews and approves: 

●​ Click on the "Action" button.​
 

●​ Select "Send to Accounts User" to forward the Bank Guarantee for further processing.​
 

​

​
​
Once sent, the request will go to the Accounts User. 
 

For Accounts User: 

●​ The Accounts User must attach the SFMS Inward attachment before it can be 
forwarded to the Accounts Manager.​
 

●​ To do this, click on the pencil icon next to the relevant item. 

 



​
 

 

●​ The option to upload the SFMS Inward attachment will become visible. 

​
 

●​ After attaching the document, click "Send to Accounts Manager" for final verification. 

 



​
 

Accounts Manager: 

              (Original BG) 

●​ Once the Accounts Manager verifies the details, the Bank Guarantee status will be 
updated to Approved.​

 

 



 
For BG Extension: 

When Workflow Status of the document is ‘Approved’ but there is an extension of the 
BG.​
 
Users with role BG Creator will add a row in the Bank Guarantee Table and fill the 
required data. 
 
Once data is filled, the user can send it to the user with BG Approver for BG Extension. 
Flow will be run the same as the flow runs for Original BG.​

 
​
 

 
​
Add the extension by filling in the required details. Once completed, click the 'Action' 
button to send it for BG Extension. 

 



 

 
 
 
It will be sent to the Technical Division for BG Extension. 
 
 

 
The Technical Division will forward it to the Accounts User. 

 

 
The Accounts User will share it with the Accounts Manager.​
 
 

 

 
 
 
Once approved, the status will be updated to BG Extended. 

 



BG Replacement: 
There might be a case where we need to replace the BG.​
Flow is again the same as Flow of Original BG. 
Add Replacement as status in the Bank Guarantee table and run the flow. 

 
 
 

Add the Replacement by filling in the required details. Once completed, click the 'Action' 
button to send it for BG Extension. 

 
 

 
​
It will be sent to the Technical Division for BGR Replacement 
​
 

 
 
 
 

The Technical Division will forward it to the Accounts User. 

 



 

 
 
 
 

The Accounts User will share it with the Accounts Manager. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 



Hence BG Status Will Be Shown As- BG Replaced​
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