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As you are aware, the DC Office is currently
in the process of implementing a
comprehensive ERP solution to automate the
key areas managed by SEEPZ SEZ Authority.
A total of 21 modules addressing various key
areas have been designed and are custom
developed to meet the requirements of
SEEPZ SEZ Authority.

The Security Contract Management Module
was released and user privileges were enabled
for the respective stakeholders in October,
2023 and the same was mandated to the
Vendor to upload all required details of
manpower deployed at SEEPZ SEZ in the
said Module and postings/ Monthly claims
are being issued by the Module only on a
trial basis to identify the shortcomings/
technical difficulties of the Module. All the
suggestions received from stakeholders are
incorporated.

This is to inform all stakeholders of SEEPZ
that henceforth all processes related to
security contract management will be handled
through the ERP solution being implemented
for SEEPZ SEZ. This includes adding of
security employees and their details,
verification by SEEPZ, creating deployment
plan and roster, verification of daily
attendance of the security employees and
generation and processing of monthly claim.

It is directed that all the concerned
stakeholders  start using the module
mandatorily to ensure the successful
automation of this process in SEEPZ SEZ.




BT YA FRAT L6 el foedt off wferar &t
Hgarel Tdpicl bl SFFATT el &1 ST |

farshar &t e oiR fa:

TROT 1: HIGoI+D SYANTh! (frspe):

1. gdvMe  Swardal & wd A
https://rise.seepz.gov.in UR AT 3 |

2. GREIT 3 TEe UM R SN, o™ At
T oA €: SUETS, SEIe, 3Fee, H1E
fa=o 3Rk RO |

3. 39y <9 1, faghar Y HHAR! SrS Hepall
g1 39 ¢ 9, I 9FHRN & YR R HHaR!
fareRor oft JTTSe TR Hehdl & SR FHIRAT B
s o Fanat 8 (Rfsha @ & Ay gren
ADC ¥ 3G &6 3Maeadha st 8) 99 d
e Bied &l

4. IR 9 F, fAehal HHARY & A BT T
TRP ST TR US-aR §T FohelT 5|

5. Jufefa &9 H, fadhar fAfY-aR megR w®
SR T P HavaTT &

6. AT <TaT 39 N, faghdT A1R® MR W
314 I PR el 8

7. AoigY! faaur & 5, faghar Aeigll &R Sils a1
3TST IR HdT &, oy TSR Al &
g1 o fopam S

TR 2: SEEPZ SUANhdl  (MTferemsor
BRI

1. https://rise.seepz.gov.in YR SEEPZ

I b BT H R 7 DN

2. RFRS aicae J§ET T R
e, o Frfafea oo So anfa
& SUANS, STEIRH, Pircded, FHIEH
1 STaT, I faam, fRaré

Ifier-ar RreRar

* gran w3 _

1. GR&T T TR 3MTde ¢d & dad fashall
ERT IR &1 T8 f[AfI-aR Aer R IR R

HepT B

Manual acceptance of any procedure shall not
be allowed.

Responsibilities & roles of Vendor:

Step 1: Public Users (Vendor):

Log in to https:/rise.seepz.gov.in as a Public
User.

Navigate to the Security Contract
Management section, which comprises nine
tabs: Dashboard, Inbox, Contracts, Resource
Development, Roster, Attendance, Monthly
Claim, Wages Details, and Report.

In the Contracts tab, the vendor can add new
employees. From this tab, they can also
update employee details based on roles and
deactivate employees (deactivation requires
approval from Security ADC) when they
leave the organization.

In the Roster tab, the vendor can create a
daily roster post-wise by selecting the
employee's name.

In the Attendance tab, the vendor can verify
attendance on a date-wise basis.

In the Monthly Claim tab, the vendor can
initiate claims on a monthly basis.

In the Wages Details tab, the vendor can add
or update wage rates, which will be
implemented after approval from the ADC.

Step 2: SEEPZ Users (Authority Officials)

1. Log in to https://rise.seepz.gov.in as a
SEEPZ user.

2. Navigate to the Security Contract
Management section, which comprises the
following ten tabs: Dashboard, Inbox,
Contracts, Resource Development, Roster,
Roster Allotment, Attendance, Monthly Claim,
Wages Details, and Report.

Role-wise Responsibilities

Security Head

1.The Security Head can generate date-wise
roster reports prepared by the vendor under
the Roster Allotment tab.

2.In the Attendance tab, the Security Head
can mark attendance by date, role, and shift.
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After cross-checking the entries, they finalize
the attendance records.

3.0Once the monthly claim is initiated by the
vendor, the Security Head can review the
claim, add any necessary deductions, notes, or
queries.

4.After verification, the Security Head
forwards the claim to the Security ADC for
further processing.

Security ADC

The Security ADC serves as the approving
authority for the addition or deactivation of
employees and the approval of monthly
claims.

Finance ADC
The Finance ADC is responsible for verifying
and approving the finalized monthly claims.

A detailed user manual is enclosed with this
order. A dedicated support unit has been set
up to manage any queries or training
requirements. The roles of Users are available
in Annexure-A.

In case stakeholders face any difficulty, they
should raise tickets through the Technical

Helpdesk module enabled in the RISe system.
This will help the SEEPZ Authority to track

and monitor the issues and any pendency as
well.

This issues with the approval of the
Development Commissioner, SEEPZ-SEZ.

Digitally signed by
Mital Sudhir Hiremath

. (Ferer FoReic ddaap Higmags
T dPpr Hgh / Jt. Ppwgopment Commissioner,
st B, §9S / SEEPZ SEZ, Mumbai

F.No.: SEEPZ-SEZ/E-OPT-11/76/2022-I1T/ 09} 060

Date: 08.0%.2025
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Annexure A

Roles of Users in Security Contract Management Module:

User Roles in Module
1. View Dashboard
2. Generate Reports
Development Commissioner te V¥ew contrz.ict datpils ;
4. View security employee details
5. View attendance details
6. View approved claims
1. View Dashboard
2. Generate Reports
Joint Development Commissioner i &ew contre.lct detals ;
. View security employee details
5. View attendance details
6. View approved claims
1. View Dashboard
2. Generate Reports
. 3. View contract details
Deputy Develnpment Commissioner 4. View security employee details
5. View attendance details
6. View approved claims

—

Monitor the Contract

2. Approve the attendance sheet for
monthly claims
3. Propose penalties for lapse related to
ADC (Security Officer) Services
4. Generate Reports
5. View Dashboard
1. Verify the Labour compliance
2. Propose deductions/ Penalties in case
any complaints received from the
ADC (Labour Division) deployed manpower or any other agency
3. Generate Reports
4. View Dashboard
1. Approve and propose to disburse the
monthly claim after deductions of
. g proposed penalties recommended by
ADC (Finamee Divisio) the ADC (Security) and ADC (labour).
2. Generate Reports
3. View Dashboard
1. Create/modify the deployment plan,
allotment of roster, daily attendance
after due approval from the Section
UDC/ LDC/ Support staff Head _
2. Process the monthly claim and

attachments submitted by vendor with
their remarks to Section Head




Service Provider

. Timely update all the required details on

ERP Module

Generate monthly claim with all
requisite documents as per Contract
agreement




