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2 INTRODUCTION 

2. 1  PRODUCT FUNCTION 

The SEEPZ Guest House module outlines the efficient management practices 

of Guest House. It manages the activities like Exploring Available Rooms, 

Adding Guest Details, Tracking Booking Status, Room Rent, Verifying, 

Approving the requests. It will also provide a chart of the availability of rooms. 

2. 2 INTENDED AUDIENCE AND FUNCTIONALITIES 

This manual is designed for four main user groups: 

 

 
 

 

 

 

 

MAIN USERS

SEEPZ USER-
CARETAKER

SEEPZ USER-
APPROVER

SEEPZ USER-
VERIFIER
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1. SEEPZ USER 

• CARE TAKER 

The caretaker has several key responsibilities, including exploring available 

rooms, adding essential guest details, cancelling requests, processing 

payments, and viewing guest information. These functions ensure that all 

aspects of room management and guest service are handled efficiently and 

effectively. 

• VERIFIER LOGIN (LDC) 

The Verifier plays a crucial role in managing room requests by verifying each 

submission. 

• APPROVER LOGIN (ADC) 

The Approver plays a crucial role in managing room requests by approving 

verified requests. 
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3 ACCESSING GUEST HOUSE MODULE 

 

 
 
 

 
 
 
 

 

Figure 1 - Login 

Enter the Username, Password, Captcha and click on [Login] button to login. 

Figure 2 - Accessing Guest House Module 

Select Guest House Module. 
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4 SEEPZ USER 
4. 1 SET UP 
Caretaker has the privileges to access the Setup. 

 
 

  

4.1.1 GUEST HOUSE SETUP 

 

 
 

 
  

Figure 3 - Set up 

Click on [Setup] button to customise the settings for rooms. 

Figure 4 - Guest House Setup 

Click on [Add Guest House 
Setup] button to customise 
the settings for Guest House. 

Select Guest House Setup Tab. 
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Note: The Added Guest House Details get listed under Get House Setup Tab. 

4.1.2 FLOOR SETUP 

 

 

 

Figure 6 - Floor Setup  

Click on [Add Floor Setup] button to 
customise the settings for Floor. 

Enter the Guest House Name, Guest House Code, Address, 
Description, Caretaker Name, Contact Number and click on [Save] 
button to save the details. 

In this section, user have the option to Edit or Delete the room request. 

Figure 5 - Adding Guest House details 

Select Floor Setup Tab 
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4.1.3  ROOM TYPE SETUP 

 

 

 
 
 
 
 
 
 
 
 
 
 

Figure 8 - Room Type Setup 

Figure 7 - Adding Floor Details. 

Select the Guest House from the drop down, Enter 
the floor, description and click on [Save] button. 

Click on [Add Room Type Setup] button to customise the settings for room type. 
 

Select Room Type Setup tab 
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Figure 9 - Adding Room Type details 

4.1.4 RATE SETUP 

 
 

 
 
 

 

Enter the Room Type, Description and click on [Save] button to save the entered details. 

Figure 10 - Particular Setup 

Click on [Add Particular Setup] button to 
customise the settings for Particular. 

 

Select Particular Setup sub-tab. 

Select Rate Setup Tab. 
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Figure 12 - Rate Revise Setup 

 

Figure 11 - Adding Particular Setup details 

Enter the Particular, Code, HSN Code and Click on 
[Save] button to save the details. 

 

Click on [Add Rate Setup] button to customise 
the settings for Rate Revise Setup. 

 

Select Rate Revise 
Setup sub-tab. 
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Figure 13 - Adding Rate Revise details 

 
 
 
 

 
Figure 14  - Rate Setup 

 

Select Rate Valid From, Rate Valid To, Choose Circular file and 
click on [Save] button to save the entered details. 

Select Rate Setup sub tab. 
 

Click on [Add Rate Setup] button to customise 
the settings for Rate. 

Select Rate History Icon to view the history details. 
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Figure 15 - Adding Rate Details 

 
Note: The Rate Setup Tab displays the Added Rate Details, with the most recent 

information being marked as ACTIVE, while the previous details are set to 

DEACTIVATED in Action column. 

  

Select the Category, Particular, Unit, Rate, Rent Valid from date, to date 
and click on [Save] button to save the selected details.   
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4.1.5 FACILITY SETUP 

 
 

 
 
 

 

Figure 16 - Facility Setup  

 
 
 

  
 
  

Select Facility Setup tab. 

Select [Add Facility Setup] 
button to add Facility Details. 

 

Figure 17 - Adding Facility Details. 

Enter the Facility, Description and click on [Save] button to save the details.  
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4.1.6 ROOM SETUP 

 
 

 
 

 

Figure 18 - Room Setup 

 
 
 

 
 

 

Enter the Room Number, Select the Guest House, Floor and Room type. 

Select Room Setup tab. 

Select [Add Room Setup] button to add Room Setup Details. 
 

Select the facilities for the room, attach images of room, and click the [Save] 
button to save the entered details. 

Figure 19 - Adding Room Setup  
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                                 Figure 20 - Blocking a room 

Note: In Room Setup Section, caretaker have an additional privilege allowing 

them to block a room in case of maintenance or emergency situation arise. 

Moreover, when user search for rooms, blocked rooms are not displayed. Along 

with-it caretaker has the privilege to unblock the room. 

4.1.7  TERMS AND CONDITIONS 

 

Select the Block From date and Block To date, then 
click the [Update] button to save the entered details. 

Select [ ] button to block a room. 
 

Figure 21 - Terms and Conditions (1) 

Select Terms & Condition Setup 
Select [Add Terms & Conditions] 
button to add Terms & Condition setup 
details. 
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Note: This Terms & Conditions will appear in the booking section. 

4. 2 LOGIN – CARETAKER DASHBOARD 

 

 
 
 

 
 

Enter the Terms & Condition and click on [Save] button to save the details. 

Figure 23 - Login 

Enter the Username, Password, Captcha and click on [Login] button to login. 

Figure 22 - Terms and Conditions (2) 
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Figure 25 - Dashboard 

Figure 24 - Accessing Guest House Module 

Select Guest House Module. 
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4.2.1  INBOX                                                                                                                                                                                                                       

 
 

 

4.2.2 REQUESTING FOR ROOMS 

4.2.2.1 EXPLORING THE AVAILABLE ROOMS 

 

 

 

 

Figure 27 - Booking 

Select [Add Room Request] button to request for a room in booking sub tab. 
 

Select Booking Tab. 
 

Figure 26 - Inbox 

Select Inbox Tab to view the notifications. 
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Figure 29 - Room Booking 

 

Figure 28 - Room Booking 

Select Category Type, Check in date, Check Out date. Enter Room required, 
Number of guests and click on [Search] button to search. 
 

Select on the check box corresponding to the room which user wish to occupy. 
 

 

The card displays information about the room and rental details. The 
user can provide billing information, view the Terms and Conditions, 
tick the check box and click on [Book Now] button to book the 
selected guest house room.  
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4.2.2.2 ADDING ESSENTIAL GUEST DETAILS 

 

 

 

 

Figure 30 - Adding Guest Details 

Enter the Guest Name, Mobile Number and Email, Select the type of the Proof, 
Attach the Proof document and click on [Submit] button. 
 

Figure 31 - Success Notification. 

A success notification will appear after submitting the guest details, and the 
user can track the booking using the Request ID. 
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4.2.2.3 CANCELLING REQUESTS 
 

 

 
Note: After submitting the request, the SEEPZ User will verify and approve it. 

Once verified, the status will change to Verified, and once approved, it will 

change to Approved. The caretaker can then proceed with the payment. 

 

 

Figure 32 - Cancelling the room request 

 

    

Click on [×] button to cancel the request. 
 

Click on [Yes] button to cancel the request. 
 

Figure 33 - Verified status 

Verified Status. 
 

Click on the relevant link to view its 
booking details. 
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Figure 35  Modify Date/ Exit 

 

Figure 34 - Approved Status 

Approved Status. 
 

Here user can Modify Date and Exit guest house. 
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Figure 36 - Modify Date 

Click on Modify Date to Modify Booking To 
Date. 

Select To Date and click on [Update] button to 
update the date 

Click on Extension history to view the history of Extension. 
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4.2.2.4 PROCEEDING FOR PAYMENT – DD PAYMENT 

 

 

Figure 37 - Exit  

Click on Exit button to Exit Guest House. 

Choose the Payment Mode and click on [Submit] button to 
Exit Guest House. 

Select Proceed to Payment for payment processing. 
 

Figure 38 - Processing for Payment (DD) 
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Select the mode of payment, 
Branch name, Bank Name, DD No, 
DD Date and click on [Submit] 
button to submit the payment 
process. 
 

Figure 39 - Submitting Payment Details 

Figure 40 - Paid Status 
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4.2.2.5 PROCEEDING FOR PAYMENT – ONLINE PAYMENT 

 

 

Figure 41 - Submitting the payment 

Note: After submitting the details, Consequently, the details are listed under 

the Booking tab, within the Payment sub tab, from where caretaker can view 

the payment details and can download the invoice. 

4.2.2.6 VIEWING GUEST DETAILS 

 

 

 

 
  

Figure 42 - Guest Details 

In this section, user can view the details of added  guest. 
 

Select Guest sub tab. 
 

Click on submit button to submit 
the payment. 
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4.2.3 GENERATING REPORTS 

Caretaker can generate PDF Report and Excel Report for Room Availability List, 

Check out List, Rent Report, and Guest List from here. 

 
 
 
 

 
 

 

 

  

Figure 43 - Generating Reports 

Caretaker can generate the Room availability list by clicking on 
[Generate] button 

Select Report tab. 

Select the date and click on 
[PDF] or [Excel] button to 
download in the relevant format. 
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Note: The same procedure can be followed for generating Check out List, Rent 

Report, Guest List reports. PDF can be viewed and Excel can be downloaded.  

Figure 44 - Generated PDF 
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4. 3  LOGIN – VERIFIER (LDC) 

LDC has the privilege to verify room requests submitted by the caretaker. 

 
 

 
 
 

4.3.1 INBOX 

 

 

 
 
 
 
 

Figure 46 - Inbox 

Select Inbox Tab to view the notifications. 
 

Figure 45 - Login 

Enter the Username, Password, Captcha and click on [Login] button to login. 
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4.3.2 VERIFYING THE REQUEST 

Submitted booking request will get listed under the Inbox Tab or Booking Tab >> 

Received sub tab from where user can verify the request.  

 
 

 
 

 

 

 

Figure 47 - Verifying request (1) 

 
  

Click on Received sub tab to view the 
received bookings. 

 

Select Booking tab. 

Click on view button to verify the request. 
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Figure 48 - Verifying request (2) 

Click on [Add Notes] button to Add Notes. 
 

Click on [Verify] button to verify the request. 
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Figure 49 - Forwarding 

 

Check the respective users who should to be forwarded 
and click on [Forward] button to forward the request. 

 

Click on [Forward] button to forward the request. 
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Figure 51 - Verified Status 

 
Note: Once verified, the request will be submitted for approval. After approval, 

the request will appear under Booking Tab >> Approved sub-tab. Payment 

details can be viewed in the Payment sub tab, guest details in the Guests sub-

tab, and rejected requests in the Rejected sub tab. 

  

Figure 50 - Success in Forwarding 
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4. 4 LOGIN – APPROVER (ADC) 

 

 
 
 

 
 
 

 
 
 
  

Figure 52 - Login 

Enter the Username, Password, Captcha and click on [Login] button to login. 

Figure 53 – Accessing Guest House Module 

Select Guest House Module. 
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4.4.1 APPROVING THE REQUEST 

 
 
 

 
 

 

 

 

Figure 54 -  Request Approval (1) 

 

 
 

 

Figure 55 - Request Approval (2) 

Click on [View] button to view the verified request to approve. 

Upon clicking on the relevant link user can view the basic details of booking. 

Select Booking Tab. Select Received sub tab. 

Click on [Approve] button to approve the request. 
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4.4.2  REJECTING THE REQUEST 

 
 

Figure 57 - Rejecting the request (1) 

Figure 56 - Request Approval (3) 

Select the booking type from the dropdown menu: Proceed with 
Bill or Proceed without Bill. Enter your remarks and click the 
[Approve] button to finalize your approval. 

Click on [Reject] button to approve the request. 
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Note: Upon rejecting the request, the request get listed under Booking tab >> 

Rejected sub-tab. 

  

Figure 58 - Rejecting the request (2) 

Enter the remarks for rejection. 
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**End Of the Module - RISe 
       (Guest House Management – SEEPZ User) ** 

 
“Thank you for thoroughly exploring the features and information.” 

 

 





 
 

Table of Contents 
 

1 VERSION HISTORY 4 

2 INTRODUCTION 5 

2.1. PRODUCT FUNCTION 5 

2.2. INTENDED AUDIENCE AND FUNCTIONALITIES 5 

3 PUBLIC USER LOGIN 6 

3.1. LOGIN – UNIT USER 6 

3.1.1 INBOX 7 

3.1.2 REQUESTING ROOMS 7 



USER MANUAL – RISE (GUEST HOUSE MANAGEMENT – PUBLIC USER) Confidential 

 

Page 3 of 14  

 

Table of Figures 
 

Figure 1 – Login Page ..................................................................................................... 6 
Figure 2 – Accessing Guest House Module .................................................................... 6 
Figure 3 – Inbox .............................................................................................................. 7 
Figure 4 – Requesting Rooms ......................................................................................... 7 
Figure 5 – Checking room availability ............................................................................ 8 
Figure 6 – Room Booking ............................................................................................... 8 
Figure 7 – Adding Guest Details (1) ................................................................................ 9 
Figure 8 – Adding Guest Details (2) ................................................................................ 9 
Figure 9 – Request ID ................................................................................................... 10 
Figure 10 – Status ........................................................................................................ 10 
Figure 11 – Adding guest Details .................................................................................. 11 
Figure 12 – Cancelling Requests .................................................................................. 11 
Figure 13 – Status for Cancellation .............................................................................. 12 
Figure 14 – Proceed to payment .................................................................................. 12 
Figure 15 – Submitting the payment ........................................................................... 13 
Figure 16 – Invoice / Receipt........................................................................................ 13 
 
  



USER MANUAL – RISE (GUEST HOUSE MANAGEMENT – PUBLIC USER) Confidential 

 

Page 4 of 14  

 

1 VERSION HISTORY 

VER NO  CHANGE 
SUMMARY  DATE  PREPARED 

BY  REVIEWED BY  APPROVED BY  

1.0 First Version 08-08-2024 Sneha R P Elizabeth Vishnu KS 
 1.1 Second Version  02-02-2025  Sneha R P Elizabeth Vishnu KS 
 1.2 Third Version  26-06-2025  Sneha R P Tessy Jacob Sooraj S 

  



USER MANUAL – RISE (GUEST HOUSE MANAGEMENT – PUBLIC USER) Confidential 

 

Page 5 of 14  

 

2 INTRODUCTION 

2.1.  PRODUCT FUNCTION 

The SEEPZ Guest House module outlines the efficient management practices 

of Guest House. It manages the activities like Exploring Available Rooms, 

Adding Guest Details, Tracking Booking Status, Room Rent, Verifying, 

Approving the requests. It will also provide a chart of the availability of rooms. 

2.2. INTENDED AUDIENCE AND FUNCTIONALITIES 

1. UNIT USER 

Unit User can explore the available rooms to find the perfect option for their stay. 

Once a selection is made, users can easily add essential guest details to 

complete the booking. User have the flexibility to cancel their rooms as needed. 

Finally, users can proceed with the payment process to confirm their booking.  
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3 PUBLIC USER LOGIN 

3.1. LOGIN – UNIT USER 

 

 
 

 

Figure 1 – Login Page 

  

 
 

 
 
 

Enter the Username, password, captcha and click on [Login] button to login. 

Figure 2 – Accessing Guest House Module 

Select Guest House Module. 
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3.1.1 INBOX 

 

  

3.1.2 REQUESTING ROOMS 

3.1.2.1 EXPLORING THE AVAILABLE ROOMS 

 
 
 

 
Figure 4 – Requesting Rooms 

 

Select Inbox tab to view the notifications. 

Figure 3 – Inbox  

Select [Add Room Request] 
button to request for rooms. 
 

Select Booking Tab. 
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Figure 5 – Checking room availability 

 
 
 

 
 

 

 

 

 

Select Category Type, Check in Date, Check Out Date. Enter Room 
Required and No: of Guests. 

 

Select [Search] button to search the rooms. 
 

Select on the check box corresponding to the room which user wish to occupy. 
 

 

The card displays information about the room and rental details. The 
user can provide billing information, view the Terms and Conditions, 
tick the check box and click on [Book Now] button to book the 
selected guest house room.  
 

Figure 6 – Room Booking 
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3.1.2.2 ADDING ESSENTIAL GUEST DETAILS   

 

 
 

 

 

 

 

 

Figure 7 – Adding Guest Details (1) 

 
 

 
Figure 8 – Adding Guest Details (2) 

 
Note: If the room booked for is checked as Unit Client, User need to enter the 

reason also. 

Tick the check box for whom the room booked for. Enter the name, Mobile 
Number and Email. Select the ID proof and attach the ID proof and Unit 
Employee ID. 

Click on [Submit] button to submit the entered details. 
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Figure 9 – Request ID 

 
3.1.2.3 VERIFIED / APPROVED STATUS 
Upon submitting the room request, the SEEPZ User will verify and approve the 

request and the status of the request will be updated accordingly. 

 

 

 

 

Figure 10 – Status  

 

 

Upon successfully submitting the details, a unique Request ID get generated to track 
the Booking Status. User can Track the Booking Status using Request ID. 
 

The status against the booking will be updated to Approved after verified. 
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3.1.2.4 ALTERNATIVE WAY TO ADD GUEST DETAILS 

 

 

 

 

Figure 11 – Adding guest Details 

 

Note: When the user clicks on [] button, it will be redirected to the submission 

page to add guest details. 

 
3.1.2.5 CANCELLING REQUESTS  
Unit have the facility to cancel the request before approval. 

 

 

 

 

Figure 12 – Cancelling Requests  

Click on [] button to add guest details, in an alternative way. 

Click on [×] button to cancel the request. 
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Figure 13 – Status for Cancellation 

 
3.1.2.6 PROCEEDING FOR PAYMENT 
Once approved, a payment link will be activated for payment.  

 

 

 

 

Figure 14 – Proceed to payment 

 

 

 

 

 

 

 

 

 

 

Click on Proceed to Payment for payment. 
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Figure 15 – Submitting the payment 

 

 

 
 
 
 

 
 
 
 
 

 

 

 

Figure 16 – Invoice / Receipt 

Select Invoice or Receipt icon to download. 

Click on submit button to submit the payment. 
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**End Of the Module - RISe 
       (Guest House Management – Public User) ** 

 
“Thank you for thoroughly exploring the features and information.” 
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2 INTRODUCTION 

2.1. PRODUCT FUNCTION 

The Conference Room Management module caters to the automation needs of 

activities related to the conference room management of SEEPZ. It keeps track 

of all the booking schedules, exploring available conference rooms, conference 

room rent, verifying, approving pending requests and rejecting request. 

2.2. INTENDED AUDIENCE AND FUNCTIONALITIES 

This manual is designed for: 

 

SEEPZ USERS: 

 CARETAKER LOGIN 

The caretaker has the ability to check the availability of conference 

room, request conference rooms, cancel the request before approval, 

and submit it for verification. After the conference room request is 

approved, they can proceed with the payment. Once the payment 

process is completed, the invoice and receipt can be downloaded. 

MAIN USERS

SEEPZ USER-
CARETAKER

SEEPZ USER-
ADC

SEEPZ USER-
LDC
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 LDC LOGIN 

In this section, the LDC can verify the conference room request before 

forwarding it to the ADC.  

 ADC LOGIN 

In this section, the ADC can approve or reject the request. Once 

approved, the Caretaker can initiate the payment process. 
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3 ACCESSING CONFERENCE ROOM MODULE 

 
 

 
 
 

 

 
 
 

Figure 1 – Login Page 

Select SEEPZ User. Enter the 
Username, Password and Captcha. 
Click the [Login] button to Login. 
 

Figure 2 – Enter Login Credentials 
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Click the User Manual from the SEEPZ SEZ navigation 
bar to view the user manual of the listed modules. 

Figure 3 – View SEEPZ User Manual 

Figure 4 – Add User Manual 

Select Conference Room module and add User Manual attachment 
and click the [Save] button to save the Conference Room user manual. 

Click the Setup from the SEEPZ SEZ navigation 
bar to add the user manual of the listed modules. 
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Click here to download the saved 
Conference Room user manual. 

Figure 5 – Download Conference Room User Manual 

Figure 6 – Select Conference Room Module 

 
 

Select the Conference Room module from the list of general modules. 
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4 SET UP 

The Caretaker has the privileges to access the setup. 

 

4.1. FACILITY SETUP 

 
 
 
 

Click the Settings icon to customise the 
setup for conference rooms. 

Figure 7 – Access Setup 

Figure 8 – Facility Setup 

Click the [Add Facility Setup] 
button to add facility setup details. 

Click on the Facility Setup tab to 
setup the conference room facility. 
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After saving, the facility setup details will be listed under the Facility Setup tab. 

 
 

4.2. CONFERENCE ROOM SETUP 

 
 
 
 

 
 

Figure 9 – Add Facility Setup Details 

Figure 10 – Edit Facility Setup Details 

Figure 11 – Conference Room Setup 

Click on the Conference Room Setup 
tab to setup the conference room. 

Click the [Add Conference Room Setup] 
button to add conference room setup details. 

Enter Facility, Description and click the [Save] 
button to save the facility setup details. 

Click the Edit icon to edit the saved details. 
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After saving, the conference room setup details will be listed under the 

Conference Room Setup tab. 

To block conference room, 

 
 
 
 
 

 

Figure 12 – Add Conference Room Setup Details 

Enter Name, Code, Seat Availability, Caretaker Name and 
Caretaker Mobile No, choose Facilities, add Attachments and 
click the [Save] button to save the conference room setup details. 

Click the Block icon to block conference room. 

Select Block From and Block To Date, 
then click the [Update] button to 
update the conference room booking. 

Figure 13 – Block Conference Room 
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4.3. RATE SETUP 

 

4.3.1 PARTICULAR SETUP 

 

 

Figure 14 – Edit Conference Room Setup Details 

Click on the Particular Setup sub - 
tab to setup the particular details. 

Click on the Rate Setup tab to setup the Particular 
setup, Rate Revise Setup & Rate setup. 

Figure 15 – Rate Setup 

Click the [Add Particular Setup] 
button to add particular setup details. 

Figure 16 – Particular Setup 

Click the Edit icon to edit the saved details. 
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After saving, the particular setup details will be listed under the Particular Setup 

sub - tab. 

 
 
 
 

4.3.2 RATE REVISE SETUP 

 
 

 

Add particular details such as Particular, Code and HSN Code, 
then click the [Save] button to save the particular setup details. 

Figure 17 – Add Particular Setup Details 

Click the Edit icon to edit the saved details. 

Figure 18 – Edit Particular Setup Details 

Figure 19 – Rate Revise Setup 

Click on the Rate Revise Setup sub - tab 
to setup the rate revise details. 

Click the [Add Rate Revise Setup] 
button to add rate revise setup details. 
 



USER MANUAL–RISE (CONFERENCE ROOM MANAGEMENT–SEEPZ USER) Confidential 

 

Page 17 of 40  

 

 

 

 
 

 
 
 

 
 
 
 
 

Figure 20 – Add Rate Revise Setup Details 

Figure 22 – View Rate Revise History 

Add Rate Revise Details, select Rate Valid From Date, Rate Valid To Date and attach 
the Circular, then click the [Save] button to save the rate revise setup details. 

View past rates for the selected Conference 
room in Rate Revise History. 

View past rates for the selected Conference 
room in Rate Revise History. 

Figure 21 – Rate Revise History 
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4.3.3 RATE SETUP 

 

 

 
 

After saving, the rate setup details will be listed under the Rate Setup sub - tab. 

 

Click on the Rate Setup tab to 
setup the rate for conference room. 

Here it displays the status of rates. 

Figure 25 – Status of Rates 

Select Conference Room, Particular, Unit and Rate, then 
click the [Save] button to save the rate setup details. 

Figure 24 – Add Rate Setup Details 

Figure 23 – Rate Setup 
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The Setup details for facility setup, conference room setup, rate revise setup 

and rate setup will be displayed during the booking process. 

4.4. TERMS & CONDITION 

 
 
 

 

 

 

 

 

Figure 26 – Terms & Conditions 

Figure 27 – Add Terms & Conditions 

Click the [Add Terms & Conditions] 
button to add new terms and conditions. 
 

Enter the Terms & Conditions and click the 
[Save] button to save the Terms & Conditions. 
 

Click on the Terms & Condition tab to 
manage the terms for conference rooms. 
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5 SEEPZ USER LOGIN 

5.1.  BOOKING CONFERENCE ROOM 

5.1.1 LOGIN – CARETAKER 

 

 
 
 

Figure 28 – Caretaker Login 

Figure 29 – Enter Login Credentials 

Select SEEPZ User. Enter the 
Username, Password and Captcha. 
Click the [Login] button to Login. 
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5.1.1.1 DASHBOARD 

 

 

 

 

 

In this section, Category Wise 
Booking Count can be visible 
according to the year. 

In this section, Weekly 
Booking details can be visible. 

Figure 31 – Dashboard (1) 

In this section, Monthly Rent 
Received can be visible. 

Figure 32 – Dashboard (2) 

Click on the Dashboard tab to 
view the Dashboard. 

In this section, Pending for Verify, Pending 
for Approval, Pending Payments (SEEPZ), 
Pending Payments (Unit) can be seen. 

Figure 30 – Dashboard 
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5.1.1.2 INBOX 

 

After clicking on this specific notification, users will be directed to the appropriate 

section within the Booking tab. 

5.1.1.3  BOOKING 
In the Booking tab, users can book conference rooms, view approved and 

rejected conference room requests, and also make payments. To view details 

about the available conference rooms, click on the My Booking sub - tab. 

 

Figure 33 – View Notifications 

Figure 34 – Booking Process 

Click on the Booking tab to 
request Conference room. 

Click the [Add Request] button 
to request conference room. 

Click on the Inbox tab to view 
received notification. 

Select the relevant link to be redirected to 
either approve or reject requests page. 
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After clicking the [Search] button, available conference room images, pricing, 

and facilities will be displayed. 

Select From Date, To Date, 
and Full Day/Half Day. 

 

Click the [Search] button to 
search for Conference Rooms. 
 

Figure 35 – Search Room 
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After submitting the booking details, the information will be displayed in the My 

Bookings sub - tab. Caretaker have the facility to cancel the request before 

approval. 

Click the [Book Now] button 
to book the conference room. 

 

Figure 36 – Submit Booking Details 

Enter the purpose and add the billing 
details, mark the checkbox by 
acknowledging the Terms and 
Conditions, then click the [Submit] 
button to submit the booking details. 

 

Here it displays the 
confirmation notification. 
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5.2.  APPROVE / REJECT ROOM REQUEST 

5.2.1 LOGIN – LDC 

To verify a conference room request, login with their Username, Password and 

provided Captcha. 

 

Submitted booking details. 
 

Click the [×] button to cancel 
the conference room request. 

 

Click the [Yes] button to cancel 
the conference room request. 

 
Figure 37 – Cancel Room Request 

Click here to select seat. 
 

Figure 38 – Select Seat 
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5.2.1.1 INBOX 
 

After clicking on this specific notification, users will be directed to the appropriate 

section within the Booking tab. 

Note: All SEEPZ users can view conference room request upon login, but only 

LDC users are authorized to verify these requests. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the Inbox tab to view 
received notification. 

Click on the Notifications link to view notification. 

Figure 39 – View Notification 
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5.2.1.2 BOOKING 
Once a conference room request is submitted for verification, it will appear in 

the Received sub - tab within the Booking tab. 

LDC can add notes before verification. 

 

 

 

 
 

 

Figure 40 – Add Notes 

Figure 41 – Added Notes 

Add Notes and click the [Save] button to 
save the added notes before verification. 

Added Notes will appear here. 
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Figure 43 – Status of Room Request 

The status will display Verified, 
confirming the room request. 

Figure 42 – Verify Room Request 

Click the [Verify] button to 
verify the room request. 
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After verification, LDC forwards the room request to ADC. 

 

 

Figure 45 – Forward Room Request 

Click the [Forward] button to 
forward the room request to 
ADC after verification. 

Verified Status. 

Figure 44 – Verified Room Request 
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After verification by LDC, the conference room request will be approved by ADC. 

5.2.2 LOGIN – ADC 

To approve a conference room request, login with their Username, Password 

and Provided Captcha. 

 

 

Click here to select seat. 

Figure 47 – Select Seat 

Figure 46 – Forward Room Request to ADC 

Select the concerned authority from the list and click the 
[Forward] button to forward the room request.  
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5.2.2.1 INBOX 

 

After clicking on this specific notification, users will be directed to the appropriate 

section within the Booking tab. 

5.2.2.2 RECEIVED 
Once a room request is submitted for Approval / Rejection, it will appear in the 

Received sub - tab within the Booking tab. 

 

 
 
 
 

Click on the Notification link to view notification. Click on the Inbox tab to view 
received notification. 

Figure 48 – View Notification 

Figure 49 – Approve / Reject Room Request 

Click the [Approve] or [Reject] button to 
approve or reject the conference room request. 



USER MANUAL–RISE (CONFERENCE ROOM MANAGEMENT–SEEPZ USER) Confidential 

 

Page 32 of 40  

 

5.2.2.2.1 APPROVING ROOM REQUEST 

 
 
 

Note: For the approval of a conference room request, there are two types of  

booking options: 

 Proceed with Bill  

 Proceed without Bill 

Proceed with Bill: The user is required to make a payment of the appropriate 

amount. 

Proceed without Bill: No payment is required. 

 

 

 

 

 

 

 

 

Figure 50 – Approve Room Request 

Select the Booking Type from the dropdown menu: 
Proceed with Bill or Proceed without Bill. Enter Remarks 
and click the [Approve] button to finalize your approval. 
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5.2.2.2.2 REJECTING ROOM REQUEST 

 
 
 
 

Note: Once the conference room request is approved, it will be displayed in the 

Approved sub - tab under the Booking tab. 

 

After the booking request is approved, the user needs to make a payment for 

the conference room. 

Click on the Approved sub - tab 
to view to approved list. 

Figure 52 – Approved List 

Approved status. 

Figure 51 – Reject Room Request 

Click the [Reject] button to reject 
the conference room request. 
 

Enter Remarks for rejection and click the 
[Reject] button to reject the booking. 
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5.3. PAYMENT PROCESS 

5.3.1 LOGIN – CARETAKER 

The list of approved requests will be displayed in the Approved sub - tab under 

the Booking tab. If the bill type indicates Proceed with Bill, then proceed with 

making the payment. 

5.3.1.1 EXTEND 

 

 

 

 

 

Click the Modify icon to modify booking to date. 

Figure 53 – Extend Booking Date 

Enter To Date and select Full Day/Half 
Day, then click the [Update] button to 
update booking date. 
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5.3.1.2 EXIT 

 
 

 

 

 

 

 

 

 

 

Click the Exit icon to exit the conference room. 

Figure 54 – Exit Conference Room 

Complete the payment online or via 
DD, then click the [Submit] button 
to exit the conference room. 
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5.3.1.3 APPROVED 

 
 
 
 

 

 

 

 

 

Figure 55 – Payment Process 

Navigate to the Approved  
sub - tab to view approved list. 

Click the Invoice icon to view the Invoice. 

Check the Payment Details, then 
click the [Submit] button to 
submit the payment. 

Click the Download Invoice link to 
download Invoice and receipt for 
the payment. 
 

Click the Proceed to Payment 
link to make payment. 
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5.3.1.4 REJECTED 
The list of rejected requests will be displayed in the Rejected sub - tab under the 

Booking tab. 

 

 
 
 
 
 
 
 
 
 
 
 
 

Click the Download icon to download 
the Invoice or receipt respectively. 
 

Figure 56 – Download Invoice & Receipt 

Navigate to the Rejected sub - tab 
to view rejected list. 

Figure 57 – Rejected List 

Rejected booking list. 
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5.3.2 GENERATE REPORTS 

 
 
 

Navigate to the Reports tab to generate reports. 

Figure 58 – Report 
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5.3.2.1 MONTHLY BOOKING REPORT 

 

 
 
 

 

 

 

 

Select specified report and click the 
[Generate] button to generate the report. 

Select Year & Month from dropdown and 
click the [PDF] or [Excel] button to 
generate report. 

Figure 59 – Monthly Booking Report 
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“Thank you for thoroughly exploring the features and information.” 
 

 

**End Of the Module – RISe 
(Conference Room Management – SEEPZ User) ** 
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2 INTRODUCTION 

2.1. PRODUCT FUNCTION 

The Conference Room Management module caters to the automation needs of 

activities related to the conference room management of SEEPZ. It keeps track 

of all the booking schedules, exploring available conference rooms, conference 

room rent, verifying, approving pending requests and rejecting request. 

2.2. INTENDED AUDIENCE AND FUNCTIONALITIES 

This manual is designed for: 

UNIT USER: 

Unit user has the ability to check the availability of conference room, request 

conference room, cancel the request before approval, and submit it for 

verification and approval. Once the request is approved, they can proceed with 

the payment process and download the receipt and invoice. 
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3 UNIT USER LOGIN 

3.1. BOOKING CONFERENCE ROOM 

 

 
 
 
 

 
 
 

Figure 1 – Login Page 

Select Public User. Enter the 
Username, Password and Captcha. 
Click the [Login] button to Login. 
 

Figure 2 – Enter Login Credentials 
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3.1.1 INBOX 

 
 

3.1.2 REQUESTING ROOMS 

3.1.2.1 EXPLORING THE AVAILABLE CONFERENCE ROOM 
To view details about the available conference rooms, click on the Booking tab. 

Click on the Inbox tab to 
view the notifications. 

Figure 4 – Inbox 

Figure 3 – Select Conference Room Module 

 
 

Select the Conference Room module from the list of general modules. 
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Figure 6 – Check Availability 

Note: After entering the details to check availability, the available conference 

rooms will be listed. Click on the [Book Now] button to book the conference 

room. If no rooms are available on the requested date, an apology notification 

will appear. 

Figure 5 – Request Conference Rooms (1) 

Click the [Add request] button to 
add request for conference room. 
 

Navigate to the Booking tab. 
 

Click the [Search] button to search 
the Conference rooms. 
 

Select From Date, Full Day / 
Half Day and To Date. 
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Click the [Book Now] button to 
book the conference room. 
 

Enter the Purpose for requesting conference room and add the billing 
details, mark the checkbox by acknowledging the Terms, then click the 
[Submit] button to submit the request for conference room. 
 
 
 
 

 
 

Figure 7 – Book Conference Rooms 

 
 

Figure 8 – Request Conference Room 
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3.1.2.2 CANCELLING REQUESTS 
Unit have the facility to cancel the request before approval under the Booking 

tab. 

 

 

Note: After cancelling the request, it will get listed under the Booking tab.  

3.1.2.3 VERIFIED/APPROVED STATUS 
Upon submitting the room request, the LDC verifies it. After verification, the 

status changes to 'Verified'. The LDC, then submits it to the ADC for approval. 

Once approved, the status changes to ‘Approved’. 

Figure 10 – Cancel Request (1) 

 
 

Click the [×] button to cancel the request. 
 

The status against the booking will 
be updated to Submitted. 
 

 

Figure 9 – Submitted Booking 
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3.1.2.4 PROCEEDING WITH PAYMENT 
Note: Approved request will get listed under the Booking tab from where we can 

proceed with the payment. 

Figure 12 – Approved Status 

 

Figure 11 – Verified Status 

 
 

The status against the booking will be updated to Verified. 
 

The status against the booking 
will be updated to Approved. 
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Payment can be made conveniently online or through a Demand Draft (DD). 

After getting the acknowledge / approve response from the Bills module, the 

status will change to 'PAID’ under the Booking tab. 

Figure 13 – Proceed to Payment 

 

Check the payment details, then click the 
[Submit] button to submit the payment details. 

 

Click on the Proceed to 
Payment link to make payment. 
 

Figure 14 – Payment Details 

 
 

Click the Invoice icon to view Invoice. 
 

Click the Download 
Invoice link to 
download Invoice. 
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Figure 16 – View / Download Invoice 

 

Figure 15 – Payment Status Paid 

The status against the booking will be 
updated to PAID. 
 
 
 
 
 
 
 
 
 

Click on the Invoice icon or Receipt icon to 
view or download the invoice. 
 



USER MANUAL – RISE (CONFERENCE ROOM MANAGEMENT– UNIT USER) Confidential 

 

Page 14 of 14  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Thank you for thoroughly exploring the features and information.” 
 

 

**End Of the Module – RISe 
(Conference Room Management – Unit User) ** 
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