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SEEPZ (Santacruz Electronics Export

Processing Zone) offers support for the
business community operating within the
zone with various facilities. Guest house
accommodations are among these. For
corporate events, seminars, and business
meetings, a conference room .is also
available. The SEEPZ-SEZ Authority
provides these facilities in the BFC
building. A residential hotel inside the zone
also provides lodging facility to business
travellers and employees having access to
the SEEPZ-SEZ.

The procedure for booking of the guest
house or the conference hall "was
previously manual and time consuming.
The interested applicants had to directly
contact SEEPZ administrative office,
physically submit application forms, as
well as pay by Demand Draft (DD). Due to
booking confirmations being dependent on
manual  approvals  frequent delays
occurred. Gate pass applications to access
SEEPZ were also handled separately, and
this increased the administrative burden.
Likewise, people contacted the officials to
reserve the conference room because
online payment options or real-time
availability -did not exist, and that created
scheduling problems.

To make things easier and more efficient
for everyone, the SEEPZ-SEZ Authority
has introduced the RISe ERP software.
This new digital platform helps to
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automate important administrative tasks,
to modernize the booking process, and to
bring more transparency and efficiency to
our services.

With RISe ERP, users can quickly register
using their email and phone number, verify
their identity via OTP, and easily access
dedicated modules for booking guest house
and conference room facilities. The system
allows users to check real-time availability,
make reservations, and complete payments
online — all in one place

This  Executive Order informs all
stakeholders that, going forward, all
bookings for the guest house and
conference rooms must be made
exclusively through the RISe ERP portal at
https://rise.seepz.gov.in. Manual methods
such as physical forms and demand drafts
(DDs) will no longer be accepted. Moving
to this digital platform has already reduced
paperwork, minimized delays, and made
the overall management of these facilities
much more efficient.

To make things even more convenient, this
office has also launched a mobile app for
guest house and conference room services.
Now, users can access these features
anytime, anywhere right from their phones.

Process _involved in the RISe ERP
System:

A. Access the RISe Home Page:

a) Visit rise.seepz.gov.in and click on
the [Sign in] tab.

b) SEEPZ Officers/officials/ employ-
ees shall choose [SEEPZ User]
and others shall choose [Public
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User]

Enter your Username and Pass-
word, then click the [Login] but-
ton.

B. Facilities available for Public Users-

1. Conference Room:

a)

b)

o)

d)

Click on the Conference Room
module. '
Use the Booking tab to check room
availability for a specific date.

If the conference room is available,
click "Book Now," enter all re-
quired details, accept the terms, and
submit.

Track the status of the booking
after submission in Received Tab.

Note: If a user does not have account in

RiSE ERP application, he/ she may contact
Estate Operations Section via email or any
other mode of communication and care-
taker will do the formalities of booking in
their account on behalf of the applicant.

2. Guest House:

a)
b}

<)

d)

Click on the Guest House module.
Go to the Booking tab.

Click "Add Room Request” and
enter the required details (Category
Type, Check-in/Check-out date,
number of rooms, and guests).
Click "Book Now" to confirm the
guest house room booking.

Enter Guest Name, Mobile Num-
ber, and Email. Select and attach a
valid proof document, then click
"Submit."

A success notification will appear, and the
booking can be tracked using the Request

D,
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C.For SEEPZ Officers/ officials:

1. Privilege User: An officer not below
the rank of Assistant Development
Commissioner in the Estate Operations
Section is responsible for verifying re-
quests within the module and approv-
ing bookings by using following steps-

a) The user can review the request.

b) After reviewing, user can add a note.

c) By clicking "Approve," the request will
be approved.

2. Caretaker Cell: The caretakers can
view who has booked the conference
room in their login using following
steps:

a) Click on the Conference module and

Go to the Received tab.

b) Using the Booking ID, the caretaker
can view the booking details.

c) Further, caretakers can book the con-
ference rooms on behalf of users,
modify booking dates, maintain re-
cords, and manage payments by using
the Approved tab, the caretaker can
proceed to payment using either the
Challan or Online payment mode.

A detailed user manual is enclosed with
this order. Additionally, a dedicated sup-
port unit has been established to address
any queries or training requirements. The
roles of users are available in Annexure-A.

Stakeholders facing difficulties are encour-
aged to raise tickets through the Technical
Helpdesk module enabled in the RISe sys-
tem, which will help the SEEPZ Authority
to track and resolve issues and pending re-
quests.

This issues with the approval of the Devel-
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Annexure A

Roles of Users in Conference Room Module:

User Roles in Module

a) View Dashboard
b) Generate Reports

Devel tC issi jew i
clopment Commissioner ¢) View Bookings

a) View Dashboard
b) Generate Reports

Joint Development Commissioner ¢) View Bookings

a) View Dashboard
b) Generate Reports

Deputy Development Commissioner ¢) View Bookings

a) View Dashboard
b) Generate Reports
c) View Bookings

ADC Estate d) Add notes
e) Approve Booking
a) View Dashboard
b) Generate Reports
¢) View Bookings
LDC Estate

d) Add notes
e) Verify Bookings
f) Forward booking for approval

a) View Dashboard

b) Generate Reports

: ¢) Add Bookings

Caretaker d) View Bookings

' e) Extend Booking Dates

f) Close booking/ Mark Exit

g) Request for Bookings
h) View Bookings
[Units ' i) Make Payment

j) Receive Bill
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1 VERSION HISTORY

Confidential
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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. 2INTENDED AUDIENCE AND FUNCTIONALITIES

This manual is designed for four main user groups:

SEEPZ USER-

CARETAKER

MAIN USERS
SEEPZ USER- SEEPZ USER-
VERIFIER APPROVER
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1. SEEPZ USER

e 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.
e VERIFIER LOGIN (LDC)

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

Home  One Time Registration v Public Grievance v Terms and Conditions ~  Contact

RISe
User :
Password: oY t—

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

Figure 1 - Login

Select Guest House Module.

RISe santacruz Electronic Export Processing Zone SEZ

Figure 2 - Accessing Guest House Module
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4 SEEPZ USER
4.1 SET UP

Caretaker has the privileges to access the Setup.

Confidential

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

aus

oo o R 02 oom No: Raom 03
=] =)
—8 —8

Roam e: 1 som ot ko
== =)
—B —a

Room e 100
[Pven |
—B

Figure 3 - Set up

4.1.1 GUEST HOUSE SETUP

Select Guest House Setup Tab.

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

Figure 4 - Guest House Setup
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jerment

FIOOTSEIUp  ROOMTYPESER  RAGSOMp  FaclTySEWp  ROOMSGTp  Terms.& Condtion

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

Note: The Added Guest House Details get listed under Get House Setup Tab.
4.1.2 FLOOR SETUP

S——

Room Type Setup  Rate Setup  Faciity Setup

Room Sewp  Terms & C;

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

Figure 6 - Floor Setup
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nnnnn

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

Figure 7 - Adding Floor Details.

4.1.3 ROOM TYPE SETUP

Select Room Type Setup tab

. RaleSetup FaclitySetup  RoomSetup  Terms & Condibon.

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

Figure 8 - Room Type Setup
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St G Selup  Faciily Selus  Room Sels  Temms & Condition

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

Figure 9 - Adding Room Type details

4.1.4 RATE SETUP

Select Rate Setup Tab.

RISe Guest House Management

tup  FloorSetup  Room Type Setup : R:

Setup : Facilty Setup  RoomSetup  Terms & Condition
Revise Setup Rate Setup

# 1 Particular Code HSN Code. Action

2 | Exoomm .
L Select Particular Setup sub-tab. Click on [Add Particular Setup] button to
customise the settings for Particular.

Figure 10 - Particular Setup
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Confidential

RISe Guest House Management

GuestHouse Setup  FloorSetup  Room TypeSetup  Rate Setup  Facility Setup  Room Setup  Terms & Condition

Particular Setup Rate Revise Setup ~ Rate Setup

[ Particular Setup

Add Particular

Particular * Code” HSN Code *

T Particular Code

d Rate amount RT4541

4567541

HSN Code

[Save] button to save the details.

Enter the Particular, Code, HSN Code and Click on

Figure 11 - Adding Particular Setup details

Setup sub-tab.

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

RI Se Guest House Management

Room TypeSetup ~ Rate Setup  Facility Setup  RoomSetup  Terms & Condition

Particular Setup % Rate Revise Setup Rate Setup

) Rate Revise Setup

show 10 entries

#* o1 Revise Date Rate Valid From Rate Valid To
1 21012025 21012025 31052025
2 18-012025 18-01-2025 31072025
El 18012025 18:01-2025 31:07-2025

19110 3 0f 3 ont

RateCircular_1.2

RateCircular_11

RateCircular_1.0

Figure 12 - Rate Revise Setup

Circular

search:

Status

AcTvE

DEACTIVATED

)
DEACTIVATED

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

RIS@ Guest House Management

Guest House Setup  Floor Setup  Room Type Setup  Rate Setup  Facility Setup  Room Setup  Terms & Condition

Particular Setup ~ Rate Revise Setup ~ Rate Setup

[3 Rate Revise Setup [x]
Add Rate Revise Details
Rate Vald From * Rate Valid To* Gircular*
dd-mm-yyyy o dd-mm-yyyy =) Choose File  Nof..sen
=
Show| 10 entries search
# o Revise Date Rate Valid From Rate Vaiid To Gircular Status
' 21012025 21012025 31.05:2025 Ratecircuar_12 AT
2 18-01-2025 18-01-2025 31-07-2025 RateCircular_1.1 H

oo
SLEALgATALTT

Select Rate History Icon to view the history details.

Rate Revise Histary

Cateory. or ot FomDsie  ToDste  Rale ()
OO0 | 2 150000
mowme | szosn | 1saoon

1012020 E w000

mooze | mizon | sooon

Figure 13 - Adding Rate Revise details

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

Select Rate Setup sub tab.

RIS € Guest House Management
Guest House Setup  Floor Setup, . Rqam.lype Setup  Rate Setup | Faciity Setup  Room Setup  Terms & Condition
Particular Setup Rate Revise Setup

[ Rate Setup

Show 10 |entries Search:
#* 1 Category. Particular Unit Rate (%) Valid From Valid To

1 Seepz Guest(Normal) Rate amount Per Day 200 21-01-2025 31052025

Figure 14 - Rate Setup
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RISe Guest House Management @ 0 & (w

GuestHouse Setup  FloorSetup  Room TypeSetup  Rate Setup  Facility Setup  Room Setup  Terms & Condition

Particular Setup ~ Rate Revise Setup Rate Setup

* Add Rate Details

' »  Seepz Guest(Normal) v Rate amount v Per Day v Rate *
: Cle:
svon[ 10 Jones o
# 1 Category Particular Unit Rate (%) Valid From Valid To
Previous n Next
Select the Category, Particular, Unit, Rate, Rent Valid from date, to date

and click on [Save] button to save the selected details.

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.

Page 16 of 42




USER MANUAL — RISE (GUEST HOUSE MANAGEMENT — SEEPZ USER)

4.1.5 FACILITY SETUP

Select Facility Setup tab.

RI S € Guest House Management

GuestHouseSetup  FloorSetup  Room TypeSetup  RateSetup : Facllity Setup » RoomSetup  Terms & Condition

) Facility Setup

how 10 entries Search:
# ' Facility Description Action
1 Home theatre. —— 86
2 Tels — [co)

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

Figure 16 - Facility Setup

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

RI S € Guest House Management

GuestHouse Selup  FioorSetup  Room TypeSetup  RateSetup  Facllity Setup  RoomSetup  Terms & Condition

Y Facility Setup x

Add Facility H
Facility Descripti E
0 enmne n
3 Faclity Description Action
1 Hom theals — [Ehf

Figure 17 - Adding Facility Details.
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4.1.6 ROOM SETUP

Select Room Setup tab. ‘

RISe Guest House Management

Guest House Setup  Floor Setup  Room Type Setup  RateSetup  Facllity Setup : Room Setup I Terms & Condition

[ Room Setup Add Room Setup | 2

Show 10 entries

. Room Guest House Fioor Room Type Facities Room Images Action
T Number
' R — 8 Acsingle Television “oe

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

Figure 18 - Room Setup

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

RISe cuesttouse Management

Guest House Setup

Terms & Condition

FloorSetup  Room Type Setup  Rate Setup Facility Setup

Room Setup

[ Room Setup [x]

*  Add Room Details

Guesthouse * Floor * Room Type *
Room Number * ~Select Guest House- v ~-Select Floor-- M ~Select Room Type— v

t Choose Facilities

Ac WIFl Television Home
theatre

i Attach Images
Guest House Image *

Choose e No.sen D

i (Allowea Types: png, Jpg, Jpeg)
i (Maxsize:2mn)

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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# Room Guest House Floor Room Type Facilities Room Images Action
T Number

1 ROO8 B Ac Single Television %&a

2 ROO7 B Single AC

3 RO06 AC, Television, Home theatre ]

@
1
2
a

4 ROOS 8 Non Ac WIFI

Select [ ] button to block a room.

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

i/ mmy vy

Block To
et/ yyyy

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 [Add Terms & Conditions]
Select Terms & Condition Setup z::;ollr; to add Terms & Condition setup

RoDm TypeSetp  RateSetp  Faciity Sewp  RoomSewp : T

Figure 21 - Terms and Condlitions (1)

Page 19 of 42




USER MANUAL — RISE (GUEST HOUSE MANAGEMENT — SEEPZ USER)

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

Figure 22 - Terms and Conditions (2)

Note: This Terms & Conditions will appear in the booking section.

4. 2 LOGIN - CARETAKER DASHBOARD

) RISe Home  One Time Regisiation +  Publec Grevance -+ Terms and Contions +_ Contact
St Seonc prt Procossing ona =

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

Figure 23 - Login
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Select Guest House Module.

......

Figure 24 - Accessing Guest House Module

jr=r= ‘_T' 4 = 2
—a B B —B
—8a —8 —a —B

Monthly Rent Received

Menthly Booking Count Catogory Wise Request

Figure 25 - Dashboard
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4.2.1 INBOX

Select Inbox Tab to view the notifications.

Figure 26 - Inbox

4.2.2 REQUESTING FOR ROOMS
4.2.2.1 EXPLORING THE AVAILABLE ROOMS

Select Booking Tab.

Bockng © Checkin Check Gut No. of Rosms Ho. of Guests Stwwe Bction

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

Figure 27 - Booking
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Select Category Type, Check in date, Check Out date. Enter Room required,
Number of guests and click on [Search] button to search.

RISe Guest House Management w0 8 (w)
Dashboard Inbox Booking Reports

Booking Recelved Approved Payments Guests Rejected

) Room Request x

+ Check Room Availability

P Category Type © CheckinDate - Check outDate - Rooms Reaured * No.of Guests * H
Ll secpzouesttoman v oro2200s = | o2oz0 5 1 1 i

Figure 28 - Room Booking

Select on the check box corresponding to the room which user wish to occupy. }7

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 29 - Room Booking
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4.2.2.2 ADDING ESSENTIAL GUEST DETAILS

, o

Z ..
i B ———
ﬁ Room Ne: 01

..........................................................................................................................................................

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

Figure 30 - Adding Guest Details

— +oua 0308 2024 R Rngy

e —
s‘ﬁ!l Room Ne- 01

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

Figure 31 - Success Notification.
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4.2.2.3 CANCELLING REQUESTS

e Bosking © theckin Check Dt Ho.of Roarms. o of Guests Status

Click on [x] button to cancel the request.

Are you sure to cancel request?

Click on [Yes] button to cancel the request.

Figure 32 - Cancelling the room request

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.

Click on the relevant link to view its Verified Status.
booking details.

Figure 33 - Verified status
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Approved Status.

Figure 34 - Approved Status

RISe cuest House anagement

Dashboard  Inbox  Gooking  Reports

Booking Recaived Approved Payments Guests Rejected

s Booking D, Booking From Category Checkin Check Out

1 SEEPZIGH2025/000091 unit o1.02:2025 02.02.2025

Here user can Modify Date and Exit guest house.

Figure 35 Modify Date/ Exit
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Modify Booking To Date

Click on Modify Date to Modify Booking To
Date.

Booking ID SEEPZ/GH/2025/000091
Booking Period 01-02-2025 to 02-02-2025
Rate Per Day(®) 2.00

Remarks approved

No. of Rooms 1

No. of Guests 1

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

& ToDater

D odmmayyy

Modify Booking To Date

\/ SUCCESSFULLY EXTENDED
BOOKING

Click on Extension history to view the history of Extension.

Figure 36 - Modify Date
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Confidential

Click on Exit button to Exit Guest House.

P T T T P P P PP P P PP PP PP PP PP TPPPPTPrY

SEEPZ/GH/2025/000091
©1-02-2025 10 02-02-2025
2.00
approved

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

Figure 37 - Exit

4.2.2.4 PROCEEDING FOR PAYMENT - DD PAYMENT

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

Bockrg B Checkin Check Ot No.ct Rooms Moo Gusstz otz actan

66082024 0682026 ' Pandiog s

05082024 0582024 ' ba 3

Figure 40 - Paid Status

Page 29 of 42




USER MANUAL — RISE (GUEST HOUSE MANAGEMENT — SEEPZ USER)

4.2.2.5 PROCEEDING FOR PAYMENT — ONLINE PAYMENT

i Click on submit button to submit
the 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

Select Guest sub tab.

01022025 02022025 Ro01

01022025 02022025 [ I —

012025 012025 Roo!

21022025 21022025

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

Figure 42 - Guest Details
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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.

Select Report tab.

Dashboard Inbox  Booking

Room Availability List

Check Out List

Rent Report

Guest List

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

Room Availability

AR A NN EEEEA N ANEEAEREREREAEEERSESSNRESESRRRERESRSRESESERRESESEERERnanas

Select the date and click on e
[PDF] or [Excel] button to [y 3
download in the relevant format. soos 2026 - L

Mo Tu We Th Fr Sa Su

29 30 31 1 2 3 4

5“7351011

12 13 14 15 16 17 18

19 20 21

26 27 28

2 3 4

Figure 43 - Generating Reports
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SEEPZ Special Economic Zone Authority
SEEPZ Service Centre Bullding, SEEPZ SEZ, Andherl (E), Mumbal 400 096

PHOZ2- 28294700, E-mit exiseepz mahinicin, Websie www s0ep2 govin

Rooms Available ( 08-08-2024 )

* Room No. Floor
o rim
2 02 Fitn
3 o3 Fm
s o4 vt
os e
s o8 i
or Fitn
s o8 st

Generated an : 08.08 2024

Figure 44 - Generated PDF

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.
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4.3 LOGIN - VERIFIER (LDC)

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

) RISe Home  One Time Registration v Public Grievance -~ Terms and Conditions v Contact
\ /. Santacruz Hectronic Export Processing Zone —

Username:

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

Figure 45 - Login

4.3.1 INBOX

Select Inbox Tab to view the notifications.

Notication Bate

1 Bowing from Carelakeris perssing lor verfication (SEEPZ/GHI034/000007) 05.08.2021

Figure 46 - Inbox
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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.

Select Booking tab.

Bocking D Booking From Category

Click on Received sub tab to view the
received bookings.

Click on view button to verify the request.

Figure 47 - Verifying request (1)
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Click on [Add Notes] button to Add Notes.

Click on [Verify] button to verify the request.

Figure 48 - Verifying request (2)
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RISe cuest House vanagement

Inbox Booking.

Booking Recelved Approved Payments Guests Rejected

ROOM REQUEST DETAILS Add Note
Request D SEEP2/GH/2025/000117 No Notes Found

Booking To + 26062025 10 26.06-2025

Rate Per Day(%) 200

No. of Rooms ca

No. of Guests 1

Status © veriiea

Biling Details

#  GuestName Mobile  Emal No.  Attachment

Click on [Forward] button to forward the request.

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

Figure 49 - Forwarding
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Forward

Booking From Category Checkin Check Out No.ofRooms  suws Action

zzzzz

seEpz Seepz Guest(Normal) 21022025 2022025 1 ©

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.
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4. 4 LOGIN - APPROVER (ADC)

Confidential

RISe

[

Home  One Time Registration v Public Grievance v Terms and Conditions ~  Contact
/" santacruz Blectronic Export Processing Zone —

Q
<
||

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

Figure 52 - Login

Select Guest House Module.

Figure 53 — Accessing Guest House Module
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4.4.1 APPROVING THE REQUEST

Select Received sub tab. Select Booking Tab.

Booking From Category Checkin Check Out No. of Rooms status

seepz Seepz GuestiNormal) 01022025 02.02:2025 1 o

seepz unit 3r012025 012025 1

seepz Soopz GuestiNorma) 21022025 21022025 1 ©

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.

Figure 54 - Request Approval (1)

=)

Click on [Approve] button to approve the request.

Figure 55 - Request Approval (2)
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Received Booking x
Booking ID :  SEEPZ/GH/2025/000089
Booking Period : 01-02-2025 to 02-02-2025
Booking From :  SEEPZ Normal Guest

......................................................................................

: Booking Type *
{ Proceed with Bill ~
B Proceed with Bl

| Proceed without Bill

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.

Figure 56 - Request Approval (3)

4.4.2 REJECTING THE REQUEST

SEEPZ/GH/2025/000063 No Notes Found

zzzzzzzzzzzzzz -06-2025

Click on [Reject] button to approve the request.

Figure 57 - Rejecting the request (1)
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SEEP2/GH/2025/000002
27.012025 10 27012025
Garlb Nawaz Cerparation

Enter the remarks for rejection.

Figure 58 - Rejecting the request (2)

Note: Upon rejecting the request, the request get listed under Booking tab >>
Rejected sub-tab.
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**End Of the Module - RISe
(Guest House Management — SEEPZ User) **

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

Confidential
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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
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
) RISe Home  One Time Resstration +  Public Grievance ~ Terms and Conditons ~_ Contact
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, -
fr—
seEpz user
(]
“ o = ¢
0 o
N3 s

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

Figure 1 — Login Page

Select Guest House Module.

Rate, Rent & Bills . Conference Room
- £

: .
Notifications : Guest House i .. Creche =p Grievance

Figure 2 — Accessing Guest House Module
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3.1.1 INBOX

Select Inbox tab to view the notifications.

Figure 3 — Inbox

3.1.2 REQUESTING ROOMS
3.1.2.1 EXPLORING THE AVAILABLE ROOMS

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

N Booking ID Chackin Chock Out No. of Rooms No. of Guests Status Action

Figure 4 — Requesting Rooms
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::::::::::::

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

Select [Search] button to search the rooms.

Figure 5 — Checking room availability

Select on the check box corresponding to the room which user wish to occupy. }7

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

RISe cuesttouse mansgement
"

Dashboara Inbox  Bookin:

e > =g
- /3 &% Kran 001
I roon
i c == Room No: RO0B
A EDT

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.

Figure 7 — Adding Guest Details (1)

Add Gu

Figure 8 — Adding Guest Details (2)

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

reason also.
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: t Submitted Successfully. Request ID : SEEPZ/GH/2025/000091
I Use this Request ID to Track Your Booking 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.

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.

Booking ID Checkin Check Out Action
1 01022025 02022025
2 01022025 02022025

The status against the booking will be updated to Approved after verified.

Figure 10 — Status
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3.1.2.4 ALTERNATIVE WAY TO ADD GUEST DETAILS

zzzzzzzzzzzzz /000090 01022025 02.02.2025 1 1 it

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

Figure 11 — Adding guest Details

Note: When the user clicks on [..r.,_] 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.

Dashboard  Inbox | Booking

" Room Request

Check Room Availability

admmyyyy ® acmmyyyy ® | RoomsReaured * No.of Guests *

P o220 . ! = R

Click on [x] button to cancel the request. J

Figure 12 — Cancelling Requests
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<<<<<<
a0 Booking ID Checkin Check out No.of Rooms No. of Guests status Action

01022025 02.02:2025 1 T e a

01022025 02:02-2025

Figure 13 — Status for Cancellation

3.1.2.6 PROCEEDING FOR PAYMENT

Once approved, a payment link will be activated for payment.

Booking 1D Checkin Chock Out Ho. of Rosms: Ho.of Gucsts Status action

27-0-208 -0v208

Click on Proceed to Payment for payment.

Figure 14 — Proceed to payment
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Payment Details

Booking Detals
‘SEEPZ/GH/2025/000002
27.012025
ar.o12028
200
aerrevEn

Click on submit button to submit the payment.

Figure 15 — Submitting the payment

Bashooard. bk | =ocking

T T (=]

Cneck Room avsilabiity

Coteaeey Tyee crecem et e cue s
uat - assmmspyry s asmmsyyyy o emream Ne.of Guers —

srow| @ arenz Searc:
o Bsoking . Checkin chackou Mo ot Rosmnz M. ot Gueztz st fzten
| swsGuzoTION000: 27.0-30%5 02025 ' 1 S

seoumg 1111 s

Select Invoice or Receipt icon to download.

Figure 16 — Invoice / Receipt
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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 USER-
CARETAKER
MAIN USERS
SEEPZ USER- SEEPZ USER-
LDC ADC

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.
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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

RISe T . . i

A O e B o g T

RISe
fooosn ] -
Q o2 © e

Figure 1 — Login Page

...........................................................

Select SEEPZ User. Enter the

Username, Password and Captcha.
4—’7 Click the [Login] button to Login.

Username:

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.

Lap HRMS

Click the Setup from the SEEPZ SEZ navigation
bar to add the user manual of the listed modules.

Figure 3 — View SEEPZ User Manual

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

Figure 4 — Add User Manual
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Click here to download the saved
Conference Room user manual.

Figure 5 — Download Conference Room User Manual

DCoffico seaen Authorty

nnnnnn

Select the Conference Room module from the list of general modules. }*

Figure 6 — Select Conference Room Module
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4 SET UP

The Caretaker has the privileges to access the setup.

ooking - 2024

Weekly Booking ( 29-07-2024 to 04-08-2024)

#  Canference Room Baoking D Booking By ate

=P2/CR2024/000001 SEEFZ 20072028

SP2/CRI2024/000002 seeez aror-2020

R72021/000003 seerz oros-z021

BFC SEEPZ/CRI2021/000005 Apia Lt 02082024

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

Figure 7 — Access Setup

4.1. FACILITY SETUP

Descrition

N
R & F

|| Click on the Facility Setup tab to Click the [Add Facility Setup]
setup the conference room facility. button to add facility setup details.

Figure 8 — Facility Setup
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Conterence Room Sefup  Rate Setup  Terms & Condition

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

Figure 9 — Add Facility Setup Details

After saving, the facility setup details will be listed under the Facility Setup tab.

Facaty Beciprion Updateden,

Click the Editicon to edit the saved details.

Figure 10 — Edit Facility Setup Details

4.2. CONFERENCE ROOM SETUP

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

Figure 11 — Conference Room Setup
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Choose Facilties

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.

Figure 12 — Add Conference Room Setup Details

After saving, the conference room setup details will be listed under the

Conference Room Setup tab.

To block conference room,

Confersnce Rosen Corterence Room Name No. &4 Saste Carstzbar Name Carstaker Mobbe Faciimer Boom mages hcton

‘4:. -

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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Click the Editicon to edit the saved details.

Figure 14 — Edit Conference Room Setup Details

4.3. RATE SETUP

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

Figure 15 — Rate Setup

4.3.1 PARTICULAR SETUP

i [ o
Click on the Particular Setup sub - Click the [Add Particular Setup]
tab to setup the particular details. button to add particular setup details.

Figure 16 — Particular Setup
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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

After saving, the particular setup details will be listed under the Particular Setup
sub - tab.

Click the Edit icon to edit the saved details.

Figure 18 — Edit Particular Setup Details

4.3.2 RATE REVISE SETUP

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

Figure 19 — Rate Revise Setup
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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.

Figure 20 — Add Rate Revise Setup Details

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

Figure 21 — Rate Revise History

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

Figure 22 — View Rate Revise History
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4.3.3 RATE SETUP

Confererncs Roam Pt e RaterT) Rate Ve From Rate v To

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

Figure 23 — Rate Setup

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

Figure 24 — Add Rate Setup Details

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

uuuuu

3122080

Here it displays the status of rates.

Figure 25 — Status of Rates
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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

Click on the Terms & Condition tab to Click the [Add Terms & Conditions]
manage the terms for conference rooms. button to add new terms and conditions.

Figure 26 — Terms & Conditions

Facilty Setup  Conference Room Setup  RaisSatup | Terms & Zondition

Terms & Con

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

Figure 27 — Add Terms & Conditions
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5 SEEPZ USER LOGIN

5.1. BOOKING CONFERENCE ROOM

5.1.1 LOGIN - CARETAKER

RISe
-
[ 4 ] [ ] ‘ -
) AT
\ >
AW . 1 E3

Figure 28 — Caretaker Login

Select SEEPZ User. Enter the

<—’7 Username, Password and Captcha.
Click the [Login] button to Login.

Figure 29 — Enter Login Credentials
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5.1.1.1 DASHBOARD

Click on the Dashboard tab to In this section, Pending for Verify, Pending
view the Dashboard. for Approval, Pending Payments (SEEPZ),
Pending Payments (Unit) can be seen.

Figure 30 — Dashboard

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

Figure 31 — Dashboard (1)

Monthly Rent Received - 2024
s oot sl s bk o SEEPZ Gl oo

In this section, Monthly Rent
Received can be visible.

Figure 32 — Dashboard (2)
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5.1.1.2 INBOX

Click on the Inbox tab to view Select the relevant link to be redirected to
received notification. either approve or reject requests page.

Figure 33 — View Notifications

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.

Click on the Booking tab to Click the [Add Request] button
request Conference room. to request conference room.

Figure 34 — Booking Process
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Select From Date, To Date, Click the [Search] button to
and Full Day/Half Day. search for Conference Rooms.

Figure 35 — Search Room

After clicking the [Search] button, available conference room images, pricing,

and facilities will be displayed.
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¥ 15,500.00

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

32800

To Date - 18062025 (Full Day)

Enter the purpose and add the billing :
details, mark the checkbox by _F" ouncosas
acknowledging the Terms and i -

Conditions, then click the [Submit]
button to submit the booking details.

bbbbbbbbbbbbbb

Here it displays the
confirmation notification.

Figure 36 — Submit Booking Details

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.
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Submitted booking details.

Click the [%] button to cancel

the conference room request.

Are you sure 1o cancel request?

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

Figure 37 — Cancel Room Request

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.

Assistant

Click here to select seat. %

Figure 38 — Select Seat
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5.2.1.1 INBOX

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

Figure 39 — View Notification

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.
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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.

SEEPZICRI2025/000051

HKHXARAKHK AKX X

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

Figure 40 — Add Notes

ECHICRK

ARAKRRAKXKKX

Added Notes will appear here. }—

Figure 41 — Added Notes
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Dashboard  inbos

ng | Reports

Booking Recelved Approved Payments Rejocted

ROOM REQUEST DETAILS

Add Notes
Request 1D SEEPZ/CR/2025/000017

- No Notes Found -
Technical Support Engineer

05-06.2025 (Full Day )
18.06-2025 (Full Day)
Meeting

2800

XXXXRXXK

XRIXHNNK

XOEHRIIHKNX

e —

Click the [Verify] button to
verify the room request.

Figure 42 — Verify Room Request

Akt By: Sl Sontoe Yachwant Pt Carctse) €0 27 01 3335

The status will display Verified,
confirming the room request.

Figure 43 — Status of Room Request
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Bookng Feceiss Apsrowed Paymems Rsisted

Figure 44 — Verified Room Request

After verification, LDC forwards the room request to ADC.

XK
K
I

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

Figure 45 — Forward Room Request
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Select the concerned authority from the list and click the
[Forward] button to forward the room request.

Figure 46 — Forward Room Request to ADC

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.

apc anc

Click here to select seat.

Figure 47 — Select Seat
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5.2.2.1 INBOX

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

Figure 48 — View Notification

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.

I

HRICHII
FRICII I

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

Figure 49 — Approve / Reject Room Request
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5.2.2.2.1 APPROVING ROOM REQUEST

Received Booking pod

SEEPZ/CR/2025/000051
) Erer 5-02.2025 (Full Day )
Knoking 1o 5-02-2025 (Full Day)

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.

Figure 50 — Approve 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.
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5.2.2.2.2 REJECTING ROOM REQUEST

SEEPZ/CR/Z026/000051
05-02-2025 (Full Day }
05-02-2025 (Full Day)

Enter Remarks for rejection and click the Click the [Reject] button to reject
[Reject] button to reject the booking. the conference room request.

Figure 51 — Reject Room Request

Note: Once the conference room request is approved, it will be displayed in the
Approved sub - tab under the Booking tab.

‘n : Booking ID ::::eﬂ e Booking From Booking To Conference Room Status. Action

- e—— o Slale

7 SEEPZ/CR/2025/0000T 29052025 (Full Day) 30-05-2025 (Full Day) cRO1 Approved B
| | Click on the Approved sub - tab Approved status. |-

to view to approved list.

Figure 52 — Approved List

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

the conference room.
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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

‘‘‘‘‘‘‘‘‘‘‘

Carstater  XXXXXX 10-10-2025 (Full Day) 10102025 Full Day)

Click the Modify icon to modify booking to date. j

Morify Booking To Date x

SEEPZ/CR/2026/000048
23-01-2025 (Full Day )
24-01-2025 (Full Day)

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

Figure 563 — Extend Booking Date

Page 34 of 40




USER MANUAL-RISE (CONFERENCE ROOM MANAGEMENT-SEEPZ USER)

5.3.1.2 EXIT

Dasnboard  Inbox | Sooking | Reports

Booking Received Asproved Payments Rejected

#  seoioo e S Booking From Booking To Conference Room Status Acton
e
1 seepzcazorsioonons  Caretaker  XXXXXX 10-10-2025 (Fu Day) 10:10-2025 Full Day) o Approvea o gok
XXXXXXX
XXXHXXXXXX

Click the Exit icon to exit the conference room.

Exit Conference Room X
Exit Conference Room X

Booking Details
Booking Details

Request ID SEEPZ/CR/2025/000051 . SEEPZ/CR/2025/000051
Booking Fre ©05-02-2025 (Full Day ) Kir T 05-02-2025 (Full Day )
Booking Tc 05-02-2025 (Full Day) e 05-02-2025 (Full Day)
Rate (%) 15,500.00 15,500.00

P DC Meeting DC Meeting

Online M oD v ‘

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

Figure 54 — Exit Conference Room
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5.3.1.3 APPROVED

0 e Searc
% BookingiD — Boaking From Booking To Action
1 Caretater 10102025 (Ful Day) 10-10-2025 (Full Day) ror o8B0
XXXHXXHK
XXXXXK
2 seEpzicr2025/00001 Corataker XXOOXXXXX 03112025 (Full Day) 04112025 (Ful Day) ot = 0B
XHXHXHXKXK
XXXXXX
3 s Caretaker 03102025 (Full Day) 03102025 (Full Day) ot P B 6
XXHXHXXNK
XXX

4 Caretater 04.09.2025 (Full Day) 05.09-2025 (Forencon)
XXXHXXXK
XXXXKX

Navigate to the Approved Click the Invoice icon to view the Invoice.
sub - tab to view approved list.

Click the Proceed to Payment
link to make payment.

SEEPZ Conference Room
cRO

S

SEEPZ/CR/2025/000052
08.02.2025 (Ful Bay )

08.02.2025 (Full Day)

15.500.00

Boukings are availabie to authorized SEEPZ
emaloyees, visiting officlals, and approved
external guests anly, Valid igentification must
be provided during check-in.

e

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

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

Figure 55 — Payment Process
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Click the Download icon to download
the Invoice or receipt respectively.

Figure 56 — Download Invoice & Receipt

5.3.1.4 REJECTED

The list of rejected requests will be displayed in the Rejected sub - tab under the

Booking tab.

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

Figure 57 — Rejected List

04.05.2024 (Full Day)

3.

Rejected booking list.
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5.3.2 GENERATE REPORTS

L1 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.

onthly Bcoking Repart e

Select Year & Month from dropdown and
e | 202e v J click the [PDF] or [Excel] button to
b generate report.

ant AUGUET ~

SEEPZ Speclal Economic Zone Authority
SEEPZ Service Centre Bullding, SEEPZ SEZ. Andherl (E), Mumbal 400 096
POZ2 28254700, E i exkseepz mohianic in Wicbste v sospzgovin

Monthly Booking Report (August - 2024) -

#  Booking ID Cor nee Booking Period Booked By Approved On
okom-2028

| semzpcamaronnon o 0 - s
o709 3028
i os0-024

3 |JRETICHROZUONT oy o [ 002020
ason0zs
seep(cA2020/00008 20 0z

3 ;ELH"( v cr to 0L-08-2024
0020

o [SEERRICNR024/00009 o Conerr | 0082028
snom 707
2028100009 oz0s-2021

5 e 3 to 002024
03003021
0082028

o |seerzrcaozarnonon cr Gt oz0s2024
82024
Fa—
asooz02s

Figure 59 — Monthly Booking Report
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*End Of the Module — RISe

(Conference Room Management — SEEPZ 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:
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

L

RISe

Select Public User. Enter the

Username, Password and Captcha.
J Click the [Login] button to Login.

(o

......................................................

Figure 2 — Enter Login Credentials
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Madules Lst

. Unit Management Rate, Rent & Bills
B - B

Notifications Guest House . Creche —p Grievance
. 6 L v Roare o

Select the Conference Room module from the list of general modules.

Figure 3 — Select Conference Room Module

3.1.1 INBOX

Click on the Inbox tab to
view the notifications.

Figure 4 — 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.
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Navigate to the Booking tab.

. Baokns I Boaking To Fare (3} fction

31072024 (Ful Diy) 1850000 @ Procesd 1o Payrent

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

Figure 5 — Request Conference Rooms (1)

T

Select From Date, Full Day / Click the [Search] button to search
Half Day and To Date. the Conference rooms.

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.
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SEEPZ Conferance Room

% 15,500.00

to

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

Figure 7 — Book Conference Rooms

% 28.00

Boaking De

seePz
cROY

18-05-2025 (Full Day)

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 8 — Request Conference Room
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The status against the booking will
be updated to Submitted.

Figure 9 — Submitted Booking

3.1.2.2 CANCELLING REQUESTS
Unit have the facility to cancel the request before approval under the Booking
tab.

Click the [x] button to cancel the request.

Figure 10 — Cancel Request (1)

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’.
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0 Add Bocking

Bosking Rate 1) dcticn

The status against the booking will be updated to Verified.

Figure 11 — Verified Status

Basking From Rosking To Fote (@)

02082024 02.08202¢ (Fll Do) 5500.00

12-08-2024 ¢Full Day 12062024 (Full Dy 5500.00 B

The status against the booking
will be updated to Approved.

Figure 12 — Approved Status

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.
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. Bodking D Booking Fram Baokina To Rate (%)

0208 2024 (Ful Day) 02.08:2024 (Full Day) 550000

-08.2024 ull Dy 12082024 (FulLD

Click the Invoice icon to view Invoice. Click on the Proceed to
Payment link to make payment.

Figure 13 — Proceed to Payment

D Payment Detais % i

SEEPZ Conference Room
CRO1

Bosking Dotals
SEEPZ/CR/Z025/000052
08-02.2025 (Fun Bay )
08-02.2025 (Full Day)

Click the Download | ... B e
Invoice link to
download Invoice.

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

Figure 14 — Payment Details

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.
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¥ Bosking D Baok Bote ()

18300 00

B Process 1o Payment

The status against the booking will be
updated to PAID.

Figure 15 — Payment Status Paid

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

Figure 16 — View / Download Invoice
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**End Of the Module - RISe

(Conference Room Management — Unit User) **

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