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

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

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

It is directed that all the concerned
stakeholders start using the module
mandatorily to ensure the successful
automation of this process in SEEPZ SEZ.
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Manual acceptance of any procedure shall not
be allowed.

Responsibilities & roles of Vendor:

Step 1: Public Users (Vendor):

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

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

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

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

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

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

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

Step 2: SEEPZ Users (Authority Officials)

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

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

Role-wise Responsibilities

Security Head

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

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

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

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

Security ADC

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

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

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

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

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

and monitor the issues and any pendency as
well.

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

Digitally signed by
Mital Sudhir Hiremath

(et R iasa ligermpps

T fdehr 3TRYh / Jt. Ppwgopsnent Commissioner,
Hioot 91, 59 / SEEPZ SEZ, Mumbai

F.No.: SEEPZ-SEZ/E-OPT-11/76/2022-1T/ 09) 60

Date: 08.0%.2025
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Annexure A

Roles of Users in Security Contract Management Module:

User

Roles in Module

Development Commissioner

Py

View Dashboard

Generate Reports

View contract details

View security employee details
View attendance details

View approved claims

Joint Development Commissioner

View Dashboard

Generate Reports

View contract details

View security employee details
View attendance details

View approved claims

Deputy Development Commissioner

View Dashboard

Generate Reports

View contract details

View security employee details
View attendance details

View approved claims

S DR QY U . b ER@ B ) b

(=1

Monitor the Contract

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

attachments submitted by vendor with
their remarks to Section Head




Service Provider

. Timely update all the required details on

ERP Module

Generate monthly claim with all
requisite documents as per Contract
agreement
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2 INTRODUCTION

The Security Contract Management module manages the details of the
Contractual employees for Security Management of SEEPZ SEZ. It includes
contract details, resource details and verification, roster preparation,
attendance, payment details, etc., pertaining to the security contract. The key

divisions involved with this module are:

e  Security Vendor
e  Security Division
e Labour Division

e Accounts Division

The Security Contract Management module categorizes security employees
into four types: Armed Security Guard (ASO), Unarmed Security Guard, and
Lady Security Guard. The Unarmed Security Guard category further includes

two divisions: Ex-servicemen and Civilians.
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3 SETUP

3.1 LOGIN - SECURITY DIVISION MAKER

@msu R R R A e

Enter the Username, password,
Captcha and click on [Login] button.

Figure 1 - Login Page
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e Fectionie Expert Fioeessing Zons SE7

Select the [Security Contract] module
from the list of functional modules.

Figure 2 - Select Security Contract

Click on [Setup] icon to start the setup.

Inbox  Comtracts Resoume Deplayment  Roster SHctment  Attercance  Monihly Cam Repods.

Alerts

i

Figure 3 - Setup
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3.1.1 SHIFTS

Select Shifts tab. Click on [Add Shift] button
to add shift.

Figure 4 - Shifts

Note: SEEPZ has three main shifts: Morning, Day, and Night. Added shifts are
listed Shift Lists table.

* Agd Shitt Detals

Aad Ehf ORral
Frs v

Pl e

Enter the Shift Name and Time then, click on
[Save] button to save the entered details.

Click on [Edit] icon to
edit the added shifts.

Figure 5 - Add Shift Details
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Enter the Shift Name and Click on [Update] button to update the shift
Time. and the [Clear] button to clear it.

Figure 6 - Update Shift

3.1.2 GATE SETUP

Select Gate Setup tab. Click on [Add Gate] button to
add gate.

St et
Gecuipfors  LISE  CresmewTTiibon By Oovims  FoePon et

Figure 7 - Gate Setup

Note: Added Gate Setup Details are listed in the Gate List table.
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AL Dk

Y

Enter the Gate Setup Details, then
click on [Save] button to save the
entered details.

Click on [Edit] button to edit and the
[Delete] button to delete the Added
Gate Details.

Figure 8 - Add Gate Setup Details

3.1.3 SECURITY POINTS

Select Security Points tab.

Click on [Add Security Points]
button to add security points.

Figure 9 - Security Points
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) P T ]

Enter the Security Point Details, then Click on [Edit] button to edit and the
click [Save] button to save the [Delete] button to delete the Added
entered details. Security Point Details.

Figure 10 - Add Security Points

3.1.4 SKILL SETUP

Select Skill Setup tab. Click on [Add Skill]
button to add skill.

Figure 11 - Skill Setup

Note: Added Skill Setup Details are listed in the Skill List table.
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Enter the Skill Details, then click on
[Save] button to save entered details.

Figure 12 - Add Skill Details

3.1.5 EMPLOYEEWISE SKILL SETUP

Select Employee Wise Skill Click on [Add Employee Wise Skills]
Setup tab. button to add employee wise.

Figure 13 - Employee Wise Skill Setup

Note: Added Employee Skills Details are listed in the Employee Skill List table.
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Enter the Employee Skills, then click on [Save]
button to save the entered details.

Figure 14 - Add Employee Skill Details

3.1.6 BILLING SETUP

Click [Add Billing Cycle]
button to add billing cycle.

Figure 15 — Billing Setup
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Enter the Billing Cycle details, then
click on [Save] button to save the
entered details.

Figure 16 — Add Billing Cycle

3.1.7 FIXED POINT SETUP

Click [Add Fixed Points]
button to add fixed point setup.

Figure 17 — Fixed Point Setup
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| acirgy Fant i are sun

Select the Shift, Security Point and
Role, then click [Save] button.

Figure 18 — Add Rolewise Fixed Point
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4 CONTRACT

4.1 LOGIN - VENDOR

Ons. e o it et

Figure 19 - Login Vendor Page

RISe

Enter Username, Password & Captcha
and then click on [Login] Button.

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

Figure 20 - Login Details
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person

Select the [Security Contract]
module from the list of Modules.

Figure 21 - Select Security Contract

4.1.1 INBOX

Below the Inbox tab, notifications for Vendors are listed.

Inbox tab.

.......

Click on the link to view Notifications, and
it will redirect you to the relevant tab.

Figure 22 - Inbox tab
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4.1.2 VIEW CONTRACTS

Select Contracts tab.

Click on the link to view selected
Privileged User Contract details.

Figure 23 - Contracts

Note: Added Contract Details are listed in the Contract List table with Amount,

Duration, and Status.
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— HO
s |
[ ]

Click on [Download] icon to
download the contract details.

Figure 24 - Contract Details

Click on [View] icon to Add
Resources.

Figure 25 - View Icon

Note: SEEPZ has mainly four resources. They are: Security Supervisor (ASO
Ex-servicemen armed), Un-armed Male Security Guard (Ex-servicemen), Un-

armed Male Security Guard (Civilian), Un-armed Lady Security Guard
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Click on [Submit Resources Details]
button to Submit Resources.

Click on [Add] button to add
appropriate resources.

Figure 26 - Add Resources
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4.1.2.1 EMPLOYEE GENERAL DETAILS

Click on [+] icon to Add
Employee General Details.

RISe sucerty contoct Mamaamare

Click on [Activate/Deactivate] button Click on [View]
to Activate or Deactivate employees. icon to view
Use the Activate button for currently selected
Added Employees are working employees and the Deactivate Employee General
listed in this table. button for resigned employees. Details.

Figure 27 - Add Employee Details
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4.1.2.2 ADD NEW EMPLOYEE

Enter Employee General Details.

Figure 28 - Employee General Details (1)

R mmer, b S, | e Dgete, ez,

=

Enter Employee General Details and click on
[Save] button save the Employee details.

Figure 29 - Employee General Details (2)
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Note: Once the vendor adds a new employee, the information will be submitted

to the security division maker.

4.2 LOGIN — SECURITY DIVISION MAKER

@rse e

R

Figure 30 - Login Page
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I
RISe santans stoctranc Export Fro

Select security contract.

Figure 31 - Modules List

4.2.1 CONTRACT

Click on Contracts tab to view
add employee list.

fosiDepicamon  Rowor Allstmors Anendaecs Wiy Slim Bepos

Certraat hama [A——— amarey Comtret vmeit) Curbe Lesha athan

Click here to view resource list

Figure 32 - Contract List
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Contract Name : Seenz Security Contract 2023 [

s i Sk
|
Rrosiurces
e 0 Ron Mo OF Rneurtes | Varlline Action

1 Seclrily Superyisor (450 Ex-servicemen srmed) % o { ey

2 Un-armmied Male Sacurity Qusrd (Exsmoicsmen e o =

3 Un-armed Mak Becurity Suard (Clvilian) Ll ] f vhowiniceion |

Wt-nrmie Lty Ssesrity Gaare | v |

Click on [View Resource]
button to view employee list.

Figure 33 - View Resource

Cantract Hame | Gesps Security Contrac 2023

Rake N | SOCLIY SEMVIBGE [AS0 EX-SEramen armei)
PR e S
= |
L Erpicyes Code Empioyen Name bge Eaatu
172 M, AMIT ANIL CHAVAN 1% Aol
F an M HARKIM SHREERAMA SINGH i) Aciwr -3
1754 W FAM L AKHAN BNGH TOMAR 45 Aries L3
453 r_ARSHED AHMED KHAN 2 Asoa =
8 g M LABEFY SIMGH TOMAS n Artos (-3
b3 AT AN ! WASHIY KAMAIL RS L &
3 =T M AHARATE BAVHARA HAMAMANT E]. ] At &
Click here to view newly added

employee list.

Figure 34 - Employee Name List




USER MANUAL — RISE (SECURITY CONTRACT MANAGEMENT)
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Figure 35 - Newly Added Employee Details

RISe seeun et
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Figure 36 - Newly Added Employee Details (1)
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4.2.2 VERIFY & FORWARD EMPLOYEE DETAILS

Click on [Verify] button to verify the
details and then click on [Forward]
button to forward the details.

Forward

Click on [Forward] button to forward the
details.

Forward

Figure 37 — Verify & Forward Employee Details
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Once the details are verified, they are forwarded to the Security Division

Approver for further review.

4.3 LOGIN — SECURITY DIVISION APPROVER

CETT T TP PP TP PP PP PPP PP

Enter Username, Password & Captcha
and then click on [Loain1 Button.

Figure 38 - Login Page
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ADC - Hingll Orvisioen ADC - IT Divigan

T aHE dhrined 4 e m
ADC 4 -New SEZ Cachon A0C - EOU Sachan

EE L L T T T T P L PP T P LT PP T L PP T T T PP TTTPPPTTIT T

Click on [Select Seat] button to
access modules list.

Figure 39 — Select Seat

event_scat person

Select security contract.

Figure 40 - Modules List
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4.3.1 CONTRACTS

Click on Contracts tab to view
add employee list.

Click here to view resource list

Figure 41 - Contract List

The respective Labour Division Checker can follow the steps mentioned from

Figure 33 to Figure 36 to approve the newly added employee details.

4.3.2 APPROVE EMPLOYEE DETAILS
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Confidential

Click on [Verify] button to verify the
details and then click on [Forward]
button to forward the details.

Forward

A

Click on [Forward] button to forward the
details.

Forward

Figure 42 —Approve Employee Details

Once the newly added employee details are approved, the status

displayed here.

will be
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Conrect Name : Seepe Security Conteact 202 [

tow U e
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Min-pemnid Make Securty Guard (Ex-senc s | e
m

1 Uir-smrmel Malm Secumiby i {Eudian)

nsmmed Lady Sacurily Guaid

Click here to view newly added

Approved Status.
employee approved status.

Figure 43 - Approved Status

ontinct Name Seanz Securey Contract 2023
Rote Nama = Securily Suparvisor (ASS Ex-sarioa i ammed)
v W e f—
* t Employes Name Age Sinhus
i AW SR Crulin L r= =
] R HATIC M SHTEERANA SiNCH 3 et
= nete

1AM LAKHAN SIMEH TOMATL

Approved Status.

Figure 44 - Approved Status
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4.4 LOGIN-LABOUR DIVISION MAKER

s .. o e N et
RIS
0 . v
n_ =]
| AR08 -

Figure 45 - Login Page

Welcome, Smit. Bridget Joe

oot AMernaon! Please swincl & profis (o yoris el ok frrvduges 16 oot Wing yo

Click on [Select Seat] button to
access modules list.

Figure 46 — Select Seat
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o naiticaiions found

Select security contract.

Figure 47 - Modules List

441 CONTRACTS

Click on Contracts tab to view
add employee list.

St g e e 10 B 2

Click here to view resource list

Figure 48 - Contract List
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Contract Name : Seenz Security Contract 2023 [
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Click on [View Resource]
button to view employee list.

Figure 49 - View Resource

Cantract Hame | Gesps Security Contrac 2023
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Click here to view newly added

employee list.

Figure 50 - Employee Name List
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Figure 51 - Newly Added Employee Details
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Figure 52 - Newly Added Employee Details (1)

4.4.2 VERIFY & FORWARD EMPLOYEE DETAILS
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Click on [Verify] button to verify the
details and then click on [Forward]
button to forward the details.

Forward o

Remarks

MrAdithyanArun {Techveal Support Engineer)

A

Shirt.Akshaya Kumar Shakhawat (Authorised
Offices (Customns Preventive Officer))

ShrLAmIT Patra (Executive - Disaater
Managemant)

Shit Amit Shingailkar (T Exacutiva)

e R RS Click on [Forward] button to forward the
details.

Shr.Aniket Singn (Junior Executive)

Shtl AnilKale (S Technical Tonsultant Officlaly

Mreanialii M {Tachnical Suppon Enginear)

Forward X

Successiully Forwardedd

Figure 53 — Verify & Forward Employee Details
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Once the details are verified, they are forwarded to the labour division

approver for further review.

4.5 LOGIN - LOBOUR DIVISION APPROVER

L_— |
S - o

Figure 54 - Login Page

Welcome, Smt. Bridget Joe

Click on [Select Seat] button to
access modules list.

Figure 55 - Select Seat
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& Motificaticrs

@

Select security contract.

Figure 56 - Modules List

4.5.1 CONTRACTS

Click on Contracts tab to view
add employee list.

oDupkymant  Rosar  Rostor Allemont  Altencancs  Mendhl Gl Rupors

Click here to view resource list

Figure 57 - Contract List

The respective Labour Division Approver can follow the steps mentioned from

Figure 33 to Figure 36.
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4.5.2 APPROVE EMPLOYEE DETAILS

Confidential

Click on [Approve] button to approve the

details and then click on [Forward]
button to forward the details.

Figure 58 — Approve Employee Details
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5 RESOURCE DEPLOYMENT

5.1 LOGIN-SECURITY DIVISION MAKER

@uﬁw_“ il i, PR Vs Ui
i RiSe

H " E

b AT

| - I

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

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

Figure 59 — Security Division Maker Login Page
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5.1.1 ADD DEPLOYMENT DETAILS

Click on [Add Deployment Details]
button to add Deployment Details.

Arports

to view its details.

Click on the respective link

Figure 60 — Adding Deployment Details (1)

RISe secuity contract Minap

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

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

Select the contract name and indicate
whether Rooster is applicable for Sundays
and public holidays by choosing Yes or No.

Figure 61 - Adding Deployment Details (2)

Click on [Create] button to

create the Deployment Version.

Note: If the user selects "Yes," the status will show as "Holiday Plan"; if "No," it

will display as "Normal Plan." The newly added deployment will be active under
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its respective name, such as "Holiday Plan" or "Normal Plan," while others will

show a deactive status.

Click on View icon to add the
respective Deployment details.

Figure 62 - Adding Deployment Details (3)

S Lt 1) Cor et P 0 A

[ e e e e - =Ty

Click on [+] button to add Resource
Deployment Plan.

Figure 63 - Adding Deployment Details (4)
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T Heseires Codnt:

Upon selecting respective Shift, Gate,

Post, the relevant Contract roles get
listed under the same tab for adding the
number of resources.

Figure 64 - Adding Deployment Details (5)

Note: Upon selecting Shift, Gate, or Post from the dropdown menu, the

respective details are displayed within the same tab.

Denote the Number of Resources respective to
the Contract Roles and click on [Save] button to

save the number of resources.

o b 2 P

- SET——

P miiiegda i g i e s s v e Bt
ARTPRP— 3 W 10 e 150 P —

i Lty Semunty Geoid LR ML T30 P e TS0 AN
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Figure 65 - Denoting Number of Resources
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Confidential

S g 1100 Prd b5 00 Ab)
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The Total Resource Count Upon Saving the
and Resource Added Count Deployment Tab, a pop-up
shown here depend on the message get displayed as
selected shift, gate, and post. shown.

Figure 66 — Deployment Plan Created
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6 ROSTER PLAN

6. 1 LOGIN- VENDOR

Upon creating the deployment plan, allocate a security supervisor, a lady

security guard, and a security guard in the Roster.

6.1.1 CREATE ROSTER

tract Managament

! Navigate to Roster Tab to allocate
the security guards.

Click on [Add Roster Details] button
to create roster.

Figure 67 - Create Roster

acl Manaaement
ko Comteacts i twocance  Weninly Cmin e

Furnish the required details and click
on [Save] button to save roster details.

W Snge Protectie Sewms i Lt &

Figure 68 - Roster Details
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Select the deployment plan from the dropdown menu. If "Holidays" is selected
as the deployment plan, choose only the "From" date. If "Normal Days" is
selected, choose the "From" date, and the "To" date will be automatically

populated.
6.1.2 ASSIGN GUARDS

After saving the roster details, the roster is initiated and will be displayed on the

same screen.

Roster initiated status. Click on [Edit] button to add
security guards.

Figure 69 — Edit Roster
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b, g Piutsctie ovios L Ll Y

ek W Bsaruares oy i 111 O/

AR A

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

Choose Date, Post and Shift then
add particular post guards.

Figure 70 — Assign Guard

Confirmation  notification to add
security guard will be displayed here.

Figure 71 — Confirmation Notification

Similarly, add a lady security guard and a security guard for this slot. Once a

security supervisor (ASO outsourced), a security guard, and a lady security
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guard are allocated to the slot, the roster is created successfully.

6. 2 LOGIN-SECURITY DIVISION MAKER

6.2.1 ROSTER ALLOTMENT

RISe secuty contract management

[

Click on Roster Allotment Tab Select Contract, Date and
to finalize roster allotment. Shift. |

Figure 72 - Roster Allotment

The [Finalize] button will appear only after selecting the contract, date, and shift,

and successfully completing the roster allotment.

RISe Secirlly Contmet Managemernt ErEg S e L

Dashbaard  inbes  Conteets  Redaurce Depieyment  dvie Alonenn Mbeidiees Moy Clim. Reperts

Click on [Finalize] button to
complete the roster allotment.

Figure 73 — Finalize Roster Allotment
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Here it displays confirmation notification
that has successfully finalized.

Figure 74 - Confirmation Notification

Click here to view allotted roster
list for each post.

Figure 75 — View Roster List
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Figure 76 - Allotted Roster Details

Click here to view and print the
allotted roster list in PDF format.

Figure 77 — PDF Format
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Figure 78 - Print Roster PDF List
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7 ATTENDANCE

7.1 ADD ATTENDANCE
Once the Roster has been allotted, the Vendor logins to enter the Attendance

details.

RlSe Becurity Contract Management

Emiiyes
i i Emplogse Name ‘Security Paint Rt Attandancs Status Acticm e

Click on [Add Attendance] button to add
Attendance details.

Figure 79 - Attendance

RISe secuny cantract wanagsement
mhav  Comiracts  Rosar Atendrec:  WonthépChb  Reports

Attorclance Dotals

Select the Attendance date.

Click on [Mark Attendance] button
to view the list of employees.

Figure 80 — Add Attendance Details

Note: [Mark Attendance] button will appear upon selecting the Attendance

date. Here, the vendor can view the list of employees who are in the Roster.
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Sort the list of Attendance by Sort the list of Attendance by
selecting the Post. selecting Security Point.

Figure 81 — List of Attendance

Note: The list can be sorted either by selecting the Post Name or by selecting

the Security Point.

Note: In the Attendance List, according to the Roster, an employee's working
day will be scheduled for the next day. If the employee is on leave on that
specified date and substitutes for another person, it should be marked in the

Attendance List table.
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Select the Security Point from the Click here to mark the
drop-down to assign another point. Attendance Status.

Figure 82 — Attendance Marking

e If the Attendance Status is marked as Substitute by the employee,

select the Substitute name from the drop-down.

Emplayes
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Select the Substitute Name from the
drop-down.

Figure 83 — Select Substitute
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Added Substitute details by the
Vendor.

Figure 84 — Substitute Added by Vendor

The added Substitute by the employee will get listed in the List of Leaves table.

. Empleyes Nome. securty Paim Roie Shifr Lenve Stwtun Sabatiute Name

M1 TR M) MAR GO AT (AR ELTY Gemeny &

R

Click on [Submit] button to add
Remarks after making the changes.

Enter the Remarks in the pop-up
window and click on [Submit] button.

Figure 85 — List of Leaves Table with Substitute Name
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7.2 SECURITY DIVISION MAKER

7.2.1 ATTENDANCE
7.2.1.1 DAILY

Security Division Maker logins to verify the submitted Attendance details by the
Vendor.

RISe socuy controct stansammant

Employes

. Erplayes flare ER— [ Attmrcance Stasun actice [am—
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Click on [Add Attendance] button to
view the List of Attendance details.

Figure 86 — Attendance Tab
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Select the Attendance Date from the Submitted details by the Vendor based
drop-down. on the selected Attendance Date.

Figure 87 — Submitted Attendance Details

Page 64 of 98




Confidential

The respective Seepz user can edit the submitted Attendance details by clicking
on [Edit] button.
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Select the Attendance status. Click on [Edit] button to edit the
Attendance status.

Figure 88 — Edit Attendance

The Attendance Status will be updated by whom it has been edited mentioning
in the Remarks section.
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Click on [History] button to view
Attendance History.

o] amrendance History
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Attendance History details.

Figure 89 — Edited Attendance Status & History

Click on [Finalize] button after updating the Attendance details.
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Figure 90 — Finalize Attendance
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7.2.1.2 MONTHLY

The respective Seepz user can generate consolidated Monthly attendance once

it gets finalized.

Click on [Claim Initialization] button
to generate Claim details.

Figure 91 — Attendance (Monthly)

LEaCL Management
Dasrgoawe Noex  Cormach hesowce Depiovmenl OB ARSION  Ailadaes MGDHY O RBOrTs

v Marithy

wanrnly Attendance =
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Enter the Year, Month and Contract Click on [«] button to generate
—| name to generate Claim Details. consolidated Attendance details of the
month.

Figure 92 — Claim List
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Figure 93 — Consolidated Attendance Details

7.2.2 INBOX

The Vendor submitted details will also appear in the /nbox tab of Security

Division Maker.

< ndnav S0 teeory crn oy 0 2

Dimhboard Contracts  Resouice Decloyment  Rester Allotment  Allendince  Monifiby Clim Repors.

Figure 94 — Inbox Tab
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8 MONTHLY CLAIM

8. 1 VENDOR LOGIN

The Vendor logins and initiate the monthly claim using the Attendance which

has got finalized.

by
RTh € seauity Confract Managemsnt

WbGx  Confrcts  Mosier  Atendancw Mty O wops Catams  Reports

Moeithly Ciskm i

Click on [Claim Initialization] button to
generate Monthly claim details.

Figure 95 — Monthly Claim

TISE o

Ibgx  Confracly.  Aoster AMandance Mool Calm | WOR DS mepe
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Enter the Year, Month to generate Click on [@] button to generate
— Monthly Claim details. consolidated Attendance details of the
month.

Figure 96 — Monthly Claim Details
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Click on [+] button to add Employee
deduction details.

Deauction Detalls

HARICM SHREERAMA SINGH 1251 11138400

Enter the Deduction details and click on
[Save] button.

Figure 97 — Employee Details

Note: Net Payable amount is generated by deducting the Net Pay amount and
Deduction Amount. If the Disbursed Amount is lower than the Net Payable

amount, add Remarks against the amount.
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Upload Salary statement and Bill.

Figure 98 — Upload Details (1)
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Add additional attachments, claims
charges and click on [Submit] button.

Figure 99 - Upload Details (2)
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Generated Claim details PDF report.

Click on [Attachment] button to view the
uploaded attachments.

Click on [Query] button to view the | |
submitted queries.

Figure 100 — Monthly Claim (Pending)

8.2 SECURITY DIVISION

8.2.1 SECURITY DIVISION VMAKER

Security Division Maker logins to verify the submitted Monthly Claim details

submitted by the Vendor.
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8.2.1.1 PENDING

RISe saauy coveracs Maragemant
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Click [@] button to view the claim details.

Figure 101 — Monthly Claim (Pending)
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Generated Claim details
PDF report.

Figure 102 — Claim Details (1)
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Note: To add notes to the submitted Monthly Claim details, click on Notes tab,

enter the notes and click on [Save Note] button.

Seepe Secuiy Conrect 262
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Click [+] button to add notes. —

Figure 103 — Add Monthly Claim Notes

D WA MG MW W A Meicwes o1 i sr NS Geam  pep

2078-Dacene

Add note and click [Save Note] to
save the note.

Figure 104 - Add Monthly Claim Notes (1)
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To add query to the submitted Monthly Claim details, click on Query tab, select
the query type, enter the query and click on [Save Query] button.

cLamnon joct & Wirrin of ey 2028-Decencies

.....

Click [+] button to add query.

Figure 105 — Add Monthly Claim Query
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Select the query type, enter the
query and click [Save Query]
button to save query.

Figure 106 - Add Monthly Claim Query

Enter the penalty subject, penalty
amount and click [Save] button.

Figure 107 — Add Monthly Claim Penalty
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Click on [Verify] button to verify the monthly Choose the deduction type,
claim details. Click on [Forward] button to deduction amount, remarks and
forward to Security Division Checker. click [Save] button.

Figure 108 — Monthly Claim Deduction

Select the respective Security Division
Checker and click on [Forward] button.

Figure 109 — Forward Monthly Claim
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8.2.1.2 FORWARDED

The forwarded details will appear in the Forwarded tab.

RISe cocurity controct wanageme
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Figure 110 — Forwarded Tab
8.2.1.3 APPROVED

Previously approved Monthly claims will appear in the Approved tab.

asourca Daoymone. Rostar Alisiment . Atlananca | Mcrnly Ciam | iepans

Figure 111 — Approved Monthly Claims
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8.2.2 SECURITY DIVISION CHECKER

The monthly claim details forwarded by the Security Division Maker for
verification will appear as notifications in the Inbox tab of Security Division
Checker.

LMty Contract Menagement

) 4 CORMACIL  ReioR DROENINARD Mottt Aldmen|  Aildiees  Nonlm Dol RESOTE

Monthly Claim details forwarded from
Security Division Maker.

Figure 112 — Inbox Tab

Note: The respective Security Division Checker can follow the steps mentioned
from Figure 102 to Figure 109 to forward the details to Security Division

Approver.
8.2.3 SECURITY DIVISION APPROVER

The monthly claim details verified and forwarded by the Security Division
Checker will be sent to the Security Division Approver for Approval. The Security
Division Approver can access these submitted monthly claim details by logging

in with their username, password and the provided captcha.
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@ RISe _ ope— e

Enter the Username, password,
Captcha and click on [Login] button.

Figure 113 — Security Division Approver Login
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Click on [Select Seat] button to access
ADC — Security Division.

Figure 114 — Select Seat
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Select Security Contract.

Figure 115 — Select Security Contract Management

The monthly claim details forwarded by the Security Division Checker for
approval will appear as notifications in the /nbox tab of Security Division

Approver.

8.2.3.1 PENDING
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Click on [®] button to view the forwarded
claim details.

Figure 116 — Monthly Claim (Approval)

Note: The respective Security Division Approver can follow the steps mentioned
from Figure 102 to Figure 109 to forward the details to Finance Division Maker.
If any further clarification is needed regarding the monthly claim, then the

respective Security Division Approver can forward it to Labour Division Maker.

8. 3 FINANCE DIVISION

8.3.1 FINANCE DIVISION MAKER

The approved monthly claim details by the Labour Division Approver will be
forwarded to Finance Division Maker. The Finance Division Maker access the
forwarded monthly claim details by logging in with their username, password

and the provided captcha.

Page 82 of 98




USER MANUAL — RISE (SECURITY CONTRACT MANAGEMENT)

Figure 117 — Finance Division Maker Login

Nors e gt 34 s T Gt - Gt
H RIS

——— = _4_
Q 06
..................................

Enter the Username, password,
Captcha and click on [Login] button.

Welcome, Shri. Jagdish Prasad Gaur
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Figure 118 — Select Seat
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Select Security Contract.

Figure 119 - Select Security Contract Management

The monthly claim details forwarded by the Labour Division Approver after

approval will appear as notifications in the Inbox tab of Finance Division Maker.

AT
Fllf_'}t! Secirity Contract Management T R o
Blshbedrd | noow | Coedract: 3 Bester Attoncance  Montiy Clim Resarts

Monthly Claim details forwarded from
Labour Division Approver.

Figure 120 — Inbox Tab
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Note: The respective Finance Division Maker can follow the steps mentioned
from Figure 102 to Figure 109 to forward the details to Security Division

Approver.
8.3.2 FINANCE DIVISION CHECKER

The monthly claim details forwarded from the Finance Division Maker for
verification will be sent to the Finance Division Checker. The Finance Division
Checker can access the monthly claim details by logging in with their username,

password and the provided captcha.

@ -]-«ivl-:.:-‘-lilm-..-.N.,...,M. R e T i

Enter the Username, password,
Captcha and click on [Login] button.

Figure 121 — Finance Division Checker Login
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Welcome, Shri. Jagdish Prasad Gaur
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Click on [Select Seat] button to access LDC 2 —
Finance, Accounts & Procurement Division.

Figure 122 — Select Seat
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Select Security Contract.

Figure 123 - Select Security Contract Management
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The monthly claim details forwarded by the Finance Division Maker after
verification will appear as notifications in the Inbox tab of Finance Division
Checker.

RISe ity contraet Wanagement

Virx  Fesouwes Depoyment  Roster Alafmern Mol Carm

Monthly Claim details forwarded by
Finance Division Maker.

Figure 124 — Inbox Tab

Note: The respective Finance Division Checker can follow the steps mentioned
from Figure 102 to Figure 109 to forward the details to Finance Division

Approver.

8.3.3 FINANCE DIVISION APPROVER

The monthly claim details verified and forwarded by the Finance Division
Checker will be sent to the Finance Division Approver for Approval. The Finance
Division Approver can access these submitted monthly claim details by logging

in with their username, password and the provided captcha.
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Enter the Username, password,
Captcha and click on [Login] button.

Figure 125 — Finance Division Approver Login
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Click on [Select Seat] button to access ADC —

Finance, Accounts & Procurement Division.

Figure 126 — Select Seat
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Select Security Contract.

Figure 127 - Select Security Contract Management

The monthly claim details forwarded by the Finance Division Checker for
approval will appear as notifications in the Inbox tab of Finance Division

Approver.
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Derboard Tomtrects  AessarcoDeployment  Roster Atbendance - Monthly Claim. Feports

Monthly Claim details forwarded from
Finance Division Checker.

Figure 128 — Inbox Tab

Note: The respective Finance Division Approver can follow the steps mentioned

from Figure 102 to Figure 109 to forward the details to Vendor.

8.4 VENDOR LOGIN

The Vendor logins to view the approved status of Monthly Claim details

forwarded by Finance Division Approver.
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Navigate to Monthly Claim tab.

S
J.\J.:T'M..’ Security Contiacl Managerien
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Enter the year and month to view

L . The status will appear as Approved.
the claim details.

Click on [@] button to view the
approved claim details.

Figure 129 — Monthly Claim Approved Status by Finance Division Approver
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9 WAGE DETAILS

9.1 VENDOR LOGIN

Every 6 months the wage details of the employee will be updated by the vendor

under Wage Details Tab.

Click [@] button to add wage details
against the contract.

Figure 130 — Wage Details

Enter Role, Amount, Active From,
Active To date and click [Save] button.

Figure 131 — Payment Component Details

Once the details are submitted, it will be forwarded directly to security division

approver.
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9.2 SECURITY DIVISION APPROVER

The security division approver will approve the Wage Updates under Wage

Details Tab.
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Click [Approve] button to approve the
updated wage details.

Figure 132 — Approve Wage Updates
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10 REPORTS

10. 1 VENDOR LOGIN

Report generation process is mentioned in the Reports tab.
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]

Figure 133 — Reports (Vendor Login)

10.1.1 MONTHLY CONSOLIDATED ATTENDANCE REPORT

ot
RI be Security Contract Management
Inbax Contracts Roster Attendance Monthly Clalm  Wage Detalls Reports
" Reports

Monthly Consolldated Attendance Report

Click here to generate Monthly

Consolidated Attendance Report.

Figure 134 — Monthly Consolidated Attendance Report
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Manthly Consalldatad Report u

Select Year, Month, Contract
: Type, Agency Type and click on

e FEE Hegert [Generate PDF Report] button
H from the drop-down.

SEEPZ SPECIAL ECONOMIC ZONE AUTHORITY
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Generated PDF Report.

Figure 135 — Generate PDF Report (Vendor User)

Note: The respective Vendor user can generate Monthly Claim Report, Daily
Attendance Report, Datewise Leave Report, Monthly Leave Report, Employee
Attendance Report, Security Point Wise Report, Deduction Report, Joining Date
wise Employee details, Monthly Consolidated Attendance Report, Regenerate

Monthly Claim as mentioned in Figure 134 to Figure 135.

10. 2 DEPARTMENT USER LOGIN

Report generation process is mentioned in the Reports tab.
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Figure 136 - Reports (Department User Login)

10.2.1 MONTHLY CONSOLIDATED ATTENDANCE REPORT

1
RI be Security Contract Management
Inbax Contracts Roster Attendance Monthly Clalm Wage Detalis Reports
Y Reports

Monthly Consolldated Attendance Report g g

Click here to generate Monthly

Consolidated Attendance Report.

Figure 137 - Monthly Consolidated Attendance Report
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]
Select Year, Month, Contract
Type, Agency Type and click on
[Generate PDF Report] button
from the drop-down.

SEEFZ SPECIAL ECONOMIC ZONE AUTHORITY
SEEPZ SERVICE CENTRE BUILDING, SEEPZ SEZ,
ANDHER| (EAST), MUMBAI 400096.

-rast. emmeepe-mahiinic.in P

Generated PDF Report.

Figure 138 - Generate PDF Report (Department User)

Note: The respective Department user can generate Monthly Claim Report,
Daily Attendance Report, Datewise Leave Report, Monthly Leave Report,
Employee Attendance Report, Security Point Wise Report, Deduction Report as
mentioned in Figure 134 to Figure 135.
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*End Of the Module - RISe

(Security Contract Management) **

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