














 

Table of Contents 
 

1 VERSION HISTORY 11 

2 INTRODUCTION 12 

3 SETUP 13 

3. 1 LOGIN – SECURITY DIVISION MAKER 13 

3.1.1 SHIFTS 15 

3.1.2 GATE SETUP 16 

3.1.3 SECURITY POINTS 17 

3.1.4 SKILL SETUP 18 

3.1.5 EMPLOYEEWISE SKILL SETUP 19 

3.1.6 BILLING SETUP 20 

3.1.7 FIXED POINT SETUP 21 

4 CONTRACT 23 

4. 1 LOGIN – VENDOR 23 

4.1.1 INBOX 24 

4.1.2 VIEW CONTRACTS 25 

4. 2 LOGIN – SECURITY DIVISION MAKER 30 

4.2.1 CONTRACT 31 

4.2.2 VERIFY & FORWARD EMPLOYEE DETAILS 34 

4. 3 LOGIN – SECURITY DIVISION APPROVER 35 

4.3.1 CONTRACTS 37 

4.3.2 APPROVE EMPLOYEE DETAILS 37 

4. 4 LOGIN-LABOUR DIVISION MAKER 40 

4.4.1 CONTRACTS 41 

4.4.2 VERIFY & FORWARD EMPLOYEE DETAILS 43 

4. 5 LOGIN – LOBOUR DIVISION APPROVER 45 



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 3 of 98  

 

4.5.1 CONTRACTS 46 

4.5.2 APPROVE EMPLOYEE DETAILS 47 

5 RESOURCE DEPLOYMENT 48 

5. 1 LOGIN-SECURITY DIVISION MAKER 48 

5.1.1 ADD DEPLOYMENT DETAILS 49 

6 ROSTER PLAN 53 

6. 1 LOGIN- VENDOR 53 

6.1.1 CREATE ROSTER 53 

6.1.2 ASSIGN GUARDS 54 

6. 2 LOGIN-SECURITY DIVISION MAKER 56 

6.2.1 ROSTER ALLOTMENT 56 

7 ATTENDANCE 60 

7. 1 ADD ATTENDANCE 60 

7. 2 SECURITY DIVISION MAKER 64 

7.2.1 ATTENDANCE 64 

7.2.2 INBOX 68 

8 MONTHLY CLAIM 69 

8. 1 VENDOR LOGIN 69 

8. 2 SECURITY DIVISION 72 

8.2.1 SECURITY DIVISION MAKER 72 

8.2.2 SECURITY DIVISION CHECKER 79 

8.2.3 SECURITY DIVISION APPROVER 79 

8. 3 FINANCE DIVISION 82 

8.3.1 FINANCE DIVISION MAKER 82 

8.3.2 FINANCE DIVISION CHECKER 85 

8.3.3 FINANCE DIVISION APPROVER 87 



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 4 of 98  

 

8. 4 VENDOR LOGIN 90 

9 WAGE DETAILS 92 

9. 1 VENDOR LOGIN 92 

9. 2 SECURITY DIVISION APPROVER 93 

10 REPORTS 94 

10. 1 VENDOR LOGIN 94 

10.1.1 MONTHLY CONSOLIDATED ATTENDANCE REPORT 94 

10. 2 DEPARTMENT USER LOGIN 95 

10.2.1 MONTHLY CONSOLIDATED ATTENDANCE REPORT 96 



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 5 of 98  

 

Table of Figures 

Figure 1 - Login Page .................................................................................................... 13 

Figure 2 - Select Security Contract ............................................................................... 14 

Figure 3 - Setup ............................................................................................................ 14 

Figure 4 - Shifts ............................................................................................................ 15 

Figure 5 - Add Shift Details ........................................................................................... 15 

Figure 6 - Update Shift ................................................................................................. 16 

Figure 7 - Gate Setup ................................................................................................... 16 

Figure 8 - Add Gate Setup Details ................................................................................ 17 

Figure 9 - Security Points ............................................................................................. 17 

Figure 10 - Add Security Points .................................................................................... 18 

Figure 11 - Skill Setup ................................................................................................... 18 

Figure 12 - Add Skill Details .......................................................................................... 19 

Figure 13 - Employee Wise Skill Setup ......................................................................... 19 

Figure 14 - Add Employee Skill Details ......................................................................... 20 

Figure 15 – Billing Setup ............................................................................................... 20 

Figure 16 – Add Billing Cycle ........................................................................................ 21 

Figure 17 – Fixed Point Setup ...................................................................................... 21 

Figure 18 – Add Rolewise Fixed Point .......................................................................... 22 

Figure 19 - Login Vendor Page ..................................................................................... 23 

Figure 20 - Login Details ............................................................................................... 23 

Figure 21 - Select Security Contract ............................................................................. 24 

Figure 22 - Inbox tab .................................................................................................... 24 

Figure 23 - Contracts .................................................................................................... 25 

Figure 24 - Contract Details ......................................................................................... 26 

Figure 25 - View Icon.................................................................................................... 26 

Figure 26 - Add Resources ........................................................................................... 27 

file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469029
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469030
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469031
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469032
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469033
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469034
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469035
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469036
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469037
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469038
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469039
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469040
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469041
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469042
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469043
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469044
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469045
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469046
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469047
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469048
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469049
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469050
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469051
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469052
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469053
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469054


USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 6 of 98  

 

Figure 27 - Add Employee Details ................................................................................ 28 

Figure 28 - Employee General Details (1) .................................................................... 29 

Figure 29 - Employee General Details (2) .................................................................... 29 

Figure 30  - Login Page ................................................................................................. 30 

Figure 31 - Modules List ............................................................................................... 31 

Figure 32 - Contract List ............................................................................................... 31 

Figure 33 - View Resource ........................................................................................... 32 

Figure 34 - Employee Name List .................................................................................. 32 

Figure 35 - Newly Added Employee Details ................................................................. 33 

Figure 36 - Newly Added Employee Details (1) ............................................................ 33 

Figure 37 – Verify & Forward Employee Details .......................................................... 34 

Figure 38  - Login Page ................................................................................................. 35 

Figure 39 – Select Seat ................................................................................................. 36 

Figure 40 - Modules List ............................................................................................... 36 

Figure 41 - Contract List ............................................................................................... 37 

Figure 42 –Approve Employee Details ......................................................................... 38 

Figure 43 - Approved Status ......................................................................................... 39 

Figure 44 - Approved Status ......................................................................................... 39 

Figure 45 - Login Page .................................................................................................. 40 

Figure 46 – Select Seat ................................................................................................. 40 

Figure 47 - Modules List ............................................................................................... 41 

Figure 48 - Contract List ............................................................................................... 41 

Figure 49 - View Resource ........................................................................................... 42 

Figure 50 - Employee Name List .................................................................................. 42 

Figure 51 - Newly Added Employee Details ................................................................. 43 

Figure 52 - Newly Added Employee Details (1) ............................................................ 43 

Figure 53 – Verify & Forward Employee Details .......................................................... 44 

file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469055
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469056
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469057
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469058
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469059
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469060
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469061
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469062
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469063
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469064
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469065
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469066
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469067
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469068
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469069
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469070
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469071
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469072
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469073
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469074
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469075
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469076
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469077
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469078
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469079
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469080
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469081


USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 7 of 98  

 

Figure 54  - Login Page ................................................................................................. 45 

Figure 55 - Select Seat .................................................................................................. 45 

Figure 56 - Modules List ............................................................................................... 46 

Figure 57 - Contract List ............................................................................................... 46 

Figure 58 – Approve Employee Details ........................................................................ 47 

Figure 59 – Security Division Maker Login Page .......................................................... 48 

Figure 60 – Adding Deployment Details (1) ................................................................. 49 

Figure 61 - Adding Deployment Details (2) .................................................................. 49 

Figure 62 - Adding Deployment Details (3) .................................................................. 50 

Figure 63 - Adding Deployment Details (4) .................................................................. 50 

Figure 64 - Adding Deployment Details (5) .................................................................. 51 

Figure 65 - Denoting Number of Resources ................................................................. 51 

Figure 66 – Deployment Plan Created ......................................................................... 52 

Figure 67 - Create Roster ............................................................................................. 53 

Figure 68 - Roster Details ............................................................................................. 53 

Figure 69 – Edit Roster ................................................................................................. 54 

Figure 70 – Assign Guard ............................................................................................. 55 

Figure 71 – Confirmation Notification ......................................................................... 55 

Figure 72 - Roster Allotment ........................................................................................ 56 

Figure 73 – Finalize Roster Allotment .......................................................................... 56 

Figure 74 - Confirmation Notification .......................................................................... 57 

Figure 75 – View Roster List ......................................................................................... 57 

Figure 76 - Allotted Roster Details ............................................................................... 58 

Figure 77 – PDF Format ................................................................................................ 58 

Figure 78 - Print Roster PDF List................................................................................... 59 

Figure 79 - Attendance................................................................................................. 60 

Figure 80 – Add Attendance Details ............................................................................ 60 

file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469082
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469083
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469084
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469085
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469086
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469087
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469088
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469089
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469090
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469091
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469092
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469093
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469094
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469095
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469096
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469097
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469098
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469099
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469100
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469101
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469102
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469103
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469104
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469105
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469106
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469107
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469108


USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 8 of 98  

 

Figure 81 – List of Attendance ..................................................................................... 61 

Figure 82 – Attendance Marking.................................................................................. 62 

Figure 83 – Select Substitute ....................................................................................... 62 

Figure 84 – Substitute Added by Vendor ..................................................................... 63 

Figure 85 – List of Leaves Table with Substitute Name ............................................... 63 

Figure 86 – Attendance Tab ......................................................................................... 64 

Figure 87 – Submitted Attendance Details .................................................................. 64 

Figure 88 – Edit Attendance ......................................................................................... 65 

Figure 89 – Edited Attendance Status & History .......................................................... 66 

Figure 90 – Finalize Attendance ................................................................................... 66 

Figure 91 – Attendance (Monthly) ............................................................................... 67 

Figure 92 – Claim List ................................................................................................... 67 

Figure 93 – Consolidated Attendance Details .............................................................. 68 

Figure 94 – Inbox Tab ................................................................................................... 68 

Figure 95 – Monthly Claim ........................................................................................... 69 

Figure 96 – Monthly Claim Details ............................................................................... 69 

Figure 97 – Employee Details ....................................................................................... 70 

Figure 98 – Upload Details (1) ...................................................................................... 71 

Figure 99 - Upload Details (2) ...................................................................................... 71 

Figure 100 – Monthly Claim (Pending) ......................................................................... 72 

Figure 101 – Monthly Claim (Pending) ......................................................................... 73 

Figure 102 – Claim Details (1) ...................................................................................... 73 

Figure 103 – Add Monthly Claim Notes ....................................................................... 74 

Figure 104 - Add Monthly Claim Notes (1) ................................................................... 74 

Figure 105 – Add Monthly Claim Query ....................................................................... 75 

Figure 106 - Add Monthly Claim Query ....................................................................... 76 

Figure 107 – Add Monthly Claim Penalty ..................................................................... 76 

file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469109
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469111
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469112
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469113
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469114
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469115
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469116
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469117
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469118
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469119
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469120
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469121
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469122
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469123
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469124
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469125
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469127
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469129
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469130
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469131
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469132
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469133
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469134
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469135


USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 9 of 98  

 

Figure 108 – Monthly Claim Deduction ....................................................................... 77 

Figure 109 – Forward Monthly Claim .......................................................................... 77 

Figure 110 – Forwarded Tab ........................................................................................ 78 

Figure 111 – Approved Monthly Claims ....................................................................... 78 

Figure 112 – Inbox Tab ................................................................................................. 79 

Figure 113 – Security Division Approver Login ............................................................ 80 

Figure 114 – Select Seat ............................................................................................... 80 

Figure 115 – Select Security Contract Management.................................................... 81 

Figure 116 – Monthly Claim (Approval) ....................................................................... 82 

Figure 117 – Finance Division Maker Login.................................................................. 83 

Figure 118 – Select Seat ............................................................................................... 83 

Figure 119 - Select Security Contract Management .................................................... 84 

Figure 120 – Inbox Tab ................................................................................................. 84 

Figure 121 – Finance Division Checker Login ............................................................... 85 

Figure 122 – Select Seat ............................................................................................... 86 

Figure 123 - Select Security Contract Management .................................................... 86 

Figure 124 – Inbox Tab ................................................................................................. 87 

Figure 125 – Finance Division Approver Login ............................................................. 88 

Figure 126 – Select Seat ............................................................................................... 88 

Figure 127 - Select Security Contract Management .................................................... 89 

Figure 128 – Inbox Tab ................................................................................................. 90 

Figure 129 – Monthly Claim Approved Status by Finance Division Approver .............. 91 

Figure 130 – Wage Details ........................................................................................... 92 

Figure 131 – Payment Component Details .................................................................. 92 

Figure 132 – Approve Wage Updates .......................................................................... 93 

Figure 133 – Reports (Vendor Login) ........................................................................... 94 

Figure 134 – Monthly Consolidated Attendance Report ............................................. 94 

file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469136
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469137
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469138
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469139
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469140
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469141
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469142
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469143
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469144
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469145
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469146
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469147
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469148
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469149
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469150
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469151
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469152
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469153
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469154
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469155
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469156
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469157
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469158
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469159
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469160
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469161
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469162


USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 10 of 98  

 

Figure 135 – Generate PDF Report (Vendor User) ....................................................... 95 

Figure 136 - Reports (Department User Login) ............................................................ 96 

Figure 137 - Monthly Consolidated Attendance Report .............................................. 96 

Figure 138 - Generate PDF Report (Department User) ................................................ 97 

  
 

file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469163
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469164
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469165
file:///C:/Users/Sneha/Downloads/Ver%201.1/User%20Manual%20-%20Security%20Contract%20Management(RISe)%202025%2001%2029%20Ver%201.1.docx%23_Toc189469166


USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 11 of 98  

 

1 VERSION HISTORY 

VER 
NO 

CHANGE 
SUMMARY 

DATE PREPARED BY 
REVIEWED 

BY 
APPROVED 

BY 

1.0 First Version 23-07-2024 

Anakha S, 
Sneha R P, 
Nishmitha K V, 
Sareena Saji 

Jani 
Abraham 

Vishnu K S 

1.1 
Updated 
Version 

29-01-2025 
Manchisha 
Chandramohan 

Jani 
Abraham 

Vishnu K S 

      

 

  



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 12 of 98  

 

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: 

 Security Vendor 

 Security Division 

 Labour Division 

 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 

 

 

Figure 1 - Login Page 

Enter the Username, password, 

Captcha and click on [Login] button. 
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Select the [Security Contract] module 

from the list of functional modules. 

Figure 2 - Select Security Contract 

Click on [Setup] icon to start the setup. 

Figure 3 - Setup 
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3.1.1 SHIFTS 

 
 

 
Note: SEEPZ has three main shifts: Morning, Day, and Night. Added shifts are 

listed Shift Lists table. 

 

 

 

Select Shifts tab. 

Figure 4 - Shifts 

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 

Click on [Add Shift] button 
to add shift. 
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3.1.2 GATE SETUP 

 

 

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

 

Enter the Shift Name and 
Time. 

Click on [Update] button to update the shift 

and the [Clear] button to clear it. 

Figure 6 - Update Shift 

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

Figure 7 - Gate Setup 
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3.1.3 SECURITY POINTS 

 

  

 

 

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

Figure 9 - Security Points 

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 
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3.1.4 SKILL SETUP 

 
 

 
Note: Added Skill Setup Details are listed in the Skill List table. 

 

Enter the Security Point Details, then 
click [Save] button to save the 
entered details. 

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

Figure 10 - Add Security Points 

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

Figure 11 - Skill Setup 
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3.1.5 EMPLOYEEWISE SKILL SETUP 

 
 

 
 
Note: Added Employee Skills Details are listed in the Employee Skill List table. 

 

Enter the Skill Details, then click on 

[Save] button to save entered details. 

Figure 12 - Add Skill Details 

Select Employee Wise Skill 
Setup tab. 

Click on [Add Employee Wise Skills] 
button to add employee wise. 

Figure 13 - Employee Wise Skill Setup 
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3.1.6 BILLING SETUP 

 

 

Figure 15 – Billing Setup 

Click [Add Billing Cycle] 

button to add billing cycle. 

Enter the Employee Skills, then click on [Save] 
button to save the entered details. 

Figure 14 - Add Employee Skill Details 
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3.1.7 FIXED POINT SETUP 

 

 

Figure 16 – Add Billing Cycle 

Figure 17 – Fixed Point Setup 

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

Click [Add Fixed Points] 
button to add fixed point setup. 
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Figure 18 – Add Rolewise Fixed Point 

Select the Shift, Security Point and 

Role, then click [Save] button. 
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4 CONTRACT  

4. 1 LOGIN – VENDOR 

 

 

 

  

Figure 19 - Login Vendor Page 

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

Figure 20 - Login Details 
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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 

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

Figure 21 - Select Security Contract 
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4.1.2  VIEW CONTRACTS 

 

 

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

Duration, and Status. 

 

Select Contracts tab. 

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

Figure 23 - Contracts 
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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 

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

Figure 24 - Contract Details 

Click on [View] icon to Add 
Resources. 

Figure 25 - View Icon 
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Click on [Add] button to add 
appropriate resources. 

Click on [Submit Resources Details] 
button to Submit Resources. 

Figure 26 - Add Resources 
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4.1.2.1 EMPLOYEE GENERAL DETAILS 

 

 
 

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

Added Employees are 
listed in this table. 

Figure 27 - Add Employee Details 

Click on [Activate/Deactivate] button 
to Activate or Deactivate employees. 
Use the Activate button for currently 
working employees and the Deactivate 
button for resigned employees. 

Click on [View] 
icon to view 
selected 
Employee General 
Details. 
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4.1.2.2 ADD NEW EMPLOYEE 

 

 

 

  

Figure 28 - Employee General Details (1) 

Enter Employee General Details. 

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 

 

 
 

Figure 30  - Login Page 
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4.2.1 CONTRACT  

 

 

 

Figure 31 - Modules List 

Select security contract. 

Figure 32 - Contract List 

Click on Contracts tab to view 
add employee list. 

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

Figure 33 - View Resource 

Figure 34 - Employee Name List 

Click here to view newly added 
employee list. 
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Figure 35 - Newly Added Employee Details 

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

 

 

Figure 37 – Verify & Forward Employee Details 

Click on [Forward] button to forward the 
details. 

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

 

 

Figure 38  - Login Page 

Enter Username, Password & Captcha 
and then click on [Login] Button. 
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Click on [Select Seat] button to 
access modules list. 

Figure 39 – Select Seat 

Select security contract. 

Figure 40 - Modules List 
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4.3.1 CONTRACTS 

 

 
 
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 

Figure 41 - Contract List 

Click on Contracts tab to view 
add employee list. 

Click here to view resource list 
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Once the newly added employee details are approved, the status will be 

displayed here. 

Figure 42 –Approve Employee Details 

Click on [Forward] button to forward the 
details. 

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

Figure 43 - Approved Status 

Click here to view newly added 
employee approved status. 

Approved Status. 

Figure 44 - Approved Status 
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4. 4 LOGIN-LABOUR DIVISION MAKER 

 

 

 

 

Figure 45 - Login Page 

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

Figure 46 – Select Seat 
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4.4.1 CONTRACTS 

 

 

Select security contract. 

Figure 47 - Modules List 

Click on Contracts tab to view 
add employee list. 

Click here to view resource list 

Figure 48 - Contract List 
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Click on [View Resource] 
button to view employee list. 

Figure 49 - View Resource 

Figure 50 - Employee Name List 

Click here to view newly added 
employee list. 
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4.4.2 VERIFY & FORWARD EMPLOYEE DETAILS 

Figure 51 - Newly Added Employee Details 

Figure 52 - Newly Added Employee Details (1) 
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Figure 53 – Verify & Forward Employee Details 

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

Click on [Forward] button to forward the 
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 

 

 

 

 

Figure 54  - Login Page 

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

Figure 55 - Select Seat 
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4.5.1 CONTRACTS 

 

 

The respective Labour Division Approver can follow the steps mentioned from 

Figure 33 to Figure 36. 

Figure 56 - Modules List 

Select security contract. 

Click on Contracts tab to view 
add employee list. 

Click here to view resource list 

Figure 57 - Contract List 
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4.5.2 APPROVE EMPLOYEE DETAILS 

 

 

Figure 58 – Approve Employee Details 

Click on [Approve] button to approve the 
details and then click on [Forward] 
button to forward the details. 
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5 RESOURCE DEPLOYMENT  

5. 1 LOGIN-SECURITY DIVISION MAKER 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 59 – Security Division Maker Login Page 

Enter the Username, Password, 
captcha and click on [Login] button to 
Login. 
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5.1.1 ADD DEPLOYMENT DETAILS 

 

 

 

 

 

 

 
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 

Figure 60 – Adding Deployment Details (1) 

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

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

Click on [Create] button to 

create the Deployment Version. 

Figure 61 - Adding Deployment Details (2) 

Click on the respective link 
to view its details. 
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its respective name, such as "Holiday Plan" or "Normal Plan," while others will 

show a deactive status.  

 
 
 

 

 

 

 

Figure 63 - Adding Deployment Details (4) 

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

Figure 62 - Adding Deployment Details (3) 

Click on View icon to add the 
respective Deployment details. 



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 51 of 98  

 

 

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

respective details are displayed within the same tab. 

 

 

Figure 64 - Adding Deployment Details (5) 

 

Upon selecting respective Shift, Gate, 
Post, the relevant Contract roles get 
listed under the same tab for adding the 
number of resources. 

Figure 65 - Denoting Number of Resources 

Denote the Number of Resources respective to 
the Contract Roles and click on [Save] button to 
save the number of resources. 
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Figure 66 – Deployment Plan Created 

Upon Saving the 
Deployment Tab, a pop-up 
message get displayed as 
shown. 

The Total Resource Count 
and Resource Added Count 
shown here depend on the 
selected shift, gate, and post. 
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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 

 

 

 

Navigate to Roster Tab to allocate 
the security guards. 

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

Figure 67 - Create Roster 

Figure 68 - Roster Details 

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

 

 

Click on [Edit] button to add 
security guards. 

Figure 69 – Edit Roster 

Roster initiated status. 



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 55 of 98  

 

 

 

 

 
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 

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 
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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 

 

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

and successfully completing the roster allotment. 

 

 

Click on Roster Allotment Tab 
to finalize roster allotment. 

Figure 72 - Roster Allotment 

Select Contract, Date and 
Shift. 

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.  

 

 

 

  
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. 

 
 

Figure 79 - Attendance 

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

Figure 80 – Add Attendance Details 

Select the Attendance date. 

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

Figure 81 – List of Attendance 

Sort the list of Attendance by 
selecting the Post. 

Sort the list of Attendance by 
selecting Security Point. 
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Figure 82 – Attendance Marking 

 

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

select the Substitute name from the drop-down. 

 

 
 

Click here to mark the 
Attendance Status. 

Select the Security Point from the 
drop-down to assign another point. 

Figure 83 – Select Substitute 

Select the Substitute Name from the 
drop-down. 
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The added Substitute by the employee will get listed in the List of Leaves table. 

 

Figure 84 – Substitute Added by Vendor 

Figure 85 – List of Leaves Table with Substitute Name  

Added Substitute details by the 
Vendor. 

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

Enter the Remarks in the pop-up 

window and click on [Submit] button. 
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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.  

 

 

 

Figure 86 – Attendance Tab 

Click on [Add Attendance] button to 
view the List of Attendance details. 

Figure 87 – Submitted Attendance Details 

Select the Attendance Date from the 
drop-down. 

Submitted details by the Vendor based 
on the selected Attendance Date. 
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The respective Seepz user can edit the submitted Attendance details by clicking 

on [Edit] button.  

 

 

The Attendance Status will be updated by whom it has been edited mentioning 

in the Remarks section. 

Figure 88 – Edit Attendance 

Click on [Edit] button to edit the 

Attendance status. 
Select the Attendance status. 
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Click on [Finalize] button after updating the Attendance details. 

 

 

 

 

Figure 89 – Edited Attendance Status & History 

Click on [History] button to view 

Attendance History. 

Attendance History details. 

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. 

 

 

 

 

Figure 91 – Attendance (Monthly) 

Click on [Claim Initialization] button 

to generate Claim details. 

Figure 92 – Claim List 

Enter the Year, Month and Contract 
name to generate Claim Details. 

Click on [👁] button to generate 

consolidated Attendance details of the 
month. 



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 68 of 98  

 

 

 

7.2.2 INBOX 

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

Division Maker. 

 

 

 
 
 
 
 
 
 
 

Figure 94 – Inbox Tab 

Figure 93 – Consolidated Attendance Details 
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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.  

 

 

 

 

Figure 95 – Monthly Claim 

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

Figure 96 – Monthly Claim Details 

Enter the Year, Month to generate 
Monthly Claim details. 

Click on [👁] button to generate 

consolidated Attendance details of the 
month. 
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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. 

 

Figure 97 – Employee Details 

Click on [+] button to add Employee 

deduction details. 

Enter the Deduction details and click on 
[Save] button. 
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Figure 98 – Upload Details (1) 

 

 

 

Upload Salary statement and Bill. 

Figure 99 - Upload Details (2) 

Add additional attachments, claims 

charges and click on [Submit] button. 
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Figure 100 – Monthly Claim (Pending) 

 

8. 2 SECURITY DIVISION  

8.2.1 SECURITY DIVISION MAKER  

Security Division Maker logins to verify the submitted Monthly Claim details 

submitted by the Vendor. 

 

Generated Claim details PDF report. 

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

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



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 73 of 98  

 

8.2.1.1 PENDING 

 

 

 

 
 
 

Figure 101 – Monthly Claim (Pending) 

Click  [👁] button to view the claim details. 

Figure 102 – Claim Details (1) 

Generated Claim details 
PDF report. 
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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. 

 

 

 

 

Figure 103 – Add Monthly Claim Notes 

Figure 104 - Add Monthly Claim Notes (1) 

Click [+] button to add notes. 

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

 

 

Figure 105 – Add Monthly Claim Query  

Click [+] button to add query. 
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Figure 106 - Add Monthly Claim Query 

Figure 107 – Add Monthly Claim Penalty 

Select the query type, enter the 
query and click [Save Query] 
button to save query. 

Enter the penalty subject, penalty 

amount and click [Save] button. 
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Figure 108 – Monthly Claim Deduction 

Choose the deduction type, 
deduction amount, remarks and 
click [Save] button. 

Click on [Verify] button to verify the monthly 
claim details. Click on [Forward] button to 
forward to Security Division Checker. 
 

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. 

 

 

8.2.1.3 APPROVED 

Previously approved Monthly claims will appear in the Approved tab. 

 

 

Figure 110 – Forwarded Tab 

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.  

 

 

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. 

Figure 112 – Inbox Tab 

Monthly Claim details forwarded from 
Security Division Maker. 
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Figure 113 – Security Division Approver Login  

Figure 114 – Select Seat 

Click on [Select Seat] button to access 
ADC – Security Division. 

Enter the Username, password, 
Captcha and click on [Login] button. 
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The monthly claim details forwarded by the Security Division Checker for 

approval will appear as notifications in the Inbox tab of Security Division 

Approver. 

 

8.2.3.1 PENDING 

 
  

Figure 115 – Select Security Contract Management 

Select Security Contract. 
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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.  

Figure 116 – Monthly Claim (Approval) 

Click on [👁] button to view the forwarded 
claim details. 
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Figure 117 – Finance Division Maker Login  

Figure 118 – Select Seat 

Enter the Username, password, 
Captcha and click on [Login] button. 
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The monthly claim details forwarded by the Labour Division Approver after 

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

 

 

 

Select Security Contract. 

Figure 119 - Select Security Contract Management 

Figure 120 – Inbox Tab 

Monthly Claim details forwarded from 
Labour Division Approver. 
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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. 

 

 

Figure 121 – Finance Division Checker Login  

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



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 86 of 98  

 

 

 

 

Figure 122 – Select Seat 

Select Security Contract. 

Figure 123 - Select Security Contract Management 

Click on [Select Seat] button to access LDC 2 – 
Finance, Accounts & Procurement Division. 
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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.  

 

 

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. 

 

Figure 124 – Inbox Tab 

Monthly Claim details forwarded by 
Finance Division Maker. 
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Figure 125 – Finance Division Approver Login  

Figure 126 – Select Seat 

Enter the Username, password, 

Captcha and click on [Login] button. 

Click on [Select Seat] button to access ADC – 
Finance, Accounts & Procurement Division. 
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The monthly claim details forwarded by the Finance Division Checker for 

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

Approver.                     

Figure 127 - Select Security Contract Management 

Select Security Contract. 
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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.  

Figure 128 – Inbox Tab 

Monthly Claim details forwarded from 
Finance Division Checker. 
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Figure 129 – Monthly Claim Approved Status by Finance Division Approver 

Navigate to Monthly Claim tab. 

Enter the year and month to view 
the claim details. 

The status will appear as Approved. 

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

 

 

 
 

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

approver. 

Figure 130 – Wage Details 

Click [👁] button to add wage details 

against the contract. 

Enter Role, Amount, Active From, 

Active To date and click [Save] button. 

Figure 131 – Payment Component Details 
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9. 2 SECURITY DIVISION APPROVER 

The security division approver will approve the Wage Updates under Wage 

Details Tab.  

 

 

 
 

 

 

Figure 132 – Approve Wage Updates 

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



USER MANUAL – RISE (SECURITY CONTRACT MANAGEMENT) Confidential 

 

Page 94 of 98  

 

10 REPORTS 

10. 1 VENDOR LOGIN 

Report generation process is mentioned in the Reports tab. 

 

 

 
 

10.1.1 MONTHLY CONSOLIDATED ATTENDANCE REPORT 

 

 

Figure 133 – Reports (Vendor Login) 

Click here to generate Monthly 
Consolidated Attendance Report. 

Figure 134 – Monthly Consolidated Attendance Report 
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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. 
 

Figure 135 – Generate PDF Report (Vendor User) 

Select Year, Month, Contract 
Type, Agency Type and click on 
[Generate PDF Report] button 

from the drop-down. 

Generated PDF Report. 
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10.2.1 MONTHLY CONSOLIDATED ATTENDANCE REPORT 

 

 

 
  

Figure 136 - Reports (Department User Login) 

Click here to generate Monthly 
Consolidated Attendance Report. 

Figure 137 - Monthly Consolidated Attendance Report 
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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. 

  

Select Year, Month, Contract 
Type, Agency Type and click on 
[Generate PDF Report] button 

from the drop-down. 

Generated PDF Report. 

Figure 138 - Generate PDF Report (Department User) 
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**End Of the Module - RISe 

       (Security Contract Management) ** 

 

 
  

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


