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SEEPZ (Santacruz Electronics Export

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

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

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

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

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

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

Process _involved in the RISe ERP
System:

A. Access the RISe Home Page:

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

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

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

B. Facilities available for Public Users-

1. Conference Room:

a)

b)

o)

d)

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

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

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

Note: If a user does not have account in

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

2. Guest House:

a)
b}

<)

d)

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

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

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

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

D,
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C.For SEEPZ Officers/ officials:

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

a) The user can review the request.

b) After reviewing, user can add a note.

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

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

a) Click on the Conference module and

Go to the Received tab.

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

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

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

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

This issues with the approval of the Devel-
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Annexure A

Roles of Users in Conference Room Module:

User Roles in Module

a) View Dashboard
b) Generate Reports

Devel tC issi jew i
clopment Commissioner ¢) View Bookings

a) View Dashboard
b) Generate Reports

Joint Development Commissioner ¢) View Bookings

a) View Dashboard
b) Generate Reports

Deputy Development Commissioner ¢) View Bookings

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

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

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

a) View Dashboard

b) Generate Reports

: ¢) Add Bookings

Caretaker d) View Bookings

' e) Extend Booking Dates

f) Close booking/ Mark Exit

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

j) Receive Bill




