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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.

At present, the inventory management process
is conducted manually through physical
registers and a partially online system. This
approach poses several challenges, including
difficulties in maintaining accurate and up-to-
date -records of stock levels, tracking the
movement of items, and reconciling inventory
efficiently. Manual processes are not only time-
consuming but also prone to errors, which can
result in discrepancies in stock records and
delays in fulfilling requisitions. Additionally,
the lack of centralized, real-time tracking makes
it difficult to monitor stock utilization, identify
fast- or slow-moving items, and ensure optimal
inventory levels.

To address the limitations of the existing
manual system, an online Inventory
Management Module has been developed with
supersession of earlier Executive Order related
to Inventory Management under the RISe ERP
platform and Executive Order is being issued to
inform all stakeholders of SEEPZ SEZ, that
henceforth, all processes related to Inventory
and Store Management  will be
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processed through the RISe ERP application
(rise.seepz.gov.in) which is being implemented
for SEEPZ SEZ.

This module facilitates
tracking stock
processing, issuing of items, etc. It helps in
establishing optimum inventory levels by easily
identifying the fast- and slow-moving items,
thereby reducing cost, and keeping inventory at
the right levels. The application also provides
various customized reports and alerts to help in
monitoring the current stock level.

activities such as

existing items, requisition

The Inventory Management module was
released on 20.02.2025, and user privileges
have been enabled for the
stakeholders. It is instructed that all concerned
parties begin using the module fully to ensure
the successful automation of this process in
SEEPZ SEZ. No written requests for issuing of
stock or for new item requisition will be
accepted henceforth. All users are directed to
use the RISe application for carrying out the

respective

same.
SEEPZ User Responsibilities

a) The concerned ADC can request or raise
an indent for items that are not available
in stock.

b) They are also responsible for approving
and forwarding requests made by
contractual employees.

c) The Procurement Division ADC will
receive the request, review the item value,
obtain quotations, and approve the work
order.

d) The Accounts Officer is responsible for
verifying the quotations, checking the
available budget, and providing approval.
They can also request items when
necessary.

e)Contractual employees have the provision
to request items. Their requests must be
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approved by their concerned division’s
ADC. Contractual employees can log in
to the Rise ERP portal as SEEPZ users.
Once logged in, they can navigate to the
Inventory module, go to My Requests,
and request items available in stock.

f) An additiqnal demand request should be
sent to the procurement division once
any stock reaches the buffer limit.

Store Keeper Responsibilities:

The store keeper can log in to the Rise ERP
portal visit rise.seepz.gov.in using their
login credentials as a SEEPZ user.

Once logged in, they can access the
Inventory module.

Upon opening the Inventory module, the
store keeper will see tabs such as
Dashboard, Inbox, My Requests, Indent,
Stock, etc.

To add the details of existing stock:

a) Click on the Stock tab.

b) In the top-right corner, click the Add
Stock button. |

c) Enter the basic stock details and save.

d) Once saved, stock details can be updated
if required.

e) All existing stock entry should be done
in this portal within one week and
verified by ADC.

f) Managing inward and  outward
movement of goods through module.

g) Managing item requests raised by other
staff or officers.

h) Once the requisition is verified, the store
keeper can issue a Goods Issue Note.

Additionally, the store keeper is responsible

. for: :

a)} adding purchase orders
b) recording the inward movement of
received items
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€) managing item returns
d) adding payment details
e) performing stock reconciliation.

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 a ticket 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
Development Commissioner, SEEPZ-SEZ.
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Annexure A

Roles of Users in Inventory Management Module:

User

Roles in Module

Development Commissioner

View Dashboard
Generate Reports
View Purchase Orders
View Stock

View Delivery details

Joint Development Commissioner

View Dashboard
Generate Reports
View Purchase Orders
View Stock

View Delivery details

Deputy Development Commissioner

View Dashboard
Generaie Reports

View Purchase Orders
View Stock

View Delivery details
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Pay & Accounts Officer

Add Budget Heads
Generate Reports
View Dashboard
View Purchase Orders
View Stock

View Delivery details

R

ADC (All Section)

Create Indent
Generate Reports
View Dashboard

W

ADC Administration

Indent Consolidation
Add Quotation details
Forward Consolidated Indent to ADC]
Finance

Return of Items
Requisition Management
Generate Reports

View Dashboard

View Purchase Orders

. View Stock

0. View Delivery details
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Recordkeeper

Configuration of Item
Purchase Order Creation
Add Delivery details
[tem Return Management
Replacement of Item
Invoice Upload
Reconciliation of Stock
Management of Stock
Generate Reports

0. View Dashboard

LDC/ UDC/ Assistant (All Section)
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2. View allotted Items

Contract Staff

1. Request items
2. View allotted Items




