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As per Section 48(1) of the Factories Act, 1948
read with Rule 87 of Maharashtra Factories
Rules 1963, every factory wherein more than
50 (Fifty) women are ordinarily employed, they
are required to maintain a suitable room or
rooms for the use of children under age of six
years of such women.

As per The Maharashtra Shop, and
Establishment (Regulation of Employment and
Conditions of Service) Act, 2017, Chapter A\
Section 23 in every establishment wherein
more than 50 (fifty) or more workers are
employed there Creche Facility shall be
provided and maintained a suitable room or
rooms as creche for the use of children of such
workers _

2. In terms of the above provisions units of
SEEPZ SEZ having more than 50 workers in
their factory/Unit shall mandatorily provide
creche facility to your female employees. In
case your unit is not in a position to provide
creche facility in the Unit premises, then in that
case, your unit can avail the common creche
facility provided by SEEPZ SEZ Authority

3. At present, units apply for the créche facility
in offline mode by submitting the applicable
charges through Demand Draft. Subsequently,
the SEEPZ Authority issues a physical
certificate for availing the common créche
facility, which the umit holders are required to
submit to the Director, Health and Safety
Department, Government of Maharashtra.
However, the existing manual system requires
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increased human interaction and physical visits
by unit representatives, making it difficult to
maintain a centralized record and monitor the
overall créche facility utilization. This process
also causes inconvenience to users.

4. To address the limitations of the existing
manual system, an online application has been
developed under the RISe ERP platform and is
now being implemented by SEEPZ SEZ. All
stakeholders of SEEPZ SEZ are hereby
informed that, henceforth, all processes related
to créche facility — including application,
payment, issuance of certificates, registration
of children, and overall management — shall
be conducted exclusively through the RISe
ERP portal  (https:/rise.seepz.gov.in). This
online module fully replaces the previous
offline  procedures, thereby  enhancing
transparency, ease of access, and efficient
monitoring of créche facility utilization.

5. Details of the creche facility:

a) Location: Ground Floor of BFC
Building, SEEPZ SEZ

b) Charges: As amended from time to
time.

c) Mode of payment: Online through the
ERP module only. No DDs/ Cheques/
NEFT will be accepted by SEEPZ
Authority

d) Application Start date for unit: 1* march

of previous financial year.

Note:

i. Units may apply and avail the créche
facility for any financial year only until
the last date of that financial year.

ii. Post closure of the financial vyear,
applications will not be accepted, and
no certificate will be issued for that
respective financial year.
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6.Unit of SEEPZ SEZ

Application Procedure to avail creche
facility .

A. For Units:

Step 1: Accessing Créche Management
Module

1. Visit rise.seepz.gov.in.

2. Log in with your credentials and navig-
ate to the Créche Management Mod-
ule.

Step 2:Apply for creche Faciliity

1. Select the financial year.
2. Click on “Apply” and submit the
' employee details there after payment
link will be generated.
3. Click on Initiate Payment.
4. Choose the payment method - on-
* line/challan.

After the successful completion of
payment, the unit can view and
download the Creche Certificate.

B. Registration of Children

1. Employee herself can apply for her
child registration online. If employee
has any difficulty, then they can ap-
proach creche operator for their chiid
registration.

2. Creche Operator shall register the chil-
dren and enter all required details,
maintain attendance in the RISe ERP
Module only.
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3. In cases where a concerned Unit has not
registered for the créche facility in ad-
vance, upon registration of a child by an
employee, the RISe ERP system will
automatically generate and send a pay-
ment notification to the concerned Unit.
The Unit shall be required to make the
payment by following the procedure
outlined in Clauses 3 and 4 of Step 2
under Section 6(A) of this Order.

C. Tracking and Monitoring

1. Estate officer or any other authorised
officer of SEEPZ can view all details
and download reports.

A detailed user manual is enclosed with this
order. There is a dedicated support unit 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 on the Technical Helpdesk
enabled in the RISe system. This will help the
SEEPZ Authority track and monitor the issues
and any pendency as well.

This issues with the approval of Competent
Authority.

Digitally signed by
Mital Sudhir Hiremath
(Miphtérgmagn-2025

<h TR 3T /1613388 pment Commissioner,

ot A, o8 /SEEPZ SEZ, Mumbai
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Annexure A

Roles of Users in Creche Management Module:

User

Roles in Module

Development Commissioner

b)
c)

d)

View Dashboard

Generate Reports

View of Units who have availed creche
facility

View of Unit employees who have
registered for creche facility

Joint Development Commissioner

2)
b)

d)

View Dashboard

Generate Reports

View of Uniis who have availed creche
facility

View of Unit employees who have
registered for creche facility

Deputy Development Commissioner

a)
b)

c)

d)

View Dashboard

Generate Reports

View of Units who have availed creche
facility

View of Unit employees who have
registered for creche facility

Assistant/ UDC/LDC of Labour Division

Provision to verify the employee details
submitted by Units
Initiate annual notification to Units

Assistant Development Commissioner, Estate

d)

View Dashboard

Generate Reports

View of Units who have availed creche
facility

View of Unit employees who have
registered for creche facility

a) Submit employee details
Unit b) Make payment
¢) Download Creche Certificate
a) Register the child
NGO b) Mark attendance of children

Generate Attendance Report
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2 INTRODUCTION

2.1 PRODUCT FUNCTION

Creche management refers to the administration and organization of a childcare
facility known as a creche. Units with female employees can enhance workplace
inclusivity by participating in the creche Management initiative. Eligible
companies are required to pay an annual enroliment fee of 5000 INR.

The process involves three main users: the SEEPZ User, the Unit User, and the
NGO User. The SEEPZ User sends a notification to the Unit User, directing
them to provide employee details, make the payment, and generate the
certificate. Once the certificate is generated, the NGO User registers the child
details and marks attendance. The SEEPZ User also has the ability to view
attendance details and generate the necessary reports.

2.2 INTENDED AUDIENCE

This manual is designed for three main user groups:

SEEPZ User:

SEEPZ users have the ability to create employee detail notifications, view
attendance details, and generate reports.

UNIT User:

Submit employee details and make the necessary payment to enrol in creche
management services.

NGO User:

The NGO user is responsible for registering child details and marking

attendance.
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3 ACCESSING THE CRECHE MODULE

L

Click on [Creche] button to access
creche module.

Figure 1 - Access Creche Module
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4 SETUP

Total Paymen: Recened Urnits Chgivie For Creche Faciity Ereioyes Detalls Submitied Payment Completsd
RS.10000.0 2 nas 2 Units 2unis
s iy Empioyes Gatals Nol Submilted Payment Paring
4 units 0 units

Click on [#¥] button to access setup.

Figure 2 - Setup

4.1 RATE SETUP

Eremoste Tots stat

o204 0202

Click on [Add Rate +]
button to add rate setup.

Figure 3 — Add Rate
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Provide the rate, select particular,from & Saved details are listed here.
to date .Then click on [Save] button to
save the details.

Figure 4 — Rate Details
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5 CREATE NOTIFICATION

5.1 LOGIN - LABOUR DIVISION LDC (SEEPZ USER)

Confidential

RISe Mome  One Tie Resistration . Publc Grievance . HelpDesk  Terms and Gondons «  Gortact
RISe
]
n ®
N M99 o oo
el Forset Password?

Figure 5 - Login page

Select the User.

Username:

Enter Username,

Password and Captcha.

Password:

W\ Q || captcha Click on [Login] Button

to login.

Figure 6 - Login Details
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cruz Eiectronic Expart Processing Zene SEZ

LDC SEEPZ SEZ-II
Welcome, £ Atotea o 2rapzcne
Good Morning Please select a profile from your list of privileges ta
-, e et
LDC-8ai-Wardha, LTI & Mindtree
i Alioted On 27-12-2024

LDC - E0U-I
B Alloted on 27122024

Locmea
£ A on 3712 024 =

LDC - Labour Division
[ Alloted on 27122024

Click here to Select Seat.

Figure 7 - Select seat

5.1.1 INBOX

RISe crecne Management

Dashboard  Noification  Attendance Detalls  Reparts

Click on Inbox Tab to view Click on [®] button to view
received notification. received notification details.

Figure 8 -Inbox
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5.1.2 DASHBOARD

In this section, User can view Total Payment
Received, Units Eligible to Crech Facility,

Here User can view the graph
: - f Financial Year Wise Income
| Employee Details Submitted, Payment ¢ : . —
Completed Count, Units Registered for and Registered Unit Names.
Creche Facilityy, Employee Details Not

submitted Payment Pending details count.

Figure 9 - Dashboard

5.1.3 NOTIFICATION

# 1 Notificaticn Tvpa Financial Year Subject Last Date

1 Lmpioyee Detai Submission 202425 test 20022025

: o Click on [Add Notification] button
Click on the Notification Tab to create notification to unit user.
to access the notification.

Figure 10 - Notifications
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=
RISe Creche Management
Inbox  Dashboard | Notifieation | Attendance Detalls  Reports

N

. Add attachments and click on
Enter subject, Enter date. [Save] button to save the details.

Figure 11 — Create Notification

The SEEPZ user notifies all units, to provide their respective employee details.
After saving the details, the notification conveniently located below within the

same Tab.

Showing 110 3 of 3 entries Previous

Access options for viewing, editing, deleting
and sending the notification by clicking here.

Figure 12 - Notification Being Processed

Upon clicking the send option, the notification will be sent to all unit users. Once
notifications are submitted, the user can view the list of submissions.
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Show 10 enties

&1 Notification Type Financial Year Subject LastDate

1 Employes Detall Submission 202425 tost

28022025

Click here to view submitted lists.

Figure 13 - Submitted Lists

The employee details submitted by a unit user are displayed here.

Inbox  Dashboard  Noufication | Altendance Dotalls  Reports

Notification Details

Hotification Type Financial Year

Subject Last Date
Employee Detall submission 2024-25 test 28-02-2025
Description
tost
Attachments

No attachment

Employee Details of Units (2024-25)
Emcioyes Deabs of Urts (202425

o U LoA Numter L el Moo Femae Tramgender Submtted On s
Pamment Comumctun Permanart Conracn Primanent Counctial
\ [y [re—
200 %0 o 100 o o o 020230 [
3 Wity Sevices tmow . 110 PERAAAS P2 arang
10185
“ o 2 SEAA Y Purdng —
200 20/03045 datos
18102019
] NA L Pendng
‘ SEPLSELAAINY Percing
6300204 BN o0
2101208,
T SEEP2SEZIAVGION . : Purding [rope——
nassz e
08208

Unit name that received notification Submitted employee details are
are listed here. displayed here.

Figure 14 - View Employee Details
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Figure 15 - Notification Buttons

Do you want te Send reminder?

Figure 16 — Employee Details Remainder
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- =T

Send Reminder *
»
» ekt g i e+

Nomation Rawiitae 00495

De you want to sendPaymentReminder?

Figure 17 — Send Reminder
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6 SUBMIT EMPLOYEE DETAILS, PAYMENT PROCESS
AND GENERATE CERTIFICATE

6.1 LOGIN UNIT USER

. Select the User.

Enter Username,
Password and Captcha.
Passworc

Click on [Login] Button
to login.

Click on [Creche] button to access
creche module.

Figure 19 - Access Creche
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6.1.1 SUBMIT EMPLOYEE DETAILS

Once the unit receives the notification, the unit user submits the employee
details.

6.1.1.1 INBOX

The notifications received are displayed here.

RISe crecne Management

© Unitemployee Detals  Greche Request

List Of Notifications

Notification Remaining -
inancial

ERN e Subjoct pEs oo Lost Date e el fem
Date Submission Year
R .
1 Employee Datall SUbmission  tast tast 28.02-2025  02-02-3035 25 aays wmE T @ §
(Portescap ndia . Lta : H
[r———) H
2 | ErployeeDetalSubmison | test o mesaors | morsers | mam  muas | @ b
(Portescap ndia PYELIA (BT H
Motorsh)
P —— e B e e
{PORTESCAP INDIA PVT : H
i) crennnnd

Click on [@] button to view
received notification.

Figure 20 — Received Notification

6.1.1.2 UNIT EMPLOYEE DETAILS

Notifieation Dotalls

Notification Type Subject Last Date Remaining days for Notification Received Date
Employee Detail Submission  test 28-02-2025 Submission 02-02-2025

25 days.
Description
test
Atachments
No attachment

Add Employee Details

Fl Unit Name Lo Number Totsl Empioyees in the unit Male Femaie Transgender Action

T Pormanent * Contractusl . Permanent | Contractual < Permanent  Contractusl

Click on [Add Employee Details] button
to add employee details.

Figure 21 — Add Employee Details
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RIRE‘ Creche Management

Inbox | Unit Empioyee Detalls | Creche Request

Notification Detalls

Notilication Type Subject Last Date Remaining days for Nolification Received Dale
Employee Detall test 28022025 Submission 02-02-2025

Submission 25 days

Description

test

Attachments.
No attachment

Add Employee Details

Unit Details
Name Of Uit Emall i Contact Number [inancial Year
Portescap india Pyt La (Stapper Motors) dennis vaznappilyTIpOrtEscap com 2024-75

Lo Numbsr
SEERZSE2IA-UNUSS ARL/HW-1/201-12f 31

Units details are automatically populated.

Figure 22 - Add Employee Details

iployees Detalls

Total Number of Employees Total Number of Male Permanant Empleyees Total Humber of Male Contractual Employ ses
Tatal Number of Female Permanent Employees® Total Number of Female Contractual Employees® Total Number of Transgender Permanent Emplayees®

Total Number of Transgender Conlraciual Employees” Remarks

: Add Attachments

No fil chosen -]+

(AR Typees: PDFPNGIIPGLIPFG) {Max Sira - b

Subject

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

i Are you sure you want to save?

Click on [Save] button to save the details.

Figure 23 - Add Employee Details (1)

After saving the details, the user has the option to Update and submit them.
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RI Se Creche Management

Inbox | Unit Employee Detalls | Créche Request

Unit Details
Cmatia Coneact Mumer Fnancial vear:
Forlescap India P, | td (Stepper Mators) dennis.vazhappilyfiportescap com 207425
Lo Humber
SCEPZ SCZAA UNUS/ AP IV 14/2011 12/ 31
Employees Details
Jotal Humbier of Lmployees otal Number of Male Fermanent Lnpioyees Total Number wf Male Coniractual Empioyees-
20 ” @
Total Numties o Female Permanent Empiogees Totol Number of Femise Contraciual Fmpioyees: Total Number o1 Transgender Permanent Fmpioyees”
7 1 3
Total Nurnbir of Trans gandcr Contractual Employces” Remarks
o test

Add Attachments

Subies Gragseric Nl chasen - 1+]

llowed Types. TDFTNGLPGEG) (Max Size - 2mb)

Click on [Submit] button to

submit the details.

v Successiully Saved

Figure 24 - Submit Employee Details

If the number of added employee details is less than 50, a confirmation is
required before submission. If it exceeds 50, the details are automatically

submitted, and the payment process begins.

Confirmation X

The total number of female employees is less than 50. Do
you want to proceed?

Click on [Yes] button to j ; @

submit the details.

Figure 25 - Confirmation For Submission

Once the details are submitted, the process moves to payment.
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6.1.2 PAYMENT PROCESS
6.1.2.1 CRECHE REQUEST - NEW

RIS(:‘ Creche Management

Inbox  Unit Employee Detals = Creche Request o
i s

T ocubmied  Sessssssssesesad

Show 10 entres seren

Total Employees.

# Uit Name LoA Number .
in the unit

Financlal Year Male Female Transgencler

SEEPZSEZAA 2 202425 2 0 7 1 o [
r—— HUS/ APLAIW-

147201112/ 3198 L.
28022012

» Click on link to make payment.

Figure 26 - Payment Process

|5 [SICpmm—

- of Uil Email 1
scap Incla PYt. Lid (stepper Motors) dennis vaznappiiyportescap.com

- Tota
2 7
Total Number of remale Contractual Cmployees Total Numper of Transgender Pemmanert Cmpiayess Tatal NumBer of Transgender Contraciual Cmployees  Aachments
1 o ) No attachment

onl Empsioyas,

vz
ks No.C202425/00007 - &

Add Payment Detalls
- e

N -
At WO BB A et et
( Online Payment ~ m
Select mode of payment type as

onine payment Online Payment or DD.

DD

Figure 27 - Payment Mode

There are two modes of payment: Online and Demand Draft (DD).

» In online mode, select the bank and proceed with the payment.
> In DD mode, enter the bank name, branch name, DD number, date, and

amount.
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For online payment,

Amount is automatically populated,select bank
and click on [Make Payment] button.

Worklline Migration Tes... X
7100

Select bank.

A

Enter customer ID ,transaction
password and click on [Submit]
button.

Payment successful notification. I

Transaction 1d: 561397379

2025.02.0212:39:810

A

Figure 28 — Payment Process

The payment status will be indicated with an icon, showing either Payment

Pending or Payment Done.
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N0 €202425/00106 - &

Payment Status. J

Figure 29 - Payment Status

Once the payment process is completed, the certificate is generated and
displayed under the Submitted sub-tab.
6.1.2.2 SUBMITTED

Generated Certificate. J

Figure 30 — Issued Certificate

Once the certificate is generated, proceed with child registration.
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7 CHILD REGISTRATION PROCESS

Once the certificate is issued, each employee of the Unit User needs to visit the
Creche facility centre provided by SEEPZ for child registration.

7.1 LOGIN - NGO USER

Functional Modules.

Click on [Creche] button to access
creche module.

Figure 31 - Access Creche

7.1.1 CHILD REGISTRATION

Figure 32 - Child Registration
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Click on [Child registration] button to Click here to view the
proceed with the child registration process. registration details.

Figure 33 - Registration Process

Mobie Nurser *

Subieet Srowse. | Notia stected ] +]

(Bl Types. POFIPNG/PGLIPEG) pde Sce - 2t

Provide the details of the child, employee and spouse
and click on [Save] button to submit the registration.

Figure 34 - Registration Details

Once the details are saved, submit the child registration process. After saving

the details, the user has the option to Update and submit them.
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Click on [Submit] button to

submit the details.

Figure 35 - Submit Registration Details

After submission, the details will be listed under the Child Registration sub-tab.

Click here to view,edit and

delete the added details

Figure 36 - View/Edit/Delete

Once the child registration process is completed, proceed to mark daily
attendance.
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7.1.2 DAILY ATTENDANCE

RISe

‘chad Registr

Choose the date to mark the Click on [Finalize] button to
attendance. finalize the attendance.

Figure 37 — Mark Attendance

Finalized attendance status. J

Figure 38 - Finalized Attendance
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8 VIEW ATTENDANCE & GENERATE REPORTS

8.1 LOGIN - LDC USER

In this section, the user can view the updated attendance details and generate
reports.

8.1.1 ATTENDANCE DETAILS

In this section,User can view the attendance
finalized status.

Figure 39 - View Attendance Status

8.1.2 REPORTS

In this section, reports for employee details, creche enroliment details, payment

details, and year-wise employee data can be generated.

Click here to access reports.

Figure 40 - Report Types
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8.1.2.1 EMPLOYEE DETAILS REPORT

Employee Details Report : :
Click on [Generate] button to
produce employee details report.
Emplayee Details Report p

Select the status from the dropdown
menu and click on [PDF] or [Excel]
format button to download the report.

Figure 41- Employee Details Report

Note: Reports can be generated either in Excel or PDF formats.

SEEPZ Special Economic Zone Authority

SEEPZ Service Cantre Buiding. SEEPZ SEZ, Andheri (E), Mumbal 400 096

Employee Details Report (Submitted)

wse Fermai Femse | Trarsgender  Transgencer
Contractuss | Pemanent | Cortractus | Permanert | Contractus  Permanent

Submted
Erployees | Empioyees | Erolojees  Empioyees | Emoloyees  Empoyees | "

Figure 42 - Sample Report

The same procedure can be followed for generating Payment Status Report,

Creche Enrollment Report and Year Wise Employee Details Report.
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**End Of the Module — RISe (Creche Management) **

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