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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 enrollment 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 

 

 
 
 

Figure 1 -  Access Creche Module 

Click on [Creche] button to access 
creche module. 
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4 SETUP 

 

4.1 RATE SETUP 

 

 

Click on [] button to access setup. 

Figure 2 - Setup 

Figure 3 – Add Rate 

Click on [Add Rate +] 
button to add rate setup. 
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Figure 4 – Rate Details 

Provide the rate, select particular,from & 
to date .Then click on [Save] button to 
save the details. 

Saved details are listed here. 
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5 CREATE NOTIFICATION 

5.1  LOGIN – LABOUR DIVISION LDC (SEEPZ USER) 

 

 

 

 

 

Figure 5 - Login page 

Figure 6 - Login Details 

Select the User. 

Enter Username, 
Password and Captcha.   

Click on [Login] Button 
to login. 
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5.1.1 INBOX 

 

 
 
 
 
 
 
 

Figure 7 - Select seat 

Figure 8 -Inbox 

Click here to Select Seat. 

Click on Inbox Tab to view 
received notification. 

Click on [] button to view 
received notification details. 



USER MANUAL- RISE (CRECHE MANAGEMENT) Confidential 

 

Page 13 of 31  

 

5.1.2 DASHBOARD 

 
 

 

5.1.3 NOTIFICATION 

 

 

 

Figure 10 - Notifications 

Figure 9 - Dashboard 

In this section, User can view Total Payment 
Received, Units Eligible to Crech Facility, 
Employee Details Submitted, Payment 
Completed Count, Units Registered for 
Creche Facility, Employee Details Not 
submitted Payment Pending details count. 

Here User can view the graph 
of Financial Year Wise Income 
and Registered Unit Names. 

Click on the Notification Tab 
to access the notification. 

Click on [Add Notification] button 
to create notification to unit user. 
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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. 

 

 

 

 

 

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. 

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

Figure 12 - Notification Being Processed 

Figure 11 – Create Notification 

Enter subject, Enter date. 
Add attachments and click on 

[Save] button to save the details. 
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The employee details submitted by a unit user are displayed here. 

 

 

 

 

Figure 14 - View Employee Details 

Click here to view submitted lists. 

Figure 13 - Submitted Lists 

Submitted employee details are 
displayed here. 

Unit name that received notification 
are listed here. 
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Click the [Employee Details 
Remainder] button to send 
employee details remainder 
notification. 

 

Click on [OK] button to send reminder. 

Figure 16 – Employee Details Remainder 

Figure 15 -  Notification Buttons 

Click here to initiate the Employee 
Details Remainder and Payment 
Remainder. 
. 

Click Enter subject, description and click 
on [Send reminder] button. 
. 
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Click the [Payment Remainder] 
button to send payment remainder 
notification. 

 

Click on [OK] button to send reminder. 

Figure 17 – Send Reminder 

Click Enter subject, description and click 
on [Send Reminder] button. 
. 
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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.   

Click on [Login] Button 
to login. 

Figure 18 – Unit User Login Page 

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. 
 

  

 

6.1.1.2 UNIT EMPLOYEE DETAILS 

 

 

Figure 20 – Received Notification 

Click on [] button to view 
received notification. 

Figure 21 – Add Employee Details 

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



USER MANUAL- RISE (CRECHE MANAGEMENT) Confidential 

 

Page 20 of 31  

 

 

 

 

 
After saving the details, the user has the option to Update and submit them. 

Units details are automatically populated. 

Figure 22 - Add Employee Details 

Provide the necessary details and click on 

[Save] button to save the details.  

Figure 23 - Add Employee Details (1) 

Click on [Save] button to save the details. 
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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. 

 

 

Once the details are submitted, the process moves to payment. 

Figure 24 - Submit Employee Details 

Click on [Submit] button to 
submit the details.  

Click on [Yes] button to 
submit the details.  

Figure 25 - Confirmation For Submission 
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6.1.2 PAYMENT PROCESS 

6.1.2.1 CRECHE REQUEST - NEW 

 

 

 

 
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. 

Click on link to make payment. 

Figure 26 - Payment Process 

Figure 27 - Payment Mode 

Select mode of payment type as 
Online Payment or DD. 
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For online payment, 

 

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

Pending or Payment Done. 

 

Amount is automatically populated,select bank 

and click on [Make Payment] button. 

Select bank. 

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

Payment successful notification. 

Figure 28 – Payment Process 
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Once the payment process is completed, the certificate is generated and 

displayed under the Submitted sub-tab. 

6.1.2.2 SUBMITTED 

 

 
 
Once the certificate is generated, proceed with child registration. 
 

Payment Status. 

Figure 29 - Payment Status 

Generated Certificate. 

Figure 30 – Issued Certificate 
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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 

 

 

 

7.1.1 CHILD REGISTRATION 

 

 

 

Figure 31 - Access Creche 

Click on [Creche] button to access 
creche module. 

Figure 32 - Child Registration 
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Once the details are saved, submit the child registration process. After saving 

the details, the user has the option to Update and submit them. 

 

Figure 33 - Registration Process 

Figure 34 - Registration Details 

Click on [Child registration] button to 
proceed with the child registration process. 

Click here to view the 
registration details. 

Provide the details of the child, employee and spouse 
and click on [Save] button to submit the registration. 
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After submission, the details will be listed under the Child Registration sub-tab. 

 

Once the child registration process is completed, proceed to mark daily 

attendance. 

 

 

 

 

Click on [Submit] button to 

submit the details.  

Figure 35 - Submit Registration Details 

Click here to view,edit and 
delete the added details 

Figure 36 - View/Edit/Delete 
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7.1.2 DAILY ATTENDANCE 

 

 

 

 

Choose the date to mark the 
attendance. 

Click on [Finalize] button to 
finalize the attendance. 

Figure 37 – Mark Attendance 

Figure 38 - Finalized Attendance 

Finalized attendance status. 
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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 

 

 

8.1.2 REPORTS 

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

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

 

 

 

Figure 40  - Report Types 

Click here to access reports. 

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

Figure 39 - View Attendance Status 
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8.1.2.1 EMPLOYEE DETAILS REPORT 

 

 

 
 
 
 
 
 
 
 
 
 
 

 
 

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

   

                                                   

 

 

 

 

 

 

 

                                              Figure 42 - Sample Report 

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

Crèche Enrollment Report and Year Wise Employee Details Report. 

 

Figure 41- Employee Details Report 

Click on [Generate] button to 
produce employee details report. 

Select the status from the dropdown 
menu and click on [PDF] or [Excel] 
format button to download the report. 
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“Thank you for thoroughly exploring the features and information.” 

 

         **End Of the Module – RISe (Creche Management) ** 

 

 
 


