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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.

approval of the
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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

e S Bl Sl DAl ol sl

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)

bl Pl S Aol

Request ifems




2. View allotted Items

Contract Staff

1. Request items
2. View allotted Items
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2 INTRODUCTION

2. 1 PRODUCT FUNCTION

The Inventory management module keeps track of the stock of items received
in SEEPZ SEZ. The module takes care of the activities related to stores
management right from procurement of items through stock maintenance,
requisition processing, to the issue of items. 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. Apart from the day-to-
day activity, the software application shall provide various customized reports

and alerts that help in monitoring the current stock level.

2. 2 INTENDED AUDIENCE

This user manual is mainly designed for:

SEEPZ USER
» Contract Staff

Contract Staff is responsible for requesting necessary items and
forwarding their requests to the ADC Administration (Procurement

Division) for approval.
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3 SETUP
3.1LOGIN — CONTRACT STAFF

RISe
° ==m -
Y .
\b m\ O || captena
2 -
[ - =0

Type the data in Username, Password, and
Captcha text boxes, then click the [Login] button.

Figure 1 — Login Page

Select the Inventory module from the list of general modules.

Figure 2 — Select Inventory Module
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STAFF)

3.2 REQUEST

The Contract Staff can place a request for items in the My Request tab.

Add Purchase Fund, Remarks, Item and Required,
then click the [Save] button to save the request details.

Figure 3 — Add Request Details

Figure 4 — Approval of Request

Aloted By Purchase Fund Status Action

Click this icon to forward the request details to
ADC Administration (Procurement Division).
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Forward Window X

Shri Hanish (ADC - T Division)

Ms.Divyanshi (LDC - IT Division)

Shri Amit (IT Executive)

ShriMayur (IT Executive)

Shri.vikram (T Executive)

ShriKalpesh (IT Executive)

SmtMital (Joint Development Commissioner -
SEEPZ SEZ)

Mr.Jay (Deputy Development Commissioner)

Click the [Forward] button to forward the request
details to ADC Administration (Procurement Division).

Figure 5 — Forward to ADC Administration (Procurement Division)

Requested Date | Approved By Aloted By T Acton

24-06.205

Figure 6 — Forwarded Request

After approval from the ADC Administration (Procurement Division), the system

updates the status to 'Submit to Store Keeper'.

. Rieatedt N Arauesied iy Aorved iy

Figure 7 — Submit to Store Keeper
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*End Of the Module - RISe

(Inventory Management System — Contract Staff) **

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

2. 1 PRODUCT FUNCTION

The Inventory Management System module keeps track of the stock of items
received in SEEPZ SEZ. The module takes care of the activities related to stores
management right from procurement of items through stock maintenance,
requisition processing, to the issue of items. 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. Apart from the day-to-
day activity, the software application shall provide various customized reports

and alerts that help in monitoring the current stock level.

2. 2 INTENDED AUDIENCE

The key divisions involved with this module are:

» ADC (All Sections)

The user is responsible for creating the indent details and submitting it

to ADC Administration (Procurement Division).

» ADC Administration (Procurement Division)

The Procurement Division consolidates indents, adds quotation details
and forwards the consolidated indents to the ADC Finance Officer. After
consolidated indents approval, the Procurement Division uploads the
work order, approves requests from Contract Staff, and processes
return requests from the Store Keeper/ Privileged User. Once submitted,
the ADC Administration (Procurement Division) reviews and approves
the requests, ensuring they meet the required criteria before moving

forward in the procurement process.
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USER)

>

ADC Finance Officer

The user selects the appropriate budget head and forwards it to higher
officials (JDC, DDC, DC) for approval.

JDC, DDC, DC

The JDC, DDC, and DC are responsible for reviewing and approving

the consolidated indents.

Store Keeper/ Privileged User

The user is responsible for initiating and managing purchase orders by
adding details, and updating goods received information. They submit
return request, verify invoice details, and approve and forward invoice
to finance, while also recording batch information for tracking purposes.
This ensures smooth processing from order creation to payment. The
user also processes requests from LDC / UDC / Assistant (All Sections)

Users, Contract Staff and allocates the required items accordingly.

LDC / UDC / Assistant (All Sections)

LDC / UDC / Assistant (All Sections) Users are responsible for
requesting items and submitting items requested to the Store Keeper /

Privileged User.
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3 SETUP
3.1LOGIN - STORE KEEPER / PRIVILEGED USER

RISe
° ==m -
Y .
\b m\ O || captena
2 -
[ - =0

Type the data in Username, Password, and
Captcha text boxes, then click the [Login] button.

Figure 1 — Login Page

Select the Inventory module from the list of general modules.

Figure 2 — Select Inventory Module
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Navigate to the Setup icon to start the setup.

sooss Ibox  MyRequest  Indemt  PurchaseOrder  Inward  Retum  Payment  Requistion  Reconcilation  Stock  Report

1136150 20.00 10.00

Figure 3 — Setup

3.2CATEGORY SETUP

Navigate to the Category Setup tab Click the [Add Category] button to
to setup the category. add the category type.

Figure 4 — Category Setup

Enter the values in Category Name, Category Code and Description
text boxes, then click the [Save] button to save the category details.

Figure 5 — Add Category Details

The system lists the added category details in the table.
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Click this icon against the category to edit the category details.

Figure 6 — Edit Category Setup Details

3.3MEASUREMENT

Navigate to the Measurement Setup Click the [Add Measurement]
tab to setup the measurement. button to add the measurement.

Figure 7 — Measurement Setup

Enter the values in Measurement Name and Description text boxes,
then click the [Save] button to save the measurement details.

Figure 8 — Add Measurement Details

The system lists the added measurement details in the table.

Click this icon against the measurement to edit the measurement details.

Figure 9 — Edit Measurement Setup Details
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3.4ITEM SETUP

RISe iy Marmgernant
r

Navigate to the ltem Setup tab to Click the [Add Item] button to add j
setup the items. the items.

Figure 10 — ltem Setup

Provide the values in Item Name, Item Code, Safe Stock, HSN/SAC No and tax
percentage text boxes, select the values from Measurement and Category drop-down
lists, then click the [Save] button to save the item details.

Figure 11 — Add Item Details

The system lists the added item details in the table.

Nams, tem cada Sate Stack MsasuramenT) Mesursmant HEN/SAC NG

Mbars

B

Click this icon against the item to edit the item details.

Figure 12 — Edit Item Details
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3.5VENDOR SETUP
L Navigate to the Vendor Setup tab to Click the [Add Vendor Details] ]
setup the vendor details. button to add the vendor details.

Figure 13 — Vendor Setup

* wender Detalls x|

a

Enter the values in Vendor Name, Phone Enter the address details of the vendor.
— Number, Office Number and PAN
Number text boxes.

Figure 14 — Add Vendor Details (1)

Type the values in Bank Name, Account Number and IFSC Code text
boxes, then click the [Save] button to save the bank details.

Figure 15— Add Vendor Details (2)

The system lists the added vendor details in the table.
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XXXXXXXXXXX  XXXXXXXXXXX  XXXXXXXXXXX  XXXXXXXXXXX IR =e

Click the Edit icon to edit the vendor details
and the View icon to view the vendor details.

Figure 16 — Edit / View Vendor Setup Details

Page 17 of 67




USER MANUAL — RISE (INVENTORY MANAGEMENT SYSTEM — SEEPZ [pms
USER) onfidentia

4 LOGIN - ADC (ALL SECTIONS)

RISe Home. Gue Tane egission . Pusc Grierarce - Tems and Condions . Contact
g L

(]
[ 4 | -
0
<
LA -
Type the data in Username, Password, and
Captcha text boxes, then click the [Login] button.
Figure 17 — Login Page

Select the Inventory module from the list of general modules.

Figure 18 — Select Inventory Module
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4. 1 INDENT

Navigate to the Indent tab to add the indent details.

Enter the values in Description / Specification, Remarks and
Required text boxes, select the values from Purchase Fund and Item
drop-down lists, then click the [Save] button to save the indent details.

Figure 19 — Add Indent Details

The system lists the saved indent details in the table with a 'Pending' status.

# 1 indent Number CresteaDote - Created By Purchase Furd

Figure 21 — View Saved Indent Details
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Click this icon to edit Click this icon to delete the Click this icon to submit
the indent details. indent details. the indent details.

Figure 22 — Action Buttons

&1 Indent Humbac Cresisd Date  Crmatad By Dascriptin Purchass Fund Statia Acticn

Click this icon to edit the indent details.

Figure 23 — Edit Saved Indent Details

Click the [Update] button to update the indent details.

Figure 24 — Update Indent Details

Once you click the Submit icon, the Preview for Indent Details pop-up window

appears.
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Click this icon to submit the indent details.

¥ 1 ot humber CroandDaie  CromedBy Descrstion Puchase Fund st Acin,
1 s 000205 Sl Palash Shankar { ADC ) vty T ET
LT
311010 arres Previous . et
Preview for Indent Detalls X
nciert Naumosr + 2025A0NT/DNA &
«
Sraated Date + 30012025

ed By

‘Shri. Paiash Shankar , ADC

Burchase Fund

Autnarity

Descrptian

Click the [Submit Indent] button
to submit the indent details.

Figure 25 — Submit Indent Details
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5 LOGIN - ADC ADMINISTRATION (PROCUREMENT
DIVISION)

The system lists the submitted indent details in the table.

Figure 26 — Inbox (Received Notification)

The system sends the submitted indent details notification to the concerned

ADC Administration (Procurement Division) and displays it in the Inbox tab.

5.1 CONSOLIDATE INDENT

# Click the + icon to consolidate the total indent details. ‘

Inclent item Detalls %

\4

Figure 27 — Consolidate Indent (1)
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Click this icon to edit the indent description details. }»

inaent Descriptian X
<

Deserionion / Spachatian

Click the [Update] button to
update the indent description
details.

Figure 28 — Update Indent Details

appeored

Cresred Dite

shon 1o ez Seanch
iESabmiied s
vO - i a A

Click this icon to consolidate the indent details individually.

Figure 29 — Consolidate Indent (2)
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RISe meriory wanasorman.

Dashboard  mbox  MyRequest  doet  PuchaseOrder Inward  Retum  Payment  Requiition

Reconciation  Stock  Report

£ Submiied e

‘‘‘‘‘‘

ar by ACTN o By AUTRAItY 125 Oy AGE Bath

Approwed By Evimaied Cont s

400000 R

[

Click the <Consolidated Indent Number> link to consolidate the indent details.

Figure 30 — Consolidate Indent Details

4—‘ Add Accept Quantity.

Click the [Consolidate] button to consolidate the indent details.

Figure 31 — Consolidate Indent Details (3)

Once you click the [Consolidate] button, the system lists the consolidated
indent details in the table with a 'Pending’ status.
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Click this icon to edit the Click this icon to add
consolidated indent —»: [A:ii ¥ — . g
descriptions details. D h: @ i EusiElen sl

Click this icon to download and view the consolidated indent details in PDF format.

Figure 32 — Edit / Download / Add Quotation Details to Consolidated Indent

4+ Consolidated Indent Number Consolidated Date. Held By Approwed By Estimated Cost Status Bevon

Click this icon to edit the consolidated

indent descriptions details.

1 2eaiConsolusied DNIDVA 0012025

Ingent Deseriptions 52

ber; 2025ADNT/DIVAY Croated Date: 20250130

A

Created Date: 20250430

Click the [Update] button to update the
consolidated indent descriptions details.

Figure 33 — Update Indent Details
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= Consoldated Indents

v Held By ApproredBy Estimated Cost Status, Acton

50-012025 penavs ® &0

Click the <Consolidated Indent Number> link to view the consolidated indents.

Consollatea Indent tem Detalis X

Ingent item Details

202810970V ~

2025/BNT/D

20250130

Shri.Patash Shankar( ADC }

mitea
e o e Acoepted Gty
s Sy o H
dl
51 Scatorsey zn Hal

| The system displays the count of accepted Indent items in the Accepted Quantity column.

Figure 34 — View Consolidated Indent Details

5.2 ADD QUOTATION

i= Consolidated Indents

4+ Consolidated Indent Number Consolidated Date. Held By Approwed By Estimated Cost Status Bevon

1| 20zs/Consoiated-ONT/DVA 02028 Fenig B 4124

i cnataon e % |
,I Click the [Save] button to
AL save the quotation details.

Figure 35 — Add Quotation Details

Once you add the quotation details, the system updates the Estimated Cost

column in the Consolidated Indents table.
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v ooy p— o fomacon F e acson

| :
1 0P/Consaidated-BNIDNA 30.012075 : 4500000 §

The system updates the estimated cost value in the Estimated Cost column.

Figure 36 — Estimated Cost

Click the
- o e e e s
- o T D e against the
. required
Finance Officer.

e

Click the [Forward] button to forward the consolidated indent details.

Figure 37 — Forward Indent Details

The system forwards the consolidated indent details to the selected Finance
Officer.
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6 LOGIN - ADC FINANCE OFFICER

Figure 38 — Inbox (Received Notification)

The Finance Officer adds Budget Head to the consolidated indent details.

Figure 39 — Forwarded Consolidated Indents

Forwarded Daie  Forwardes By

Budget Head Detalls X
Click this icon to add the j
budget head details.

Click the [Save] button to

10.00,000.00

m.q_f— save the budget head details.

Figure 40 — Add Budget Head Details
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sni
15 Farwersed Connsidates ndents.
* 1 Conaissted e Forwardad Oate | Funuardad By EdtimategCont | Hudget Head Appraveatly Actian
1 202Consvinied 0L Sk Harish i ADC) €500000 3 e SIS o ¥ A
i d

Status values here.

Figure 41 — Budget Head Added

The system updates the Budget Head and

Click this icon to forward the consolidated indent details.

Figure 42 — Forward Consolidated Indent Details

Forward wingew X

m Seaa e i

riRajesh B (Autharised Officer (Customs
rventive Officery)

Ar HIken (AUTharisea Officer (Customs

eventive Officar))

EOU 2 ShriHemant (Aumerised officer

oun H
b g ShrVishel (Auinorised Officer (Customs

Preventive OMcany) i against

i required  Finance

Fimsnce Accounts A Procuement | PTEVENI O1fien) : Officer.
Division(SEZ Authority Fund) H H °

A Click the checkbox

Hindi Division

monision H
§ 1 Smtmis ort Deveiopment Commissoner

seEPz SEz)
Labour Division

Mr.Jay (Duputy Development Commissioners

‘ Click the [Forward] button to forward the consolidated indent details.

Figure 43 — Forward Consolidated Indent Details
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Extimatod Cost Bldast Head Aoprauad By

50000

The system updates the status to ‘Forwarded’.

Figure 44 — Forwarded Consolidated Indent Details
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7 LOGIN - SEEPZ USERS (JDC, DDC, DC)

The system displays the forwarded consolidated indents in the Approved sub-
tab within the Indent tab.

7.1 INBOX

The system displays all the notifications in the Inbox tab.

Dashoowra MyRequest  ideni  Puchaserder  Iward  ReWm  Payment  Requisien  Stock  Report

Figure 45 — Inbox (Forwarded Consolidated Indents)

Click the <Consolidated Indent Number> Click this icon to download the
link to view the consolidated indent details. consolidated indent details.

Bukgat Husd

Click this icon to approve the

consolidated indent details.

Figure 46 — Approve Consolidated Indent

Once you click the Approve icon, the system updates the status to ‘Approved’.
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RISe

Mbex  MyReuest e | PucnaseOrer Iwward  Retam  Paymemt Regusmon  Stock  Report

Shaw 9| arties Search

= Aprevss Consatiastad hdants

@ © Coraoldated Indent Number Forwarded Dt Fornarded 8y Estimated Coxt Busast Hese.

| 202S/Comuidated-DNT/ONA 05022025 St Y Margels hcczunts ST ADH TIBO00CO Pyt s ouisoucw siall

The system updates the status to ‘Approved’.

Figure 47 — Approved Consolidated Indent

PurcnaseCrger  wwara  metum  Payment  Requistion  StoCK  Report

Spproved

5 Consolidated Indart Nisuber Forwarded Data  Forwarded By Fatimatnd Cast

1 202WCowsases IONTAV 08022025 S Y. Mangais tAscsunts ComeerAY F1con0n

4_ . B & &

Click the link in Budget Head column to view the budget head details. [

Buaget Head Detalls x

Budgat Amount Details 1

Bunet Head Name Payment To Gutsource Staff
Butiget Abolled Amount oo
Budget nprocess Amount a0
Budnet Remaining Amourt a0

Figure 48 — View Budget Head Details
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8 LOGIN - ADC ADMINISTRATION (PROCUREMENT
DIVISION)

The system lists the approved consolidated indents in the Approved

Consolidated Indents table.

Incen  Purchae Oreer  Inwerd  Rewm  Payment  Renusiion  Stock  Report

ssssss

Uplaad Work Order x

Astactmens subject

Click the [Upload] button
to upload the work order.

Figure 49 — Upload Work Order

MyRequest  Irden  PuchaseOrder  ward  Relum  Payment  Requstion  S10¢K  REDOIt

Corwcidatad bdur: Normier Appraved O Aoprowd By Evimated Cost Consol dated et

oaz.2025 St kel Hremats (it Devsloprant Commisdioner) 10800 &

Click this icon to download the work order.

Figure 50 — Work Order Uploaded
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9 LOGIN - STORE KEEPER / PRIVILEGED USER

9. 1 DASHBOARD

Irhox  MyBomuest st PuchsssOrder  mwara  Bewm  bayment  feausten  Stock  Report

sz s Pencng Armcer (o) - 105

w000 713,966.69

20.00

Fast or Slow Move ltems - 2024

Furchsse Month Wise Amount - 2024 Year Wise Purchase Orders
o
- = e
[ B
H e
et s
-
- .
y s o o
# P & &S " »

Figure 51 — Dashboard

The Store Keeper / Privileged User can download work order and consolidated
indent in the PDF format.

er mwaa  Rewm  Payment  FRomistion  Stock  Repart

Click the <Consolidated Indent Number> link to view the indent item details.

Figure 52 — List of Approved Consolidated Indents
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Indent tem Details

Submittedt

a

term Name. e Cade tem Category Roquired Guantity (Mcasurcment)

Liru: Tabs Tese Stationary

Figure 53 — View Indent Item Details

9. 2 PURCHASE ORDER

PLISE Ivertory Management

Dashboard  Inoox  Indet 2 PucaceOser 3 Imeard Retm  Paymemt  Requstion  Stock  Report
e Approved

1 Purchase Order

Click the [Add Purchase Order] button to add the purchase order. J

Figure 54 — Purchase Order

-1+

S R R R R R R AR T R AR 20
T Add em Details :

Select the consolidated indent which is Add item details such as quantity,
approved and provide the relevant details in unit price and tax, etc and click the

| the Add Purchase Order pane. Also add the [Save] bution to save the
required attachments. purchase order details.

Figure 55 — Add Purchase Order Details
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Here, it is not mandatory to select the consolidated indent while purchasing. The
system lists the saved purchase order in the table.

11 Purchase Grder Number Purchase Creler Date Purchase Furd Total Valus (Exchusive of T

Click this icon to approve the purchase order. j

Figure 56 — Approve Purchase Order

The system lists the approved purchase order within the Approved sub-tab in
the Purchase Order tab.

Inwara  Retum  Paymem  Rowisiton  Stock  Report

Click the <Purchase Order Number> Click this icon to download and
link to view the purchase item details. view the purchase order.

Figure 57 — Approved Purchase Order

PURCHASE ITEM DETAILS

Purchase Order Number 34567

Purchase Order Date 19-08-2024

Prepared By
Purchase Fund Authority

# ttem Name

Requested Count
1 Mineral Water

Figure 58 — View Purchase Item Details

9. 3 INWARD

The system adds the supply updates to the supplied purchase order.
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a

RISe ientory managemene

Dashbeard  Inbox  Indent  Purchase Order  nead  Retum  Payment  Requistion  Stock Report
nward

Click this icon to add the goods received details.

Figure 59 — Inward

- a
o
-1+]
- a
o o o 200
—]+]

-]+

%
To delete the selective item, click this icon. }J

Figure 60 — Delete Items List
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Goods Received Details

o 3 o 100

You can view the deleted item in the Deleted Items section.

Figure 61 — Deleted Items List

o
Item: FireBoar Mouses H %
H

Click this icon to add the selective deleted item.

Figure 62 — Add Deleted Item

—{ The system displays the added items here.

Figure 63 — Added ltem

Page 38 of 67




USER MANUAL — RISE (INVENTORY MANAGEMENT SYSTEM - SEEPZ
onfidential

USER)

received here.

Provide the details of goods Add details of received item quantity

such as defect, surplus, etc and click

Figure 64 — Add Goods Received Details

the [Save] button to save the goods
received details.

Hem: Windows laptaps

Figure 65 — Approve Goods Received Details

Detectne 10s) Supus v0s) Baance st a
o o 100
-]+}
2 s 1905) Bance o a
1+}
a
[-1+}
S aver Dawerychamnoas swun =
reen
sto12025 5 o .47
o)

Click this icon to approve the supplied goods. }7
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Once you click the Approve icon, the system updates the supplied item details

and lists them in the table.

The system displays the updated supplied item details here.

Goods Received Detalls

Click the <Goods Received Number> link to Click the Return link to return

download and view the supply details in PDF format. the Goods Received.

Figure 66 — Supplied Item Details Updated

Once it is approved, the system adds the goods received item details to the list

and updates the count in the Stock tab.

Figure 67 — Stock Updates
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Note:

e Safe stock is the minimum count of stock that need to be maintained.
e Present stock is the count of stock that got delivered.

If there are surplus or defected items to be returned then an option for Return

appears.

ssssss

icus [ e

Click the Return link to return the surplus items.

Figure 68 — Return Goods

By clicking the Return link, the system navigates to the Return tab.

Daanboard  Moox  Indent  PurthaseOrder  imwara  RetuT  Payment  Requisiion  Stock  Report

Retum

Click the <Supply- GRN Number> link to Click the Return link to return the
view the supply details in PDF format. supply details.

Figure 69 — View Supply Details

You can view the return items from the Return link or through the Return tab.
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9.4 RETURN

9.4.1 RETURN OF DEFECTED ITEMS

GRNPrOCCIIIOYIOV2025

Retn

Select the item to return.

Figure 70 — Return of Item (1)

; Select return process as

Click the [Save] button to save

“Hhe mE [items] Replacement (Defected), Quantity
- and Return Date. Enter Remarks.

Figure 71 — Return of Item (2)

The system lists the saved return items in the Return Items For Replacement
table.
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Click the [Submit] button to submit the return of item to the ADC<]
Administration (Procurement Division) for approval.

Figure 72 — Return of Item List

GaMPraCoss/00314/0242028

The system updates the Status to ‘Submitted’. j

Figure 73 — Return of Item List Submitted

The ADC Administration (Procurement Division) review and approve the return

of items.

Iedent  Purchase Orer  mward  Rewm  Payment  Beauatan  Stock  REDOM

Figure 74 — Inbox

The system sends the notification to the ADC Administration (Procurement

Division).
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GAN/PIOCEsS/0OVEVONZOZS

Figure 75 — Approve Return of ltems

Once the ADC Administration (Procurement Division) approves the return of
items, the system updates the returned defective quantity in the Stock tab and

Return Items For Replacement table.

rr Payment  Requisiion  Stock

SR /BracessiCOVIOV2025

5 Widows leptaps BaTN035

The count of returned quantity reflects on supplied and defected
quantity and returned quantity, then balanced after return defective.

Figure 76 — Updated Supplied and Defected Quantity

The system displays update in the present count for the selected item after a

return in the Stock tab.
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Sale Sock

88/84 Mo TaxPercentage (¥ (Measurerment]

The system updates the defected quantity. }7

Figure 77 — Updated Present Count

Once the ADC Administration (Procurement Division) approves it, the system
displays the Replace of Item link in the Store Keeper login.

’ Click the Replace of Item link to add and view the replacement details.

Replacement for Supply Detalls

X

GRN/ProCEss/001/1/012025
31012025

<&
31012025 -

Select Replacement Goods Received Date and
enter Received Quantity, then click the [Save]
button to save the replacement for supply details.

Figure 78 — Replacement for Supply Details
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L| The system updates the count of supplied The system updates the count of
quantity. replaced defective quantity after return.

Figure 79 — Updated Replaced Defective Quantity After Return

After a replacement, the system updates the replaced quantity in the present

count and displays it in the Stock tab for the selected item.

Catesory Measurerent Fund Type. HSH/ SAT o [R— Status Action

101

nas sutnarty won 8w

Figure 80 — Updated Present Count
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9.4.2 RETURN OF SURPLUS

tem Details

DASGGIND MK Mdont  PucnasoOdet  Wwara | Rewin | Payment  Roouision  Stock  Report

SRN/Process/OOVIVO1/2025

Select the item to return. Select return process against Supply

(Surplus) and Return Date, enter
Quantity, and Remarks.

Click the [Save] button to
return the selected item.

Figure 81 — Return Surplus ltems

Once you click the [Save] button, the system lists the item to be returned in the

Return ltems For Replacement table.
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tem Detalls

Defactad

Remarke.

‘‘‘‘‘‘‘‘‘

3 Window Laotops, BATN/2025/3

Figure 82 — Return Request for Surplus ltems

The system lists the saved return of items details in the Return Items For

Replacement table and updates the status to ‘Pending’.

Once you submit, the system sends the return items to the ADC Administration

(Procurement Division).
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Dashboard  Inbox  Indent  PurchaseOrder  Inward  Retun  Payment Requisition  Stock  Report
1 FireBoard Mouses 300 oc 7 3 3 o
100 o o o
200 3 s o
GRN/Process/001/05/07/2025
Dofected  Surplus
ttem Name Baten Supplied Quantity Quantity Guaniity Return Quantity Remark:
1 FreBoard Mouses BATNZ0251 . pr— —
Linux Tabs, BaTNZ02572 o o peiett T Quanity aa/mm/yyyy Fsicii
Window Lapt = . Lot peurn
Window Laptops 8ATN202573 2 2 -select process. v oL at/mm /yyyy Femt
Return items For Replacement
8 eived Number GRN/Process/001/05/07/2025
Boten Retur Supplied Quantity  Returned O Retumed Date  Remark Act
1 WindowLaptops BATNZ025  Again 05072055 X :

Once you submit the return of items, the system updates the status to

‘Submitted’.

The ADC Administration (Procurement Division) logs in to approve the items.

Payment  Requistion  Stock  Report

Dastboard  Inbox | MyRequest Indent  Purchase Order  Inward  Retur

Inbox

Date

05.07-2025

y . Nex

Figure 84 — Inbox (Submitted Items Notification)
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Inbox  MyRequest indent  Purchase Order  Inward  Return  Payment  Requisiion  Stock  Report

300
2 00 o o
3 WindowLaptops 200 3 s o
Return items from Supply
Goods Received Number ‘GRN/Process/001/05/07/2025
item Name Batch Supplied Quanthy Retum Quantity Remark
1 FireBoard Mouses BATN/20251 . p— —
4
2 BATN/2025/2 E o o . T —
5 T E— Retur Retum Date
Window Laptops ATN/2025/ 20 3 s Ui . p—
4
Return items For Replacement
Goods Received Number GRN/Process/001/05/07/2025
Supplied Quantity  Retumed Quantity  Return R stat

Batch

BATN/2025/3 oso72028 | ox

Figure 85 — Approve Submitted Iltems

Upon approving the items, the system updates the status to ‘Approved’.

Dashboard equest Indent  PurchaseOrder  Iward  Retun | Payment Requisiion  Stock  Report
i 300 7 o ° o
2 00 o o o
3 2 200 s o
Return Items from Supply
Goods Received Number GRN/Process/001/05/07/2025
i Bateh Supplied Quanty R Return Quantity Remark
1 FreBoard Mouses saT2025/1 300 7 ° Sl . i e
T Samaozs ¢ ° © ectpre v Quaniy * Remarks
w 8ATN/2025/3 3 0 b
senticts s i 2 ectore v Guantiy - Rern
Return Items For Replacement
(Goods Received Numper GRN/Process/001/05/07/2025
Retum Category Supplied Quanity  Retumed Quantty  Rewmed Date  Romarks Actio

BATN/2025/3  Against Supply (Surplus)

Figure 86 — Approved ltems
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Once you approve the items, the system updates the status from ‘Submitted’

to ‘Approved’ in Store Keeper login.

Figure 87 — Approved Status for Surplus ltems

After approving the return of items, the system updates the count of surplus

quantity in the Returned Surplus Quantity and Supplied Quantity.

item Details

{ The system updates the count of supplied and returned quantity.

Figure 88 — Updated Supplied and Defected Quantity

After approval from the ADC Administration (Procurement Division), the system
updates the Returned Surplus Quantity in the present count and displays it in
the Stock tab for the selected item.
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3 Windems e Stssonsry N Auhoriy o [ 20 o

Figure 89 — Updated Present Count

9. 5 PAYMENT

§ 1 Purchase Order Number Purchase Order Date: Purchuse Fund Total Velue (Exchusive of Tax) Total Value {inckusive of Tax) Suply Date Verdar

Click this icon to add the invoice details.

Figure 90 — Payment
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Invalce Amount Batance Amount

227760 2700 0.00 22211700

Once you select Supply, the Invoice Amount gets auto populated. Add Invoice Number,
Date, Remarks and Attachments, then click the [Save] button to save the invoice details.

Figure 91 — Add Invoice Details

Once you click the [Save] button, the system lists the invoice details with a

status of ‘Pending’.

Invoice Amount (R} Goods Reclewed Numbe

P Lovao PP e — B8

Click this icon to submit the invoice details.

Figure 92 — Submit Invoice Details

Once you submit the invoice details, the system updates the Invoice Amount.
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T2717.00 27700 0.00 T2r.00

Figure 93 — Updated Invoice Amount

Once you submit the invoice details, the system updates the status against the

invoice to ‘Submitted’.

N T inveics Number veics Date. Inveice Ameunt (Rs)  Goods Recieved Mumbsr Status action

1 24383 31012028 12700 GRN/PY

.DOV3IOV2025 Siomtted

Click this icon to approve the invoice details.T

Figure 94 — Approve Invoice Details

2 TQ
RISe ety wanegemen
Dashboard  Inbox  Indent  Purchase Order  Inward  Retum  Fayrect  Requistion  Stack Report

3 Payment Detsis + Back

Purchase Grder Detalls

or Humbe: . POt Fursase Grar Date - 31012025 Pucnase Qe VeI nelisia T | ¥ 27,1700 Laet susely Date - 31-01-2025

£ Purcdogen e Bncae
Purcha Supaliad Busntity D v Surput Guantily Balancs Guantiy

Rtarnact Qmey

Enter Remarks and add Attachment, then click the [Approve & Forward to
Finance] button to approve and forward the invoice details to Finance Officer.

Figure 95 — Approve & Forward to Finance Officer
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[+ Payment Detalls

Purenase Order Details

Purenase Orter Ko POT Purtrase Graer Date | 1912028

Purcise Oiter Value ncusive Tax: ¥ 277,00 Last suop Dste: 31012025

Surslus Quareny Retumed Gusemy siance Qutey
100 ‘ o
e o H B s o
00 o ’ 3 o o
Invoice Details
us
o
sni Tamate. s0rz085

Figure 96 — Approved Invoice Details

Once you approve the invoice details, the system updates the status against the
invoice to ‘Approved’ and forwards to the Finance Officer.

& 1 Invalco Number laveica Date. Inveice Amount (Rs)  Goods Racioved Mumber.

1 Ere 002025 22700

GRN/Process 00VTAOVEIZS

Figure 97 — Approved Invoice

Purchase raer Detals

Purchase Oraer Numeer . PO Purcnass Groes Dot 31012028 PURChaT OrGT Vag [NGIUSRG 91 TaR - § 27.117.00 Last suogey Date - 31012025
Purchase Order Ameunt Inveice Amount Approved Ameint Balance Amaunt
237417.00 o700 2741700 ace

= Purchas e Daralls

100 [ 4 0 a o
2 20 3 H [}

The system updates the count in Approved Amount and Balance Amount. |-

Figure 98 — Updated Payment Details
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9. 6 REQUISITION

The Store Keeper/ Privileged User logs in to process requisition.

Provide the requisition details in the Requisition pane and
click the [Save] button to save the requisition details.

Figure 99 — Add Requisition Details

The system lists the saved requisition details in the table and updates the status

to ‘Pending’.

Requestad Date  Apraved By Apprsved Date  Request Fur s

5052025 Office of DT

Click the <Request Number> link to view the request item details.

Figure 100 — Saved Requisition
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Edit icon to edit requisition. ‘

Verify icon to verify requisition.

Delete icon to delete requisition. ‘

Reject icon to reject requisition. ‘

Close icon to close requisition. ‘

Figure 102 — View Request Item Details

Note: The system lists the closed requisition in the Closed sub-tab.

Once you verify the requisition, the system updates the status to ‘Verified’.

qqqqq

# ¢ RequestsdNumber | Requested By Fequested Date  Aoprowed By Aporoves Date | Reguest Fund Asguest Letter

Click this icon to allot against requisition. }7

Figure 103 — Allot Requisition

Once you select Batch, Available Quantity gets auto populated.
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P
E The system lists the requested Select the Batch and Available Quantity
item details in the table. gets auto populate, enter Allotting
Quantity, then click the [Save] button to
save the allotting item details.

Figure 104 — Add Allotting Item Details

Before allotment, the present count of the stock details remains unchanged.

nnnnn

B4G (o) sTaTONERY

2 BALLPEN (o)

Figure 105 — Before Allotment Stock Details

Once you save the allotted item details, the system updates the Allotted (NOs),
Balance (NOs), Allotted Quantity, and Pending Quantity.
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RISe rue

Dawmbosrd  Irbox  indenl  BurchsseOrder Imwaro  Relun  Paymenl  Asquaior  Stack  Repeel

Item Detalls

e e
BALLPEN

Figure 106 — Updated Item Details

After allotment, the system updates the present count of the stock details

accordingly.
- i S B corah oo e
L.

Figure 107 — Stock Details

9.6.1 CLOSED REQUEST

The system displays the closed request in the Closed sub-tab.
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Confidential
RISe nwen

Dashooawa  box  Indent  PurchaseOrder  inward  Retm  Payment  Reauistion  Stodk  Report
Pendng Gosed

) Alotea tem

Re

i A Bowps)  isommanthseni v e i e
v lable Gty i this baeh a (-[+]
(Gev]
Click the [Close Request] button to close the request. | ——

Figure 108 — Close Request (1)

Payment | Requisition

Stock  Report

Requested Date  Approved By,

Approred Date.

Allotted By

11 Requested Number

Approved By.

Figure 110 — Allotted & Closed

Page 60 of 67




USER MANUAL — RISE (INVENTORY MANAGEMENT SYSTEM — SEEPZ [pms
USER) onfidentia

10 LOGIN - LDC/UDC/ASSISTANT (ALL SECTIONS)

10. 1 MY REQUEST

The LDC/UDC/Assistant (All Sections) can place a request for items in the My
Request tab.

Inward  Retun  Payment  Requistion  Stock  Report

Add request details such as Purchase Fund, Remarks, Item and
Required, then click the [Save] button to save the request initiation.

Figure 111 — Request Initiation

The system lists the saved request in the table and updates the status to

‘Pending’.

gggggggggggggggggggggggggggg

2025/0UN/2472 24.06.2025 Ofice of DC

Click the Edit, Submit or Delete icon to edit, submit or delete the request respectively. ‘Q

Figure 112 — Submit Request

Once you submit the request, the system forwards the request to the Store

Keeper / Privileged User.

:::::

nnnnnn

Figure 113 — Submitted Request

The Store Keeper / Privileged User verifies the request.
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Ibox Indent  Purchase Order  lward  Retun  Payment  Requisition . Stock  Report

v ® v R
v Requredt =
Request Letter(f any)
sow 0 Jemmes s
Requested Requested Approved
B Number R Date. Approved By Date Request Fund Request Letter Status Action
1 04062025 S Hanish Rathi (ADC) 04062025 Office of DC

20.06.2025 Offcs of DC.

Click this icon to verify the request. Q

Figure 114 — Verify Request

Payment | Requsiton | Stock  Report

v v Rem

e v Rogurod =1+
equest Letter(f any)

o

entres Sesren
Requested Aoproved

v Date A bate Roquest Fund Request Letter stat Act
' 04062025 Shn Hanh Rt 04062025 fce of D

2 24.06:2025 Office of b

Click this icon to redirect to the Allotted item sub-tab.

Figure 115 — Approved Request

Continue by following the Store Keeper process as illustrated in Figure 103 to
Figure 107.
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11 LOGIN - ADC PROCUREMENT DIVISION
11. 1 REQUEST APPROVAL

The ADC Administration (Procurement Division) logs in to approve the request.

\\\

Figure 116 — Inbox - Request Submitted

The system lists the request forwarded from the Contract Staff in the My

Request tab.

uuuuuuuuuuuuuuuuuu

Click this icon to approve the request details.

Figure 117 — Approve Request Details

Figure 118 — Approved Request Details

After approval from the ADC Administration (Procurement Division), the system
submits the request to the Store Keeper. When the Contract Staff logs in, the

status changes to 'Submit to Store Keeper'.
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[T

L— Bt By

Figure 119 — Submit to Store Keeper

Once you submit the request, the system sends a received request notification
to the Store Keeper.

agement

Dasnboard | Inbox  Indent  PurchaseOrder  Inward  Retun  Payment  Requisiion

Stock  Report

Inbox

Requested Approve

0 Date Approved By Date Request Fund Request Letter Status Act
a 04.06:2025 St Harish Rathi (ADC) 06-20: Office of DC B

2 Office of DC

3 cutive) 24062025 Sht Hanish Rathl (ADC) 24.06.2025 Office of DC

Figure 121 — Submitted Request

Requested Approved

# Date Approved By Date Reauest Fund Request Letter Ac
04062025 S 04.06.2025

2 24.06.20; Office of DC &

3 20062025 St Hanish Rathi (ADC) 20.062025 Office of DC

Figure 122 — Verified Request

The further process is the same as for the SEEPZ user; follow the steps from
Figure 103 to Figure 107 to approve and allot the request.
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Figure 123 — Closed Request

11. 2 STOCK

The system displays all the stock updates of items in the Stock tab.

Add Item, Item Count, fund type and click Click the Edit icon to edit the
the [Save] button to save the stock details. stock details.

Figure 124 — Add Stock Details

The system lists the saved stock of item in the table with Safe Stock, Present
Count and Status columns.

Batche: Fund Type HEN J 3AC N Tax Percentage )

Figure 125 — Allotted Stock Details
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11. 3 REPORT

Dasnoears mdent  pwehaseCraer  Nwarg  Retum  payment  Roquistion  Reconcition  Stoek  Report

Click the [Generate] button to
generate and view the report.

Figure 126 — Generate Report

For some reports, upon clicking the [Generate] button, a detailed filter option

appears.

Purchase Ordered Item Report X

From Date *

dd-mm-yyyy

To Date *
dd-mm-yyyy 5]

Purchase Fund
---Select Purchase Fund--- ~

Select the date and purchase fund, then click the
[PDF] button to download and view the report.

Figure 127 — Purchase Ordered Item Report Filter
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**End Of the Module - RISe
(Inventory Management System — SEEPZ User) **

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