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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 

3.1 LOGIN – CONTRACT STAFF 

  
 
 

 

 
 
 
 

 

 

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

Figure 1 – Login Page 

Figure 2 – Select Inventory Module 
 

 

Select the Inventory module from the list of general modules. 
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3.2 REQUEST  

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

 
 
 

 

 

 

 

 

Figure 3 – Add Request Details 
 

 

Figure 4 – Approval of Request 

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

Add Purchase Fund, Remarks, Item and Required, 
then click the [Save] button to save the request details. 
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After approval from the ADC Administration (Procurement Division), the system 

updates the status to 'Submit to Store Keeper'. 

 

 
 
 
 
 
 
 
 

Figure 5 – Forward to ADC Administration (Procurement Division) 
 

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

Figure 6 – Forwarded Request 
 

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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 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.  



USER MANUAL – RISE (INVENTORY MANAGEMENT SYSTEM – SEEPZ 
USER) Confidential 

 

Page 12 of 67  

 

3 SETUP 

3.1 LOGIN – STORE KEEPER / PRIVILEGED USER 

  
 
 

 

 
 
 
 

 
 
 
 
 

Figure 2 – Select Inventory Module 
 

 

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. 
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3.2 CATEGORY SETUP 

 

 

 

The system lists the added category details in the table. 

Figure 4 – Category Setup 
 
 

Click the [Add Category] button to 
add the category type. 
 

Figure 5 – Add Category Details 
 

  

Navigate to the Category Setup tab 
to setup the category. 
 

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

Figure 3 – Setup 
 

Navigate to the Setup icon to start the setup. 
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3.3 MEASUREMENT 

 

 

 

The system lists the added measurement details in the table. 

 

Figure 7 – Measurement Setup 
 

 

Click the [Add Measurement] 
button to add the measurement. 
 

Figure 9 – Edit Measurement Setup Details 
 
 

Figure 8 – Add Measurement Details 
 

 

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

Figure 6 – Edit Category Setup Details 
 

 

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

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

Navigate to the Measurement Setup 
tab to setup the measurement. 
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3.4 ITEM SETUP 

 

 

 

The system lists the added item details in the table. 

 

Figure 11 – Add Item Details 
 

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 10 – Item Setup 
 
 

Click the [Add Item] button to add 
the items. 
 

Figure 12 – Edit Item Details 
 
 

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

Navigate to the Item Setup tab to 
setup the items. 
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3.5 VENDOR SETUP 

 

 

 

 

 

The system lists the added vendor details in the table. 

 

Figure 13 – Vendor Setup 
 
 

Click the [Add Vendor Details] 
button to add the vendor details. 
 

Figure 14 – Add Vendor Details (1) 
 
 
 

Figure 15 – Add Vendor Details (2) 
 

 

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

Enter the values in Vendor Name, Phone 
Number, Office Number and PAN 
Number text boxes. 
 

Enter the address details of the vendor. 
 

Navigate to the Vendor Setup tab to 
setup the vendor details. 
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Figure 16 – Edit / View Vendor Setup Details 
 
 

Click the Edit icon to edit the vendor details 
and the View icon to view the vendor details. 
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4 LOGIN – ADC (ALL SECTIONS) 

 
 
 
 

 

 
 
 
 

 
 

Figure 17 – Login Page 
 

 

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

Figure 18 – Select Inventory Module 
 

 

Select the Inventory module from the list of general modules. 
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4. 1 INDENT 

 

  
 
 

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

 
 

 
 

 

Figure 19 – Add 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 20 – Saved Indent Details 
 

 

Figure 21 – View Saved Indent Details 
 
 

 

Navigate to the Indent tab to add the indent details. 
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Once you click the Submit icon, the Preview for Indent Details pop-up window 

appears. 

 

Figure 22 – Action Buttons 
 

 

Click this icon to edit 
the indent details. 
 

Click this icon to delete the 
indent details. 
 

Click this icon to submit 
the indent details. 
 

Figure 23 – Edit Saved Indent Details 
 

 

Click this icon to edit the indent details. 
 

Figure 24 – Update Indent Details 
 

Click the [Update] button to update the indent details. 
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Figure 25 – Submit Indent Details 

 
 

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

Click this icon to submit the indent details. 
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5 LOGIN – ADC ADMINISTRATION (PROCUREMENT 

DIVISION)  

The system lists the submitted indent details in the table. 

 

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 

 
 

 
Figure 27 – Consolidate Indent (1) 

 
 

Click the + icon to consolidate the total indent details. 
 

Figure 26 – Inbox (Received Notification) 
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Figure 29 – Consolidate Indent (2) 

 
 

Click this icon to consolidate the indent details individually. 
 

Click this icon to edit the indent description details. 
 

Figure 28 – Update Indent Details  
 

  

Click the [Update] button to 
update the indent description 
details. 
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Once you click the [Consolidate] button, the system lists the consolidated 

indent details in the table with a 'Pending' status. 

Figure 31 – Consolidate Indent Details (3) 

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

Figure 30 – Consolidate Indent Details  
 
 

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

Add Accept Quantity. 
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Figure 32 – Edit / Download / Add Quotation Details to Consolidated Indent  
  

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

Click this icon to edit the 
consolidated indent 
descriptions details. 
 

Click this icon to add 
the quotation details. 
 

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

Figure 33 – Update Indent Details 
 

 

Click this icon to edit the consolidated 
indent descriptions details. 
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5. 2 ADD QUOTATION 

 
 

Once you add the quotation details, the system updates the Estimated Cost 
column in the Consolidated Indents table. 

Click this icon to add the quotation details. 
 

Figure 35 – Add Quotation Details 
 
 

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

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

Figure 34 – View Consolidated Indent Details 
 

 

The system displays the count of accepted Indent items in the Accepted Quantity column. 
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The system forwards the consolidated indent details to the selected Finance 

Officer. 

Figure 37 – Forward Indent Details 
 

Click the 
checkbox 
against the 
required 
Finance Officer. 

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

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

Figure 36 – Estimated Cost 
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6 LOGIN – ADC FINANCE OFFICER 

 

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

 

 

 

 

 

 

 

 

Figure 38 – Inbox (Received Notification) 

Figure 39 – Forwarded Consolidated Indents  
  

Click this icon to add the 
budget head details. 
 

Click the [Save] button to 
save the budget head details. 
 

Figure 40 – Add Budget Head Details 
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Click the checkbox 
against the 
required Finance 
Officer. 
 

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

Figure 43 – Forward Consolidated Indent Details  
 

  

Figure 41 – Budget Head Added 
 

 

The system updates the Budget Head and 
Status values here. 
 

Click this icon to forward the consolidated indent details. 
 

Figure 42 – Forward Consolidated Indent Details 
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Figure 44 – Forwarded Consolidated Indent Details 
 

 

The system updates the status to ‘Forwarded’. 
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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. 

 

 

 

 

 

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

Figure 46 – Approve Consolidated Indent 
 

Click this icon to approve the 
consolidated indent details. 
 

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

Click this icon to download the 
consolidated indent details. 
 

Figure 45 – Inbox (Forwarded Consolidated Indents) 
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Click the link in Budget Head column to view the budget head details. 
 

The system updates the status to ‘Approved’. 

Figure 47 – Approved Consolidated Indent 

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. 

 
  

 
 
 

 
 
 

Figure 50 – Work Order Uploaded 

Click this icon to download the work order. 

Click this icon to upload the work order. 

Figure 49 – Upload Work Order 

Click the [Upload] button 
to upload the work order. 
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9 LOGIN – STORE KEEPER / PRIVILEGED USER 

9. 1 DASHBOARD 

 

The Store Keeper / Privileged User can download work order and consolidated 

indent in the PDF format. 

 
 

 

Figure 51 – Dashboard 
 

Figure 52 – List of Approved Consolidated Indents 

Click the <Consolidated Indent Number> link to view the indent item details. 
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9. 2 PURCHASE ORDER 

 

 

 

Figure 54 – Purchase Order 
 

 

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

Select the consolidated indent which is 
approved and provide the relevant details in 
the Add Purchase Order pane. Also add the 
required attachments. 
 

Add item details such as quantity, 
unit price and tax, etc and click the 
[Save] button to save the 
purchase order details. 
 

Figure 55 – Add Purchase Order Details 
 

Figure 53 – View Indent Item 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. 

  
 

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

the Purchase Order tab. 

  
 
 
 

  
 
 

9. 3 INWARD 

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

Figure 58 – View Purchase Item Details 
 

Figure 57 – Approved Purchase Order 
 
 

Click this icon to download and 
view the purchase order. 
 

Figure 56 – Approve Purchase Order 
 

Click this icon to approve the purchase order. 
 

Click the <Purchase Order Number> 
link to view the purchase item details. 
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Click this icon to add the goods received details. 
 

Figure 59 – Inward 
 

Figure 60 – Delete Items List 
 

 

To delete the selective item, click this icon. 
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You can view the deleted item in the Deleted Items section. 
 

Figure 61 – Deleted Items List 
 
 

Figure 63 – Added Item 
 

 

The system displays the added items here. 
 

Click this icon to add the selective deleted item. 
 

Figure 62 – Add Deleted Item 
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Figure 64 – Add Goods Received Details 
 

Provide the details of goods 
received here. 
 

Add details of received item quantity 
such as defect, surplus, etc and click 
the [Save] button to save the goods 
received details. 
 

Click this icon to approve the supplied goods. 
 

Figure 65 – Approve Goods Received Details  
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Once you click the Approve icon, the system updates the supplied item details 

and lists them in the table. 

 

 

 

 
 

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

and updates the count in the Stock tab. 

 

 

Figure 66 – Supplied Item Details Updated 
 

Click the Return link to return 
the Goods Received. 
 

Click the <Goods Received Number> link to 
download and view the supply details in PDF format. 
 

Figure 67 – Stock Updates 
 

The system displays the updated supplied item details here. 
 



USER MANUAL – RISE (INVENTORY MANAGEMENT SYSTEM – SEEPZ 
USER) Confidential 

 

Page 41 of 67  

 

Note:  

• Safe stock is the minimum count of stock that need to be maintained. 

• 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. 

 
 
 

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

 
 

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

Figure 68 – Return Goods 
 

Click the Return link to return the surplus items. 
 

Click this icon to view the supply details. 
 

Figure 69 – View Supply Details 
 
 

 

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

Click the Return link to return the 
supply details. 
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9. 4 RETURN 

9.4.1 RETURN OF DEFECTED ITEMS 

 
 
 

 
 
 
 

 
The system lists the saved return items in the Return Items For Replacement 

table. 

Figure 70 – Return of Item (1) 
 

Select the item to return. 
 

Figure 71 – Return of Item (2) 
 

Select return process as 
Replacement (Defected), Quantity 
and Return Date. Enter Remarks.  
 

Click the [Save] button to save 
the return items. 
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The ADC Administration (Procurement Division) review and approve the return 

of items. 

 

The system sends the notification to the ADC Administration (Procurement 

Division). 

Click the [Submit] button to submit the return of item to the ADC 
Administration (Procurement Division) for approval. 
 

Figure 72 – Return of Item List 
 
 

 

The system updates the Status to ‘Submitted’. 
 

Figure 73 – Return of Item List Submitted 

Figure 74 – Inbox 



USER MANUAL – RISE (INVENTORY MANAGEMENT SYSTEM – SEEPZ 
USER) Confidential 

 

Page 44 of 67  

 

 

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. 

 
 
 
 

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

return in the Stock tab. 

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

Figure 75 – Approve Return of Items 
 
 

Figure 76 – Updated Supplied and Defected Quantity 
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Once the ADC Administration (Procurement Division) approves it, the system 

displays the Replace of Item link in the Store Keeper login. 

 
 
 
 
 

The system updates the defected quantity. 
 

Figure 77 – Updated Present Count  
 

  

Figure 78 – Replacement for Supply Details 
 

 

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

Select Replacement Goods Received Date and 
enter Received Quantity, then click the [Save] 
button to save the replacement for supply details.  
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After a replacement, the system updates the replaced quantity in the present 

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

 

 
 
 
 
 
 
 
 

Figure 80 – Updated Present Count 
 

 

Figure 79 – Updated Replaced Defective Quantity After Return 
 

 

The system updates the count of supplied 
quantity. 
 

The system updates the count of 
replaced defective quantity after return.  
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9.4.2 RETURN OF SURPLUS 

 

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

Return Items For Replacement table. 

 

 

 

Figure 81 – Return Surplus Items 
 

 

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. 
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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). 

 

Figure 82 – Return Request for Surplus Items 
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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. 

 

 

 

 

 

Figure 83 – Submitted Return of Items 

Figure 84 – Inbox (Submitted Items Notification) 
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Upon approving the items, the system updates the status to ‘Approved’. 

 

 

Figure 85 – Approve Submitted Items 

Figure 86 – Approved Items 
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Once you approve the items, the system updates the status from ‘Submitted’ 
to ‘Approved’ in Store Keeper login. 

 

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

quantity in the Returned Surplus Quantity and Supplied 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. 

Figure 87 – Approved Status for Surplus Items 
 

The system updates the count of supplied and returned quantity. 
 

Figure 88 – Updated Supplied and Defected Quantity 
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9. 5 PAYMENT 

 
 
 

 

Figure 90 – Payment 
 

 

Click this icon to add the invoice details. 
 

Figure 89 – Updated Present Count 
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Once you click the [Save] button, the system lists the invoice details with a 

status of ‘Pending’. 

 

Once you submit the invoice details, the system updates the Invoice Amount. 

Figure 92 – Submit Invoice Details 
 

Figure 91 – Add Invoice Details 
 

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. 
 

Click this icon to submit the invoice details. 
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Once you submit the invoice details, the system updates the status against the 

invoice to ‘Submitted’. 

 
 

 

 
 
 

  

Figure 93 – Updated Invoice Amount 
 

 

Figure 95 – Approve & Forward to Finance Officer 
  

Figure 94 – Approve Invoice Details 
 

 

Click this icon to approve the invoice details. 
 

Enter Remarks and add Attachment, then click the [Approve & Forward to 
Finance] button to approve and forward the invoice details to Finance Officer. 
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Once you approve the invoice details, the system updates the status against the 

invoice to ‘Approved’ and forwards to the Finance Officer. 

 

 

 

Figure 98 – Updated Payment Details 
 

Figure 97 – Approved Invoice 
 

 

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

Figure 96 – Approved Invoice Details 
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9. 6 REQUISITION 

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

 

 
 
 

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

to ‘Pending’. 

 
 
 
 

 

Figure 100 – Saved Requisition 
 

 

Figure 99 – Add Requisition Details 

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

Click the <Request Number> link to view the request item details. 
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Note: The system lists the closed requisition in the Closed sub-tab. 

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

 

 

Once you select Batch, Available Quantity gets auto populated. 

Edit icon to edit requisition. 
   

Delete icon to delete requisition. 
 

Verify icon to verify requisition. 
 

Close icon to close requisition. 
 

Reject icon to reject requisition. 
 

Figure 101 – Action Buttons 
 
 

 

Figure 102 – View Request Item Details 

Click this icon to allot against requisition. 
 

Figure 103 – Allot Requisition 
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Before allotment, the present count of the stock details remains unchanged. 

  
 

Once you save the allotted item details, the system updates the Allotted (NOs), 

Balance (NOs), Allotted Quantity, and Pending Quantity. 

Figure 105 – Before Allotment Stock Details 
 

Figure 104 – Add Allotting Item Details 

Select the Batch and Available Quantity 
gets auto populate, enter Allotting 
Quantity, then click the [Save] button to 
save the allotting item details. 
 

The system lists the requested 
item details in the table. 
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After allotment, the system updates the present count of the stock details 

accordingly.  

  
 

9.6.1 CLOSED REQUEST 

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

Figure 107 – Stock Details 
 
 

 

Figure 106 – Updated Item Details 
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Figure 108 – Close Request (1) 
 

 

Click the [Close Request] button to close the request. 
  
 

Figure 109 – Closed Request (2) 
 
 
 

 
Figure 110 – Allotted & Closed 
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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. 

 
 
 

 

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

‘Pending’. 

 
 
 

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

Keeper / Privileged User. 

 
 

The Store Keeper / Privileged User verifies the request. 

Figure 111 – Request Initiation 
 

 

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

Figure 112 – Submit Request 
 

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

Figure 113 – Submitted Request 
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Continue by following the Store Keeper process as illustrated in Figure 103 to 

Figure 107. 

 

 

Figure 115 – Approved Request 
 

Figure 114 – Verify Request 
 
 

Click this icon to verify the request. 
 

Click this icon to redirect to the Allotted item sub-tab. 
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11 LOGIN – ADC PROCUREMENT DIVISION 

11. 1 REQUEST APPROVAL  
The ADC Administration (Procurement Division) logs in to approve the request. 

 

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

Request tab. 

  
 

 

  
 

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'. 

Click this icon to approve the request details. 
 
 Figure 117 – Approve Request Details 

 
 

 
 

Figure 116 – Inbox - Request Submitted 

Figure 118 – Approved Request Details 
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Once you submit the request, the system sends a received request notification 

to the Store Keeper. 

 

 

 

 

 

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. 

Figure 121 – Submitted Request 
 

 
 

 

Figure 119 – Submit to Store Keeper 
 
 

 

Figure 120 – Inbox (Received Request) 

Figure 122 – Verified Request 
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11. 2 STOCK 

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

  
 
 

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

 

Figure 124 – Add Stock Details 
 
 

 

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

Click the Edit icon to edit the 
stock details. 

Figure 125 – Allotted Stock Details 
 

 

Figure 123 – Closed Request 
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11. 3  REPORT 

 

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

appears. 

 

 
 
 

Figure 126 – Generate Report 
 

 
 
 

 

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

Figure 127 – Purchase Ordered Item Report Filter 
 
 

 

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