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PTIBRT TS FEAT/ Executive Order No. 2 63 /2025, dated -1 2025
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As you are aware, the Development
Commissioner 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 suit the requirements of SEEPZ
SEZ Authority.

At present the  Development
Commissioner Office of SEEPZ SEZ has
been managing records of all officers and
employees working in SEEPZ SEZ through
manual processes. The current process is
that, the officer and employee details and
service records are maintained manually
with no provision to generate reports or
gather data in a timely manner. Processes
such as leave application, LTC, allowances,
etc., are also processed as manual forms.

To address these challenges and
enhance administrative efficiency, an
Online Human Resource Management
System (HRMS) Module has been
developed under the Revamped Information

System - RISe ERP platform. This

module will enable digital management of
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employee records, streamline service-related
processes, and provide real-time access to
data and reports, thereby improving
transparency, accuracy, and responsiveness
in HR operations.

This is to inform all the stakeholders
of SEEPZ SEZ that henceforth all processes
related to HRMS of Govt. staff working in
SEEPZ SEZ will be processed through the
RISe ERP application (rise.seepz.gov.in).For
managing HRMS of working staff allow
them to apply online for leave, travel
allowance, etc. For leave the entry of
previous record is necessary.

The Administration Section user

manages employee  service records,
including general information,
identification, education, previous service,
increments, dependents, nominees, and
leave balance details, etc.

Employees can apply for various
leaves and allowances such as LTC, travel
allowance, briefcase allowance, child
education allowance, and newspaper
allowance through the Self Service portal,
where they can also view their personal
details, leave balance, and holiday list.
Request may also be sent by the personal
assistants on behalf of the officers. A
separate login is created for this by ERP
Team.

The HRMS workflow follows a
structured verification and approval process.
The Admin first enters or updates employee
details and forwards them to the Verifier,
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who checks and sends them to the
Authorized Person for final approval.

The Office of the Development
Commissioner, SEEPZ SEZ, has two
categories of Government employees - those
on deputation and those belonging to the
SEEPZ’s own cadre. For both categories of
employees, the service books will be
scanned and saved in the ERP software by
the Administration Section. All future
entries in the service books will be made
through this portal and digitally signed by
the competent officer. The printouts of the
digitally signed copies shall be pasted in the
respective service books. No manual entries
shall be made in the service books after the
issuance of this order.

To make things even more convenient,
we’ve also launched a mobile app for
Human Resource Management System
Module. Now, users can access these
features anytime, anywhere right from their
phones

A. Responsibility of SEEPZ Admin

1. SEEPZ LDC Admin will add
employee  details by  visiting
rise.seepz.gov.in.

2. Log in with there credentials and
navigate to the Human Resource
Management Module.

3. Click on the Add General Details
button to enter the employee’s general
details under the Service Record
section and submit them for approval
by the Authorized Officer.

4. In case of rejection, the details can be
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revised and resubmitted for approval.
Once the employee details are
approved by the Authorized
Officer, the concerned employee will
receive login credentials for RISe
ERP, via SMS and email.

B. EMPLOYEE USERS

L

Use the login credentials received via
SMS or email to log in to the RISe
ERP portal or RISe ERP App.
Navigate to the Human Resource
Management Module.

The user can apply for Leave,
Allowance, Travel Allowance (TA),
and Leave Travel Concession (LTC)
for approval by the Authorized
Officials.

The user can also view their general
details, training details, and submit
training feedback, among other self-
service options.

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.
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In case stakeholders face any
difficulty, they should raise tickets on the
Technical Helpdesk module enabled in the
RISe system. This will help the SEEPZ
Authority track and monitor the issues and
any pendency as well.

It is mandatory for all Government
employees to submit applications only
through the HRMS Module.

All previous orders issued on the above
subject stands withdrawn with the issue of
this Executive Order.

(Sﬂef%R HI. nyaneshwar B.Patil)

fawr 3114/ Development Commissioner
oS-, &5 / SEEPZ-SEZ, Mumbai
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Roles of Users in HRMS Module

Annexure A

User

Roles in Module

Development Commissioner

1.

el

View Dashboard

Generate Reports

View Service Record

Search and view general officer
details

Alert on new joining/ superannuation

Joint Development Commissioner

B LD =

View Dashboard

View Service Record

Generate Reports

Search and view general officer
details

Alert on new joining/ superannuation

Deputy Development Commissioner

LD =

e

View Dashboard

View Service Record

Generate Reports

Search and view general officer
details

Alert on new joining
superannuation\

ADC - Admin
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19.
20.

21.
22.
23.

24.

View Dashboard

Generate Reports

View Service Record

Add Employee Details

Forward Employee Details
Approve Employee details
Leave pending View

Leave Forward

Add notes for Leave Application

. Add Leave Query

. Leave Approve or Reject

. Add Training Details

. Submit Training Details

. Approve or Reject Training Details

. View Allowance Pending details

. Add notes for Allowance

. Approve or Reject Allowance

.View Approve and Rejected

Allowance Details

View LTC pending

View Approve and Rejected LTC
application

LTC Approve or Reject

View Travel Allowance

View Approve and Reject Travel
Allowance

Approve or Reject Travel Allowance




25. Search and view general officer
details
26. Alert on new joining/ superannuation

All Government Officers and Staff
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11.
12.

. Apply Travel Allowance

User Profile

Application for Leave, LTC, etc.
View Leave Application

Apply Leave

View Allowance

Apply Allowance

View LTC

Apply LTC

View Travel Allowance

View approvals
View Dashboard




