. URd Q¥R Government of India
" grforsa 3R I HaTer Ministry of Commerce & Industry
drow fasty snfdfer etsr wifresvoT SEEPZ Special Economic Zone Authority

3 (gd), Has - 400096 Andheri (E), Mumbai - 400096

[a'crmgz: www.seepz.gov.in | $-8«: dcseepz-mah@nic.in | twa: 022-28290856/28294700

ﬂﬂ'ﬂhﬂﬁ \"I'I%QT TWAT/ Executive Order No. 56 fl /2025, dated |S- ol

e fovy s &3 & fawm™
e HEEd § Uh IS TeuTes
™ @ (Erp) WiegRE qAMRA
T UUMTEl (RISe ERP) &I AN B I
Ufehar 7d 6T 81 58 Wi IS AR &
T BT D! 3icie iR SRy oA
& forg feome forar a1 81 39 UBA &
qed $d 39D PHcH-oday Hiegd Ul
fPu e 8 o T Ul & i) &
faty ufmem R e
AAHAS B R IR & AW F/T
T B qeT 38R A, duR-anuiRd
gicharefl ¥ gedR TP Hew fefored
qIdTaRul SR 94l faurt 7 gear,
uﬂzf%maam%ﬁaﬁ?mmﬁgw
AT g

ERP O] &¥- & fo/ & w0 0, @
Agayul Hiegw al R AU TN § 3R 5%
WA BT HfaRf SR faar mar gl
W%ﬁ@ﬁmwﬁaﬁ PCLE]
Wﬁﬂﬁ?ﬁw%ﬁ%ﬁﬁf‘uﬁﬁwﬁﬁ
FHamAl & udyd &1 fefemse ok
3ffeiie o3 F forg == fhar mar g1 3@
d®, Bicagad HHANGl DI IJufYf,
gel &1 Rols, HHIR TwWES 3R
OR% GIaT ST HRAT A3 i
Brar o1, o IR Wifds ursu § Serda
d SR faUnT IuHT AT B Al 3H
I3 ahd @ Wmﬁzﬁaﬂa,
Tafadn, 38 R YaH # uRefRfar @t
HH g waﬁfmw
Hiegd 31 gt ufearett &1 e ‘éT
Wewd IR a5, o dsR '

The Development Commissioner’s
Office, SEEPZ SEZ, is in the process of
implementing a comprehensive Enterprise
Resource Planning (ERP) solution, known

as Revamped Information System (RISe

ERP), which has been designed to automate

and digitize the key functions of SEEPZ
SEZ Authority. A total of twenty-one
custom-developed modules are being
introduced under this initiative, each created
to address the specific operational and
administrative ~ requirements  of  the
Authority. The overarching objective is to
enhance efficiency, transparency,
accountability, and ease of functioning
across departments by moving away from
manual, paper-based processes to a seamless
digital environment.

As part of this ERP rollout, two
significant modules have now been
launched and made mandatory for use. The
first is the Contractual Employee
Information Management Module, which
has been introduced to digitize and automate
the management of employees across
different sections of SEEPZ SEZ. Hitherto,
the attendance, leave records, employee
documents, and monthly claim submissions
for outsourced staff were handled manually,
with vendors submitting data in physical
formats and departments processing them
through verification. This manual approach
often led to duplication of work, errors,
delays, and lack of transparency in
disbursement. The newly launched ERP
module brings all these processes onto a
single platform, enabling vendors to register
employees, manage attendance digitally,
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submit leave applications, track leave
balances, and process monthly claims in an
automated manner. The module is fully
integrated with the VAMS Gate Pass
System, ensuring that entry and exit
attendance is captured in real time and
automatically linked to the ERP system. The
modules is hereby launched and shall be
mandatorily used with immediate effect for
all outsourced employee related process
through RISe ERP Platform.

The second is the Intra-Organizational
Communication and Collaboration Suite,
developed to streamline communication and
coordination among SEEPZ SEZ
employees. Until now, communication was
largely carried out through emails, e-office
workflows, and physical notes, resulting in
delays, unorganized records, limited
traceability, and challenges in scheduling
meetings or retrieving historical
communications. The absence of a
centralized platform for communication
often created inefficiencies and scope for
miscommunication. The new module
addresses these issues by providing a secure
and centralized intranet-based system for
staff. It enables end-to-end management of
meetings, issuance of notices and circulars,
document sharing and storage, internal
messaging, and open forums for discussion,
ensuring -that all communication remains
structured, formal, and traceable. This
module is released, and from this date
onward all internal communication, notices,
discussions, meetings, and document
exchanges shall be carried out exclusively
through the Collaboration Suite available on
the RISe ERP system.

It is to be noted that circulars and
instructions were issued from time to time
with respect to manual management of
Outsource employees, attendance
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verification procedures, and vendor claim
submissions. These earlier directions shall
now stand superseded, and the new ERP
module will serve as the single and
authoritative system for all such processes.

All departments, section leads, staff,
and vendors are hereby instructed to ensure
full compliance with these modules. Internal
communication is to be routed through the
Intra-Organizational Communication and
Collaboration Suite, and all outsourced
employee-related processes are to be
managed only through the ERP module.
Any  technical issues or training
requirements must be reported immediately
to the ERP Cell, SEEPZ SEZ, for resolution.
This transition marks a significant step in
the Authority’s journey towards a paperless,
transparent, and digitally empowered
administration, and the cooperation of all
stakeholders is essential for the successful
implementation of this initiative.

Functionality in Contractual Employee
Information Management:

Outsourced employees are required to
register in VAMS and obtain a digital
access card for gate-based attendance
marking. The employee data will then be
pushed to the RISe ERP Vendor Login for
further entry of details. The vendor will
enter additional information such as Joining
Date, designation, Experience, and Payment
Information, upload supporting documents,
and forward the record to the SEEPZ Admin
for approval through RISe ERP. This is the
process through which employees are
onboarded.

1. Advantages of Vendor: Vendors can
view attendance records on a daily and
monthly basis. Once attendance is
finalized for the respective month, they
can initiate the Monthly Claim by
selecting the Month, Year, and
Employee Category. The Monthly
Claim is submitted for the period from
the 22nd of the current month to the
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21st . of the following month.
Additionally, the system enables them
to track the status of submitted claims
until final approval.

2. Advantages of Outsourced
Employees: Outsourced employees can
submit leave applications through RISe
ERP and track the status of their
requests. The system also allows them
to view their personal daily attendance
records and submit correction requests
for missed punch-in or punch-out
entries by specifying the relevant date
and time.

3. Advantages of SEEPZ
Administration Section: The Admin
Section verifies employee details
submitted by vendors and has the
authority to approve, reject, or modify
them. They also review monthly claims
raised by vendors and provide final
approval. In addition, the Admin
Section has full authority to verify and
update punch-in/punch-out records to
ensure accuracy, and to issue and allot
duty orders as required.

2. Process of Using Smartnet (Intra-
Organizational Communication &
Collaboration)

After logging in, users can access the
Smartnet modules. Smartnet has several
major tabs, including Meeting, Documents,
Messaging, Forum, Notices, Contact
Management, Holidays, and Drafts.

1. Meeting
Under the Meeting tab, users can
schedule meetings, add participants,

attach links, and upload agenda
documents. Upon completion of a
meeting, minutes can be prepared, and
tasks can be assigned to specific
individuals. Scheduling meetings is a
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privilege reserved for authorized

officials.

. Documents

The Documents tab allows users to
upload files under My Drive for future
reference. Documents can also be sent to
other employees who have RISe ERP
login access within SEEPZ.

. Messaging

The Messaging tab functions as an
internal communication tool between
employees. Users can create groups,
send text or voice messages, and interact
seamlessly with colleagues.

. Forum

The Forum tab is
discussion purposes, allowing
employees to create topics and
participate in forum discussions. Both
public and private forums can be created
depending on the intended audience.

designed for

. Notices

Under Notices, privileged users can
share notices with employees to provide
important information.

. Contact Management

The Contact Management tab allows
users to add and store contact details for
future reference.

7. Holidays

The Holidays tab provides a view of the
holiday calendar, admin section have the
ability to add or edit holidays as needed.

8. Drafts

The Drafts tab enables users to create
drafts of documents, save them within
their login for future use, and share them
with other employees when required.
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A detailed user manual is provided
along with this order. A dedicated support
unit has been established to handle any
queries or training requirements. The roles
of users are outlined in Annexure-A. In
case stakeholders encounter any difficulties,
they should raise tickets through the
Technical Helpdesk module available in the
RISe system. This process allows the
SEEPZ Authority to effectively track,
monitor, and manage any issues or pending
actions.

@R W.Ulﬂ?nﬂm
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Annexure A

Roles of Users in Contractual Employee Information Management Module:

User Roles in Module

View Dashboard

Generate Reports

View Monthly Claims
View Employee Profiles
View Employee Attendance

Development Commissioner
Joint Development Commissioner

Deputy Development Commissioner

vk w

View Dashboard

Generate Reports

View/Approve Monthly Claims
Approve/Reject/View/Edit Employee & details
View Employee Attendance

Monthly Attendance verification

View Employee Leave Details

ADC Administration

Employee Leave Approval/Rejection
Raising Query
. Adding Notes
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View Dashboard

Generate Reports

View Monthly Claims

View/verify Employee details

LDC/ UDC - Admin View Employee Attendance
Attendance finalization
Monthly Attendance verification
Raising Query
Adding Notes

. Monthly Claim Approval
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View Employee Profiles
Add Leave
View Attendance Report

Contract Staff

Modify/submit Employee Details
View Employee Profiles

View Attendance

View/Submit Monthly Claim & Bill
Generate Reports

Vendor
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Annexure A

Roles of Users in Intra Organizational Communication and Collaboration Suite Module

User Roles in Module

View Scheduled Meetings

View Minutes of Meeting

View Shared Documents
Upload Documents to My Drive
Participate in Discussion Forum
Message/ Chat

Issue Notice

Development Commissioner
Joint Development Commissioner

Deputy Development Commissioner

Schedule/View/modify Meetings
View Minutes of Meeting

View Shared Documents

Upload Documents to My Drive

Participate in Discussion Forum

Message/ Chat

Issue Notice

Add contacts

IADC (All Section)

View Scheduled Meetings

View Minutes of Meeting

View Shared Documents
Upload Documents to My Drive
Send documents

Add contacts

Participate in Discussion Forum
Message/ Chat

LDC/ UDC/ Assistant (All Section)

View Scheduled Meetings

View Minutes of Meeting

View Shared Documents
Upload Documents to My Drive
Send documents

Add contacts

Participate in Discussion Forum
Message/ Chat

Contract Staff
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