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How To Make An 
Announcement



Go to the tab of Human Resource & 

Select The Option Announcement 

You Can Also Make You Can Also Make 
Announcement From Announcement From 

Quick Generate Option As WellQuick Generate Option As Well

You Can Also Make 
Announcement From 

Quick Generate Option As Well

Step 1

To See The Attendance report Of Staff 

By Following Diagram 



You can Also Find the Ledger Conrmation In Company ListingYou can Also Find the Ledger Conrmation In Company ListingYou can Also Find the Ledger Conrmation In Company Listing

 
NOW “CLICK” ON THE 

+ BUTTON SHOWING YOU 
IN THE DIAGRAM 

Step 2



To Add Organization You Have To 
“Click” On ORGANIZATION Tab 

Showing Below

Now Fill the Mandatory Fields 
& Submit The Form By “clicking” 

Save Button

Step 3

After Pressing On The + Button You’ll Get This Pop-Up 

Upload The Related Document File HereUpload The Related Document File Here

After Completing The Form Press On The SaveAfter Completing The Form Press On The Save



You’ll Be Redirected To The Announcement Listing Page After Saving The Announcement

You Get Many Action Here You Get Many Action Here 
Edit, Delete & Download View, Edit & Delete

Great.. You’ve Successfully Completed The Session See You In Next Slide..  
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