
Your Compliance Partner

How To Generate Notice, 
Agenda, Minutes, Attendance Registers 

EXTRA ORDINARY GENERAL MEETING



Select Option Extra Ordinary General Meeting

You Can Also Generate 
board Meeting Certicate From 
Quick Generate Option As Well

You Can Also Generate 
Extra Ordinary General Meeting Certicate From 

Quick Generate Option As Well

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

Showing Below

To Generate EXTRA ORDINARY GENERAL MEETING

 Select The Same Tab In “ Company Law’s”

Notice, Agenda, Minutes, Attendence,

Leave of Absence and Ackn.. Section

Step 1



Export Delete
 

NOW “CLICK” ON THE 
+ BUTTON SHOWING YOU 

IN THE DIAGRAM 

Step 2



Fill All The Details And Click On The Save & Next

After Completing The Form
Press On Save & Next Button

You Just Have To pick a date from the calender 
It’ll Automatic reect in the column 



Resolution Added In The Task Can Be Selected From Here

User Can Add New Resolution 
Into Resolution Dictionary From Here

 

User Can Add / Copy Paste Any Resolution Here & That Will Be Saved In Agenda Of Extra Ordinary General Meeting.

User Can Select Resolution From Dictionary & It Will be agenda
item Of EXTRA ORDINARY GENERAL MEETING  

Complete The Form Till 

& Press Save & Next Till End 

Step 4

After Completing The Form
Press On Save & Next Button



This Meeting time will be Pre Filled According to Notice Of Meeting But User Can Change / Edit 

This Meeting Conclude time will be Pre Filled According to Notice Of Meeting + 2 Hours

 But User Can Change / Edit 

After Completing The Form
Press On Save & Next Button

Majority Contents This Form Will Be Pre Filled Automatically As Per Secretarial Standards, 
Company Law & Notice Of Meeting But User Can Make Changes/ Edit As Per Requirment  



After Completing The Form
Press On Save & Next Button

Fill The Mandatory Field & Complete The Form 

You can change Present Or Absent Option 
By Switching here. If You Show Absent Then 

Option For Leave Of Absence Will Be 
Generated & Shown To Next Column

   

You can change Present Or Absent Option 
By Switching here. If You Show Absent Then 

Option For Leave Of Absence Will Be 
Generated & Shown To Next Column

   

Next Column



User Can Select Voting Option
For Each Resolution Against 

The Each Director

After Completing The Form
Press On Save & Next Button



After Completing The Form
Press On Submit Button To

Save Entire Data

Fill The Mandatory Field & Complete The Form 

By Clicking View Button You Can Also See The Details On
Pop-up & Also Here Is Option  To Get The Word File  

View Get 
Word File



You will Also Get You will Also Get You will Also Get 
Many Option HereMany Option HereMany Option Here

Like Edit, Delete, Clone & ViewLike Edit, Delete, Clone & ViewLike Edit, Delete, Clone & View

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



In Company Page At The Bottom Under Company Law Option You will Get The Minuts And Other Data Prepared By You

These Documents Will Be Available Here As Well 

And At Listing Of Minutes Of Meeting As Well 

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

Now You’v Successfully 
add Payment Mode  

Step 4
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