
Mee ng Management Module 

1. You can schedule any mee ngs in this module with MoM created automa cally. 
2. Only the Super Admin (s) can ini ate new mee ngs. Once ini ated any user can 

update and send it. 
3. Click on the ‘Module Overview’ at the naviga on bar. 
4. Following page will open. 
5. Click on ‘Mee ng Management Module’. 

 

 

 

  



Mee ng Management – Invita on for Mee ng A endance 
Dashboard 

1. You will see two op ons on the mee ng management dashboard. 
 Invita on Mee ng A endance. 
 Minutes of Mee ng. 

2. You need to click here to open the invita on for mee ng management a endance. 
dashboard. 

  

3. Upon clicking the ‘Invita on for mee ng a endance ’ the dashboard will open 
displaying following informa on. 

4. Click on      to start working on an Mee ng Management – Invita on for mee ng 
a endance. 

5. All inprocess forms show up here. 
6. All completed forms show up here. 
7. All condemned (trash) forms show up here.  
8. All cancel forms show up here.  
9. All Archived Form show here. 

  

 

  



Mee ng Management – Invita on for Mee ng A endance New 
Form 

1. Click on       to open a new mee ng invita on and fill all the relevant details. 
2. Write the descrip on for invita on. 
3. Click here ‘Add Row’ to add a new row in the details of a endee by sec on. 
4. Click here ‘Delete Last Row’ to delete the last row in the details of a endee by 

sec on. 
5. The default agenda items are shown which can be deleted / added as necessary.  
6.  By clicking on ‘Back’ bu on to go back to the previous page. 

  

   

     

     

     

      

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Choose the me for mee ng reminders to all par cipants. 
8. Click to submit. 

 

 

  



Request Invita on for Mee ng A endance 

1. The invitee will receive a new mail for accep ng the online  invita on for mee ng 
a endance without logging in to the applica on. 

 

  s  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on ‘Accept Invita on’ for mee ng a endance. 
3. Click on ‘Unable to a end’ If you cannot a end the mee ng. 

  



Accept Invita on for Mee ng A endance 

1. Once you click on ‘Accept Invita on’ the invita on for mee ng a endance the 
following page will open. 

2. Here you can see ‘Thanks for accep ng the invita on’ message. 

 

 

 

 

  



Unable to A end Invita on for Mee ng A endance 

1. If you cannot a end the mee ng, then click ‘Unable to a end’. 
2. The following page will open. 
3. Here you will write the reason for being unable to a end the mee ng. 
4. Click on ‘Submit’.  

 

5. The confirmatory message will show up. 
6. If you try to click again then you will see following message. 

  

  

 

 

 

 

 

 

 

 



Mee ng Management – Invita on for Mee ng A endance Mail 
Confirma on 

1. One you submit the added new form the ‘Email Confirma on’ page will open. 
Here you can send the document / form to any internal or external user. 

2. Write any comment form sender here. 
3. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
4. On the le  panel you can send the document by email to any of the external user 

by typing their email ids separated with commas. 
5. Click on ‘Send Mail’ and the document will be delivered via email to all recipients 

with your comments. 
6. An alert box will show up then click ‘OK.’ 
7. Click on ‘Go to Dashboard’ bu on to go back to the dashboard. 
8. Click on ‘Go to Inprocess Sec on’ bu on to go back to the inprocess dashboard. 

  

 

 

 

 

 



Inprocess Dashboard – Invita on for Mee ng A endance 

1. Click the number shown under ‘Inprocess’ and go to the inprocess dashboard. 
2. You can see all the details of the invita on for mee ng a endance. 
3. You can view the invita on for mee ng a endance by clicking on  
4. You can edit the invita on for mee ng a endance by clicking on           
5. You can publish the invita on for mee ng a endance by clicking on 
6. You can cancel mee ng the invita on for mee ng a endance by clicking on   
7. You can condemn (Condemned: Unfit for use) the invita on for mee ng a endance 

by clicking on  
8. By clicking on ‘Go to Dashboard’ bu on to go back to the invita on for mee ng 

a endance dashboard.  
9. You can search here any invita on for mee ng a endance. 

   

 

  



Viewing the Invita on Mee ng A endance 

1. Click on ‘View     ’ at the inprocess status dashboard. 
2. By clicking on ‘Back’ bu on to go back to the previous page. 

  

    

 

  

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

   

 

  



Edi ng the Invita on for Mee ng A endance 

1. Click on ‘Edit     ’ at the inprocess forms status dashboard. 
2. The edit form will open showing the ‘Invita on for Mee ng A endance’ form 

showing the entries. 
3. Update related details if needed. 
4. Click on ‘Back’ to go back to the Previous page. 

  

     

   

  

  

  

  

 



 

 

 

 

 

 

 

   

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

    

 

 

 

 

 



 

 

 

 

  

 

 

 

   

 

 

5. Click ‘Add Row’ to add a new row in the ‘Agenda items’ sec on in case more than 
one items have added in the mee ng management. 

6. Click ‘Delete Last Row’ to delete the last row, as required. The row and contents 
will be deleted. 

7. Click on the me given next to the mee ng reminder, the reminder will reach the 
mee ng a endee as per the scheduled me. 

8. Click to Submit. 

 

  



Received Mee ng A endance Reminder E-mail 

1. Received reminder consul ng mee ng – Invita on for mee ng a endance e-mail. 
2. Reminder email received before 30 minutes / 60 minutes as per the scheduled date 

and me for mee ng a endance. 

      



Publishing the Invita on for Mee ng A endance 

1. Click on ‘Publish (    )’at the dashboard to publish invita on for mee ng a endance. 
2. Please remember that once you publish the invita on for mee ng a endance no 

amendments or changes can be done. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘OK’ again if you finally agree to publish the invita on for mee ng a endance. 
5. By clicking on ‘Cancel’ you can cancel to publish invita on for mee ng a endance. 

   

     

   

  



Publishing the Mail No fica on 

1. Once you submit the document / form for publishing a new page will open. Here you 
can send the document / form to any internal or external user. 

2. Write any comment from sender here. 
3. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
4. On the le  panel you can send the document by email to any of the external user by 

typing their email ids separated with commas. 
5. Click on ‘Send Email.’ 
6. Click on’ Go to Dashboard’ to go back to the main dashboard. 
7. Click on’ Go to Completed Sec on’ to go back to the completed Mee ng 

management module dashboard. 
8. An alert box will show up then click ‘OK.’ 

 

 

 

 

 

 

 

   

 

     

 

  



Cancelling the Invita on for Mee ng A endance 

1. Click on ‘Cancel Mee ng   ’ at the inprocess status dashboard. 
2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. Click on ‘Go to Dashboard’ to go to the invita on for mee ng a endance dashboard. 

   

   

 

 

 

 

 

 

 

 



4. Write here your comments for cancel the invita on for mee ng a endance. 
5. Click ‘OK’ again if you finally agree to cancel the invita on for mee ng a endance. 
6. An alert box will show up then click ‘OK’ and cancella on email sent to all a endees. 

 

  

 

  



Condemning the Invita on for Mee ng A endance 

1. You can condemn / trash the invita on for mee ng a endance, as appropriate by 
clicking on  

2. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
3. Click ‘Cancel’ if you want to cancel the ac on. 

 

  

 

 

 

 

 

 

 



4. A message will show up with successfully condemned message. 
5. Then you will see ‘Go to Dashboard’ and ‘Go to Condemned Sec on’ bu on the alert 

box. 
6. By clicking the bu on ‘Go to Dashboard, you will directly go to the invita on for 

mee ng a endance Dashboard. 
7. By clicking the bu on ‘Go to Condemned Sec on’, you will go to the condemned 

sec on dashboard. 

 

  

 

  



Completed Status Dashboard - Invita on for Mee ng A endance 

1. Here you can view all completed invita on for mee ng a endance. 
2. Click the number shown under ‘Completed’ and go to the completed status 

dashboard. 
3. You can search here any completed invita on for mee ng a endance. 
4. You can archive any invita on for mee ng a endance by clicking on   . 

 

  

 

 

 

 

 

 

 

 

 

 



5. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
6. Click ‘Cancel’ in the alert box if you not agree with the statement in the alert box. 
7. Again you will see the alert box of ‘Archived Successfully’. 
8. Then you will see ‘Go to Archived Sec on’ and ‘Go to Completed Sec on’ bu on the 

alert box. 
9. By clicking the bu on ‘Go to Archived Sec on’, you will directly go to the archived 

invita on for mee ng a endance in the Archive Module. 
10. By clicking the bu on ‘Go to Completed Sec on’, you will go to the completed 

sec on dashboard. 

 

  

  

  



Condemned Status Dashboard - Invita on for Mee ng A endance 

1. Here you can view the all condemned invita on for mee ng a endance. 
2. Click the number shown under ‘Condemned’ and go to the condemned status 

dashboard. 
3. You can search here any condemned invita on for mee ng a endance. 
4. You can view any invita on for mee ng a endance by clicking on   
5. Click on ‘Go to Dashboard’ to go back to the invita on for mee ng a endance 

dashboard. 
6. Click on ‘Back’ to go back to the previous page. 

 

  

   



   

  

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  



Cancelled Status Dashboard - Invita on for Mee ng A endance 

1. Here you can see all cancelled invita ons for mee ng a endance. 
2. Click the number shown under ‘Canceled’ and go to the cancel status dashboard. 
3. You can search here any canceled invita on for mee ng a endance. 
4. You can view any canceled invita on for mee ng a endance by clicking on  
5. Click on ‘Go to Dashboard’ to go back to the invita on for mee ng a endance 

dashboard. 

 

   

     

 



 

 

 

 

 

 

 

 

 

  



Archived Status Dashboard - Invita on for Mee ng A endance 

1. Here you can view all archived invita on for mee ng a endance. 
2. Click the number shown under ‘Archived’ and you will go to the archived dashboard. 
3. You can search here any archived status invita on for mee ng a endance. 
4. You can view any invita on for mee ng a endance by clicking on     . 
5. Click on ‘Back’ to go back to the previous page. 

 

 

    

 

 

 

 



   

 

 

 

 

 

 

 

 

  

 

  



Inprocess Status Dashboard – Minutes of Mee ng 

1. Click the number shown under ‘Inprocess’ and go to the inprocess dashboard. 
2. You can see all the details of all published minutes of mee ng. 
3. You can view the minutes of mee ng by clicking on  
4. You can edit the minutes of mee ng by clicking on           
5. You can publish the minutes of mee ng by clicking on 
6. You can condemned (Condemned: Unfit for use) the minutes of mee ng by 

clicking on  
7. You can search here any minutes of mee ng. 
8. By clicking on ‘Go to Dashboard’ bu on to go back to the minutes of mee ng 

dashboard.  

 

  

  

 

  



Viewing the Minutes of Mee ng 

1. Click on ‘View     ’ at the inprocess status dashboard. 
2. By clicking on ‘Back’ bu on to go back to the previous page. 

 

 

 

 

 

 

 

 

 

 

 

      

 

 

 

 

 

 



 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  



 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Edi ng Sec on D: Discussion on Agenda Items 

1. Click on here, edit the form sec ons at the inprocess forms status dashboard. 
 Edit sec on D: Discussion on agenda itmes. 
 Edit sec on E: Outputs and summary. 
 Edit sec on F: Approvel for minutes. 

2. The selected sec on form will open  ‘Minutes of Mee ng’ form showing the entries 
for the edi ng. 

3. Update related details if needed. 
4. Click to ‘Submit’. 
5. Click on ‘Go to Dashboard’ to go back to the minutes of mee ng dashboard. 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

   

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Edi ng Sec on E: Outputs And Summary  

1. Click on ‘Sec on E: Outputs and Summary’ at the inprocess status dashboard. 
2. The sec on E: outputs and summary will open showing all the entries. 
3. Edit the sec on E: outputs and summary. 
4. Click ‘Add Row’ to add a new row in the ‘Outputs and Summary’ sec on in case more 

than one outputs and summary have added in the minutes of mee ng. 
5. Click ‘Delete Last Row’ to delete the last row, as required. The row and contents will 

be deleted. 
6. Click to ‘Submit’. 

 



  

Edi ng Sec on F: Approval of Minutes 

1. Click on ‘Sec on F: Approval of Minutes’ at the inprocess status dashboard. 
2. The sec on F: approval of minutes will open showing all the entries. 
3.  Edit the minutes of mee ng, as necessary.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



4. Click on ‘Signature’ bu on and sign on the screen by your finger or a digital pen then 
click ok. 

5. Update the relevant details and click ‘Submit.’ 
6. Click on ‘Send email for signature approval’ by email. 

 

  

       

 

 

  



Sending E-mail for Signature Approval 

1. Here you can send the email for Signature approval as per your choice. 
2. Select sender name from the drop-down menu.  
3. Write your comment for approver here. 
4. Select type of approver from the drop-down menu as required. 
5. Select / checkbox the minutes of mee ng approvers here. 
6. Click on ‘OK’ for sending the mail to selected approvers. 
7. An alert box will show up then click ‘OK’. 
8. By clicking on ‘Cancel’ you can cancel the approval. 

  

   

 

 

 

 

  



Request Approval for Signature E-mail 

1. The approver will receive a new mail for approving the minutes of mee ng online 
without logging in to the applica on. 

2. Click on ‘Give Approval’ for approving the minutes of mee ng. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  



 

 

 

 

 

 

 

  



Minutes of Mee ng Approval Granted Email 

1.    The minutes of mee ng approval email will be received by the requestor and all 
approver(s) indica ng that the specific approver has approved the minutes of 
mee ng. 

   

 

 

 

 

 

 

 

 

 

  

  



Publishing the Minutes of Mee ng 

1. Click on ‘Publish (    )’at the dashboard to publish minutes of mee ng. 
2. Please remember that once you publish the minutes of mee ng no amendments or 

changes can be done. 
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘OK’ again if you finally agree to publish the minutes of mee ng. 
5. By clicking on ‘Cancel’ you can cancel to publish minutes of mee ng. 

  

 

 

  



Sending E-mail for the Published MoM 

1. Once you submit the document / form for publishing a new page will open up. 
Here you can send the document / form to any internal or external user. 

2. Write any comment from sender here.  
3. Click on ‘Send Email’. 
4. On the right panel you can send the document by email to any internal users or 

clients, as per your choice, by checking the box against their names. 
5. On the le  panel you can send the document by email to any of the external user 

by typing their email ids separated with commas. 
6. An alert box will show up then click ‘OK.’ 
7. Click on’ Go to Dashboard’ to go back to the main dashboard. 
8. Click on’ Go to Completed Sec on’ to go back to the completed module dashboard.  

  

 

 

  



Completed Status Dashboard - Minutes of Mee ng 

1. Here you can view all completed minutes of mee ng. 
2. Click the number shown under ‘Completed’ and go to the completed status 

dashboard. 
3. You can search here any completed minutes of mee ng. 
4. You can archive any minutes of mee ng a endance by clicking on   . 

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 



5. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
6. Click ‘Cancel’ in the alert box if you do not agree with the statement in the alert box. 
7. Again, you will see the alert box of ‘Successfully Archived’. 
8. Then you will see ‘Go to Archived Sec on’ and ‘Go to Completed Sec on’ bu on the 

alert box. 
9. By clicking the bu on ‘Go to Archived Sec on’, you will directly go to the archived 

minutes of mee ng in the Archive Module. 
10. By clicking the bu on ‘Go to Completed Sec on’, you will go to the completed status 

dashboard. 

  

   

 

 

 

 

 

 

 

 

 

  



Condemn any Minutes of Mee ng 

1. Click on ‘Condemn     ’ at the minutes of mee ng dashboard. 
2. You can condemn the minutes of mee ng, as appropriate by clicking on  
3. Click ‘OK’ in the alert box if you agree with the statement in the alert box. 
4. Click ‘Cancel’ if you want to cancel the ac on. 

 

  

 

 

 

 

 

 

 

 



5. A message will show up with successfully condemned message. 
6. Then you will see ‘Go to Dashboard’ and ‘Go to Condemned Sec on’ bu on the alert 

box. 
7. By clicking the bu on ‘Go to Dashboard, you will directly go to the minutes of 

mee ng Dashboard. 
8. By clicking the bu on ‘Go to Condemned Sec on’, you will go to the condemned 

status dashboard. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Condemned Dashboard – Minutes of Mee ng 

1. Here you can view all condemned minutes of mee ng. 
2. Click the number shown under ‘Condemned’ and go to the condemned status 

dashboard. 
3. You can search here any condemned minutes of mee ng. 
4. You can view any minutes of mee ng by clicking on  
5. Click on ‘Go to Dashboard’ to go back to the minutes of mee ng dashboard. 
6. Click on ‘Back’ to go back to the previous page. 

 

  

    

 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Archived Status Dashboard - Minutes of Mee ng 

1. Here you can view all archived minutes of mee ng. 
2. Click the number shown under ‘Archived’ and you will go to the archived dashboard. 
3. You can search here any archived status minutes of mee ng. 
4. You can view any minutes of mee ng by clicking on     . 
5. Click on ‘Back’ to go back to the previous page. 

 

  

 

  



 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

  

  



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 


