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LOGIN  
  

 
  

  

  

 To login into the staff circular portal enter your 6 digit PF number with AD password, along with the 

CAPTCHA. 

  

  

  
  

 

 

 

 

 

  

  
 

 

 

 

 

 

  
  

HOME SCREEN 
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➢ This is the home screen i.e. the first screen after login. 

➢ Here at the top Photo Gallery is made available. 

➢ The Latest 10 circulars of the category Master, Policies, S.O.P. , Miscellaneous, MD & CEO Message 

are made available. 

➢ On the left navigation menu is there. 

➢ In the navigation menu, option to upload and edit circular is available only with Central Office. 

➢ Menu to View Circular is made available to all Bank’s staff. 

 

 

 

 

 

 

  

 

  
 

 

 

 

 

 

 

 

 

 

 
UPLOAD CIRCULAR 
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➢ To upload a circular, firstly the staff must select the circular type, followed by circular sub- 

type wherever applicable. 

➢ After that they must enter a valid Caption that summarises the purpose of the circular. 

➢ The staff must select the ‘From date’ and ‘To date’ from the calendar made available. 

➢ Please note that after the ‘To date’ has passed the circular will automatically be expired. 

➢ The staff has to upload the document before final submitting. 
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EDIT CIRCULAR 

 

 

➢ To edit a circular, firstly the staff must search for it by selecting the relevant circular type or 

entering the caption. 

➢ When the staff clicks on the Edit button they are migrated to a screen where the basic details 

of the circular are pre-filled, they can change them and then re-select the document before 

final submitting. 
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DELETE CIRCULAR 

 

 
  

  
  

➢ To delete a circular, firstly the staff must search for it by selecting the relevant circular type or 

entering the caption. 

➢ When the staff clicks on the Delete button they are migrated to a screen where the basic 

details of the circular are pre-filled then they will have to enter delete remarks before 

deleting the circular. 
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VIEW CIRCULAR  
   
  

 

  

 

  

  

➢ To view a circular the staff must go to View Circulars menu on the left navigation bar. 

➢ It is a single search menu. 

➢ Here the staff can search the required circular based on various parameters like Circular type, 

Department, Status and Caption. 

➢ Once the search result is loaded then staff can click on Download option corresponding to the 

circular of their choice. 


