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Search Daily Task for Entry or Reports

For Employee who needs to submit daily work report

Click on  9 Dots option search in ERP Login



Daily Task Entry Page 

Select Date and Click on Add Task 
option Popup will open  for Task entry



Daily Task Entry Page Popup for Task entry

Enter Your Task select Timing and Status
(Completed task,  Pending task, Yet to start or Absent)
And Save the task one by one.



Saved Task will be display

Daily Task Entry Page 

Note : Saved task automatically submitted to the Approver

Edit or Delete task before Approved



Approved Task cannot be edit.

Note : Saved task automatically submitted to the Approver

Daily Task Entry Page 



Select Date and click on ReportDaily Task Report Page 



For Reporting Officer/ HoD who needs to approve 



Search Daily Task options In ERP 9 Dots
for Approval and Reports

Click to open page.

Daily Task



Approver Login

Daily Task Approval Page 
Select your employee from dropdown
And Date to view submitted task to approve

Select Yes / No options and fill Remarks and 
Submit



Daily Task Report Page 

Select Employee and Date click on Report



THANK YOU
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