
Administrative Memos 
 

Add Content – Administrative Memos 

Enter Title, Memo Date and Memo Number 

 

Upload file (name based on Admin Memo guidelines) – choose file -  

 

Next – Save 

 

Categorization tab  



 

Select Office and then select section, if it’s an office-wide memo, select Office under Section. 

Then select appropriate Display on Page options, Admin Index and then one or more Office pages. 


	Administrative Memos

