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Log Into the system

Alog into the systen

Alncase you do not have credentials, go to MIFOTRA
Website, click on IPPIS (Top Menu)and follow all the
steps. Should you have any problem, call 9090



Organizational Structure Menu




1st Menu: Entities

ol IPPIS - [Entities] - - L - =ren x|
a5l File Window Help N t d* E t-t -[ - 8 X
@ Leave and Absence ~ ::- Orw eS e n I y ining ~

~
MName Acrorym Code Type Sector TIN R SECRETARIAT GENERAL
=-MINISTR€F PUBLIC SERVICE AND LABOUR MIFOTRA 2000 Ministry Central Govemnment Address Details
BINET DU MINISTRE 2000001 Administration Unit  Unspecified
UNITE ADMINISTRATION DU TRAVAIL ET EMPLOI 2000003 Administration Unit ~ Unspecified Telephone
UNITE ADMINISTRATION ET TRAITEMENTS DU PERSONNEL D 2000004 Administration Unit ~ Unspecified P.O. Box
UNITE ICT 2000005 Administration Unit ~ Unspecified Email
NITE PLANIFICATION ET RENFORCEMENT DES CAPACITES 2000006 Administration Unit ~ Unspecified Website
ITE RELATIONS PUBLIQUES ET GESTION DES RESSOURCE 2000007 Administration Unit ~ Unspecified E
E TRAVAIL ET EMPLOI ET FORMATION PROFESSIONNEL 2000008 Administration Unit  Unspecified ax ~ . o
IVINSERVANTS REMUNERATION UNIT 2000010 Administration Unit  Unspeciied Location Umujyi wa Kigali

Non nested* entities

*A Nested entity is an entity
that has other entities in it. It ig
shown by a plus sign before i

l Add Child ]

[t ] [oww] [tow ] [Loew ]

Close
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Modify an entity

atl IPPIS - [Entities]

ot File  Window Help o x
[ ] S Al - ] . 5 .- 1
m Leave and Absence ~ ssa Organization Structure ~ @Payroll < g-_'Recrmtment - l_\:i Training =
Name Acrorym Code Type Sectar ™ 4{1: UNITE ADMINISTRATION DU TRAVAIL ET
E-MINISTRY OF PUBLIC SERVICE AND LABOUR MIFOTRA 2000 Ministry Central Govemment Address Details
Administration Uit Unspeciied
Administration Unit ~ Unspecified Telephone
PERSONNEL D Administration Unit  Unspecified P.O.Box
| Modify | 2000005 Administration Unit  Unspecified Email
UNITE PLANIF CAPACITES 2000006 Administration Unit  Unspecified Website
UNITE RELATIPNS PU| Move =S RESSOURCE 2000007 Administration Unit  Unspecified E
UNITE TRAVAIL ET EM R DFESSIONNEL 2000008 Administration Urit  Unspeciied ax S
CIVIL SERVANS REM Emove 2000010 Administration Unit  Unspeciisd Location Umujyi wa Kigali
A
Right click
on an Entity
and click on
oModify€
l Add Child ] l Modify l l Remove l l Move l [ Merge l Close

2 aime
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Entity Detalls

! IPPIS - [Entities]

ol File  Window Help o

g - =
m Leave and Absence - :;__-_ QOrganization Structure = @Payroll < ;-_,Recruitment < l\:i Training =

Name Acronym Code Ene Sector ™ = UNITE ADMINISTRATION DU TRAVAIL ET

E-MINISTRY OF PUBLIC]

Entity Details
CABINET DU MINI

x

UNITE ADMINISTE
UNITE ADMINISTH|

UNITEICT
UNITE PLANIFICA
LINITE RELATION
UNITE TRAVAIL

CIVIL SERVANTS

Categorization

UNITE ADM[NISTRATION DU

VAIL ET EMPL Abbreviation

TIN

Administration

Type

i | Upspecfied -

N

You can Modify information
about your Entity here.
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Adding a Child Entity

v — N F
sl IPPIS - [Entities] T ‘__ ‘ i i - ol
P i B e s

acl File Window Help - & X

i =) —
@ Leave and Absence ~ :;: Organization Structure = —L. Payroll ~ .“) Recruitrment ~ | _“Training <

Name Acronym Code Type Sector TIN 't PERMANENT SECRETARY
=-MINISTRY OF PUBLIC SERVICE AND LABOUR MIFOTRA 2000 Ministry Certral Govemment ﬂzddress Details

2000001 Administration Unit  Unspecified

- 2000001002  Administration Unit  Unspecified Telephone

Add Child 2000003 Administration Unit Unspecified P.0. Box

Modify NNEL D 2000004 Administration Unit  Unspecfied Email

Move 2000005 Administration Unit  Unspecified Website

\CITES 2000006 Administration Unit  Unspecified Eax

Remove SOURCE 2000007 Administration Unit  Unspecified R
UNITE TRAVAI| ET EMPLOI ETrormrmomFRoFessIONNEL 2000008 Administration Unit  Unspecified Location
CIVIL SERVANTE REMUNERATION UNIT 2000010 Administration Unit  Unspecified

Right click . _ _
on an Entity A Child Entity can be a unit,

and click on RSLI NIYSYi(l>X RADGAAAZY S
&Add Child It is an entity under another -y
entity. On the code of the child :
entity, it should share the first
four digits with the parent Entity

<

l Add Child ] l Madify ] l Remaove

[wow | [t ]
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Moving an Entity

ot File  Window Help - & X

d - =
m Leave and Absence - :!: Organization Structure - {j\lr,'- Payroll = g-_,Recruitment - l\:i Training -

Name Acronym Code iTpe Sector TIN E; UNITE ADMINISTRATION DU TRAVAIL ET
E-MINISTRY OF PUBLIC SERVICE AND LABOUR MIFQOTRA 2000 Ministry Central Govemment Address Details
E-CABINET DU MINISTRE 2000001 Administration Unit  Unspecified
L Administration Unit  Unspecified Telephone
Administration Unit  Unspecified P.0O. Box
TS DU PERSONNEL D Administration Unit  Unspecified Email
Modify 2000005 Administration Unit  Unspecified Website
UNITE PLANIF] NT DES CAPACITES 2000006 Administration Unit  Unspecified Eax
UNITE RELATI Move TION DES RESSOURCE 2000007 Administration Unit  Unspecified ) B o
UNITE vanj Remove ON PROFESSIONNEL 2000008  Administration Unit  Unspecified Location Umujyi wa Kigali
CIVIL SERVAN 2000010 Administration Unit  Unspecified
A
oMoveg
[ Add Child l l Modify l l Remove l l Move l l Menge l Close

2 aime %




Where to move the entity

ot IPPIS - [Entities] = | =

o File Window Help =)

m Leave and Absence ~ :;: Organization Structure ~ Opayroll 2 .;:) Recruitment = | __‘iTraining 2

Name Acrorym Code Type Sector :"; UNITE ADMINISTRATION DU TRAVAIL ET
=-MINISTRY OF PUBLIC SERVICE AND LABOUR MIFOTRA 2000, Ministry Central Govemment [ ——
CABINET DU MINISTRE Move Entity — — —— =]
L PERMANENT SECRETARY — Telephone
UNITE ADMINISTRATION DU TRAVAIL ET EMPLOI Select a new parert entity P.0. Box
UNITE ADMINISTRATION ET TRAITEMENTS DU PERS Email
UNITE ICT -
UNITE PLANIFICATION ET RENFORCEMENT DES capd | | Name Code Website
UNITE RELATIONS PUBLIQUES ET GESTION DES RES E-MINISTRY OF PUBLIC SERVICE AND LABOUR 2000 Fax
UNITE TRAVAIL ET EMPLOI ET FORMATION PROFESS] |  emisimleABMET DUMINISTRE 2000001 Location Umujyi wa Kigali
CIVIL SERVANTS REMUNERATION UNIT PERMANENT SECRETARY
UNITE ADMINISTRATION DU TRAVAIL ET EMPLOI 2000003
Select Whel’e you A UNITE ADMINISTRATION ET TRAITEMENTS DU PERSONNELD 2000004
UNITE ICT 2000005
. UNITE PLANIFICATION ET RENFORCEMENT DES CAPACITES 2000006
want the entlty to UNITE RELATIONS PUBLIQUES ET GESTION DES RESSOURCE 2000007
UNITE TRAVAIL ET EMPLOI ET FORMATION PROFESSIONNEL 2000008
be moved and Cl Ick CIVIL SERVANTS REMUNERATION UNIT 2000010
2 YV Select
l Select l ’ Cancel l




How the entity was moved

g5l File Window Help

m Leave and Absence ~ :E: Organization Structure = |,

- -
Payroll ~ g-_’Recruitment @ l\_‘i Training =

=

x

Name Acrorym Code Type Sector N {1: UNITE ADMINISTRATION DU TRAVAIL ET
=+ MINISTRY OF PUBLIC SERVICE AND LABOUR MIFOTRA 2000 Ministry Central Govemment [ —
- CABINET DU MINISTRE 2000001 Administration Unit  Unspecified
E+PERMANENT SECRETARY 2000001002 Administration Unit  Unspecified Telephone
UNITE ADMINISTRATION DU TRAVAIL ET EMPLOI Administration Unit  Unspecified P.0.Box
UNITE ADMINISTRATION HT TRAITEMENTS DU PERSONNEL D 2000004 Administration Unit  Unspecified Email
UNITEICT 2000005 Administration Unit  Unspecified Website
UNITE PLANIFICATION ET HENFORCEMENT DES CAPACITES 2000006 Administration Unit  Unspecified E
UNITE RELATIONS PUBLIQYES ET GESTION DES RESSOURCE 2000007 Administration Unit  Unspecified ax
UNITE TRAVAIL ET EMPLOIET FORMATION PROFESSIONNEL 2000008 Administration Unit  Unspecified Location
CIVIL SERVANTS REMUNERRTION UNIT 2000010 Administration Unit  Unspecified
Hierarchy created
by moving entity
l Add Child l l Modify l l Remove l l Move l l Merge l Close
2 aime
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Rearranging the whole structure

o' IPPIS - [Entities] =

ol File Window Help - 8 X

Mame Acromym Code Type Sector TIN 'r
=+ I'\:1INISTRY OF PUBLIC SERVICE AND LABOUR MIFOTRA 2000 Miniistry Central Government Address Details
—+-CABINET DU MINISTRE 2000001 Administration Unit  Unspecified
= PERMANENT SECRETARY 2000001002 Administration Unit ~ Unspecified
UNITE ADMINISTRATION DU TRAVAIL ET EMPLOI 2000001002... Administration Unit ~ Unspecified
UNITE ADMINISTRATION ET TRAITEMENTS DU PERSONNEL D 2000001002... Administration Unit ~ Unspecified
UNITE ICT 2000001002... Administration Unit  Unspecified
UINITE PLANIFICATION ET RENFORCEMENT DES CAPACITES 2000001002... Administration Unit ~ Unspecified
UNITE RELATIONS PUBLIQUES ET GESTION DES RESSOURCE 2000001002... Administration Unit ~ Unspecified
—-GENE RAL DIRECTORATE OF LABOUR AND EMPLOYMENT GDLE 200000000  Administration Unit  Central Govemment
CIVIL SERVANTS REMUNERATION UNIT 2000000000... Administration Unit ~ Unspecified
UNITE TRAVAIL ET EMPLOI ET FORMATION PROFESSIONN... 2000000000... Administration Unit ~ Unspecified

After Moving the entities, no
the hierarchy is well defined

Add Child Merge Close |

2 aime - ll




Comparison

-l IPPIS - [Entities]

. .

m Leave and Absence ~ :;: Organization Structure ~

ol File Window Help

Payroll ~ .;_; Recn

Name
[=-MINISTRY OF PUBLIC SERVICE AND LABOUR
CABINET DU MINISTRE

UNITE ADMINISTRATION ET TRAITEMENTS DU PERSONNEL D
UNITEICT
UNITE PLANIFICATION ET RENFORCEMENT DES CAPACITES
UNITE RELATIONS PUBLIQUES ET GESTION DES RESSOURCE
UNITE TRAVAIL ET EMPLOI ET FORMATION PROFESSIONNEL
CIVIL SERVANTS REMUNERATION UNIT

Wrong!

Acron
MIFOT

2 aime

all IPPIS - [Entities]

e . N a

gcl File Window Help

m Leave and Absence - :;: Organization Structure =

d -
il Payroll ~ &% & Recruitn
i a

Mame Acromym
[=-MINISTRY OF PUBLIC SERVICE AND LABOUR MIFOTRA
E-CABINET DU MINISTRE
- PERMANENT SECRETARY

UNITE ADMINISTRATION DU TRAVAIL ET EMPLOI

UNITE ADMINISTRATION ET TRAITEMENTS DU PERSONNEL D

UNITE ICT

UNITE PLANIFICATION ET RENFORCEMENT DES CAPACITES

UNITE RELATIONS PUELIQUES ET GESTION DES RESSOURCE

GENE RAL DIRECTORATE OF LABOUR AND EMPLOYMENT GDLE
CIVIL SERVANTS REMUNERATION UNIT
UNITE TRAVAIL ET EMPLOI ET FORMATION PROFESSIONN...

2 aime

a0

The Shown organizational structure is for explanatory purpose only and should never be taken as the Official Orgartizatioreaf& MIFOTRA




2d Menu: Posts

Click on Posts




Viewing the posts In an Entity

.
ol IPPI

5 - [Posts]

—_—

g .. B

gcl File  Window Help

@ Leave and Absence ~ :;: Organization Structure ~ @Payroll 2 .;j Recruitment = | _‘i Training ~

Name

E-MINISTRY OF PUBLIC SERVICE AND LABOUR
S CAnCT D e TD

= PERMANENT SECRETARY

) T v
UNITE ADMINISTRA
UNITE ICT

ON ET TRAITEMENTS DU ...

UNITE PLANIFICATICOIN ET RENFORCEMENT DES ...
UNITE RELATIONS PUBLIQUES ET GESTION DES...
GENE RAL DIRECTORATE OF LABOUR AND EMP...

Title Postions ~ Cument
Legal Advisor 1
Administrative Assistart to the P3 1
Procurement Cfficer 2
Pemanent Secretary 1

- o Em

Type
Contract
Pemanert
Pemanent
Pemanert

Category

Management
Management
Management
Management

Start Date

5/16/1964
5/16/1964
5/16/1964
5/16/1964

Salary Index

351
951
2869

Index Valul Ad

:

Bwwy

Organfparam

=

J

y

[ o

L

Click an Entity
to view its posts

The posts of the clicked Entity appear herg
You can double click a post to view its details

'

/| £t AO

2y

add a new post

=
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Post Detalls

a5l IPPIS - [Posts]

-

gl File  Window

Help

. - =
m Leave and Absence - :_:__-_ Organization Structure - —L Payroll - 9 Recruitment - l‘:' Training

—

Name
e [T ——— o
| 300
=+ PERMANENT 8|/ 200 Remove
UNITE ADM| General e g
UNITEICT Title Procuremert (ffficer Positions s Onganogram
UNITEP
gggg:ﬁ Type [P@l\manant \\ \\ V] Category [Managamant ']
Field [Infolmation Technolday Y - Hirng mode | Recrutment - Close
et S w— w—
[ This post is a payroll signistory in this entity
Cther
Created  5/16/1964 O
Teminated 12/31/3998] . . .
You can Modify information
about the selected Postere.
3

& aime




Note about the Posts Detalls

ALFT ¢ KSepditStpédz Ri2Sa y2i0 &Kz
post, your Organization structure is not well
captured. Please correct that by-agranging the
entities. Remember, a post can only report to the
posts In the same entity or the posts in the parents
entities.

AThe mandatory fields, when not filled, are
highlighted in a Yellow color. Salary information is
mandatory when capturing a post




Moving a Post to another Entity

|

Right click to the Post to move and chogse
GMloves 2y (KS VY|SYdz




