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Log into the system

ÅLog into the system,

ÅIncase 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  

2



Organizational Structure Menu

Organizational 
Structure Menu 
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1st Menu: Entities

Non nested* entities 

Nested* Entity 

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

Right click 
on an Entity 
and click on 
άModifyέ
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Entity Details

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

Right click 
on an Entity 
and click on 
άAdd Childέ

A Child Entity can be a unit, 
ŘŜǇŀǊǘƳŜƴǘΣ ŘƛǾƛǎƛƻƴΣ Χ

It is an entity under another 
entity. On the code of the child 
entity, it should share the first 

four digits with the parent Entity
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Moving an Entity

Right click 
on an Entity 
and click on 
άMoveέ
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Where to move the entity

Select where you 
want the entity to 
be moved and click 
ƻƴ άSelectέ
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How the entity was moved

Hierarchy created 
by moving entity
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Re-arranging the whole structure

After Moving the entities, now 
the hierarchy is well defined
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Comparison 
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The Shown organizational structure is for explanatory purpose only and should never be taken as the Official Organizational Structure for MIFOTRA



2nd Menu: Posts

Click on Posts 
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Viewing the posts in an Entity

Click an Entity 
to view its posts 

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

/ƭƛŎƪ ƻƴ ά!ŘŘέ ǘƻ 
add a new post 
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Post Details

You can Modify information 
about the selected Post here.
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Note about the Posts Details

ÅLŦ ¢ƘŜ ƳŜƴǳ άreports toέ ŘƻŜǎ ƴƻǘ ǎƘƻǿ ǘƘŜ ŜȄŀŎǘ 
post, your Organization structure is not well 
captured. Please correct that by re-arranging the 
entities. Remember, a post can only report to the 
posts in the same entity or the posts in the parents 
entities.

ÅThe mandatory fields, when not filled, are 
highlighted in a Yellow color. Salary information is 
mandatory when capturing a post
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Moving a Post to another Entity
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Right click to the Post to move and choose 
άMoveέ  ƻƴ ǘƘŜ ƳŜƴǳ


