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ӗ. Ϣ϶ψϗϩ 
CPA Personnel Management Information System (PMIS) ϫύ Mozilla Firefox/ Google Chrome ηϓӬϩϪϕ 

ЦϩιϊϩϞ νϞ ϜϩϖӬϻϜ ϚӬϚϣϩϞ σϞϩ ϝϩϻϚί CNS Ltd. νϞ ϢϞϚϞϩϣσϷϓ URL ϫύϻϓ ФϻϚϠ σϻϞ PMIS ϢЇϪҺҼ 

σϩϊ σϞϻϓ ϘϩϞϻϚϗί  

Ә. 0-)3  
ϢЇϪҺҼ ЯϜϓϩФϩҖ σϜЉσϓЉϩ  Ϛϩ νϐϪϜϗ ϟυηϗ (USERNAME νϚЇ PASSWORD) σϻϞ νσϊϗ ϗϓϵϗ 

ηϜϻҙϩϪϦϞ ϓϔӬ ФϻϚϠ σϞϩϻϓ ϘϩϞϻϚϗί νϢϚ ϓϻϔӬϞ ϜϻϖӬ  ηϜϻҙϩϪϦϞ- 

¶ ФϩϔϪϜσ ϓϔӬ 

¶ ϫώσϩϗϩ 

¶ ϘϪϞϚϩϞ 

¶ εϪϛаϓϩ 

¶ ϼФϩϻϜϩϠϗ 

¶ ЙϩҔϙϩϞ ηϓӬϩϪϕ ϞϻϦϻωί   

νωϩϤϩ νϐϪϜϗ νσϊϗ ϘϳϻϞϩϻϗϩ ηϜϻҙϩϪϦϞ ϓϔӬ ϼϕτϻϓ ο ϓϩ ϣϩϟϗϩυϩϕ (ϪϢϪϘν ϪϗϦϜ εϗϳϝϩϦϱ ) σϞϻϓ 

ϘϩϞϻϚϗ ί  

 

Input your valid 

username & 

password then 

click on LOGIN 

button to login. 
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ә. ϗϓϵϗ σϜЉψϩϞϱ ϓϔӬ Ϙ϶Ϟϒ¼ εϗϳϢҐϩϗ¼ #d]nca %jpnu ο ϪϞϻϘϩύЉ  
ϟυηϻϗϞ ϘϞ νη ϐӬϩϢϻϚϩϐЉϫύ ϼϕτϩ ϝϩϻϚί ϚϩϜ ϘϩϻϠϞ ϼϜϗϳӬ ϘӬϩϻϗϻϟ Employee Information  νϚЇ 

Operations  ϗϩϜσ ϕϳϫύ εϘϠϗ ϘϩοϦϩ ϝϩϻϚί Employee Information ν Ϫјσ σϞϻϟ Ϫϗғє ψϩϞϫύ 

ϢϩϚ ϼϜϗϳӬ ϘϩϻϚί 

¶ New Employee   

¶ Search Employee 

¶ Charge Entry  

¶ νϚЇ Reports  

 

 

ә.ӗ New Employee ϓϔӬ Ϙ϶Ϟϒ 

ü ϗϓϵϗ ηϜϻҙϩϪϦϞ ϓϔӬ ФϻϚϠ σϞϩϻϗϩϞ ϊϗӬ New Employee  ϼϓ Ϫјσ σ ϗί 

  

ә.ӗ.ӗ "]oe_ )jbk νϞ  'ajan]h ϼϢσϢϗ Ϙ϶Ϟϒ  

Ϫϗϻңϩє ϙϜЉϫύ ϼϕτϻϓ ϘϩϻϚϗί Basic Info ϼϓ ϗϓϵϗ ηϜϻҙϩϪϦϞ- 

¶ ϗϩϜ,  
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¶ ϼσϩϐ,  

¶ ωϪϚ,  

¶ ϊғ ϓϩϪϞτ,  

¶ ϪϘϓϩ-ϜϩϓϩϞ ϗϩϜ,  

¶ ϊϩϓϱϦϓϩ,  

Ңϩϐ Б϶Ϙ ηϓӬϩϪϕ ФϻϚϠ σϞϩϗ νϚЇ NEXT ν Ϫјσ σ ϗί 

 ζϚϪϠӬσ Ϛϩ ӅϩϞ ϜϩσЉϐ Ϫϙҭ ϻϟϩ ϢϓσЉϓϩϞ ϢϪϣϓ Ϙ϶Ϟϒ σ ϗ, ϗϓϵϚϩ ϪϢϻӅϜ ϘϞϚϓЊ ϖϩϻϘ ν ϻϓ 

ϪϕϻϚ ϗϩί NATIONAL ID  νϚЇ DATE OF BIRTH Ϫϙҭ ϕϳϫύ ϾϚϖ ϓϔӬ ФϕϩϻϗϞ ϜϩϖӬϻϜ ϢϫώσϛϩϻϚ Ϙ϶Ϟϒ 

σϞϻϓ ϣϻϚί 
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ә¿ӗ.Ә "]oe_ )jbk νϞ  0koepekj ϼϢσϢϗ Ϙ϶Ϟϒ 

νϞϘϞ  Position  ν ϗϓϵϗ ηϜϻҙϩϪϦϞ   

¶ DIVISION 

¶ DEPARTMENT 

¶ SECTION 

¶ PAY GRADE 

¶ CLASS 

¶ PAY GRADE STEP 

¶ JOINING DATE  

¶ POST TYPE 

¶ STATUS  

ηϓӬϩϪϕ Ϫϙҭ ϻϟϩ Ϙ϶Ϟϒ σ ϗ (ӅϩϞ ϜϩσЉ Ϫϙҭ ϻϟϩ ϢϓσЉϓϩϞ ϢϪϣϓ Ϙ϶Ϟϒ σϞϻϓ ϣϻϚ) νϚЇ NEXT ν 

Ϫјσ σ ϗί  
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ә.ӗ¿ә "]oe_ )jbk νϞ  /pdano ϼϢσϢϗ Ϙ϶Ϟϒ 

νϞϘϞ  OTHERS ν ϗϓϵϗ ηϜϻҙϩϪϦϞ  

¶ BANK 

¶ BRANCH 

¶ BANK ACCOUNT NO 

¶ PENSION, BILL CODE 

¶ ALLOWANCE  

ηϓӬϩϪϕ ζϚϪϠӬσ ϪϙҭϢϣ ϚϩϪσ Ϫϙҭ ϻϟϩ Ϙ϶Ϟϒ σ ϗ  νϚЇ FINISH ν Ϫјσ σ ϗί FINISH ν Ϫјσ 

σϞϩϞ ϜϩϖӬϻϜ ϗϓϵϗ ηϜϻҙϩϪϦϞ ϓϔӬ ϻϟϩ ϐϩύϩϻϚϢ ν ϊϜϩ ϣϻϚ νϚЇ ϪϢϻӅϜ νσϫύ ÒDATA SAVED 

35##%33&5,,9Ó ϚϩϓЉϩ Фϕϩϗ σϞϻϚί 
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ә¿ӗ¿Ӛ  #kjp]_p ϼϜϗϳӬϞ ϓϔӬ Ϙ϶Ϟϒ 

ϚϩϜϘϩϻϠϞ ϼϜϗϳӬ ϼϔϻσ Contacts  ν Ϫјσ σ ϗί CONTACT TYPE ЛϘϐϩιϗ ϼϔϻσ ύϩηϘ ϪϢϻϟѓ σϻϞ  

CONTACT Ϙ϶Ϟϒ σ ϗ νϚЇ SAVE Ϛϩύϻϗ Ϫјσ σ ϗί νϛϩϻϚ ϪϚϪϛґ ύϩηϻϘϞ ϊϗӬ Contact no Ϫϕϗ ο 

ϓϩ ϼϢϛ σ ϗί ϼϢϛσϷϓ σҊϩѓ ϻϟϩ Ϫϗϻψ ϪϟӅ ζσϩϻϞ ϼϕτϻϓ ϘϩϻϚϗί  
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ә¿ӗ¿ӛ Address ϼϜϗϳӬϞ ϓϔӬ Ϙ϶Ϟϒ 

ϢϫώσϛϩϻϚ σҊϩѓ νϞ ϓϔӬ ϻϟϩ Ϙ϶Ϟϒ σϻϞ Address  ν Ϫјσ σ ϗί ADDRESS TYPE ν  

¶ PRESENT ADDRESS  

¶ PERMANENT ADDRESS  

ϪϢϻϟѓ σϻϞ ϼϢη ύϩηϘ ϢЇϪҺҼ Ϫϙҭ ϻϟϩ Ϙ϶Ϟϒ σ ϗ νϚЇ ϼϢϛ σ ϗί ϼϢϛσϷϓ ϫώσϩϗϩ ϻϟϩ Ϫϗϻψ 

Address List ν ϼϕτϻϓ ϘϩϻϚϗί 

 

 

 

 

ә¿ӗ¿Ӝ Family ϼϜϗϳӬϞ ϓϔӬ Ϙ϶Ϟϒ 

 νϞϘϞ ϼϜϗϳӬ ϼϔϻσ Family  ϼϓ Ϫјσ σ ϗί ϘϪϞϚϩϻϞϞ ϢϕϻϢӬϞ ϓϔӬ ϻϟϩ ϢϫώσϛϩϻϚ Ϙ϶Ϟϒ σ ϗί 

ϓϩϻσ ϗϪϜϪϗ ϪϗϚЉϩψϗ σϞϻϓ ψϩηϻϟ å 

 IS NOMINEE -> Accept  ϼψσ Ϛљ ν ϫύσ Ϫϕϗ νϚЇ ϼϢϛ σ ϗί  

νϛϩϻϚ ϚϩϪσ ϢϕϢӬϻϕϞ ϓϔӬ ϻϟϩ Ϙ϶Ϟϒ σ ϗ νϚЇ ϼϢϛ σ ϗί ϼϢϛσϷϓ ϓϔӬ ϻϟϩ Ϫϗϻψ Family 

Information List ν ϼϕτϻϓ ϘϩϻϚϗί ϪϟӅ ϼϔϻσ σϩϻϞϩ ϓϔӬ ϣϩϟϗϩυϩϕ Ϛϩ Ϫϐϻϟύ σϞϻϓ ϘϩϞϻϚϗί 
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ә¿ӗ¿ӝ Nominee ϼϜϗϳӬϞ ϓϔӬ Ϙ϶Ϟϒ 

νϞϘϞ ϼϜϗϳӬ ϼϔϻσ Nominee ϼϓ Ϫјσ σ ϗί ντϩϻϗ ζϘϪϗ ϕϳηϛϩϻϚ ϗϪϜϪϗϞ ϓϔӬ ϊϜϩ Ϟϩτϻϓ 

ϘϩϞϻϚϗί  

ӗ¿ Ϙ϶ϚЉϚϓЊ ϖϩϘ Family  ϼϓ IS NOMINEE -> Accept ϼψσ Ϛљ ν ϫύσ ϪϕϻϦ ϓϩϻσ ϗϪϜϪϗ σϞϩ 

ϢҧϚί νη ϼЯϻО Nominee ϖϩϻϘ ϓϩϞ ϗϩϜϫύ Ϫϗϻψ ϪϟϻӅ ϼϕτϩ ϝϩϻϚί ϼϢτϩϗ ϼϔϻσ Edit ζησϗ 

ν Ϫјσ σϻϞ ϗϪϜϪϗϞ PERCENTAGE ϪϗϖЉϩϞϒ σ ϗ νϚЇ UPDATE Ϛϩύϻϗ Ϫјσ σ ϗί 

 

Ә¿ νωϩϤϩ ϢϞϩϢϪϞ Nominee  ϙϻϜЉ ϗϪϜϪϗϞ ϓϔӬ ФϻϚϠ σϪϞϻϦ ϼϢϛ σϞϻϓ ϘϩϻϞϗί ϓϻϚ ϼτϦϩϟ 

Ϟϩτϻϓ ϣϻϚ ϼϝ ϗϪϜϪϗϞ εЇϠ ϼϝϗ ϼσϩϗ ϛϩϻϚη ӗӖӖ% νϞ ϼψϻϦ ϼϚϪϠ ϗϩ ϣϦί ϼϢϛσϷϓ ϓϔӬ ϻϟϩ 

Ϫϗϻψ Nominee Information List ν ϼϕτϩ ϝϩϻϚί  

)3 ./-).%% 

ϘϳϞϻϒϞ ϜϩϖӬϻϜ 

ϓϔӬϫύ jkiejaa 

p]^ ν ψϻϟ ϝϩϻϚί 
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ә¿ӗ¿Ӟ Academic ϼϜϗϳӬϞ ϓϔӬ Ϙ϶Ϟϒ 

νϞϘϞ ϚϩϜϘϩϻϠϞ ϼϜϗϳӬ ϼϔϻσ Academic ν Ϫјσ σ ϗί  

¶ NAME OF EXAM 

¶ SUBJECT 

¶ YEAR   

ηϓӬϩϪϕ ζϚϪϠӬσ ϪϙҭϢϣ ϚϩϪσ Ϫϙҭ ϻϟϩ Ϙ϶Ϟϒ σ ϗ νϚЇ ϼϢϛ σ ϗί ϼϢϛσϷϓ ϓϔӬ ϻϟϩ Ϫϗϻψ 

Academic Informaton List ν ϼϕτϻϓ ϘϩϻϚϗί ϪϟӅ ϼϔϻσ ϓϔӬ ϣϩϟϗϩυϩϕ Ϛϩ Ϫϐϻϟύ σϞϻϓ ϘϩϞϻϚϗί 
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ә¿ӗ¿ӟ Training ϼϜϗϳӬϞ ϓϔӬ Ϙ϶Ϟϒ 

ϚϩϜϘϩϻϠϞ ϼϜϗϳӬ ϼϔϻσ Training ν Ϫјσ σ ϗί  

¶ TRAINING NAME 

¶ TRAINING INSTITUTE 

¶ TRAINING TYPE   

ηϓӬϩϪϕ ζϚϪϠӬσ ϪϙҭϢϣ ϚϩϪσ Ϫϙҭ ϻϟϩ Ϙ϶Ϟϒ σ ϗ νϚЇ ϼϢϛ σ ϗί ϼϢϛσϷϓ ϓϔӬ ϻϟϩ Ϫϗϻψ 

Training Informaton List  ν ϼϕτϻϓ ϘϩϻϚϗί ϪϟӅ ϼϔϻσ ϓϔӬ ϣϩϟϗϩυϩϕ Ϛϩ Ϫϐϻϟύ σϞϻϓ ϘϩϞϻϚϗί 
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ә¿ӗ¿ӗӖ Professional Certificate ϼϜϗϳӬϞ ϓϔӬ Ϙ϶Ϟϒ 

νϞϘϞ ϚϩϜϘϩϻϠϞ ϼϜϗϳӬ ϼϔϻσ Professional Certificate ν Ϫјσ σ ϗί  

¶ CERTIFICATION NAME 

¶ #/5.429 

¶ DESCRIPTION 

¶ ).34)454% .!-% 

¶ CERTIFICATE DATE  

ηϓӬϩϪϕ ζϚϪϠӬσ ϪϙҭϢϣ ϚϩϪσ Ϫϙҭ ϻϟϩ Ϙ϶Ϟϒ σ ϗ νϚЇ ϼϢϛ σ ϗί ϼϢϛσϷϓ ϓϔӬ ϻϟϩ Ϫϗϻψ 

Professional Certification List ν ϼϕτϻϓ ϘϩϻϚϗί ϪϟӅ ϼϔϻσ ϓϔӬ ϣϩϟϗϩυϩϕ Ϛϩ Ϫϐϻϟύ σϞϻϓ ϘϩϞϻϚϗί 








































