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Create User Account   

Step 1: 
The User must have an account in order to Login to the portal. To create an account, 

Click the Login button at the upper right of navigation bar. 

 

 

A login form will appear, then click Create Account 

 

 

Personnel Information Portal 
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Step 2: 

Before filling-up the account information, the user must agree to the Terms and 

Conditions of the System. Click the I Agree And Want to Proceed button to proceed. 

 

 

Step 3: 

Choose your employment status (Regular Employee or Contract of Service) 
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Step 4: 

Fill up the information needed below and just type N/A if you have no name extension. 

Make sure to enter your correct and updated email address for account verification. 

Then click Register Account button once done. 

 

 

Step 5: 

Enter the code that was sent to your email then click Validate my Account button. 

 

 

Once verified, you can now login to the portal using your account. Go back to the Home 

Page to login. 
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Login 
On the Home page, click Login then enter your username and password then click 

SIGN IN. 

 

 

Forgot Password 

Step 1:  

Just in case you forgot your password, you can see the “Forgot your password?” text 

below the SIGN IN button. Just click “click here” link button on the right side. 
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Step 2: 

You can use your username or the email you registered to retrieve your password. 

 
Once the username or email is verified, the system will automatically send your 

password on your email. 
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Step 3: 

Open your email. This is the message you will receive. You can now access your 

account. Go back to Home page to login 

 

 

PIP Dashboard 
After you successfully login, your dashboard will appear. Below, you can see PIP 

Modules. 
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PIP Modules 

                                                   

  

 

Daily Time Record Board 

Below is the DTR Board. Employees can check their DTR online through this system. 

DTR Board display the minutes of employee’s late per month, AWOL, LWOP, Vacation 

Leave and Sick Leave. Employees can also view their Logs by clicking “View Details of 

your Logs” on the bottom right of the board. 

 
A table will appear displaying the date, In and Out for morning and afternoon, and 

remarks. 

 

 

Portal to E-PDS Portal to Learning & 

Development System 

Portal toTime Record 
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Property Data Base Report 

 

Dashboard Menu 

On the left side is the menu. 

 

 

 

 

 

 

 

 

 

My PIP Account 

When you click the My PIP Account, 2 buttons will appear. Just click View PIP 

Profile button if you want to view/edit/update your PIP account and Change 

Password button if you want to change your password. 

 

 Click to return to your dashboard. 

 For employees to manage their account. 

 Quick access to other government websites. 

 Downloadable PDF files. 

  Contacts 

 What you experience about the system. 
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View/Edit/Update PIP Account 

After filling or editing your profile. Click the Update Employment Details 

button to save changes in your profile. 

 

 

Change Password 

The system will require you to type your old password then type your 

desired new password and click Change Password button. Just in case you 

forgot your old password, just log out your account and you can use the 

“Forgot password” option on the login form.  

 
This message will prompt when you successfully change your password. 
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Quick Links 

Links to other government websites and services. 

 

 

Downloadables 

Downloadable Documents and PDFs. 

 

Feedback 

Click the Feedback button to link you to the PIP/E-PDS User Experience 

Survey Form and sumbit your feedback about the system. 
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PIP/E-PDS User Experience Survey Form 

Fill the following required feilds for the enhancement of the system. 
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Updating PDS 

Step1: 

On your Dashboard, Click E-PDS icon. 

 

Step2: 

Once your inside E-PDS, you will notice that your sidebar menu will change. Then you 

can see a blank form of PDS, since there is no data input yet. On the left side of the 

page, Click the My PDS button. 

 

 

E-PDS 
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Two buttons will appear, View updated PDS and Update PDS. Click the Update PDS 

button. 

 

 

Step3: 

Then fill up the information needed 
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Once done, just click the Proceed to Next Page button on the bottom right of the page. 

 

 

Step 4: 

After filling up all the details, click on the round profile icon to upload your picture. Then 

click Save your PDS button 

 

Viewing PDS 

After saving, the system will automatically view your updated PDS. You can switch 

between pages by clicking on the numbers at the bottom center of the page. 

  

 


