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1. Hardware requirement: 

 Any computer that has internet connection 

 

2. Software requirements: 

a. Web browser (Internet Explorer, Mozila Firefox, Google Chrome, Opera, etc.) 

b. Adobe Acrobat Reader 

o Visit www.adobe.com and download the Adobe Acrobat Reader 

 

3. Your default Username and Password is your Account Number which is seen on your payslip at 

the Acct. No. field. 

 

 

4. Fill in the Username and Password then choose your Member Type, it is either Active Personnel 

or Pensioner  then click the Login button to browse your personal account. 

 

http://www.adobe.com/


5. After a successful login you are directed to your personal profile page. The page is divided into 

three (3) parts namely profile, payslip and list of deduction. 

 

 

For insurances, contributions and savings the loan amount is your monthly amortization. 
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6. Upon login your retrieved data is the latest month available online. If you wish to retrieve 

previous months of your payslip, use the browse previous period control panel. In the control 

panel you can specify the period (month and year) you want to view your payslip then click the 

Go button to execute backup. Upon backup the list of deduction is also refreshed to go with the 

period you specified. 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This indicates the period of your 

payslip. 

Browse Previous Period Control Panel 



7. There are two (2) ways to print or download your payslip. 1) thru the Print Payslip via Adobe 

Acrobat Reader button that can be seen on top of the payslip and 2) on the Download/Print 

menu choose the payslip submenu. Clicking either of these 2 will produce same result. 

 

 
 

 

 
 

The result is, you will be prompted to open or save the file. You can choose save to have a copy 

in your local machine or just open with Adobe Acrobat Reader to directly open the file. 

 

 
 

 



This is the printable payslip file. 

 

 

 
 

8. The Paydatacard is now on a separate page. To view your paydatacard go to utility menu and 

choose the paydatacard submenu. This will lead you to the paydatacard page where you can 

browse your pay and allowances including deductions from Calendar Year 1998 to present. To 

view previous years, use the Select Calendar Year Control Panel. Choose the year you want to 

view and click Go button to execute backup. 
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This is the Paydatacard Page: 

 

 

 

 

 

 

 



9. You have an option to change your password. Go to utility menu and choose change password 

submenu. This will lead you to the change password page. 

 

 

This is the change password page: for security reason you need to fill in your old password and then 

provide your new password. All these fields are required, your old password must match your current 

password and then the fields New Password and Retype Password must also match to have a successful 

transaction. After a successful transaction you can use your new password the next time you will login. 
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10. For your security, you must logout every after use of the finance website to avoid others to view 

or print your payslip. There is also an automatic logout if the page is idle for 10 minutes. 
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