First Time Log-In

This guide will help you log in to your Employee Records Management System (ERMS)
account for the first time.

Step 1

1. Please contact HR to obtain your Employee ID.

2. Once you have your Employee ID, use it as your username to log in.

3. Your default password is your surname, with the first letter capitalized and the
remaining letters in lowercase.
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Step 2

1. Once you entered your correct Employee ID and Password, you will be redirected to a
page where your information is pre-filled.

2. Provide your accurate Email, Date of Birth, and choose your preferred Password.

3. After completing all the required fields, click the Update button to save your information.
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Step 3

e Once the fields are filled up and clicks update, you will be asked to verify your email.
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Thanks for signing up! Before getting started, could you verify your email
address by clicking on the link we just emailed to you? If you didn't
receive the email, we will gladly send you another.

RESEND VERIFICATION EMAIL Log Out

e Check your email inbox for verification of your email address.
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Verify Email Address
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cule,

Hello!

Please click the button below to verify your email address.

Verify Email Address

If you did not create an account, no further action is required.
Regards,

HR Admin

If you're having trouble clicking the "Verify Email Address" button, copy and paste
the URL below into your web browsen:

e |If no email received, click the Resend Verification Email.
Step 4

1. Once you receive the email verification, click the Verify Email Address button in the
email.
2. You will be redirected to system's Dashboard.

Dashboard Lord Jhan E. Mendoza v
B Cy =

= Home

(> Dashboard

& Leave Forms & LEAVE FILED

Vacation Leave Sick Leave EL Without Pay Birthday Leave EL Benefit Official Business Undertime
o] o] o] (o] o] o] (o]


https://kb.mgmfoods.com.ph/uploads/images/gallery/2025-06/35Himage.png
https://kb.mgmfoods.com.ph/uploads/images/gallery/2025-07/image.png

Revision #13
Created 25 June 2025 03:06:44 by Lord Jhon E. Mendoza
Updated 9 July 2025 03:46:14 by Lord Jhon E. Mendoza



