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Vepblic of the Philippines
Repactment of Education

RIGION V. BlOoM
SCHOOLS DIVISTON OFFICE OF CATANDUANES

Kan Rogue, Viow, Catnnduanes

| DESCRIRE
| CURRENT
' SITUATION

INNOVATION CONTEXT
ShO Catanduanes is envisioning to meet all the indicators for
PRIMI-HRM Level 2. Presently, our division has no dashboard
for the Human Resoutee Manngement System that digitizes the
transaction of clients, with complete printable certificate of
appearance,  client  satisfaction  survey, and  analysis  of
transactions in the 8HO Proper. With this, an innnvation,

visitor's ¢-Log 3ook was developed.

“TITLE OF THE

Visitor's ¢-Log Book (Ve-LB)

‘FPROJECT

|

!
:
i

. OBJECTIVES

!

The objectives arc the following:

a. to fast track the issunnce of certificate of appearance
and client /citizen satisfaction survey form.
to have an cffective and cfficient tracking tool in
analysing data of services offered to clients.
to monitor the performance of all sections in the SDO in
dealing with clicnts.

h.

- DATE OF
IMPLEMENTATION

2022 onwards

LENGTH OF THE

. 5-10y
| PROJECT years

"EXPECTE -
- ol C, \ED Utilization of Visitor's ¢- Log Book

- QUTPUTS

"BENEFICIARIES

All teachers / School Heads / PSDS / SDO Personnel / Clients ‘\

L

' MLASURES OF

Performance level of all SDO Sections/Personnel

SUCCESS ]

f——
Objectives

1. To develop
Visilor’s e- log
Book

ACTIONS STEPS, REQUIRED RESOURCES AND MILESTONE
Persons Tineline Resources Suceess Indicators
Involved | Needed i -
I'sns,
Ad-l'nmislmlwu November, | Laptop Developed Visitor’s
Otheer V, 2022 Printer ¢- Log Book
HIRMO, 1PSDS,
School heads, | -
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SCHOOLS DIVISION OFFICE OF CATANDUANES
San Roque, Virac, Catanduanes

Teachers and
other clients
2. To quality assure November, | Laptop Quality assured
. QA team ) )
the materials 2022 Printer material
3. To cascade the SDO Personnel,
utilization of School heads, November, | Laptop Accomplishment
Visitor’s e- Log Teachers and 2022 Printer Report
\ Book other clients
4.To .n-:lon.ltor the SDO Personnel, Lapitop List of
utlhza t,lon "y Shoal hcadz, vear d Monitoring | Recommendations
Visitor’s e- Log Teachers an Roun Tool / Suggestions
Book other clients
RISK MANAGEMENT
‘ IF RISK HAPPENS, SPECIFIC
E POSSIBLE .
MILESTONES RISKS IMPACT ACTIONS TO LESSEN THE
IMPACT
Non-
| compliant
of the Attendance to MS excel
Non techno- g "
teachers, | Training and merging data to
savvy teachers L.
school other applications
In utilizing the h]fj'ads and
Visitor’s ¢- Log e
Book Non-
compliant
Availability of of the
laptop and teachers, | Tap potential donors
printer school
heads and
L____ Wit Ty clients
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VISITOR’S E-LOG BOOK (Ve-LB)

VISITOR’S DATA

A B c ] E f G H | ) 4 L M N 0
Nomber | FulName_ Sthool e | _SECTON_ oot | e received in | oat | nesponsveness | Reuasry  Becess s pAouned  communicanon | costs
1 |JOCELYN BURCE SAN ISIDRO VILLAGE ES November §, ZOZIIRecmds Section 970311291|GET DISBURSEMENT VOUC| TRANSACTION COMPLETE 83 811 |Very Serisfied Vary Satisfied  [Very Savisfied  |Very Satisfied Very Satisfieq'
2 |LUISITOT. DE LEON BUYO IS November 8, Zmlk(ounlinl Section 939891563!|SU5M" MOOE TRANSACTION COMPLETE B24 | 828 |verySatistied Very Satisfied  [Very Satisfied  |Very Satisfied Very Satisfieq'
3 |DANILO CLIMACO JR TIBANG ES NOVEMBER 8, mdmoumm( Section mzmmlm AUDIT& GET OV |TRANSACTION COMPLETE B2 | 842 |VerySatistied VerySatistied  |Very Satistied  |Very Satistied Very Satistieq'
4 |CLEMENTE T, OLARTE VIGA RURAL DHS INMMDG' 8, Zﬂultumculum Implementation Division 09081813639 ]SUBMIT WORK & FINANCIA TRANSATION COMPLETE B38 | 846 [verySatisfied  [VerySatisfied |VerySatisfied |VerySatisfied Very Satisfied'
5 |MARJOROSE LOPEZ BATO RDKS NOVEMBER &, mllﬂefwnnel Section 977!07‘52_5]_8{1804" DOCS FOR 201 | TRANSACTION COMPLETE B840 | 849 |verySatisfied Very Satisfied  [Very Satisfied [Very Sotisfied Very Satisfied'
§  [RICHGIRL A DAYAWON [ANTIPOLO NHS November 8, 2022|Records Section 9500551131 SUBMIT FORM 48 TRANSACTION COMPLETE 840 | 85) [verySetisfied  [VerySavisfied [VerySatisfied [VerySatisfied Very St
7 |FLORENTINA . MOLTO VPES November 8, IOZJIPersonnel section 9295701572|SUBMIT DOCS FOR 201 FILYTRANSACTION COMPLETE B45 | BS54 |verySatistied VerySatisfied  |VerySatisfied  [Very Satisfied Very Satisfieq'
8 |SANDRO SANTELICES SAVS November 8, M]Pemnml Seation 9814121385] UPDATE 201 FILE REGARD(‘TRANSACI’ION COMPLETED B51 415 very Satistled Very Satistied  [VerySatisfied  |Very Satisfied Very Satisfieq'
9 JMYLA DELOS SANTOS PSAT November 8, znzz]m(n Section MIOSSGNITMINING ASSISTANCE FOR TRANSACTION COMPLETED 1011 | 50 |verySatistied Very Satisfied  |VerySatistied  [Very Satisfied Very Satisfieq'
10 lALuN SGUD |DATAG CENTRAL ES November §, ZDZZIPmnncl Section 9129741930]SUBMIT DTR TRANSACTION COMPLETE 856 94 |Very Satisfied Very Satistied  |Very Satisfied  |Very Satisfied Very Satisfied
11 [KATHUYN G CLEMENTE |8aT0 RURAL DHS November 8, 2022{Records Section 9090333228) SUBMIT DOCUMENTS  [TRANSACTION COMPLETE BST | 7 |verySatisfied Very Satisfied  [VarySatisfied  [Very Satisfied Very Satisfied!
12 [JERALD SABAYLE PANGANIBAN NHS CAIC NOVEMBER §, mﬂpersonnel Setion UPDATE 201 FILE FOR PRIMTRANSACTION COMPLETED 17 50 [Very Satistied Very Satisfied  |Very Satistied  [Very Satisfied Very Satisfied'
13 |MARY GRACE G. MONJARDIN SAN MIGUEL CES NOVEMBER 8, mdﬂersonnel section MSMISUBM" DTR & MONTHLY R TRANSACTION COMPLETE 210 | 931 |verySatistied Very Satistled  [VerySatisfied  |Very Satisfied Very Satisfieq'
14 110D, TAPAR (CATAMBAN ES November 8, ZUZZIRKotds Section 1078339979|GET SCHOOL 10 & CLAIM CHTRANSACTION COMPLETE 919 | 111 |verySatistied VerySatistied  |Very Satistied  |Very Satisfied Very Satistled'
15 [ JUUEANN VERA NATAUEVERA  |DARIAQ ES November 8, 2022[persannel Section 9560425727]UPDATE NUMBER FOR GSIJTRANSACTION COMPLETE | 922 | 934 [VerySatistied  |VerySatisfied  |Very Satisfied |Very Satisfied Very Satisfi
16 |J0SELTO TAPIA |8UGAD CES November 8, 2022|Records Section 037157014 [SUBMIT FORM 48 TRANSACTION COMPLETED | 92 | 50 [VerySatisfied  [VerySatisfied [Very Satisfied _[Very Satisfied Very Sutisied
17 IMARV JANE T, VALENZUELA {KAT!PUNAN S November 8, ZOHISchool G and Operation Division |09451968868 ISUBM(T LETTER REQUEST L{TRANSACTION COMPLETE §25 | 938 |verySatistied Very Satisfied  [Very Satisfied  |Very Satisfied Very Satisfied'
18 g v
19 |RALPH VINCENT MATIEN20 Jeoveanors office November 8, 2022|Records Section Jonosnassre [suBmiT RECOMMENDATIO[TRANSACTION cOMPLETE 927 | 942 |verySatistied  |VerySatistied [VerySatistied |VerySatistied Very Satistieq'
20 [CHRISTOPHER TAPAS JoarawAES November 8, 2022 ccounting Section 9605539773]PRE AUDIT LIQUIDATION MTRANSACTION COMPLETE 930 | 9% [verySatistied  [VerySatistied [VerySatistied |VerySatistied Very Satisfie
2 |ARNULFO T. TAWAT R, BUENAVISTA €5 November 8, 2022{ Accounting Section 98144374391 SUBMIT LIQUIDATION  [TRANSACTION COMPLETE 33 | 104 |VerySatisfied Very Satisfied  [Very Satisfied [Very Satisfied Very Satisfied'
10 |ARNULFO BERNARDINO BALDOC ES November 8, 2022| Accounting Section 9295033495' FOR LIQUIDATION MOOE | TRANSACTION COMPLETE §35 | 935 |VerySatisfied  [VerySavisfied  |VerySatisfied  |Very Satisfied Very Satisfied'
23 | MA TERESA TEJERERO SAN JUAN ES November 8, 2022{personnel Section 95193538965| UPOATE 201 FILE FOR PRIN TRANSACTION COMPLETE 837 | 1043 |verySatistied Very Satisfied  |VerySatisfied  [Very Satisfied Very Satisfieq'
24 |DANDY DELOS SANTOS [SAN MIGUEL RDKS November 8, lﬂﬂlversonnel Section 9077901082|SUBMIT DOCUMENTS  [TRANSACTION COMPLETE 941 | 103 |verySatisfled  [VerySatistied |VerySatistied |VerySatisfied Very Satisfieq'
25 |LENY 8. IGNACIO SALVACION ES November 8, 2022{ Records Section 9108361268 SUBMIT SCHOOL REPORTS | TRANSACTION COMPLETE 943 | 102 JverySatisfied [VerySatisfied [Very Satisfied _|VerySatisfied Very Satisfieq'
26 |GERALDINE T. SUNGA PANDAN CENTRAL £ November 8, 2022 Accounting Section 134304840 LIQUIDATION MOOE TRANSACTION COMPLETE 945 | 1055 |VerySatisfied Very Satistied  |Very Satisfied  |Very Satisfied Very Satisfied'
11 |MINERVAF, ROMERO VIGA RDHS November 8, 2022|Racords Section 9477363694| SUBMIT MONTHLY REPORT] TRANSACTION COMPLETE 945 | 950 |verySatisfied Very Satisfied  [Very Satisfied  |Very Satisfied Very Satisfied'
28 |ANGELITO P, PARAGAS SIBACUNGAN ES November 8, 2022{Sehool Governance and Operation Division mwmlsumn PROJECT PROPOSA{ TRANSACTION COMPLETE 351 | 1023 |verySatisfied  [VerySavisfied  |VerySatistied |VerySatisfied Very Satisfied'
25 |WILMA T.LZASO ALMA E§ Novembe 8, 2022 Accounting Section 907385535|PRE AUDIT MOOE & SBFP | TRANSACTION COMPLETE 100 | 1052 |verySatisfied  [VerySatisfied [VerySatistied [Very Satistied Very Satistied'
30 |DOLORES R. ALCANTARA CAPILIHAN ES November 8, Zoulversonnel Section 9071256984]090“5 201 FILE REGARDIQ TRANSACTION COMPLETE 106 | 107 |VerySatistied  [VerySatistied |VerySatistied |Very Satisfied Very Satisfled'
31 JAIZA AMOR M. SEBASTIAN GIGMOTO RURAL DHS November 8, 2022]smo| and Operation Division 9392267302]651 MODULES & 7.0 OF CHI TRANSACTION COMPLETE 109 | 1009 VerySatisfied Very Satisfied  [Very Satisfied [Very Satisfied Very Satisfied'
32 [FERDINAND TUSH [voeri £ November 8, 2022 ccounting Section msussszlsumn LIQUIDATION & CATRANSACTION COMPLETE 1046 | 1035 |verySatisfied  [VerySatisfied  [VerySatisfied  [Very Satisfied Very Satisfied!
33 |MARIVIC C. BUIZON |BAGAWANG ES INOVEMBER &, 2022 Records Section 9460137061{SUBMIT DTR TRANSACTION COMPLETE 1047 | 1031 |verySatisfied  [VerySatisfied |VerySatisfied |Very Satisfied Very Satisfied!
3 |MARILOUT. BERNAL JsaN MIGUEL SoUTH Noverbe 8, 2022 Records Secion 9605519314 SUBMIT DOCUMENTS FOR {TRANSACTION COMPLETE | 1025 | 1044 [verySaustied  [VerySavistied [verySatistied  [verySatistied Very Satistied!
35 |I0ANA Y. TEORE AN MIGUEL NORTH Novembe 8, 2022|Records Section 9184971025 SUBMIT MONTHLY REPORT] TRANSACTION COMPLETE 1027 | 1040 [verySatistied  |VerySatisfied [VerySatistied |Very Satistied Very Satistled!
3 [BERNARDO CONDENO IR, [poror e November 8, 2022]ccounting Section 9634111376]SUBMIT LIQUIDATION REPJTRANSACTION COMPLETE | 1029 | 1220 [VerySatistied  [VerySatisfied |VerySatistied |Very Satisfied Very Satisfied!
3 IMARIEI. DEL ROSARIO MAYNGAWAY NS November §, ZOZZIPmnnel Section 91_29296057|SUIM)T DOCUMENTS | TRANSACTION COMPLETE 1038 [ 110 |very Satisfied Very Satisfied  |Very Satisfied |Very Satisfied Very Satisfied'
8 IUNIE MENDOZA CABCAB CES November 8, 1022[‘ ing Section msnzulsumn LIQUIDATION ANC|TRANSACTION COMPLETE 1046 | 1034 Very Satisfied Vary Satisfied  [Very Satisfied  |Very Satisfied Vary Satisfied'
3 |ElVlS M. MENDADOR GIGMOTO CES November 8, 2022|mounlin( Section msszssslsuwn LIQUIDATION REP{TRANSACTION COMPLETE 1048 | 1049 |verySatistied  [VerySavisfied |VerySatistied |Very Satisfied Very Satisfied'
40 IleA V. BENEDICTO TOMINAWOG ES November 8, ZDZIIPersonnel Section mwmlumm 201 FOR PRIME | TRANSACTION COMPLETE 1050 | 257 |verySatistied  |VerySatistied |VerySatistied |Very Satistied Very Satisfleq'
4l IW!NQSI.AO M ZAFE BATONG PALOWAY £S November 8, ZOH]A«wmn( Section 9216779516|SUQMIT LIQUIDATION MOJTRANSACTION COMPLETE 1052 [ 1159 |Very Satistied VerySatisfied  [VerySatistied [Very Satistied Very Satisfied'
4 _[rowie Tougpo Jews November 8, 022]Records Section 9219542639|SUIM1T LETTER TRANSACTION COMPLETE__| 1034 | 1121 [VerySatisfied _|VerySatisfied _[Very Satsfied- |VeeySatisfied Very Satisfied
] !mun C AFON !;m PUNITON ES November 8, IOII!A«numin] Sadtion SOBESSIRE AUDITMOOE TRANSACTION COMPLETE 110 | 1041 |VerySatisfied  [VerySatisfied  [Vesy Satisfied _[VerySatisfied VmSa!isﬁjl'






Main Folder of the
system

Files inside the folder

= Clients Satisfaction Survey Form

w0 500 Certificate of Appearance

T Ty

w 500 Visitor's e-Log Book

= Visitar's Data





MAIN SOURCE of all
data. In this file, visitors

enter information, date Data entered from SDO
of visit, section to be Visitor’s e-Log Book will
visited and the purpose flow in this Visitor’s
of visit Data workbook

T =

= 500 Visitor's e-Log Bocok w Visitor's Data \

= 500 Certificate of Appearance

Visitor’s Data will serve as
the source for the merge
field for printing certificate
of appearance and

Client/Citizens Satisfaction
Survey Form

7 Clients Satisfaction Survey Form





Personnel in-charge of the visitor's log book will give
corresponding number to visitors who will transact business
in the different section of the SDO Catanduanes. The visitor

then click his/her corresponding number

Human Resource

% J VISITOR'S e-LOG BOOR

Management

1| [21] [a1] [e1] [81] mE=
22| [a2] (62| (82,
23| 43| | 63| | 83 ﬂ“ug%"‘"n’i’
24| (44| |64 84|
25 45 65 85 || =R

B W N





Before transacting business, the visitor fill the necessary
information. He/she may use drop down button to select from the
choices. (month, year, section to transact business and assessment

of service/transaction were provided with drop down list )

After the transaction
were made, the visitor
will assess the services
offered using the Client
satisfaction rating box
and finally logs out and
wait for the printing of

his/her certificate of

appearance

Visitor's
Mo.

FULL NAME [Firsx
Mame. Middle Initial. SchoollAgency
Family Hame]

Hour  Mins

Section to Transact

Contact Details Purpose of Transaction

Business

Servicels Heceived

CLIENT SATISFACTION RATING
RESPONSIYENESS COSTS

RELIABILITY INTEGRITY

ACCESS & FACILITIES ASSURANCE

COMMUNICATION OUTCOME

Suggestions f Compliments [/ Comments

Flease alick FAVE" sfrer
v Lag-Our

DONE

AT U ST P

Plegse use
apostrophe
BEFORE ZEROQ FOR
CONTACT NUMBER
and time if minutes
isfrom 01 to 02
such as
'01,'05.....'09






Data entered from SDO Visitor’s e-Log Book will flow in this
worksheet. All information in this file will flow to the Certificate
of Appearance once merge field is fully connected

Number| Full Hame School Date Section Purpose Log-In Log-Dhut
1 |EFBENT. GURROBAT San Andres Vocational Schaool Detober 31, 2022 | Personnel Section Submit electronic visitor's e-Log Bock with Certificate of 4~ 336 355

Visitor's
e-Log
Book

: : Visitor's
) | Certificate o

15 . : : Appearance
& . : : 6

& Visitor's Data 23






MAIN SOURCE of all
data. In this file, visitors
enter information, date
of visit, section to be
visited and the purpose
of visit

T Ty

7 500 Visitor's e-Log Book

Data entered from SDO
Visitor’s e-Log Book will
flow in this Visitor’s
Data workbook

T

= Visitor's Data

Visitor’s Data will serve as the
source for the merge field for
printing certificate of appearance
and Client/Citizens Satisfaction

Survey Form

) 500 Certificate of Appearance

7 Clients Satisfaction Survey Form





Open this publisher file or

MERGING DATA to Certificate of

click the link provided in
the Visitor’s data or SDO

Visitor’s e-Log-Book

= SDO Certificate of Appearance

Click YES when this
dialog box appear

Appearance

When you open this publication, Publisher will access data from the following
locations,

Chdsers\acer\OneDrive - DEPED REGION 5-2\Desktop'HEM...\Wisitor's Data.xlsx &

Data from these locations will be inserted into this publication where others can read it.

To open the publication and access the data, click Yes. To open the publication and
work without the data, click Mo,

Do you want to open the publication and access the external data?






Locate the data source.

. You may move the slider
Tick Try to reconnect to to locate the folder
the data source and click

continue

_ < } N ‘1\ “ DDC". ’ My ata SDL"CES - G C{ SEErEh M}r Data SDUFEEE
Publisher cannot connect to the data source file that contains the information you ) _
want to merge. The file might have been moved, deleted, or renamed. The file is: Organize ~ New folder =~- 0
C:\Users\Acer\OneDrive - DEPED REGION 5-2\Desktop\HRMO-Cert Appearance System... > T janthea M status Hate modified T
- Connect to Mew Data Source ] 09/29/2012 3:11 pm i
Choose Try To Reconnect... to try restoring the connection to your data. > LDMZ-s @ e F
To open your publication without connecting to the data sources, click Work without v 7 leaveor +New5QL5erverConnection @ 08/28/2012 311 pm N
connection. You will be able to edit your publication, but you will not be able to print
or preview any of your data. » _ lenovo
0 Work without connection: > & mgalD
() Try to reconnect to the data source s 7 Microse |
I
.
3 ——— i » My Dati
» © MyWeb
Mew Source...
File name: || v| All Data Sources w
Tools - Cancel






Open the folder then
select Visitor’s Data then
click Open

“ >~ 4 T « Desk.. > HRMO-Visitor's... w O 2 Search HRMO-Visitor's e-Lo.., .
Data worksheet is
Organize v New folder =~ 0 0 highlighted. Click OK
y ™3 customized ke Mame Status Date modified 1
> 7 e-log book be 500 Visitor's e-Log Book = 11/01/2022 10:34 am P
» 7 enhanced e-n | 8- Visitor's Data = 11/01/2022 10:42 am b
- ; - .
S w0
> EPSOM apps
- MName Description  Modified Created Type
» extrafiles
=] Datas | 12:00:00 AM  12:00:00 AM  TABLE
» __ Highly Profici
»  HRMO-Visitol
» 7 IPCRF data Di
Mew Source...
File name: v| All Data Sources v
B First row of data contains column headers Cancel






Certificate of appearance now opens,
if data is still blank do the following
in the next slide

= Wl p
S

e

et Y
f v
=
il

Bepublic of the 3Gilippines
Bepartment of Education

REGEON W - BICOL
SCHOOLS DIVISION OFFICE OF CATANDUANES
San Rogue, Virac, Catanduanes

LT

CERTIFICATE OF APPEARANCE
This is to certify that EFREN T. GURROBAT of San Andres Vocational School appeared in this office
on October 31, 2022 to Submit electronic visitor's e-Log Book with Certificate of Appearance at

Personnel Section .

Given this October 31, 2022 for whatever purpose it may serve.

SUSAN S.COLLANO, CESOV
schools Division Superintendent





Follow same steps for
merging certificate of
appearance but the source
should be the “survey”
worksheet in Visitors data
workbook for Client/Citizens
Satisfaction Survey Form
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Client/Citizens Satisfaction

Survey Form merge field
codes
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Click MAILINGS Tab

& - 500 Certificate of Appearance.pub - Publisher DRAWING TOOLS  TEXT BOX TOOLS
INSERT PAGE DESIGN MAILINGS REVIEW VIEW FORMAT FORMAT
N e [P el
i 52 B B B¢ o [
i i == [T:}. Find Recipient ERT PAGE DESIGM MAILINGS
ot Edit Insert Merge Address Greeting F‘lcture Insert Personalized Format | [Preview 3
nts * Recipient List Field = Block  Line v Hyperlink Results [ Exclude This Recipi = dﬁL D |E
Write & Insert Fields Preview Results “'_ ==
Edit Insert Merge Address Gre
|IIII IIII|IIII|IIII|IIII IIII|IIII IIII|IIII III]lIIII|IIII|IIII IIIIIIIII IIII|IIII|I9III|IIII IIII|IIII IIII|IIII|IIII|IIII|IIII|IIII|IIIIIIIII|IIIIIIIII|IIII|IIII|IIII|IIII|IIII|IIII|IIII| r HEC'F”Ent ngt FEHT Blﬂck L
0_§ Number Wi
_% T ||||||ﬁ||||||||ﬁ|||||||| Full Mame I-|||||||| |1||
i3
= PR, School
E |::' n;n‘, Date
3 h . Section
i Purpose
Log-In
. o . Log-Out
Click Insert Merge Field. Click and -
supply the needed data for the c10
certificate then SAVE any changes F11
F12

F13





MALINGS Tab

- T 500 Certificate of Appearance.pub - Publisher DRAWING TOOLS  TEXT BOX TOOLS
INSERT PAGE DESIGN MAILINGS REVIEW VIEW FORMAT FORMAT
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Click Arrow button to preview contents
in each page





LAST STEP BEFORE PRINTING

Click Edit Recipient List

B
HOME INSERT lF‘AGEDESIGN MAILINGS REVIE

o [ &2 = =2 B

rmail Select Edit Insert Merge Address Greeting
trge * Recipients = Recipient List Field - Block  Line

Start Write &

. Edit Recipient List bl [

Make changes to your recipient list
or pick specific people to receive
the mailing.

(=]

=

You can also sort, filter, find and
remove duplicates, and validate
addresszes on the list.

UNCHECK this box to remove all checks
otherwise all checked boxes will be printed.
Remember there are 100 pages in this file.

CHECK ONLY the visitor(s) to be given

Certificate of Appearance. Then click OK

This is the list of recipients that will be used in your merge. Use the options below to add to or change your list,
Use the checkboxes to add or remove recipients from the merge. When your list is ready, click OK.

Data Source Mumber | Full Name - | Date
Visitor's Data.x|sx 1 EFREM T. GURROBAT San Andres Vocational ... | October 31,
v 2
[+ 3
[v 4
[+ 5
/| Visitor's Data.xlsx |7 B
Visitor's Data.xlsx |7 7
Visitor's Data.xlsx |7 g
- —_
Data sources: Add to recipient list Refine recipient list
Visitor's Data.xlsx a P Select an existing list... 2] sort.
M select from Outlook Contads... Tj Filter...
E Type a new list... E._—I Find duplicates...
— E} Find recipient...

FINALLY, you may send the file
for PRINTING






DEPED DIVISION OF CATANUUANES
RECORNS SECTION

o VELEASE
Bepublic of the Philippines '
Pepartment of Educatio wy: %
REGION V - BiCOL DATE, - THe: LW
SCHOOLS DIVISION OFFICE OF CATANDUANES ™ T ‘3
N

Division Memorandum
OSDS-DM-10-14-2020

TO : ALL UNITS AND DEPARTMENTS
Schools Division Office
Virrc. Catanduanes .
FROM 'NILO E. DESPI
Is Division Superintendent
SUBJECT TRAINING ON THE USE OF RECORDS MANAGEMENT SYSTEM
{RMS)
DATE : 14 OCTOBER 2020

The Office of the Schools Division Superintendent will conduct a three-day training on the use
of Records Management System (RMS) via Microsoft Access. This is to ensure that all documents
received by each office within the Schools Division Office are being handled and monitored properly.
It also aims to have all offices concerned an organized and safe track of the documents circutated

within the SDO premise.

Attached is the training proposal of the activity for your reference. For any inquiry or concern,
kindly contact the following resource persons/ training staffs:

e CHANDA L. SOLIVERES- Administrative Assistant 1]
¢ JAKE M. TABLO- Administrative Assistant {1
s« KORINA CARLA H. BASCO- Administrative Aide V1

For your information and dissemination.

. gSan Rogque, Virac, Catanduancs
r . 052 - 8114063
EDCate siua raine Ll
| SETL LT R R
QUeptd Tayo - Region v - Catanduenes
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Repablic of the Phitippines

Bepartment of Education
REGION V - BICOL
SCHOOLS DIVISION OFFICE OF CATANDUANES

TRAINING PROPOSAL
Title of the Activity:
TRAINING ON THE USE OF RECORDS MANAGAMENT SYSTEM
Purpose/ Objective:
To cbndnct a training of the step-by-step use of Records Management System via Microsoft

Access. This is o ensure that the documents received by each office are organized, addressed
properly, forwarded and released to the concerned personnel and department.

Description of the Program:

This is a Division-based hands-on activity to be conducted for three {3) days on October 15,
16 and 15, 2020 with three (3) batches of participants from Schoots Division Office. The said RMS has
three (3) phases. namely:

*Pre-implementation
e Planning of the program to be used as RMS
-trying out three (3) Microsoft programs such as MS Office, MS Excel and MS Access
* Successfully created the categories, boxes to be filled-up and codes in MS Access
* Dry run of the created program within the 0SDS

*Implementation

* Utilization of the program within the Schools Division Office as Official RMS

*Post Implementation
* Feedback of the utilization of RMS
Gathered feedbacks for the improvement of the system from the participants

Implementing Office:

Office of the Schools Division Superintendent

Schedule of the Training:
Day 1 (October 15, 2020) Day 2 (October 16,2020) Day 3 (October 19,2020)
jiyumusha H. Panti Ma. Dolores C. Todac Mark Anthony U. Tabo
Jerald A. Sualibio Alexa Mae B. Abundo Roselle T. Bartolome
Kathleen Clemente Rodelyn S. Torrente Antonnete G. Magdaraog
Ronamel Suaiso - Ma. Carrissa Guerrero Katrina Camille C. Ate -
Kristine V. Sacris - Christine Louise De Leon Lorelyn P. Arcilla
Tudy Aoy brlerica - Many Joame 1. Aquaine -

e e

O E. DESP1
(' Schoo {sion Superintendent

. eSan Rogue, Virac, Catanduvanes
“ - P





-\ 7] Records Management System (Travel Order

C

TRAVEL ORDER (RMS)

Control Number:

Region:

Bureau/Division/School:

Date of Filing:
Name:
Position/Designation:

Permanent Station:

Purpose of Travel:

Travel Type:

Destination

Period Covered:

Source of Fund:
Recommending Approval:

Approved by:

Add

Edit

Delete

Clear

«l

41 1/15/2021
JANUARY 14, 2021 CRISTINA T. BARRAMEDA

Dfiling .

MARILYN M. ROMERO

7 2021 N

ny ULl N

In
t1

ANUARY 7, 2021 CYNTHIAT. SONEJA

ARY 7, 2021 JESSLYNT. TAWAY
ANUARY 7, 2021 BELENT. TAPAS
ANUARY 7, 2021 JEZRAHELT. OMADTO
ANUARY 7, 2021 NINO GERARD C. CENETA
UARY 7, 2021 GINA L. CUSTODIC

N

ANUARY 7, 2021 AROLINET.BORIA
N
-

JKIE T. TURALDE

ADvY T " .,,
UaRKY /, 2021 FHa

Ename .

T





2| Records _,‘.__asam_nam_.z.m«ﬁu:._ (School/Office)
SCHOOLS / OTHER OFFICES (RMS)

Reference Number:
From:
Date Received:

School/Office:

Document Type:

Details:
N NG
%.v_M 5 2%
» = B,

ATTACHMENT

Record. 1of 182 » M » Search

Purpose of Submission:

Status:

Received by:

Date Released:

Add

San Miguel RDHS
Panganiban NHS

Edit

OffcSch

barihay £S
Gigmoto RDHS
San Rafael ES
Magnesia NHS
magsaysay ES
Cabugao IS
Alinawan ES
baras rdhs
Tabugoc CES

Porot ES

Saprada FS

rd

I4

10of 182

i

]

Delete

DReceived
4/11/2022
4/5/2022
4/4/2022
4/4/2022
4/4/2022
4/4/2022
4/4/2022
3/30/2022
3/29/2022
3/29/2022
3/28/2022
3/28/2022

3/24/2022
¥

Clear Close

DType
Letter Request (LER)
Proposal (PRL)
Learning Continuity Plan (LC
Learning Continuity Plan (LC
Learning Continuity Plan (LC
Learning Continuity Plan (LC
Learning Continuity Plan (LC
Proposal (PRL)
Disbursement Voucher (DV)
Authority to Travel (TO)
Letter Request (LER)
Contract of Service {COS)

Pronnsal (PRI
Search \ »
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"ie SECTn Republic of the Philippines

Department of Education
Region V - Bicol
HOOLS DIVISION OFFICE OF CATANDUANES

December 1, 2022

DIVISION MEMORANDUM
OSDS-PER-DM No. $u3 s. 2022

REGISTRY OF QUALIFIED APPLICANTS (RQA) FOR TEACHER-I POSITION IN THE
ELEMENTARY, JUNIOR, AND SENIOR HIGH SCHOOL SY 2022-2023

To:  Asst. Schools Division Superintendent
Chief Education Supervisors
Education Program Supervisors
Public Schools District Supervisors
Elementary and Secondary School licads
All Others Concerned

L. This office issues the Registry of Qualified Applicants (RQA) for Teacher [ position
mn Elementary, Junior, and Senior High School for the School Year 2022-2023.

2, The RQA shall be the basis in filling up new items and natural vacancies as well
as giving teaching assignments. It is reminded that inclusion in the RQA does not
necessarily warrant a guaranteed permanent post as deployment of teachers shall be
subject to specialization, merit, fitness, competence, needs and localization law.

3. Attached is the list of Registry of Qualified Teacher Applicauts for Elementary,
Junior, and Senior High School.

4, The RQA can also be reviewed online thru the DepEd Division of Catanduanes
website or Depkd Tayo Catanduanes Facebook
account.

S Certification  of  Rating  can be accessed thru this link
0. Immediate and widest dissemination of this memorandum is desired.

i 7
SUSAN S. COLLANO
Schools Division b‘upcrinlc\admu

AMBA/NM ROA For Teacher | Position in the Elementary, Junsor and Sersor High School SY 2022-2023
0010/ Deccanbes 1, 2022

© 5an Roque, Virac. Catanduanes
e % nsy - r11an63

=

O oecopedor sugndunnon

{B0epEd Tayc — Region v - Catanduanes





Republic of the Philippines

Bepartment of Education
Region V - Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

PROJECT TITLE:

ONLINE QUERIES AND REQUESTS FOR SUMMARY OF RATING FOR TEACHER-I
APPLICANTS

BACKGROUND AND RATIONALE

During this time of pandemic where people are not advised to go out except for
essential purposes, we must be innovative enough to continue our lives despite this
life-threatening pandemic. One way to create a safe interaction between people is to
use our technology. And the Department of Education take part in providing clients a
safe and convenient access to our services. ASDS Office as one of the offices which has
a huge numbers of clients per day found a way to lessen the face-to-face intervention.
Out of those clients, most of them are teacher applicants requesting for their
rating/points in the RQA. To protect our employees as well as the clients from high
probability of being exposed to the virus, an online queries and request for the
summary of their rating/ points is the best solution.

DESCRIPTION OF PROJECT

The ASDS Office will use the Google Form thru links which will be disseminated
to SDO Offices, Districts, Schools and Social Media account of SDO Catanduanes for
wide dissemination. They will access the provided link and fill-out the data needed for
them to get their rating/points and queries.

These are the link that will be provided to the teacher applicants for them to
accomplish to be able to request for their summary of rating/points and queries.

¢ Request for summary of rating/points-
¢ For queries and clarifications-

GOALS AND OBJECTIVES

-

1. To provide convenient access to the requesting client

2. To protect the employees and clients from being exposed to the virus

3. To save time and money especially to those teacher applicants who came from
far-flung areas

4. Paperless transaction

TARGET DATE: DECEMBER 2021

- 9 San Roque, Virac, Catanduanes
% 052 - 8114063
! =
®

{)DepEd Tayo - Region V - Catanduanes






Republic of the Philippines

Department of Education
Region V - Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

PROCESS FLOW

e Click the link:

e The link will bring you to the request form for the summary of Rating/points
T F fyell SZF
7“ —
L w ]
Cogum 1 e §rrropgines

Srapsilvms =, i FouwiaTv N
Region v il

SCHOOM S DIVISTION OFFICF OF f‘TANmI‘“S

SUMMARY OF RATING/POINTS FOR

TEACHER-I APPLICANTS REQUEST
FORM

- Svicie &) the rest

- Forrmat - T

o Provide all the needed details in the form and submit

@ 5an Roque, Virac, Catanduanes
'+ 052 - 8114063
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W NG z
&
s §%
Lk o
T - o
9 %
< =
4 =

R epublic of the Philippines

Department of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES
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] San Roque. Virac. Catanduanes
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Republic of the Philippines

Department of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES
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Google |

The admin of the Google Form will be able to see their details.

2 responses i

SUMMARY OF RATING/POINTS FOR TEACHER-I
APPLICANTS REQUEST FORM

9 San Roque, Virac, Catanduanes
%052 - 8114063
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{)DepEd Tayo - Region V - Catanduanes
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R epublic of the Philippines

Bepartment of Education

Region V - Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

¢ All those who submitted their data will be given a soft copy of their summary of
rating/points thru their provided email address. They will get a response in 1-2
days depending on the volume of request that the office receives in a day. Upon
sending the data to the applicant, a separate link will be provided for their

queries about their rating/ points.

Summary of Rating/Points for Teacher-| application -
o asds office 5

Good day

This 1S 0 response 1o your request oh getting a copy of vour rating/points for vour Teacher-1 Apphcation Please see altached file

For guenes ang clanfications please chok the ink beiow and il out the torm. Thank you

e Upon clicking the provided link for queries and clarifications, they must fill out
the data needed and wait for a response on their queries as it will be sent to
their provided email address in 1-2 days depending on the volume of queries
that the office receives in a day.

Waaguboe b irs oL pPine s

AdePAEEma T b Seniaiton

Region v Bicoel

SCHOOLS DIVISION OFFICE OF CATANDUANES

QUERIES FORM FOR TEACHER-I
APPLICANTS

Pleane provide the necded information below A response 1o your queries wild be sent to the

email address that you provided

daoffice i deped gov. ph

FuLL NAME -
Ex ALLXA MAY B ABUNDC

@ San Roque, Virac, Catanduanes

- 052 - 8114063

=2

® epgtrove gy

£} Depkd Tayo - Region V - Catanduanes






Republic of the Philippines

Bepartment of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

COMPLETE ADDRESS

CONTACT NUMBER *

EMAIL ADDRESS *

Applicant in *

| [ Elementary
]7 ! Jumior High School

Ej Senior High Schoaol

DISTRICTOF Elementary) ! MAJORGE JHS and SHS) -

WHAT ARE YOUR QUERIES? ~

ATTACHMENTS (f needed for proof)

£x Copy of Certificate of Employment/Previous points/Certificate of Raung-LETPBET/EPT Cernthication
et

Submit Clear form

@ San Roque, Virac, Catanduanes
- 052 - 8114063

Obe;E_d_T;;_- Ragloﬁ V_AC-ata_r;.d-uanes
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Republic of the Philippines
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* Sample copy of Summary of Rating/Points

s .
S o Cha e
hyen b Bt
| BCOws BV 0401 O AR

e The teacher applicant may print the provided soft copy.

Prepared by:

ALEXA Y B. ABUNDO

Noted:

MA. LUISI% DELA ROSA
Asst. Schools Division Superintendent

Approved: ( |

SUSAN S. COLLANO
Asst. Schools Division Superintendent
Officer-In-Charge
Office of the Schools Division Superintendent

. QSan Roque, Virac, Catanduanes
% 052 - 8114063
=
®

{)DepEd Tayo - Region V - Catanduanes
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R epublic of the Philippines

Bepartment of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

PROJECT TITLE:

ONLINE QUERIES AND REQUESTS FOR SUMMARY OF RATING FOR TEACHER-I
APPLICANTS

BACKGROUND AND RATIONALE

During this time of pandemic where people are not advised to go out except for
essential purposes, we must be innovative enough to continue our lives despite this
life-threatening pandemic. One way to create a safe interaction between people is to
use our technology. And the Department of Education take part in providing clients a
safe and convenient access to our services. ASDS Office as one of the offices which has
a huge numbers of clients per day found a way to lessen the face-to-face intervention.
Out of those clients, most of them are teacher applicants requesting for their
rating/points in the RQA. To protect our employees as well as the clients from high
probability of being exposed to the virus, an online queries and request for the
summary of their rating/points is the best solution.

DESCRIPTION OF PROJECT

The ASDS Office will use the Google Form thru links which will be disseminated
to SDO Offices, Districts, Schools and Social Media account of SDO Catanduanes for
wide dissemination. They will access the provided link and fill-out the data needed for
them to get their rating/points and queries.

These are the link that will be provided to the teacher applicants for them to
accomplish to be able to request for their summary of rating/points and queries. '

e Request for summary of rating/points- hitps://tinvurl.com/96rv794w
e For queries and clarifications- https://tinvurl.com/hdepzuds

GOALS AND OBJECTIVES

1. To provide convenient access to the requesting client N
2. To protect the employees and clients from being exposed to the virus

3. To save time and money especially to those teacher applicants who came from
far-flung areas
4. Paperless transaction

TARGET DATE: DECEMBER 2021

- @San Roque, Virac, Catanduanes
& ™ “os2-8114063
f
4 % ER tanduanes@deped.gov.ph
. ODepEdTavc—RegionV - Catanduanes






Republic of the Philippines

Pepartment of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

PROCESS FLOW
e Click the link: https://tinyurl.com/961y794w

e The link will bring you to the request form for the summary of Rating/points

64 _aViwSCTuyl _SgCRRWYVOXZyeUpS68wIgRmSZp_AJ/viewform

— ———

Eapuvirs ol irx Porirppines
Bepassntmueni of Fouiaiton
Region \ Bicol
SCHOOLS DIVISION OFFICEF OF CATANDUANES

SUMMARY OF RATING/POINTS FOR
TEACHER-I APPLICANTS REQUEST
FORM

Please provide all the reguireg informartion below Ne SUMmn

sent 1o the email address that you prox

SULL NAME -
Ex: ALEXA MAY B ABUND
SULL ADDRESS

CONTACT NUMBER

" ®San Roque, Virac, Catanduanes
N “052-8114053

PR =2 catanduanes@deped.gov.ph

ODepEd Tayo —Region V - Catanduanes
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Bepartment of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

n
m

"

Pancan VWest

Panganiban

San Andres East

San Andres West

00000000000000040004 ¢

"

check on your Major

English

000004 <2

cneck on the District where yo

EMENTARY TEACHER AF

CTANT

-

UNIOR HIGH SCHOOL TEACHER APPLICANT

OR HIGH SCHOOL TEACHER APPLICANT

®San Rogue, Virac, Catanduanes
A 052 -8114063
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Republic of the Philippines

Bepartment of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

m gitogs

Google Forms

e The admin of the Google Form will be able to see their details.

2 responses +

SUMMARY OF RATING/POINTS FOR TEACHER-|
APPLICANTS REQUEST FORM

8 Srovide 8 sauites infarmation dalow The summary of vour rengypots vl 5e gant 1o the s

i ®San Roque, Virac, Catanduanes
| . ©052-8114063
{ | = catanduanes@deped.gov.ph
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epEd Tayo— Region V - Catanduanes






Republic of the Philippines

Department of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

e All those who submitted their data will be given a soft copy of their summary of
rating/points thru their provided email address. They will get a response in 1-2
days depending on the volume of request that the office receives in a day. Upon
sending the data to the applicant, a separate link will be provided for their
queries about their rating/points.

Summary of Rating/Points for Teacher-| application = 2
asds office <asdsoffice ctdiadeped.gov pt M w6
Good day.

This is in response to your request on getting a copy of your rating/points for your Teacher-1 Application. Please see attached file
For queries and clarifications please click the link below and fill out the form. Thank you

e Upon clicking the provided link for queries and clarifications, they must fill out
the data needed and wait for a response on their queries as it will be sent to
their provided email address in 1-2 days depending on the volume of queries
that the office receives in a day.

VWaopubirr ot b FPPmlippines

Edcparsmeni ot Soudaiton

Region V7 Bicol

SCHOOLS DIVISION OFFICE OF CATAMNDUANES

QUERIES FORM FOR TEACHER-I
APPLICANTS

Please provide the needed information below. A response to your queries wild be sent to the
email address that you provided
asdsoffice.ctd@deped.gov.ph =S

and photo a iated with your Goagle a unt will be recorded when vy«

ubmit this form

* Required

FULL NAME *
EX: ALEXA MAY B. ABUNDO

X ®San Roque, Virac, Catanduanes
L 052 -8114063

ODepEd Tayo— Region V - Catanduanes





Republic of the Philippines

Bepartment of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

COMPLETE ADDRESS *

CONTACT NUMBER *

EMAIL ADDRESS *

Applicant in *

D Elementary

D Junior High School

D Senior High School

DISTRICT(if Elementary) / MAJOR(if JHS and SHS) *

WHAT ARE YOUR QUERIES? *

ATTACHMENTS (if needed for proof)

Ex: Copy of Certificate of Employment/Previous points/Certificate of Rating-LET,PBET/EPT Certification
etc

m Clear rorr"

QSan Roque, Virac, Catanduanes
%052 -811406
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R epublic of the Philippines

Department of Education
Region V — Bicol
SCHOOLS DIVISION OFFICE OF CATANDUANES

e Sample copy of Summary of Rating/Points

D
Gcpaumen of Edacrizen
e gien St
SOMODAS DIVISION GFFICL OF CATANDUSIS.

i

e The teacher applicant may print the provided soft copy.

Prepared by:

Noted:

MA. LUISA T; DELA ROSA
Asst. Schools Division Superintendent

Approved: Qﬁ

SUSAN S. COLLANO
Asst. Schools Division Superintendent
Officer-In-Charge
Office of the Schools Division Superintendent

©San Roque, Virac, Catanduanes
L %2052 - 8114063

&2 catanduanes®
® v aNes.com
ODepEd Tayo—Region V - Catanduanes
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DOCUMENT TRACKING SYSTEM for SCHOOLS GOVERNANCE and
OPERATIONS DIVISION (SGOD) USE ONLY

USERS’ GUIDE
Introduction

The “DocTracking SGOD V2.0" is a database application developed in MS Access
compatible with version 2000 upwards. It is designed as single user application in one
workstation, laptop, or Desktop PC specifically for tracking actions on documents received
and routed by the office of the Chief Education Supervisor of the SGOD. making it possible
to get updated quickly on the status of any of those documents.

The working prototype was deployed for actual use on April 27, 2022. Updating of the
database application as needed shall be implemented.

System Requirements
1. Entry level Laptop or Desktop PC with at least 4GB RAM.
2. Windows 7/10/11 installed.
3. Microsoft Office Access 2000 or higher installed.
4. Microsoft Word and Excel installed for report generation.

Installation of the SGOD Document Tracking System
1. Copy and paste the MS Access file “DocTracking SGOD V2.0" on the Desktop or any
location on the computer convenient to the User.
2. Open/Run the file to start using.
3. There is no security implementation on the file except for the password and physical
security provided by the use on his or her computer.
4 The database application is designed for single user only.

Functions

1. The Switchboard

& San Roque, Virac, Catanduanes
{052) 811-40-63

carandunneafrnen gDy ph

1 of 2 Page
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DOCUMENT TRACKING SYSTEM for SCHOOLS GOVERNANCE and
OPERATIONS DIVISION (SGOD) USE ONLY

USERS’ GUIDE

a. Document Classification allows the user to fill in the dropdown list for the type
of documents that are to be processed. This can be updated as needed.

b. Main Form is where the user fills in the details of the transactions. The
data/information required are self-explanatory.

c. Search for Doc Number button allows the user to search documents by their
index number.

d. Search for Doc Title button allows the user to search by document title if
document number is not readily available.

e. Status of documents received and processed can be readily searched through
the above search buttons.

f. The View ALL button will show all the documents received and processed for
quick review.

g. All the search buttons allow for copy and paste to Excel lo generate reports.
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