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Republic of the Philippines

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

Proof of Implementation of Digitization/Streamlining

PERSONNEL UNIT

- Online Access of Forms for Appointment

- Online Submission of Application for Teaching, Related-
Teaching and Non-Teaching Positions

- Online Access of Accrued Leave and Compensatory
Overtime Credits (COC) Balance

- Online Request and Release of Service Records and
Certificate of Remittances

- Digitization of Leave Credit Cards of Secondary and
Senior High School Teachers (e-leave Credit Cards)

ADMINISTRATIVE OFFICE
— Online Request and Release of Certificate of Employment

RECORDS SECTION/ IT UNIT
- Implementation of the Document Tracking System (DoTS)
- e-digitization of documents

ICT UNIT
- Implementation of the Document Tracking System

(DoTS) and Digitized Attendance Scheme (DAS)
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Republic of the Philippines K

PBepartment of Education L 8o pBA vec
Reglon V - Bicotl
SCHOOLS DIVISION OFFICE OF CATANDUANES

December 16, 2021

DIVISICN MEMORANDUM
OSDS-ICTU-DM-_G4A

IMPLEMENTATION OF THE DOCUMENT TRACKING SYSTEM(DoTS) AND DIGITIZED
ATTENDANCE SCHEME (DAS)

TO: Aszistant Schools Division Superintendent
SDO Chiefs, Section/Unit Heads
SDO Personnel and Jobbers
All others concerned

1. Please be informed that SDQ-Catanduanes will implement the Document Tracking
System{DoTS) and Digitized Attendance Scheme{DAS) on January 3, 2021. This means that
everyone must be ready in this new scheme. We would like to ensure that all the employees and

personnel whether regular or jobber must understand how this system will run in the Office.

2. All Sections/Units had already one(1) computer with installed DoTS system connected in the
Local Area Network and server located at the ICT Unit Office and assigned one(l) personne! in-charge
{preferably one who is receiving and releasing the document) and to ensure that the computer is
clear from any viruses to be able to access the DoTS system. Every document received must be
encoded to the system to generate a tracking number or code to be used in the entire flow of
transaction. Attached is the Transaction Flow of the DoTS for your reference.

3. For the DAS, please scan the QR Code found in the ID provided to register and recognize ydur
name and details of time logged in and out.

4. The DoTS and DAS systems are now working and available to be used and practice in
preparation for the full implementation next year.

5. For queries, please visit the ICT Unit office for the technical assistance needed.

6. For information and guidance of all concerned.

SUSAN 8. COLLANO
Asst. Schools Division Superintendent
Officer-In-Charge
Office of the Schools Division Superintendent

@San Rogue, Virac, Catanduanes
%052 - 8114063
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Republic of the Philippines

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

Start

Office B, C, D, etc.. up to the last office where document is required to pass and to be
signed by the last signatory will have the same process or cycle in the tracking system.

TRANSACTION FLOW OF THE DOCUMENT TRACKING SYSTEM(DoTS)

Reeeiving Clerk (Records Section)
Receives the document/s by the receiving in-charge
- Encodes the type of document received
- Clicks on the receive button
- Identifies the next office where the document is to forward
- Forwards the document to the next concerned office

- Attaches the Tracking Code Slip in the document {generated in the system)

Office A:
- Receives by the receiving clerk

- ldentifies and decided if the document is intended to his/her office
- Ifit I8 OK, then, sign at the attached Tracking Code Slip of the document

- Ifit is NOT, then, return it back to the carrier of the document
- Clicks on the RECEIVE button
- Acts on the document received

- if the document is OK, then, click RELEASE Button and make it ready to

forward to the next concerned office.

- If the document had deficiency, call (he attention of the client or refurn it
back to the RELEASING Officer with a note of the exact deficiency in the

document

- Take a note in the system that the document has been returned to the

client/releasing officer.

END

O‘San Roque, Virac, Catanduanss
052 - 8114063
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Search Chent :

Received Documents

224889
2248.78
24877
22.48.64
224881
22.48-8)
22-48-50
224091
234850
<

1132022 15105 PM.
1132022 25708 PM
1132022 3:24:50 PM
1132022 34504 PM
1132022 43523 PM
11372022 £:35:29 PM
1142022 B:34:54 AM
11472022 23149 AN
1142022 33152 AM

MICHELLE ADELANTE
FELIZA D. SALOMON
JOHN PAUL C. VARGAS
LENY B. IGNACIO
CLEMENTE T. OLARTE

Search Client : Tracking ¥ :

PROCESSED Documents:
Teackeg 2 Dot/

@ OFFICE OF ASDS OFFICE
Forwarded Documents
Tiacking® | Chient

<

Search Client : | Tracking #:

Received Documents

Trackings | L ____ |Chomt
224858 ; RONALD R. REFRE

224869 RONALD R RFFRE

24878
2248771
24854
224881

1132077 15105 P
1132022 Z57:08PM
1132022 12450 PM
1132022 Lak04 PM
1132022 LIS PM MICHELLE ADFLANTE
<29 PM FELIZA D. SALOMON

GIED B | JORN PALL C. ¥

1142022 5:31:49 AM LENY B. IGNACIO
1142022 £3152AM  CLEMENTE T, OUARTE

Search Chent = Tracking # :

PROCESSED Documents:

adrge DataTre [Fomarted™o | Gent

REQUEST FOR DE
ICT DE SIGHATION
APPLICATION FO!
LETTER OF INTEM
APPLICATION FOU
INTERVENTION P1
INNOVATIONS

Show Detade |

Document Details
Reg. Dote danuary 13, 2022
22-48-68
RONALD R. REFRE
Cellphone No. 09301836212
School/Others 'Pandan SAT

Trocking No.

(lient Name

Duretion of Actarty

Doc. Type FORM 6

Subject/Detaits FORM 6 - MR. RONALD REFRE

Action Taken encoding from registration

Office Origin RECEIVING (RECORDS)

Forward DOCUMENT Details:
Option : = Approved Disapproved

Remorks

Archive

OFFICE

Destination

Forward

Send SMS Refresh

Document Details Dotument Chegitlst

Reg. Dote  January 13, 2022
Trocking No.  22-48-50

Client Nome  JOHN PAUL C. VARGAS
Cellphone No. 09127350868

School/Others Tambongon NHS

Ourovas of Actwsy

Doc. Type APPLICATION FOR LEAVE

Subject/Detoils APPLICATION FOR LEAVE OF MR KENNETH O
USERO DATED JANUARY 7, 2022-5 AFPLICATION
FOR LEAVE OF MR. DAVE SECORATA DATED

JANUARY 3,4,5 7, 2022

Action Token | Appr for ASOS

Office Origin  HRM OFFICE

Forward DOCUMENT Details
Option : & Approved Disapproved  Archive
Remariks
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Screenshot of RECEIVED DOCUMENTS recorded in Excel
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RECEIVED DOCUMENTS

alendar Year 020

Document logbook Date n Other Detalls Date In Reguested By

Reference  Document Event, Program orProje

ey - | - | - | a8 2

Incoming 20-Feb-20 Office ofthe Monitoring and Evaluation of March 2-4_ 2020 B:23 AM Korina/ OSDS

Refetence: Activity,

Type of
Doaument

Originating

Reference Number  Office Reference
Numbes

REC-iNC-2020-000369 007241

Regional Documents- Regional Muitigrade (MG} Frogram March 19, 2020
Office 363 Ditector mplementation
2000370  Depéd REC-INC-2020-000370 007247 Incoming 24-Feb-20 Finance Trave: Epense Reimbursement for #atra for Fund Transter Covering I-Feb-20 830 AM Korina/ 0SO$
Regrona Documents- Division Trawels Called for By Depd Centrai Trave! Expense Reimbursement While
Office Regrona! 3% Office Antending National Training/Sem:inar
Memorandum 21 Workshops/Conferences Conducted by
s. 2020 Central Office Buresus
2020-0371  Depta REC-INC-2020-000371 "DO7156 Incoming 24-Feb-20 Quaiy Addendum to Regiona! Memorandum  online subm:ission of evaluated / B:31 AM Korina/ OS50S
Regiona Dotuments: Assurance No. 1345 2018 Expediting Appiication valigated dotuments stamped
office an Diviston of Private Schoois for the Approval of  received by the SDO with respective
Tuition and other Schoo! Fees (TOSF)  links
Starting Schoo! Year 2013-202
2020-0372 Depid REC-INC-2020-0003T2 /006724 incaming 3-Feb-23 Office of the New Schedule of the Conference on March 56, 2020 27-Feb-20 830 AM Xorina/ OSDS
Cantral Ofice Dacumants- Undarsecretary the impiementation of the Last Miie  BSA Twin Towers, julia Vargas
OQUAMEMO 12- 3712 for Schoois in South Centrat Luzan
0220-0821 Administration As indorsed by the Regional Office v -
WA-5373  Other REC-INC-2020-000373 NONE incoming 13-Feb-10 Department of Fantawid Pamilyang Filipino Program  Futnishing & copy of 2020 Timetine for  I7-Feb-20 855 AM Kotina/ OSDS
Govemmant Documents- Social Weifare |<Ps} Compiiance Verfication System for 1st
Agencies 0373 and Compiiance Verification System (CVS) 10 6th monitonng petiod
Vies :
HERODES LIVISION OF LaLanauanss .

RECEIVED DOCUMENTS voox

‘alendar Year 2020

Record Type of Document Refrrence: Actiwity Other Detals Date in Time in Requested By Forwaided ta Recelving  Special Document Scanmed  Hard
Mumibe Document  Reference Number Event, Program orProject - ' it Classification \Wh (oqh
20200368  Depkd REC-INC-2020-000563 , Monitoring and Eveiuation of Merch 2-£, 2020 27-Feb-20 823 AM norina/ 0SDS Letrer{in A v
Regiona Muttigrade (MG) Frogram March 19, 2020 General)
Office Impiementation
20200370 Deptd REC-INC-2020-D00270 Trawe! Expense Reimbursement for Matra for Fund Transfer Covering Ii-Fep-20 B:30 AM Korina/ 0S50S 'Rel onal ( ‘/
Regiona Traveis Called for 8y DepEd Central Trave! Expense Reimbursement While Memaorandum
Office Office Anending Mational Training/Seminar
Workshops/Conferences Conducted by
Central Office Bureaus
20200371 Deptd REC-INC-2020-000371 Addendum to Regional Memorandum  online submission of evaiuated / 27-Fen-20 831 AM Korina/ 05D Addendum/Corrig v v
Regional No. 132 5 2018 Expedit:ng Application val:dated documents stamped endum
Office of Private Schoo!s for the Approva! of  received by the 500 with respediive
Tuition and gther School Fees (TOSF Links
Starting Schoo! Year 2019-2020
20200372 Depkd REC-INC-2020-D00372 New Scheduie of the Conference on March 5-6, 2020 27-Feb-20 B:30 AM Korina/ 0SDS Depkd / /
Central Office the impiementation of the Last Mile  BSA Twin Towers, julla Vargas Memorandum
Schoois in South Central Luzon
As indorsed by the Regional Office V
20200373  Caher REC-INC-2020-D00373 Pantawid Pamilyang Pilipino Program'  Fumishing » ctopy of 2020 Timeline for  27-Feb-20 E55 AM Korina/ OSDS Letrer (in ( ‘/
Governmant (45} Compiiance Verification System for 1st Genera!)
Agencies Compliance Verification System (CVS)  to fth monstoring period
List  Consolidated Received Docs + t

Note:

1. Upon receipt of the incoming document, it is classified, scanned, encoded in Excel database, stamped
“RECEIVED” and finally deliver to the recipient office.

2. The digitized copy must be renamed into the respective Document Reference Number (DRN). It is not required
to retain a physical copy because it is already scanned, and the details are encoded in Excel for easy retrieval.
This way, the office saves paper and ink resources.

3. If a hardcopy is to be filed, the DRN is written at the bottom of the 1= page of the document to correspond to

the DRN in the database.

4. The digitized copy is saved both in the local drive and the Google drive of the record manager.



Screenshot of the RELEASED DOCUMENTS recorded in Excel
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RELEASED DOCUMENTS

‘shendar Year 2020

iecords Section

Time Out Requested By/
Released To:

Resord Document Origmating Loghook  Datein Date Out

Refereace Number  Office Reference  Reference  Dotument

Type of

Number Dodument

-] i v TR - T - | 2 B -] -] k]

X20-0G80  Bivsion REC-DA-2020-000006  0SO0-C:D-AD-002 Dewision 14-1an-20 Orwision Guality Assurance and n compiiance with Comgendum 0015 14-Jan-20 3:35 PM Lorens Chavez/ CiD
Agvisories Adyisory- Finaiization of EPP / Lesson Exempiars 2020 Upcated Participants 1o the
9006 Integraded with Voter Education in K to Division quality Assurance and
12 Curriculum Finalization Integraded with Voter
Education in K-12 Currrouium
2020-0132  Division REC-D1-2020-000002  OSOS-1N-002-1-03- Division 3-Jan-20  2nd Indorserment to the Principal If, 3-jan-20 Signature only
Indorsement 20 & RDHS. Re: Robbery and
0002 Homicide of the mother af student,
Meirgse Baloloy ¥ Trities.
204357  Diwsion REC-DL-2020-000082 '0082 Division &-Fep-20  List of employees/Provident Borrowers Deduction 5-Feb-20  13:10AM Shane « RS 21353583
Lener Letter-0082 subject for Provident deductions and  Deios Angeies, Rafae: V. and 13 aracjo/Persanne
stoppage effective February 2020 otheds
Stoppage
2020-1076  Divsion REC-DM-2020-000156 OSDS-ICTU-DM-  Division 27-Jul-20 Consoiidated List of Social Media ASDS 50O Chiefs & Staffs EPS PSDS 28-Jui-20 5:23 aM
Memorsndu 0156-2023 Memerandu Pages Managed by Depd Offices snd  Schoo! Heads. District/School ILT
m m-0158 Schoois in Region V Coordinators. Division/Schoo!
information Officers.
020-1342 Divsion REC-DUM-2020- CID-UM-01-08- Division E-Jan-20 Awthority to Travelendance 16 the Ta. Chiefs, (1D, Education Program 8-Jan-20 4:34 PM Peachie Roshele
Unnumbered 000008 020 unnumbere Division Quality Assurance and Supennsors, PSDS, Concerned Chaver/TiD
Memaorsndu o Memao- Finatization of Lesson Exempiars Etemenrary and Secondary Schoo
ust  Consoiidated Released Docs * . »
e Division of Ci
RELEASED DOCUMENTS v X
Calendar Year 2020
Records Section

Rexoed Typeof

Document

Doanment Date Out  Time Out Requesied By/
Reterence Number Reteased To:

Number

20200083  Division REC-DA-2020-000008 ' Division Quaiity Assurance and Incompiiance with Lomigendum 001 15-Jan-20 335 PM Lorena Chave:/ CID
Advisories Finalization of EPP / Lesson Exemplars 2030, Updated Pamticipants to the
Integraded with Vorer Education (n K 1o Division quality Assurance and
12 Cutricuium Fipalization integraded with Voter
Education in K-12 Cufriculum
20112 Dwision REC-D-2020-000002 Ind Indorserment to the Principal 1, T-jan-0 Signature on'y
indorsement Carsmoran RDHS. Re Robbery snd
Homicide of the mother of student,
Melrose Baloloy ¥ Trilies.
20200367 Division REC-DL-2020-000082 List of empioyees/Provident Bocrowers Deduchon 5-Fep-20  10:10 AM Shane » RS #1363663 DepEd Regionai ‘/ ‘/
Letter subject for Provident deductions and  Delos Angeles, Rafael! V and 19 Araojc/Personne Offce v
stoppage effectve February 2020 others
Steppage
2020-1076  Division REC-DM-2020-000156 Consoligated List of Socia! Media ASDS SDO Chiefs & Staffs EPS PSDS 2B-jui-20 9:23 M Both ES/5S / /
Memorandy Pages Mansged by DepEd Offices and  School Heads. Districy/School KT
m Schools in Region V' Coordinators. Division/School
information Officers
201380 Diwsion REC-DUM-202C- Authority to Travelendance to the To Chiefs. {0, Educaticn Program B-jan:20 £.14PM Peach.e Roshele
Unnumbered 000006 Diwision Quality Assurance and Superisors, PSDS, Concemed thaver/0ID
Memgrandu Finalization of Lessan Exempiars E:emenrary and Sacondary Schoo
st Consolidated Released Docs +

Just like the incoming documents, outgoing documents are also classified, scanned, encoded in Excel database,
stamped “RELEASED” and return to the owner for reproduction.
The digitized copy must be renamed into the corresponding Document Reference Number (DRN) in the

database. It is not required to retain a physical copy because it is already scanned, and the details are encoded

in Excel for easy retrieval. This way, the office saves paper and ink resources.

If a hardcopy is to be filed, the DRN is written at the bottom of the 1+ page of the document to correspond to

the DRN in the database.
The digitized copy is saved both in the local drive and the Google drive of the record manager.



Screenshot of the Archived documents in Google Drive
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ONLINE SUBMISSION OF APPLICATION FOR VACANT POSITIONS
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RECURNS SECTION

Republic of the Philippines
Bepartment of Educatig

Region V - Bicol : ,
SCHOOLS DIVISION OFFICE OF CATANTELL “—-ﬂ o
San Roque, Virac

f?EEEAgiﬁ

Catanduanes
MEMORANDUM
0SDS-Ad-UM-_t+ M _EST
TO : Assistant Schools Division Superintendent

SDO Chiefs, Section/Unit Heads
Education Program Supervisors
Public Schools District Supervisors
School Heads/TICs

Teaching and Non-Teaching Personnel
All other concerned

SUBJECT : ONLINE REQUEST AND RELEASE OF CERTIFICATE OF EMPLOYMENT

DATE : November 18, 2021

1. This is to inform the field that due to the arising Covid-19 cases in our Province,
we, at the Schools Division Office - Administrative Section Implement the ONLINE
REQUEST OF CERTIFICATE OF EMPLOYMENT, for us to minimize the face to face
client interaction. Lessen time and effort especially those employees from far-flung
schootls and also to have paperless transactions.

2. Requesting Employees are advised to accomplish this hEnk
https: / /bit.ly/ReqCertEmp

3. Release of requested Certificate shall be emailed to the requesting employee’s
email address.

4. For information, guidance and compliance.

SAN LLANO
Assistant Sthools DigiSion Superintendent
OIC - Schools DiviSion Superintendent
DepED - Division of Catanduanes
Virac, Catanduanes;

®San Rogue, Virac, Catanduanes
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ONLINE REQUEST AND RELEASE OF CERTIFICATE
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Department of Education

Region V - Ricol
SCHOOLS DIVISION OFFICE OF CATANDUANES

CERTIFICATE OF EMPLOYMENT

0SDS-Ad-CERT-11-25-21

TO WHOM IT MAY CONCERN:

This is to certify that as per records filed in this office, MS. ELMA S. TARNATE,

with

this divixi

Teacher IIl. Palnab Elementary School. Virac South District,

anent status and with the following compensation

Employee No. 4659718 is holding pe

as of September 2021, to wit

Monthly Basic Salary Php 282
ACA/PERA 000,00
Total Php 30,276.00

Issucd upon request this 25" day of November 2021 at Virac, Catanduanes for

EVA S.TKJ%TINU

Administrative Officer V

reference purposes,
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; REQUEST FOR CERTIFICATE OF EMPLOYMENT .
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Who has responded?

nacaria basco@deped gov ph
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13332 deped govph

elma tarnate D deped gov ph

michells vargas001 @deped gov ph
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ONLINE ACCESS OF SDO ACCRUED LEAVE
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