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VISITOR’S E-LOG BOOK (Ve-LB) 


VISITOR’S DATA 








Main Folder of the 


system


Files inside the folder







MAIN SOURCE of all 


data. In this file, visitors 


enter information, date 


of visit, section to be 


visited and the purpose 


of visit


Data entered from SDO 


Visitor’s e-Log Book will 


flow in this Visitor’s 


Data workbook


Visitor’s Data will serve as 


the source for the merge 


field for printing certificate 


of appearance and 


Client/Citizens 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







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







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







MAIN SOURCE of all 


data. In this file, visitors 


enter information, date 


of visit, section to be 


visited and the purpose 


of visit


Data entered from SDO 


Visitor’s e-Log Book will 


flow in this Visitor’s 


Data workbook


Visitor’s Data will serve as the 


source for the merge field for 


printing certificate of appearance 


and Client/Citizens Satisfaction 


Survey Form







MERGING DATA to Certificate of 


Appearance
Open this publisher file or 


click the link provided in 


the Visitor’s data or SDO 


Visitor’s e-Log-Book


Click YES when this 


dialog box appear







Tick Try to reconnect to 


the data source and click 


continue


Locate the data source. 


You may move the slider 


to locate the folder







Open the folder then 


select Visitor’s Data then 


click Open


Data worksheet is 


highlighted. Click OK







Certificate of appearance now opens, 


if data is still blank do the following 


in the next slide







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







Client/Citizens Satisfaction 


Survey Form merge field 


codes







Click MAILINGS Tab


Click Insert Merge Field. Click and 


supply the needed data for the 


certificate then SAVE any changes







MALINGS Tab


Click Arrow button to preview contents 


in each page







LAST STEP BEFORE PRINTING


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


Click Edit Recipient List


FINALLY, you may send the file 


for PRINTING sirefstgurrobat





















































































































