o ER- UV o Casay g
| CAZAYAN DE Gug oy

f BRELFAc
s A
av__ M

Ul

Republic of the Philippines 3 :
Bepartment of Education W -/

REGION X
DIVISION OF CAGAYAN DE ORO CITY

Office of the Schools Division Superintendent

ag

02 October 2024

DIVISION MEMORANDUM
No. #60, s. 2024

IMPLEMENTATION OF ONLINE LEAVE APPLICATION IN THE DIVISION OFFICE

TO: Assistant Schools Division Superintendent
Public Schools District Supervisors
CID and SGOD Personnel
All Division personnel

1. This is to announce the implementation of online leave application of CSC
Form 6 for the Division Office only.

2. The Online Leave Application System will be fully implemented effective
October 03, 2024. All division personnel are directed to submit their leave
application via the official online platform, accessible through this link:
hris.depedcdo.online.

3. User Manual (Steps in Filling the form 6) is attached in this memorandum as
enclosure 1.

4. Furthermore, all division personnel are enjoined to access and update their
personal account through the same link.

5. For more questions, please contact the ICT Unit.

6. In adherence to Equal Opportunity Principle (EOP), inclusive and fair
treatment is accorded to all personnel regardless of age, gender, sexual
orientation, disability, religion, and ethnicity.

7. This Office directs widest dissemination and strict compliance to this
Memorandum.

ROY ELO E. GAZO
Schools Division Superintendent

Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
| Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
Email Address: cagayandeoro.city@deped.gov.ph
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Office of the Schools Division Superintendent

User Manual HRMIS System: E-Form 6

1. Open a browser (Eg. Google Chrome, Microsoft Firefox, or Safari) using
Android, iOS, and Laptop/Desktop.

2. In the Search Box, type hris.depedcdo.online
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#'. Berry Virtual Appilic... a final - Google Docs

Gmail Images

Google

=
)

Q  search Google or type a URL
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Office of the Schools Division Superintendent

3. Sign In using the following format.

Email or Username: firstname.lastname (ALL IN LOWERCASE)

Password: @+Capital letter of the First letter of the First name+lastname(ALL
IN LOWERCASE)+Birth year

Cion-in tn vniir arrcrniint

L S R el

Email or Username

nida.mandawe

Password

@Nmandawe2000

@ Remember Me Forgot Password?

Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
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REGION X
DIVISION OF CAGAYAN DE ORO CITY

Office of the Schools Division Superintendent

Leave Applicant User Interface

4. At the upper left, Click Request>Leave CSC Form 6>Application

v &) HumanResource Managemen: X  +

<« 25 hris.depedcdo.online/dashboards/profile/

c -
) - y
& ¥ 7 . Division of Cagayan de Oro City ‘ !
=

@ Requests v

[> Leave/CSCForm6 > I B Asplication I

B History

€D History © or & Payroll £ Settings

Full Name:

Item No: Education Trainings Eligibility Experience Organization Family Other Related
OSEC-DEC!

Plantilla: Place of Birtt Civil Status

5. View leave Credit

v &3 Human Resource Management X + _

& 25  hris.depedcdo.online/request/leave/application/ 4 g @ 4 Incognito (2)

c
Prigasesh @ . -
% - I Region X Division of Cagayan de Oro City ‘-

-
BY Dashboards

@ History

Application for Leave

CTO Credit: Vacation Credit: Sick Credit: SPL Credit:
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DIVISION OF CAGAYAN DE ORO CITY

Office of the Schools Division Superintendent
6. Choose the type of leave you want to apply.

v &3 Human Resource Management X  +

aQ @ & Incognito (2)

& G © tiis.depedado.online/requestfleave/application

N [

s mMﬁs Division of Cagayen de Ora City JR W !
83 Dashboards

Application for Leave

CTO Credit: Vacation Credit: Sick Credit: SPL Credit:

DETAILS OF APPLICATION

TYPE OF LEAVE TO BE AVAILED Of

Select Here

7. Choose the Date

€ Human Resource Managemen X+

DETAILS OF APPLICATION

YPE OF LEAVE TO BE AVAILED OF INCLUSIVE DATE (Start of Leave

Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
*| Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
,f Email Address: cagayandeoro.city@deped.gov.ph
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8. Click Submit

€ Human Resource Managemer

DETAILS OF APPLICATION

YPE OF LEAVE TO BE AVAILED OF INCLUSIVE DATE (Start of Leave INCLUSIVE DATE (End of Leave

9. Check the status and wait for it to be recommended by the Section head,
validated by HR, and approved by the Approving Authority.

Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
*| Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
,f Email Address: cagayandeoro.city@deped.gov.ph
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Department of Education
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Office of the Schools Division Superintendent
Recommending Officer User Interface

4. Click Requests Button>Leave/ CSC Form 6>For Recommendation

fosied mM %s Division of Cagayan de Oro City ‘ @
3 ; o

[Z Requests v @ Heads
Leave /CSCForm6 > A
[ Application

£
B Service Record @ History

£ History Q o7r & Payroll £ Settings
S. Check the List of Pending Leave

N,
x4 Division of Cagayan de Oro City ‘ @
¥ (]

B3 Dashboards ~ @ Heads ~
[> Application @ History
Type of Leave Status
Filter by: All - Pending -

I\vfandaro_ryfForcad Leave_ _ ACLO, ROMEO BULAWIN " Pending
Mandarory/.Forcad Leave JOMOC, JEWILYN UBAN 1 Pending
Siek Leave GOMEZ, VERGILBOB MISA 1 Pending
Ty ';“"“’ GOMEZ, VERGILBOB MISA 1 e
Compensatory Time-Off ROLLAN, ELEANOR CONSEJO HOJAS 1 P
Rows per page: 10 - 1-50f5
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6. Click the Action Icon to see Leave Details

'HRMES

Division of Cagayan de Oro City Ji Q
o

B3 Dashboards ~ @ Heads ~
[ Application @ History
Type of Leave Status
Filter by: All - Pending -

Mandatory/Forced Leave

. ACLO, ROMEO BULAWIN 1
Sec. 25, Rule XVI, Omnibus Rules Implement N

AR D) JOMOC, JEWILYN UBAN 1

______ ules
Sick EEHVE | GOMEZ, VERGILBOB MISA 1
¢ 1 € b :
Slckieave | GOMEZ, VERGILBOB MISA 1
3 3 ) ement

(AL TR ROLLAN, ELEANOR CONSEJO HOJAS i

7. Click any of the buttons

7.DETAILS OF ACTION ON APPLICATION

Pending D
Pending
Pending
Pending

Pending

Rowsperpage: 10 ¥ 1-50f5

7.A CERTIFICATION OF LEAVE CREDITS
As of 08/20/2024 09:12 AM

7.8 RECOMMENDATION

D For Approval

Vacation Sick spL cTo D For Disapproval due to:
Leave Leave
Total Earned 0 0 o] 0
Less this application 1 0 0 0
Balance -1 0 0 0

MARILOU F. NAVAJA
Administrative Officer IV-HRMO

ROSALIOR. VITORILLO
CHIEF EDUCATION SUPERVISOR

7.C APPROVED FOR:
(_] days with pay
1_ days without pay

others (Specify)

AUDIE S. BORRES

7.0 DISAPPROVED DUE TO:

Assistant Schools Division Superintendent

Recommend for Approval WITHOUT Sub

Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
Email Address: cagayandeoro.city@deped.gov.ph
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DIVISION OF CAGAYAN DE ORO CITY

Office of the Schools Division Superintendent
8. Revert by going to https://hris.depedcdo.online/request/leave /recommend/ and click the revert button.

€ 5 @ % hitpsy/hrisdepedcdo.online/request/leave/recommend, e a % O & @
i HRMES
83 Dashboards @ Heads
[ Application @ History
yoe Stal
Filter by: Al - Recommended
Mandatory/Forced Leave R R T i Done: Recommending
Human Resource User Interface
4. Click HR Button/leave/Status: Pending
€ C % hrisdepedcdo.online/dashboards/profile/ % O &0
' HRMES ()

[Z Requests BHR v
2 [Z status: Pending
Complete

,. t%‘ Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
%7*] Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
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Office of the Schools Division Superintendent
S. Check the List of Pending Leave to be validated

& o 0 (Y iisdepededonninet

e 3 & o i
HRMES

:

BS Dashboards ~ [Z Requests ~

Type of Leave

Status
Filter by: All

Pending

Mandatory/Forced Leave

ACLO, ROMEO BULAWIN 1 Done: Recommending

L]
Mandatory/Forced Leave

JOMOC, JEWILYN UBAN 1 Done: Recommending

Rows per page: 0~ 1-20f2

6. Click the Action Icon to see Leave Details and Done Review

1day/s

D Not Requested
INCLUSIVE DATES

08/27/2024 08:00 AM - 08/27/2024 05:00 PM [] Requested

ol

(Signature of Applicant)

7.DETAILS OF ACTION ON APPLICATION

7.A CERTIFICATION OF LEAVE CREDITS 7.8 RECOMMENDATION
As of 09/13/2024 11:49 AM
[ For Approval
Vacation Sick SPL cTo [] For Disapproval due to:
Leave Leave
Total Earned 19.063 226.25 ) 20
Less this application 1 0 0 0
Balance 18.063 226.25 o 20

MARILOU F. NAVAJA
Administrative Officer IV-HRMO

ROSALIOR. ILLO
CHIEF EDU PERVISOR

7.C APPROVED FOR:

7.0 DISAPPROVED DUE TO:
1_ days with pay

0 days without pay

_______ athers (Specify)

AUDIE S. BORRES
Assistant Schools Division Superintendent

t%‘ Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
Qv TIE E\/ Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
yf Email Address: cagayandeoro.city@deped.gov.ph
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Republic of the Philippines

Department of Education

REGION X
DIVISION OF CAGAYAN DE ORO CITY

Office of the Schools Division Superintendent
Approving Authority User Interface

4. Click Requests Button>Leave/ CSC Form 6>For Recommendation

€ > € % hrisdepedcdo.online/dashboards/profile/ a#x 9 &0

| [@ Requests v I @ Head
[} Leave/CSCForm6 > B Application

B Service Record BB History

5. Check the List of Pending Leave for Approval

€ 3 € % hiisdepedcdoonline/reguest/leavefapproval/ a % 9 &0

HRM:S

[
5o

B Apolication B History = For Recommendation

T
Filter by: Al
Vacation Leave Done: Recommending &8 HR

GASPAR, JESSIE VAN CASERA

mpensatory Time-Off LAY K RIS TINE RARVEY DAMES . Done: Recommending && HR

Rows per page: 10 ~ 1-20i2
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Republic of the Philippines

Department of Education

REGION X
DIVISION OF CAGAYAN DE ORO CITY
Office of the Schools Division Superintendent
6. Click the Action Icon to see Leave Details

€ > C© % hrisdepedcdo.online/request/leave/approval/
“ HRMES
8§ Dashboards @ Heads ~
B+ Application @B History <> For Recommendation
Typeof Leave tate
Filter by: All

Vacation Leave SASPAR JESSIE VAN CASERA , Done: Recommending && HR D

Compensatory Time-Off N S S T . Done: Recommending && HR

Rowsperpage: 10 12012

7. Click any of the buttons

6.C NUMBER OF WORKING DAYS APFLIED FOR 6.0 COMMUTATION
1day/s

[:] Mot Requested
INCLUSIVE DATES

08/28/2024 08:00 AM - 08/28/2024 05:00 PM D Requested -

N

_~
iSi@re of Appljtant)

7. DETAILS OF ACTION ON APPLICATION

7.A CERTIFICATION OF LEAVE CREDITS
As of 09/13/2024 01:56 PM

7.8 RECOMMENDATION

[ For Approval
Vacation sick | ool | eto [ For Disapproval due to:
Leave Leave
Total Earned 14 8 3 3
Less this application 1 1] 0 0
Balance 13 8 3 3 —
e
- ~ -

/ MaRILGU F. favaim ROSALIOR. ILLO
Auministr}}me ornWo CHIEF EDU PERVISOR

7.0 DISAPPROVED DUE TO:

7.C APPROVED FOR:

days with pay

lo 1=

days without pay

others (Specify)

AUDIE S. BORRES
Assistant Schools Division Superintendent
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8. Once Approved, form 6 will be signed.

6.C NUMBER OF WORKING DAYS APPLIED FOR 5.0 COMMUTATIOMN

1day/s -
[] Not Requested

INCLUSIVE DATES —_—

08/28/2024 08:00 AM - 08/28/2024 05:00 PM D Requested

“

(Signature of Applicant)

7. DETAILS OF ACTION ON APPLICATION

7.A CERTIFICATION OF LEAVE CREDITS 7.6 RECOMMENDATION
As of 09/13/2024 02:02 PM

[: For Approval

Vacatien Sick SPL cTo E For Disapproval due to:
Leave Leave
Total Earned 14 ] 3 3
Less this application 1 4] (i} 0
Balance 13 8 3 3
- ~ g

/ MARILGU F. favATR ROSALIOR. ILLO
Adminisirffie Offidgr IV -HEMO CHIEF EDU PERVISOR

7.C APPROVED FOR: 7.D DISAPPROVED DUE TO!
1 days with pay
o days without pay

others (Specify)

N
/" Yupie s edrres

assiffant Schools Divisi:l1 Superintendent

Address: Fr. William F. Masterson Ave., Upper Balulang, Cagayan de Oro City
*| Mobile No: +63 975 6403 226 (Globe) | +63 951 1710 902 (Smart)
,f Email Address: cagayandeoro.city@deped.gov.ph





