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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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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 
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Leave Applicant User Interface 

 

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

 

5. View leave Credit 
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6. Choose the type of leave you want to apply.  

 

7. Choose the Date 
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8. Click Submit 

 

9. Check the status and wait for it to be recommended by the Section head, 

validated by HR, and approved by the Approving Authority. 
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Recommending Officer User Interface 

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

 

5. Check the List of Pending Leave 
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6. Click the Action Icon to see Leave Details 

 

7. Click any of the buttons 
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8. Revert by going to https://hris.depedcdo.online/request/leave/recommend/ and click the revert button. 

 

Human Resource User Interface 

4. Click HR Button/leave/Status: Pending 

 

 

 

 

 

 

 

https://hris.depedcdo.online/request/leave/recommend/
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5. Check the List of Pending Leave to be validated 

 

6. Click the Action Icon to see Leave Details and Done Review 
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Approving Authority User Interface 

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

 

5. Check the List of Pending Leave for Approval 
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6. Click the Action Icon to see Leave Details 

7. Click any of the buttons 
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8. Once Approved, form 6 will be signed. 

 

 

 

 

 

 




