Republic of the Philippines
Department of Education
Cordillera Administrative Region

Schools Division Office
Rizal Ave. Pob. South, Lagawe, Ifugao

Office Memorandum
No. 3, s. 2016

To: All SDO Employees

From: GERALDINE B. GAWI, Ed.D.
OIC-Assistant Schools Division Superintendent

Subject: Submission of DepEd Email Address, RPSU-Issue Employee Number,
and Leave Balance to the ICT Unit for Consolidation

Date: July 7, 2016

1. A memorandum from the Central Office, see attachment, is requiring all Schools
Division Office employees to submit individual DepEd Email Address and
individual RPSU-issue employee number.

2. Refer to the Personnel Unit for clarifications on RPSU-issue employee number.
Visit ICT Unit on application for a DepEd email address or type the following at
the URL: http:/ /www.depedcarifugao.com/apply-for-deped-email

3. Personnel in charge of leave credits must accomplish the required template (see
second page of attachment) then submit to the ICT Unit for consolidation.

4. Deadline of submission to the ICT Unit of all required data is July 25.

5. Dissemination and strict compliance of this memorandum are desired.

Division Web Site: depedcarifugao.com
Facebook page: Depedifugao
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Republic of the Philippines

Bepartment of Education

INFORMATION AND COMMUNICATIONS TECHNOLOGY SERVICE
Pasig City, Philippines

MEMORANDUM

To : Regional Directors
Assistant Regional Directors
Schools Division Superintendents
Assistant Schools Division Superintendent
Administrative Division in the RO and DO
All personnel in the RO Proper and DO Proper

“ 2 Jag Jrore
From DAL. YUVIENCO

Director IV 7&

Subject : Change and align the current biometric id number with the employee/personnel
number (E/PN) of the personnel in the Region and School Division Office Proper
and update leave balances.

Date : June 24, 2016

in preparation for the implementation of the eHRIS ePDS updating and Time and Attendance Monitoring
System (TAMS) in the Regional Office Proper (ROP) and School Division Office Proper (SDOP), the ROPs
and SDOPs are expect to do the following pre-implementation activities:

1. ROPs and SDOPs using biometrics machine to capture personnel attendance data are instructed to
change their current biometrics machine ID to the corresponding employee number issued by the
Regional Payroll Service Unit (RPSU). Regions V, IX, Xl and CAR whose employee numbers were issued
by the Central Office are instructed to use those numbers to ensure that there is no duplicate
employee/personnel number (E/PN) in the eHRIS.

2. SDOPs are also expected to fill out separate User Account Creation Form (UACF) of all
permanent employees and DepEd-paid Job Orders (JO). The UACF can be downloaded from
http://tinyurl.com/eHRIS-UACF
DHRMOs must ensure the following:

a. that all SDOP permanent personnel must have a valid official DepEd email address,
while the JOs must have a valid Google mail emaif address; and

b. that all SDOP permanent personnel have an RPSU-issue employee number; while JOs
must have a CO-issued peksonnel number. '

c. that both filled out UACF is submitted on or before July 30, 2016. ..




3. ROPs and SD@PS 4¥e-alss requested to start updating their personnel’s leave balances. The
baseline data that will be inputted into eHRIS will be as of June 2016 to be submitted on or
before July 30, 2016. Please refer to the template below. Please use Microsoft Excel to prepare

this report. _
Employee Last First Sick | Vacation | Forced | Compensatory Special
Number | Name | Name | Leave | Lleave Leave Time Off Privilege Leave

NOTE* Please do not add any more column/s.

4. All submissions must be sent to icts.usd@deg‘ed.gov.gh subject: SDOP UACF and Leave
Balance. Please also attach a scanned copy of the letter of submission signed by the Schools
Division Superintendent or the Officer-In-Charge.

5. Forinquiries, clarifications and assistance, please contact the ICT Service — User Support Division
at (02) 636 4878 or email us at icts.usd@deped.gov.ph subject: eHRIS assist.

Republic of the Philippine
DEPARTMENT OF EDUCATION
CORDILLERA ADMINISTRATIVE REGION
Wangal La Trinidad, Benguet

Memorandum July 4,2016

To: Schools Division Superintendents
All Divisions

For information and compliance.

Chief Administrative Officer
Administrative Division
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