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OlITLINE DOEUIIENT REOIIEST PILOT TESTIITG

To: Assistant Schools Division Superintenclent
CID and SGOD Chiefs
SDO Unit Heads
School Head of Munoz Nationai High School - Annex
School Head of L{unoz Centr:al School

In iine with the ultimate goal of the Schools Division Office of Science
City of Munoz to effectively deliver services to its clientele and engage in
total transformation to raise its level of services through Intormation and
Communications Technologr {ICT}, the piloi testing on the Online
Document Request shal1 be conducted on February 5 - 12,2O2l prior
to the division - wide implementation.

The ni'!ot testins shal! he nart'icinated hv the teachers and nersonnel of"* r*- "'*-r*""* -J
Murruz iiatit-rirai High Schut-ri Arrrrex and iviuiroz Ceirtral Sciiooi.

The Online Document Request Procedure is hereto attached as
n---1-^-.--^ trr- 1 f^.^ -.^f--.^--Lnciosure i\o. i ior i'elei'eiice puiiloses.

Plcasc hc cnridcd aer-nrdin<vlv

DArtTt G. PARIIISGAO, CESO 1rr
()1C - Schools Division Superintendent
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Enclosure No. I to Division &Iemor:aadr-rm Nc, 47 . s" 2021

Online Document Request Procedure
REQUESTAR {Sehool Perssnael / Teaehers}

1. Access the Online Document Request by ffping

hr.rxrqer therr nlinlz ,.Il.fpr, 
in the address trar of i/our

2. Enter the following details:
Valid e-mail aririress
Full name
Emplo-yee Number
P;*+L .l^+^UtI LIA UqLU

Name of School {choose from the Drop-Down List)
SDO Unit wirer-e document is requested

chcose frcrn the Drop-Dovi,n List:
Arlministrative Unit
Accuuniiiig Urrii
Cash Unit
School Health and Nutrition Unit

Click "Next"
T,rpe of docr:ment

State ihe type of documents
Click *Next"

Select the Preferred Method on how to secure the document:
Pick-up {if Lhe docuinent requires the o;lgir:ai signature of
the signatory , Pick-'-rp or rta email if e-signatnre is
accepie<i on ihe documeni requestedi

Administrative Unit
Cerlificate of empioSrrnent - Pick up onl-r,
Certifica-te of Discrepanc\, - Pick r-rp onll,
Change of i,{ame * Fick up oni-1,

Cert. of First day of Service - Pick up or via email
Service Record - Pick up or via email
Cert. Serwice Credit I I*'av-e Credit - Pick up or email
Certificate of L.ast Sa1ary F-eceived - Pick r-r-p only
Certifieaie oi Fio Fending Case - Pick up onl.v

Accouating Unit
Certificate of PhilHealth Contribution - Pick up only
Certificate of Provident l,aan Balances - Pick up only
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Cash Uait
ATM Entiorsemeni - Pick up oniy
Bonding Form - Pick up only

School Health and llutrition Unit
ivieriieai Certi{icate - Pick up or errraii

Click *Submii"

PR.OCESSOR {Admin Staff in-charge in the Administrative, Accounting, Cash
and School Health and Nutrition Units]

1. Access the spreadsheet via
2. Check the gpe of document requested by the requestor.
3. Process tire document.
4. Forward the document to the authorized signatory for verification and

signature.
Convert the riocument in PDF lormat and send to the requestor's email if
the request to secure the document is thru e-mail" Otherwise, release the
document thru the Records Section.
The processor of the document sha1l ensure that the spreadsheet is
monitored regularly to check for incoming requests.
Online document requesf- either {br pick - up or through email shall be
avaiiable rvithin three x'orking days depending on the type of document
-^^,, ^^+^-lrLquLoLLLi.
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