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PILO? RETTSTMG OF THt OlrtIUE DOCUIIEET RESUEST

To: Assistant Schools Division Superintendent
a\IT\ _ =^ -J e\ /-\ /1T\ fa1- j -f=L/iiJ aa"lrii \l\-i LrlJ \r'.rirGrb

SDO tlnit Heads
School Head of Munoz National High School - Annex
School Head of llunoz Centrnl *Qch+al

In line with the uitimate goal of the Schools Division Office of Science
Cifv of Munoz to effectivel3. deliver services to its clientele and engage in
total transtbrmatron to raise its level of services through lnibrmatron and
Communications Technolog, {ICT}, the pilot retesting on the Online
Document Reouest shall be condu-cterl

'lhe initial testing of the Uniine Documents Request iast February 5-12
gained posiiive feeciback from ihe iargeied ciienieie. Hence, the piiot
retesting shall be conducted on February 15-19, 2A2l to address issues
and suggestions that wiil arise prior to its division wide
implementation.

The pilot retesting shall be participated agaln bJ, the teachers and
personilei of iviunr-rz Nationai Higir Sehooi Anirex and iviunoz Ceir'u=ai
School.

The updated Onliire Docuirreirt Requesi Pi'ocedure is hei'eto attached as
Enclosur e No. 1 for reference pu!-poses.

Piease be guided accordingiy.
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Enclosr-rre No. 1 tc) Di-!.ision ly[emcra,nduu Na. I , s. 2021

Online Document Request Procedure
RSQU€ST9E {S€h€cl Pe*ss*ael / Te*e*er4

1. Access the Online Document Request by typing
https://!inyuri.corn/SCMOrrlineD-ocRequestForrT in the address bar of your
bror,r,s€r then click "En{ef

Enter the following details:

Valicl e-mail address (deped email oniy)

Er-,11 - ^*oI Ulr tlallrL

Emplovee Number

Di-+L l^+^UU LIl. LIALC

Name nf Sehnnl {ehonse frnrn fhe Drnn-l)orvn T-iefl-' \--'
Select SDO Functional Division where document is requested

2.L Curriculum Implementation Division {for improvement}

2.2 School Go.:ernance and Operations Dir.ision

Select the Unit where Document is Requested:

(choose from the Drop-Dorvn List)

School Health and trlutrition Unit (Click "Next"]

Select the type of dacument

iviedicai Ceri.ificaie iFick up Llr"errraiii

Enter the Purpose

Seiect ihe Freierred fuiethoti on horv io secure the document:
Pick-up (if the document requires the original
signature of the signatory, Pick-up or via emarl rf e-
sigiiature is accepied on the ducurren'r reques'ued)

Click "submit"

Office of the Scho*ls Division Superintendent

Select the Unit where Document is Requested:

2.3

tSl

-l



choose from the Drop-Dolln List:

Administrative Unit {Ciick "Next"}

Select the type of Document
Ceriificaie of emplo1,rmeni - Pick up oniy
Certificate of Discrepancy - Pick r,rp only
Change of i.[ame * Fick up only
Cert. of First day of Service * Pick up or via emaii
Service Record - Pick up or via ernail
Cert. Ser-vice Credit i Leave Creriit - Pick up or einaii
Certi{icate of Last Sa1ary R-eceived - Pick up onl1,
Ceriificate oi i,io Fending Case - Fick up oniy

E=ter the Purpe=e

Seleci the Prefer:red Niethod on how to secure the document:
Pick-r-ip {tr the docr-rment req:-rires the original
signature of ihe signaiory, Fick-up or via emaii if e-
signature is accepted on the document requested)

Click "submit"

Aeeountins lJnit (click next)

Select the type of Document

Certi{icate of PhilHeaith Contribution - pick up only
Certificate of Proyident l,oan Balances - pick up only

Enter the Purpose

Select the Preferred Methr:d on how to secure the document:
Pick-up {if the document requires the original
signature cf the signatcry,, Pick-up or .,,ia email if e-
signature is accepted on the document requested)

Ciick "sul;riiiL"

Cash Unit

Select the type of Document
A t rvl unoorsement - utct{ up oniy
Bonding Foi:a * Prck up cn15,-

Enter the F-rr-pose

Select the Preferred Methad on haw to secure the document:
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Pick-r-rp {if the dccument requires the or:iginai
signaiure of the signatory, Fick-up or via emaii ii e-

signature is accepted on the document requested)
Click "submit"

PROCE=qSAR {Adinin Staffin-charge iq the Adnainistratir..e, Acc+:-rnting, Cash

and School Health and Nutrition Units)

1. Access the spreadsheet via
2. Check the type of document requested by the requestor.
3. Process the documeni.
4. Fonvard the document to the authorized signatory for veri{ication and

signature.
Convert the iiocument in PDF lbrmat anci send to the requestor's email rf
the request to secure the dacument is thru e-mail. Otherw-ise, release the
r{ocrlnr:ent thrr"r the Recor:ds Sectian.
The processor of the document shall ensure that the spreadsheet is
monitored regularly (twice a day - I AM and 3 PM) to check for incoming
reqr_rests.

Online document request either for pick - up CIr through email shall be

available ';viil:ln ihree ricrkin-g da;'s dep*:*in6 c* the ir'pe c{ dccurnent
requested.

5.

6.

s').,

/


