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DehED

Standardized School Information System

l. Getting Started
A. Starting the system

The School Information System is invoked by typing
http://121.58.236.68/sis_demo/login.php in the browser.

Refer to the screen below.

%) Gaogle - Mozilla Firefox

Flle Edt View History Bookmarks Tools Help

@ - o) hittp {12156, 236.68)sis_demoflogin, php| 3 - |- J:
|21 Most visted (@) Getting Started @) Stickshot | Armor Gam... | Laest H local sis_dema B3 Facebook (1) | | adizsis_symfony | || http://121.58.236.68 \j"@e »
| *B Google - 5 — > =

Web Images WVideos Maps Mews Shopping  Gmail  mare - Signin %

Google

Advanced search
Languags todls

Google Search I'm Feeling Lucky ‘

Advertising Programs Buginess Solutions  About Google Go to Google Philippines

@201 - Privacy
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TEPARTHENT [ OF FIBUCATION

B. Log-in to the system
Anyone can view data in SIS, but users are given certain right in the
maintenance of the database. The system detects the current user's
level and will ask user to log-in to update table data

To start encoding in the system, you are required to log-in.

Refer to the screen below.

S [S School Information System

Home | ot

Member's Login

Usemame:

Fasamord:

Forgot Pasaword?

Home | About Us | Begister | Login | Contact
Terms of Use | Privacy Policy

@0epartment of Education 2010

Enter your USERNAME.
Enter your PASSWORD.

Then click on the Sign In button.

S [S School Information System

Horme | it

Member's Login

Username:
uzernane
Fasaword:

orgot P asaword?

Home | About Us | Begister | Login | Contact
Terms of Use | Privacy Palicy

@bepatment of Education 2040
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If a wrong username or password is entered, Access Denied error
message will appear on the screen.

Re-type the correct username and password.

C. Log-out from the system

To log-out, click on the Logout button.

Current Uzer : Rodel Sulsona

OI- EDUCATION

DEPARTMENT

School Information System

D. Choosing a Module
SIS Modules are displayed on the upper part of the SIS Main Screen.
To choose a Module, move the cursor and click the left button of the

mouse over a selected module. List of sub-modules will be displayed on
the left side of the screen.

Refer to the screen on the next page.
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TEPARTHENT [ OF FIBUCATION

SIS school intormation System

Standardized School Information System

Rodel Sulsona

A single click on the sub-module selects it and proceeds to the
maintenance screen.

SIS school intormation System

Enr

Student List

Rodel Sulsona

Search: |

Search Figld Reion Division

District

Schaool

Status School Year Les

[Selact Field 1+ | &ll Region | All Division | Al Distict ~ | &ll School

~ | Al Status » [ (S 2011 - 2012 ([ ¢

~

[ Edit | Delete  Print | Print 1D Dre Transfer Studert Frirt Rej List &1l
0! studentin Hame Gender Age School GradeVear Level Section Status
Wutticyade Section
[]  108437-2010-2 aa sass Male 19 Bubiukal ES Grace 1 Lt mf SECEn proppea
&babon , DG Bernardo Carpia Mational
|:| 304345-2011-250 e Female 12 High School Year 1 Rubry Enrolled
O s04sasz011qp cRele.fothehe o, 4 Dermarda Carpio National vear 1 Gamet Enrolled L
Lucas High School
Abella, Leah Fe Bernardo Carpio Mational
[0 304345-2011-66 Flores Female 13 High Schosl Year 1 Ruby Enrolled
Abellans "
[  304345-2011-229 Yanessa Delos Female 13 Bernardo Carpin Natianal ear1 Coral Enrolled
High School
Santos
Abreu , Dennis .
[] 304345-2011-115 Lawrence Male g CEECREEERLLIR vear 1 Garnet Enrolled
High School
Lurmimksay
&buyot | Judy i
[ S04345.2011.1 20 SRurot udy Femalz 14 Bernardo Carpin Natianal vear Amethyst Enrolled v

[
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E. Quitting the system
To properly exit from the system, Click on the LOGOUT button.
Click on the @ button from the browser.
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Common File Maintenance Procedures

A. The File Maintenance Screen

When working with File Maintenance, you can add, edit, view and delete a
record. Also, you are allowed to go to the top record, previous record, next

record, bottom record in the database maintained by the system.

Student List

Search :
Search Field Status Term Level Section

SelectField [+] All Status [~ (SY2010-2011) [+] Select. [+] Gumamela [~]

[Action E] AddNew FEdit Delete Print Drop Student AddGrade PrintiD
(&l Hame Grade School Year Level Section School Year Status
= Sulsona Rodel
= 1.94 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Promoted
Evangelista
o O A 407 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Dropped
] M 387 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Dropped
Maghirang
[C] Borlaza Rocky. Diez 418 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Enrolled
] B 384 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Dropped
Maghirang
Yergel Analee. 397 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Dropped
Pedraja
[  CoplosoRalp 448 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Promoted
Jeremy. Ewan
] Calahatian Nicco 432 Bubukal Elemantary School Grade 1 Gumamela 2010 - 2011 Enrolled
Roy. Aywan
[ Ambocio Ron 3.36 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Enrolled
Lester. Ewandin
[ Calatiataniicco 475 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Enrolled
Roy. Aywan
=Previous 1 MNext >
1-100f10
Figure shows a sample List screen.
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B. Common Command Options

1. Add New Record

Also known as "Append", this option enables the user to create a
new record in the database file.

To add a record:

a. Click on the button using the left button of your
mouse once.
Student List
Search :
Search Field Status Term Level Section

SelectField [+] All Status [+] (5Y2010-2011) [+] Select. [+] Gumamela [~]

[Action E] AddNew FEdit Delete Print Drop Student Add Grade PrintiD
(&l Name Gra¥ School Year Level Section School Year Status
= Sulsona Rodel
= 194 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Promoted
Evangelista
L O A 407 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Dropped
] M 387 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Dropped
Maghirang
[C] Borlaza Rocky. Diez 418 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Enrolled
] R 384 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Dropped
Maghirang
(] e 397 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Dropped
Pedraja
[  CoplosoRalp 448 Bubukal Elementary Schoal Grade 1 Gumamela 2010 - 2011 Promoted
Jeremy. Ewan
] Calahatian Nicco 432 Bubukal Elemantary School Grade 1 Gumamela 2010 - 2011 Enrolled
Roy. Aywan
[ Ambocio Ron 336 Bubukal Elementary School Grade 1 Gumamela 2010 - 2011 Enrolled
Lester. Ewandin
[ Calahdtian Nioco 475 Bubukal Elementary Schaol Grade 1 Gumamela 2010 - 2011 Enrolled
Roy. Aywan
=Previous 1 MNext >
1-100f10
b. Data Entry Screen will appear.
C. Type all the necessary data in the appropriate fields.
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New Student

First Name:
Last Name:
Middle Name:
Birthday:
Gender: Male [+]
Religion: Catholic  [~]
Civil Status: Single  [x]
Nationality: US - AMERICAN [ |
Contact No.:

Details
School Term: 2010 - 2011
Grade Level: Select. [v|
Section: Select. [=]

LEVEN  Cancel

Home Street Address :
Region:

Province:

Municipality:
Barangay:

School:

Photo:

Guardian Name:

Guardian Contact No.:

Sample Data Entry Screen

d.

Click on the Save button

Region 4A [~ |
LAGUNA  [+]

SANTA CRUZ (Capital) [+

Select. |Z|
Bubukal Elementary School
Browse_

2 save the record.

NOTE:

The cursor automatically advances to the next data entry
field upon reaching the maximum numbers of characters
allowed otherwise press . <Enter> or <Tab> to move to the

next field.

Press Back button@ of the brower anytime to exit data

entry without saving.

To edit entries, press <BkSp> to delete the character to the
left of the cursor. Press <Del> to erase the character in the

cursor position.

User Guide
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2. Edit

The “Edit” mode follows the same procedure as that of the “add”
mode. Only this time, instead of creating a new record, it is
assumed that a record has been previously made. This is often
used when users will make changes on the previously encoded
data.

To edit a record:

a. Locate first the data you would like to edit.

b. Click on the check box to select a record.

C. Click the Edit button using the left button of your mouse
once.

Office Type List

Search: All Keys hd

] Office T Code Office Type Name Office TYpe Description
vl OFFTYPEZ District Office District Office
D\ OFFTYPE3 Division Office Division Office

«Previous 1 hext =

1-20f2

Edit Screen will then appear.

Update Office Type

Office Type Code : OFFTYPEZ
Office Type Mame : District Office

Qfﬂce Type Description Diistrict Offi ce

I cancel

Sample Edit screen

d. Move the cursor to the field you want to edit.
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e. Do the necessary changes, then press the Save button
to save the changes.

NOTE:

. File maintenance would not allow key fields to be edited.

. The cursor automatically advances to the next data entry field upon
reaching the maximum number of character allowed otherwise

press J <Enter> or <Tab> to move to the next field.

. Press Back button@ to exit editing.

. Press <Ins> to toggle between insert and overtype mode for easier
editing.
3. Save

After every record encoded, the user must save his/her work. This
saved information will then add to the database of the system.

To save a record:

a. Click the Save button once after every record
was inputted.

b. To add another record after saving the first one, click the
Add New button again.
4, Delete
This button is seldom used. It will delete the entire record and
there is no way to recover the information. So be very cautious in

using this key.

Delete asks for confirmation before deletion. A confirmed deletion
cannot be undone.
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To delete a record:

a. Locate the record you want to delete.

b. Click on the check box to select a record.

C. Click the Delete button using the left button of your mouse
once.

Office Type List

Search: All Kews hd

w

F] Office Type Code Office Type Name Office TYpe Description
v OFFTYPEZ District Office District Office
D\ OFFTYPE3 Division Office Division Office

«Previous 1 hext =

1-20f2

d. Successfully Deleted message will be displayed on the
screen.
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5. View

View gives more details about the record in a vertical layout.

To view a record:
a. Locate the record you want to view.

b. Click the record using the left button of your mouse once.

Office Type List

Search: Al Keys hd

:

[F] Office Type Code Office Type Name Office TYpe Description
v QFFTYFEZ District Office District Office

i QOFFTYFE3 Division Office Division Office

=Previous 1 Next =

1-20t2

A similar screen shown below will be displayed.

View Office Type Properties

Office Type Code OFFTYPE:
Office Type Mame Division Office
Office Type Description : Division Office

Edit | Delete | List

Sample View Screen.
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View using Scroll Bars for Wide Tables

There are tables with many columns that will not fit in one screen
width. Among these are the Schools Profiles, the Personnel
Profiles and the Training Sponsors Profiles. Care has been taken
to ensure that the more important columns are placed closer to the
left that is before the Actions column to ensure that these are
immediately available without the need to panning to the right side.
Should the need still arise, horizontal and vertical scroll bars near
the foot of the page and the right side of the screen are provided
for user screen navigation. The column titles are likewise
repeated at the bottom for convenience and the paging options
repeated at the top of the table.

Sample screen with Scroll Bars is shown.

S |5 Schoaol Information System

oups B Accounts | Reference Library | Logout

* Home =

Ll | Region List

Search: ‘ ‘ |AII Keys e

REFERENCE
LIBRARY
* L
* O Region Code Region Name
* -~ O Region 3 Central Luzon
CE
ational Capital Region
L (i MNCR IHatl | Capital Regi
. O Redion 4 CALABARZON
(i Region 48 MIMARCPA
.
[} Redion & iestern Visayas
* Fl Renion g Bicol Region
ffice O Redion 7 Central Visayas
U (] Redion 8 Eastern visayas

.
[

E= Y

Sample Screen with Scroll Bars

In order to minimize scroll bar navigation, user can decrease the
font size to fit more lines and columns on screen. This is
accomplished by pressing the decrease text size shortcuts of your
browser. These keys are [Ctrl] + [-] to decrease, [Ctrl] + [+] to
increase and [Ctrl] + [0] to return to the default font size.
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OPERATING SIS AS AN ADMINISTRATOR

To properly update records in the Student Information System, the System
Administrator must first update and encode reference records that the school needs to
build-up as a process of initializing the system. The reference tables are needed to
serve as validation and for easy encoding of transactions.

A. Updating the Reference Tables

1. The Administrator must log-in to SIS.

Please refer to the procedure in the Log-in to the System of the Getting
Started.

Log-in using the Administrator user name and password.

2. Upon successful entry to the system, click on the Reference Library
Menu.

it User . Rodel Sulsona

JED

OF EDUCATION

— DQ\I

DEPARTMENT

School Information System

User Guide Page 18
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1 Wor mecanon

A similar screen shown below will be displayed. Default listing in this case
is the List of Schools.

SIS [E2hout nformation Sytern DepED

Enroliment | nt | Pe auipment Inventory | Gro punts | Reference Library | Logout Current User : Rodel Sulsona

SIS National
0

Search Field : Curticular Class Region Division : District
| Al Keys | Select.. ~ | AllRegion % | &l Division | &l District %
REFERENCE LIBRARY
[Tl List &0
* School Data
School = _ L
El D School Hame School Short Hame Region Division District
D 116917 Alforso Damondaywon ES) nfa Region 6 Megros Occiderntal Calatraws Il
llagan Sports HS (IMHS - Alibaou 3
O ao0543 e nia Feegion 2 Isahela
D 105721 dunior Campo PS( nfa Redion 3 Mueva Ecija San Jose City West
Leonor M. Bautista NHE (Former
[ 308808 Gen. Tinio MHS Annex-Pias Campus nfa Region 3 Mueva Ecija
Anne:
Mamansual Abdul MNHS (Palimbang ;
D 304612 \eraan HS Annex nfa Region 12 Sultan Kucarat
El 136566 15th Awenue ES| nfa MCR Guezon City School District X
D 132892 3K ES nfa CARAGH Surigao del Sur Taghina
[0 133504 I7Th P ESi nia AR Lanao del Sur - B Tarakall
[0 122748 A-et ES) nia Redgion & Eastern Samar Sulat
_Acubiza Yap ESP nfa egion legros Cccidentsl ictorias
O 117438 A Aculta Yap ES) i Re [ I Ccoidental Wict |
<Previgus12 24566 7 £ 0 10 Next> Endo>
* Personnel 1o D e
» Teacher =
3. Choose the reference table you want to update from the list found on the

left side of the screen.
The reference tables are classified as follows:

e School Data
- School Reference
- Subject Reference
- Programs Offered
- Student Achievement
- Potential and Difficulties
- Means of Transportation (for Students)
- Reasons for Dropping
- Ancillary Services
- Religion
- Curriculum Offering
- Indigenous Group
- Guardian Relation

e DepEd
- Division
- District
- Type of Office
- Type of School

User Guide Page 19
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1 Wor mecanon

e Personnel
- Teacher Specialization
- Personnel Position
- Employment Status
- Personnel Employment Type
- Salary Table
- Plantilla
- Local Fund Available

e Address Related Data
- Region Reference
- Province Reference
- City/Municipality Reference
- Barangay Reference
- Sitio Reference

e Facility
- Facility Type
- Facility Usage
- Facility Status

e Equipment
- Equipment Category
- Equipment Type
- Equipment Status

B. Adding Records to the Reference Tables

1. Once you have chosen a reference table from the list found on the left
side of the screen, then you can add a record.

2. As an example, we add a record to Programs Offered. Click the Programs
Offered.

SIS SRR DepED

Enrollment | LTI iy : | Reference Library | Logout Current User : Rodel Sulsona

SIS National

Search Field : Curticular Class Rejion : Division : District
| All Keys | Select.. + | AllRegion | All Division % | All District

REFERENCE LIBRARY

[Tl List &0
* School Data

* School ) S School Hame School Short Hame Region Division District
Reference o

D 11897 Alfonso Damondayvon ES nfa Region & Megros Occidents! Calatrava ll

llagan Sports HS (IMHS - Albsdu
300545 Arnex

105721 Junior Campo PS( nfa Region 3 Muewva Eciia San Jose City West

Leanar M. Bautista NHS (Former
306308 Gen. Tinio NHS &nnex-Pias Campus nia Region 3 hueva Ecija
Annes
Mamansual Ahdul MMHS (Palimbancg
04612 Kraan HS Annex

136566 15th Avenue EZ nia MNCR: Guezon City School District X4

nfa Redjion 2 Izabela

nfa Region 12 Sultan Kudarat

132892 3 K ES| nfa CARLGA, Sutiggan del Sur Taghina
133504 TTTh PC EST nfa ARMM Lanao del Sur - 1B Tarakall
122746 A-et B3 nfa Fegion & Eastern Samar Sulat
117436 A Acubre Map EST nfa Region & Megros Occidental Victorias |

User Guide Page 20

>



Y
DQTJED Standardized School Information System

TEPARTHENT [ OF FIBUCATION

The next screen will appear.

1>

SIS school Information System Dﬂi]ED
oLt (a]

Enrolimert | ot |

ourts | Reference Library | Locout Current User : Rodel Sulsona
S|
Program Offered List

REFERENCE LIBRARY

° LD SeachProgam:[  |JEEED

[ v | een ] ouas | e JJESVRD

[F1 Program Description

| Balanced Reading Program Remedial and Enrichment activitiss ||

O Medical Services Medical Services

El Open High School Open High School Program under DORP

D Qpen High School (OHS) alternative delivery mode for high school

O Sports. Sports

<Previous 1 Next >
1-50f5

To add a new record:
a. Click on the [EEIEE button using the left button of your mouse once.
b. Type all the necessary data in the appropriate fields.
C. Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.

d. Do same procedure to other reference tables.
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C. Adding Personnel Records of Assigned Users

Users of SIS must be entered first in the Personnel Module before creating users
account.

From the Main Menu, click on the Personnel Management Module,

SIS encol ifermaion System DepED

Enroliment | £l al Invertory Quipmel y | Eeference Library | Logout Current User : Rodel Sulsona

DEPARTMENT |§ OF EDUCATION

School Information System

List of Personnel will be displayed on the screen.

SIS |setool Information System DQ*IED

Entoliment | et | Personnel | Pl i 0 LIS WEntary = teterence y | Logout Current User : Rodel Sulsona

* Home >

Natis

-~
Personnel
Personnel
IREDEREmEn Search: |
'ersonnel
Search Field Region : Division : District : School Position Type Employment Type E;Z
[ w | &l Region ~ [ All Division + [ All District v | &l Sehool w | &l Type | All Type |4
Action v [l List &0
il Hame Region Division District School Position Zaibied
- Redien — = Type
Abalsien, Josefa
|:| Shalsien, Jossts MNCR Guezon City School District X Lagro ES Master Teacher 1 DepEd Hired
Bacayoay
[ Abloo, Monabelle Region 1 Vigan City llocos Sur NHS Master Teacher 2 DepEd Hired
Abrera, Annalyn
|:| Lopex MNCR Guezon City Lagro HS Teacher 1 DepEd Hired
ABREL, CHARITCO
|:| BANTA MNCR: Guezon City Movaliches HS Teacher 1 =
D Acabo, Roy B Region & Megros Occidertal Ny 1 liogy ES Master Teacher 1 DepEd Hired
|:| Acain, Cecilia Borjs MNCR: Guezon City School District ¥ Laoro ES Teacher 3 DepEd Hired
D escainpsdo, Nimfa MNCR Guezon City School District X Lagro ES Teacher 1 DepEd Hired
Bongzlos
ACEANG . 2 Rosa L. Susano -
¥ MLAGROS A MNCR Guezon City School District X Novaliches ES Teacher 1 DepEd Hired ~
< | >
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To add a new record:

a. Click on the button using the left button of your mouse once.

b. Type all the necessary data in the appropriate fields. You may also select
a data if a list of valid codes is provided in the data entry.

c. Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.

D. Creating an Account for the Users

Once the users information are entered in the Personnel Management Module, a
users account must be created

From the Main Menu, click on the Groups and Accounts Module,

SIS 'school in

Current Uzer : Rodel Sulzona

Enroliment | =i hary quipment Invertory | Groups & Accounts | Reference Library | Locout

= Def PED

DEPARTMENT |N OF EDUCATION

School Information System

List of Groups identified by the National Level will be displayed on the screen.

Remember:
No need for each school to add a new group. Adding of new group will be
done by the National Level Administrator.

User Guide Page 23

>

[E4



Q
DQTJED Standardized School Information System

TEPARTHENT [ OF FIBUCATION

Click on the Accounts Module to add the users account.

=
SIS scnool information system

Enroliment | Student el | P | Inventory | Eguipment Inventory | Groups & Accounts | Reference Library | Logout
108437 -
Bubukal ES

User Groups
Groups and Search: ‘
Accounts

= Groups
=T N Listau
h User Group Level Region Division District Schaool
[J Schoal Administrator School Mational Mational R1E8 Mational
=Previous 1 Next =
1-10of1

|w
&

List of users will be displayed on the screen.

[

SIS school information system DeﬁED

Enrolinent | Studert | | | Exuipient Inventory | Groups & Accounts | Refersnce Library | Losout Current User : Rodel Sulsona

) * Home >
SIS National

>

Accounts

Search: ‘
Region Divigion : District Schoal :
|l Region | &ll Division » | Al Distict » | Al 5chool v

Delete R

D Hame User Group Level Region Division District School
1 School ¢ ¢ 2
[] Marceling ¢ Cabana Bl School Region 11 Davao City Mating C. Matiano ES
School
D Melma Lyn R Barniia Administrator School Region 11 Davao City Mational Bernardo Carpio Mational High School B
D Sample Lang Teacher i‘;:‘nowﬁi‘mratnr School Region & lloilo Mational Daga-Barasan NHS
[ IRENE MELAD SIBAL Personnel Sehaol NCR Guezan City SC“DDI‘XD'W'“ Rosa L. Susano - Moveliches ES
D Juan Masipag del Cruz i:?n?ﬁi‘ﬁraiw School MNCR Guezon City Schm\l,lﬁimim Placido del Mundo ES
School
D Ria Charo Escano Roderos Administrator School Region 5 Legaspi Cty  Albay I District Taysan Reseftlement Integratedd School ||
To add a new record:
a. Click onthe [EZEEEE button using the left button of your mouse once.
b. Type all the necessary data in the appropriate fields. You may also select

a data if a list of valid codes is provided in the data entry.

C. Click on the button to save the record.
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You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.
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DEPARTMENT [ OF FIRCCATION

OPERATING SIS AS A USER

After creating the users accounts, the user can now update the SIS. Sequence of
encoding to be done by the user will be discussed on this part.

A. Logging-in to the sytem

1. The user must log-in to SIS.

Please refer to the procedure in the Log-in to the System of the Getting
Started.

Log-in using the assigned username and password.

B. Updating School Profile

After successful entry to the system, your school information will be displayed on
the screen.

£

SIS school information System in'ED

Enroliment | = UIRIMED wentary | Grou urts | Reference Library | Logout Current User : Rodel Sulsona

[~ Basic Sehool Informati

Schoed Profile Management

School D [1D&az7 |

Sohool Name [Bubukal £3 |

School Short Name [nia |

School Code [BES ]

Previnus Name [Talinokal |

School Heard [Rodel E. Sulzona |

School Head Position |Principa| | ‘ 1
Registrar |Lurmatel Altamirana ‘

Registrar Position |\/ncatmna\ School Administrator | ‘

Strest address EE;USn\:n Yakal Brgy. Labuin Sta. Cruz,

Tip Carte 4009 |

Region [CALABARZON |

Division |Laguna ‘ ) |
Curricular Class \Imegrated - Elem & Sec

Curricular Sub Class |

Secondary Co Sub Class  [Regular School

Funding ‘Nallunal

|
|
|
|
Clazs Organization ‘ |
|
|
|
|
|

Site Crwmership ‘DepED Furchased
Proof of Cwnership frcr
Ovenership [ssus ‘Presence of legal occupants
Land Area [10000000
Topography ‘Flal
Edit Entries

4]
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Standardized School Information System

To edit the school record:

a. Click on the EditEntries  button using the left button of your mouse
once.

b. Type all the necessary data that needs to be changed in the appropriate
fields. You may also select a data if a list of valid codes is provided in the
data entry.

C. Click on the button to save the record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on edit option.

B. Updating School Personnel

After updating the school profile, school personnel profile must be updated next.

From the Main Menu, click on the Personnel Management Module,

SIS school information system

Current User : Rodel Sulsona

Enroliment | Stude wnts | Reference Library | Logout

£

i~ Basic School Infor

ati

School Profile Management

Registrar

Registrar Posttion

Street Address

Telephone Mo.

List of Personnel will be displayed on the screen.

|Cormatet Altamirang

|Vncatmna\ School Administrator |

Schonl D [1D&a37 |
Sohool Name [Bubukal £5 |
Schonl Short Hame: [nia |
Sehool Code [BES ]
Previnus Name [Talinokal |
School Heard [Rodel E. Sulsona |
School Head Position |Principa| | ‘

|

|

081 Sitio Yakal Brgy. Labuin Sta. Cruz,
Laguna

£in Corle [4009 |
Region [CALABARION |
Division |Laguna ‘
Disrict [Zanta Cruz |

|
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S IS School Information System

Enrallment | nt | Personnel | CUipimE ventory | Grou counts | Reference Library | Logout Current User : Rodel Sulsona

* Home >

SIS National

-
Personnel 1
Personnel
Management Search: | |
Search Figld Region : Division : District : School Position Type Employment Type :E;:
[0 | &l Region ~ | All Division ~ | &1l District | 4l School | &l Type | &l Type A
dd New  Edit | Mow Print RSN
_ o L - Employment
l Hame Region Division District School Position o
|:| &‘g‘a‘w MNCR: Guezon City School District ¥ Lagro ES Master Teacher 1 DepEd Hired
acayCay
|:| Ablog, Monabele Region 1 Wicgan City lozos Sur MHS Master Teacher 2 DepEd Hired
Abrera, Annalyn "
D Loper MNCR GQuezon City Lagro HS Teacher 1 DepEd Hired
|:| %W MNCR GQuezon City MNoevaliches HS Teacher 1 =]
|:| Acaho, Roy B Region 6 Megros Occidertal Ty 1 llog ES Master Teacher 1 DepEd Hired
|:| Acain, Cecilia Borja MNCR GQuezon City School District X Lagro ES Teacher 3 DepEd Hired
Acampada, Mimfa
|:| Bongalos MNCR Guezon City School District X Lagro ES Teacher 1 DepEd Hired
ACBAMNG R L. S -
|:| MLAGROS A& MNCR: Guezon City School District 4 ;Suial\chl;ssﬂgsu Teacher 1 DepEd Hired ~
< | >
To add a new record:
a. Click onthe [EEEEE button using the left button of your mouse once.
b. Type all the necessary data in the appropriate fields. You may also select

a data if a list of valid codes is provided in the data entry.

C. Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.
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C. Creating Physical Facilities

After updating the Personnel data, Physical Facilites profile must be updated
next.

From the Main Menu, click on the Physical Inventory Module,

~
SIS school information System DﬂﬁED
Enroliment | | Be 2l | Pk Al & Reference Ll LI Current User : Rodel Sulsona
* Home >
108437 - Bubukal ES —
—Basic School Informati A
School Profile
Management.
Schonl D [1D&a37 |
Sohool Neme [Bubukal E5 |
Schoal Shert Heme [va |
Sohool Code [BES |
Previous Mame Talinokal
School Head Fodel E. Sulsona
School Head Position Principal | 1
Registrar |Lurmatet Altarnirano ‘
Registrar Position |\/'ncatmna\ School Administrator | ‘
Street Address 081 Sitio Yakal Brgy. Labuin Sta. Cruz,
Laguna
Zip Code 2009 |
Region [CALABARZION |
Division |Laguna ‘ 1
District |Sanla Cruz ‘
Telephone Mo. | ‘
b R
List of Physical Resouces will be displayed on the screen.
~
DepED
Current User : Rodel Sulsona
Physical Resources on Bubukal ES (SY 2010 - 2011)
Search: | |
Search Field Schoal Year Type Usage Status
| Al Keys w57 2010- 2011 )+ [ A Type + | &l Usage ~ | &l Status v
pd New_Edit
O Facility Status Building Hame Facility lame Description Facil
|:| Available Buileling 1 Rooim 3 try building
|:| Available Buileling 1 Room 12 try bauilding 1,
| Available Builefing 1 Rootn 2k try bildding 2
|| Available Buileling 1 Room 1k try bauilding
| Available Buileling 1 Room 22 try bauilding
O Available aaE oo an 40 |
<Previous1 Hext > )
16016 b4l
i) 2
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To add a new record:

a. Click on the A button using the left button of your mouse once.

b. Type all the necessary data in the appropriate fields. You may also select
a data if a list of valid codes is provided in the data entry.

C. Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.

D. Creating Grades Offered

After updating the Physical Facilites data, Grades Offered by the school must be
updated next.

From the Main Menu, click on the Student Module,

SIS school information system

Current User : Rodel Sulsona

Enroliment | Stude wnts | Reference Library | Logout

i~ Basic Sehool Informati

School Profile

£

Management.

Schonl D [1D&a37 |

Sohool Name [Bubukal £5 |

Schonl Short Hame: [nia |

Sehool Code [BES ]

Previnus Name [Talinokal |

School Heard [Rodel E. Sulsona |

School Head Position |Principa| | ‘ 0
|
|

List of Students will be displayed on the screen.

Registrar

Registrar Posttion

Street Address

Telephone Mo.

|Cormatet Altamirang

|Vncatmna\ School Administrator |

081 Sitio Yakal Brgy. Labuin Sta. Cruz,
Laguna

£in Corle [4009 |
Region [CALABARION |
Division |Laguna ‘
Disrict [Zanta Cruz |

|
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SIS school information System DQ'JED

ert | Student | il UipITEr e ry | G & & Rt ce Lil v | Logout Currert User : Rodel Sulsona

* Home®

08437 - Bul

~
Student List
Student Management
Search: |
Search Fiekd Statuz School Year Level Section Grace Type
SelectField | &l Status » | (57 20102011 ) v | Select. + | Select.. + | Select v

Action A L W Edit Delete Prirt Frint 1D Drop & ans Student idd Grade Frint Repo

F1 1 Student ID Hame Gender Age Ave. Grade GradeYear Level Section Status
Alfonzo , Ricky.

[]  108437-2010-00005 ?'E'r”'{;z; Fick Male 3 0.00 Grade 1 8 Dropped

[ 108437-2010-00008 U Rlsxander Male 10 0.00 Grads 1 & Enrolled
Del Tierro
Esquerra

2010

m] msesTonn2 e Male 19 000 Grade 1 Mutticrads Section & Dropped

O] 108437-2010-000p3 Easamba Male 10 000 Grade 1 Muttisrace Section & Enrolled
Wiltredo Estrella
Sulsona , Rodel

] 10BaIT-20D S Male 24 65.00 Grade 1 & Dropped
Arevaln, Stephen

O 108437-201 04 ?:SZE‘D Stephen Male n an.on Grade 2 Mubicpads Section & Dropped
Alimayda  Fizats —

] osesT-2005 el Femals 16 a0.00 Grade 3 Muticrade D Dropped

#Praviousl Haxt =

£

To access Grades/Years Offered, click on the Grades/Years Offered found on the
left side of the screen.

The Grades/Years Offered screen will be displayed.

SIS schoal infarmation system D!i]ED

Enroliment | Student | P e vertory LI 3 el brary Currel Rodel Sulsona

Grade/Year Level List

[T —— Grade Vear Level Action
+ Grades/Year Grade 1 Delete
me_m“’ Grade 2 Delete
Grade 3 Delete

Grade 4 Delete

Grade 5 Delete

Grads & Delete

Grade 7 Delete

To add a new record:

a. Click on the

button using the left button of your mouse once.

b. Type all the necessary data in the appropriate fields.
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C. Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.

E. Creating Section

After updating the Grades/Years Offered, Sections must be created next.

To access Section screen, click on the Section found on the left side of the
screen.

SIS school information System

Envolinent | Student |

ounts | Reference Library | Locout Currert User : Rodel Sulsona

108437 - Bubul
1

Student List

Student Management

Search: |

Search Fiekd Statuz School ear Level Section Grace Type

SelectField | &l Status » | (57 2010-2011 ) v [ Select. + | Select.. + | Select v

Edit Delete Print  Print ID  Drop Student = Transfer Student  Add Grade  Print Report Card JRE @A

1l Student ID Hame Gender Age Ave. Grade GradeNear Level Section Status

[  108437-2010-00005 %‘M Male: 3 000 Grade 1 8 Dropped

[0  108437-2010-00004 %E:':Xﬂ Male: 10 000 Grade 1 & Enrolled

D 108437-2010-2 E_sa‘%a\azar ale 19 0.00 Grace 1 Putticyracie Section & Dropped

[0  108437-2010-00003 Cﬁmwe”a hiale n 000 Grade 1 Multigr ade Section & Enrolled

O 108437-2010-1 E:';n”"; m':”"a' Male: 24 B5.00 Grade 1 & Dropped

F 108437-2010-4 gi:a‘—a‘&m Male 10 30.00 Grace 2 ulticrade Section A Dropped

O 108437-2010-5 %:_?—a‘m Female 16 30.00 Grace 3 Muttiorade D Dropped b |

<Previous 1 Haxt »

=

The Section screen will be displayed.
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1>

SIS school Information System D'i]ED

Enrolment | Student | v ouipme oL Current User : Rodel Sulsona

Sections List

Student Management

Search: |

Search Field Schoal Year Level Grade Type
| Section Name | (SY 2010-2011 ] | Select. w | Select v

icid New | Edit  Delete  Print | Prink 10| Print Report Card [RESG

ection viser rade Vear Level chool Year
Sect Adui Grade Near Level School ¥
] & Sulsana, Rodel Evangelista Grade 1 200 - 2011
0O B Teacher!, Teacher! Teacher] Grade 1 2010 - 2011
Grads 1, Grade 2, Grade 3, Grade
Multigrade Section & . -
O Multigrade Section & Teacher!, Teacher! Teachier] 1, Grade 3 orade B, Crode 7 200 - 2011
Grade 1, Grade 2, Grade 3, Grade
Wultigrade Section B b =
0O Multigrede Section B Sulsona, Rodel Evangelista 4 Crade 5, Grove B, Orade 7 2010 - 2011
0O Multiorede Section € Sulsona, Rodel Evangelista Grade 1, Grade 7 200 - 2011
0O c Sulsona, Rodel Evangelista Grade 1 2010 - 2011
ity ace eacher1, Teacher! Teacher rade 2, Grade 2, Grade 3, Grade -
Mutigrade D Teacher!, Teacher! Teachier] Grarle 2 , Grade 2, Grade 3, Grade 5 200 - 2011

<Previous1 Next »

1-7 of 7

To add a new record:
a. Click on the button using the left button of your mouse once.
b. Type all the necessary data in the appropriate fields. You may also select

a data if a list of valid codes is provided in the data entry.

C. Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.
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F. Adding Students

After creating Sections, Students must be created/updated next.

To access Student screen, click on the Section found on the left side of the
screen or click on the Student Module on the Main Menu.

SIS [school infarmation System _DeiJED

Rodel Sulsona

Student List

Search: ‘
Search Field Status School Year Level Section Grade Type
| Select Field s [ Al Status » | (57 20102011 + | Select. + | Select + | Select v
Bdd New Edit Delete Prirt Frint 1D Dro) ansfer Student Add Grade
! Student ID lHame Gender Age Ave.Grade  GradeYear Level Section Status
Altonzo , Ricky
108437-2010-00005 41020 . Rick Wl g 0.00 Grade 1 ) Dropped
Santos
[0 108437-2010-00004 g;‘zﬁeﬁf"a”"e’ Wl 10 0.00 Grade 1 & Enrolled
Esouerrs !
20104
O 108437-2010-2 el do Selazar e 19 0.00 Grade 1 Muticyracte Section £ Dropped
Pasamba
om0
D 108437-2010-00003 ‘Rilfredo Estralls Male 10 000 Grace 1 Mutticyracie: Section A Enrolled
Sulsona |, Rodel
D 108437-2010-1 Evanuslinta Male 24 6500 Grace 1 A Dropped
ofevalo  olepnhen "
10843720 .y Sevelo Stechen Male 10 30.00 Grade 2 Mutticrarte Section & Dropped
Cruz
Almayda , Elizafe W
108457 amns  lmayda,Elizafe Femals 16 20.00 Grade 3 Mutticrade O Dropped
Beves

<Previous1 Hest »

[£4

Current User : Rodel Sulsona

ants | Reference Library

* Home >

A~
Student List
Search : |
Search Field  Stalus Schoal Yeear Level Section Grade Type
elect Field [ 4l Status » - v Select, | Select.. wSelect %
Select Field AlS (5 20102011 ) 1+ | Sel Sel Sel
fdd Mew | Edit | Delete | Frint  Frint ID : - tudernt  #dd Grade | Frint Report Card [REEE]
(N Student ID lame Gender Age Ave.Grade  Gradeiear Level Section Status:
Alfanzo , Ricky
[0  108437-2010-00005 ggf&” Bick: Malz a 000 Grae 1 B Dropped
[0 108437-2010-0000¢ Eﬁe:‘:':“ﬂ Malz 10 000 Grae 1 & Enrolled
Esduerra
-2010- ! 1
O 108437-2010-2 Eclgardo Salazar Male 19 000 Grade 1 tutticrade Section 4, Dropped
Pasamba
20104
[ osesr2oio-ooo0s e Msls 10 il Grade 1 Mutiorade Section & Enrolled
Sulsona , Rodel
] 10BeET 20101 LS Mals 24 5500 Grade 1 a Dropped
ALrevaln , Stephen
O 108437-2010-4 g’j:am Stephen Male 10 30.00 Grade 2 Mutiorade Section & Dropped
Imayela , Elizate " =
O 105437-2010-5 Beves Female 16 30.00 Grade 3 ultirade D Dropped
“Prewious 1 Next »

€

User Guide Page 34



)
DQ?JED Standardized School Information System

1 Wor mecanon

To add a new record:

a. Click on the A button using the left button of your mouse once.

b. Type all the necessary data in the appropriate fields. You may also select
a data if a list of valid codes is provided in the data entry.

C. Click on the button to save the record.

You can also edit, view and delete a specific record. You can tag the
Student as Dropped or Transferred by clicking on the desired buttons.

NOTE:

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.

G. Creating Class and Class Schedule

After updating the Students file, Class must be created next.

To access Class screen, click on the Class found on the left side of the screen.

SIS school Information System DEi]ED

Enrolinert | Student | P duipmert Inventory | Sroup ourts | Reference Library | Logout Currert User : Rodel Sulsona

Student List

Student Management
Search: ‘
Search Fiekd Statuz School Y ear Level Section Grade Type
|SelectField [l Status » | (5720102011 ] » | Select. » | Select. | Select v

Edit Delete  Prirt  Print 1D DOrap

Cruz

1k Student ID Hame Gender Age Ave. Grade GradeNear Level Section Status
O 108437-201 0-00003 %‘M ale 9 0.00 Grace 1 =} Dropped
O  108437-200-00004 W Male 10 0.00 Grads 1 & Enrolled
D 108437-2010-2 %‘%ﬁ\azar ale 19 0.00 Grace 1 Muticyracie Section & Dropped
[l  108437-2010-00003 \Pﬂ:;:"dTE el Male: n aon Grare 1 Mulligrare Section & Enrolled
O 108437-2010-1 E\L,“;TDEF Male: 24 500 Grade 1 & Dropped
F 108437-2010-4 arevaln Stephen Male 10 30.00 Grace 2 Multicracle Section A Dropped
]

Almavycs , Blizate

108437-20M0-5
Reves

Female 16 30.00 Grace 3 hutticyracle D Dropped

<Previous 1 Haxt »

=

The Class screen will be displayed.
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SIS school Information System

Enrolimert | Student |

108437 - Bubukal ES

Student Management

® Home &

Current User : Rodel Sulsona

Class List

Search: |

Search Field Status Schoal YVear Lewvel Section Grade Type

| Subject Name | Al Status v [All SchoolYear v | Select. + | Select.. ~|Select v

To add a new record:

Click on the

Add Hew

Sdd New | Ecit | Delete  Print | Bdd Ireguiar Student | Delete Student from Class (RS
D Class Teacher Grade Year Level Section School Year
D Filiping Del Tierro Alexander, Aguirre Grade 1 & 2010 - 2011
D Eniflish Sulsonz Rocel, Evanoelista Grade 1 2 2010 - 201
O Character Education Sulzona Rodel, Evangelista Grae 1 A 2010 - 2011
ol Mathematics Del Tierra Alexander, Aguire Grade 1 & 2010 - 2011

button using the left button of your mouse once.

(53

Type all the necessary data in the appropriate fields. You may also select

a data if a list of valid codes is provided in the data entry.

Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.
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H.

Creating Class Activity

After updating the Class and Class Schedule file, Class Activity must be created
next.

To access Class Activity screen, click on the Class Activity found on the left side
of the screen.

SIS school information System DQ'JED

| Student | £ d 4 Currert User - Rodel Sulsona

* Home >

~
Student List
Student Management

Search: |

SearchField  Status School Year Level Section Grae Type

|Select Field & | All Status & [ [5Y 20102011 ) & [Select. + | Selact + | Select v

bdd Mew  Edit  Delste  Primt  Prink 1D Dre ansfer 9 3 Print Rep:

D l Student ID Hame Gender Age Ave. Grade Gradeear Level Section Status
Alfonzo , Ricky.

[0  10s437-2010-00005 ?'a'r”ﬂr:sn Rick Male g 0.00 Grade 1 8 Dropped

[ 108437-2010-00004 TUEAlexander Male: 10 0.00 Grade 1 & Enrolled
Del Tierro
Esquerra

2010-

] msasTonne LERE Male 19 000 Grare 1 Muticrads Section & Dropped

O 108437-200-D00q ERSAMER Male 10 000 Grads 1 Multicradle Section & Enrolled
Wilfredo Estrelia
Sulzona , Rodel

D 108437-2010-1 Evarceslista ale 24 65.00 Grace 1 A Dropped
Arevalo , Stephen

O 113437-201 -4 ?::E‘D Stephen Male: n an.on Grare 2 Multirace Section & Dropped
Almayda  Fizate =

O Lt S —— Femals 16 a0.00 Grade 3 Mutiorads O Dropped

<Previous T Hext =

3

The Class Activity screen will be displayed.

SIS School Information System

Student Search: ‘
Management
Search Field Level Section Clags
.! ‘ActiwtyName VlSeIect. ¥ | Select. ¥ | Select, Vl

O Activity Activity Date No. of items Grading Period Class Teacher GradeYear Level Section
Activity
) ) ) Sulsona Rodel,
-06- English Grade 1 3 A
O Guiz 1 2011-08-21 25 First Grading English Grade 1 Evangelista Grade 1 A
0 Quiz2 2010-07-16 50 FirstGrading  EnclishOradeq  o\Sona Rodel Orade 1 A
Evangelista

<Previous 1 Mest =

1-2012
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To add a new record:

a. Click on the A button using the left button of your mouse once.

b. Type all the necessary data in the appropriate fields. You may also select
a data if a list of valid codes is provided in the data entry.

C. Click on the button to save the record.

You can also edit, view and delete a specific record.

NOTE :

Refer to Chapter 2, Common File Maintenance
Procedures for general instructions on add option.
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