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DIVISION MEMORANDUM
NO. 06i6 s 2022

Human Resource Management System (HRMS) Housekeeping

TO:  Public Schools District Supervisors/Acting PSDS
Elementary/Secondary Schools Heads
All Others Concerned

1. In lieu of the upcoming features to be deployed for HRMS such as online leave application,
document tracking system, etc., this office announces the housekeeping period of the HRMS
from September 26- October 31, 2022.

2. All school heads must make sure that the employees tab of their organizational unit in the
HRMS platform are reflective of the current warm body-personnel. (See Enclosure 1)

3. Should there be personnel who are no longer working in the station, please follow the
procedure below:

a. If personnel are already working in a different station, use the transfer feature.
b. If personnel have resigned or has retired, please use the removal request form. (See
enclosure 1)

4. For your information, guidance, and compliance.
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Enclosure 1 of DM No. bkib | s. 2022
HRMS Housekeeping Workflow

LOGGING ON TO THE PLATFORM
1. Access https://hrms.depedbohol.org through a browser.
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2. Using your registered email and your password, please sign-in. In the event you forgot
your password, please use the “Forgot Your Password?” link.
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3. Click Station/Unit
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4. You should be redirected to the dashboard of your assigned school. You may click the
burger icon (=) to check for other schools assigned to you.
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ADDING EMPLOYEES (with existing HRMS-Employee accounts)

1. Click the Employees tab to display all employees of the school and further click the Add
employee option.
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2. Click the Search icon button to lookup the employee you wish to add.
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3. Using the Search employee box, search for the employee’s name using the following
format: firstname lastname or lastname, firstname.

ENAD - Bohol HRMS X +
&« C  # hrms.depedbohol.org y »0 °
% s €Y = ™ . Procetie
[ +]
#¥ Bohal HRMS >
@ Dashboard Add Employee
3% Employees
B P88 Report
&3 Leave Applications
imé Applicants 7511
o User Management
intms. depedbehol. org/ou/station/572/empioyees/add?d=14014&name=1L0ziyn Afabieza
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5. Once the name shows up on the Employee field, click the Save Employee button to
finally add the employee on the school’s roster.
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ADDING NON-EMPLOYEES (with existing HRMS-Applicant accounts)

1. Click the Employees tab to display all employees of the school and further click the Add
non-employee option.
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2. Click the Search icon button to lookup the person you wish to add as an employee.
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3. Using the Search person box, search for the person’s name using the following format:
firstname lastname or lastname, firstname.
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5. Once the name shows up on the Non-employee field, you may fill out the other
information required (for the creation date use the appointment date). Once done, click
the Request to Add Employee button to finally add the person on the school’s employee

roster.
ando TNAD i’ RE P 0 + v
« ¢ ™ E s
& Bohol HRMS 8

@ Oachooerd Add Non-Employee
8% Employess

B P88 Report AR wiome

&2 Leave Applcations

3B Applicants

il User Management

2022 =}

MOVING/TRANSFERRING EMPLOYEES

1. Click the ellipses icon relative of the employee you wish to move/transfer.
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2. Select the Move/Transfer option.
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3. Select the school to where the employee is to be transferred/moved/deployed. This shall
remove the employee from the current school and the same will already show up on the
new school the employee was transferred/moved/deployed to. Please be prudent with
using this feature.
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REMOVING EMPLOYEES
Use the online form accessible at https://tinyurl.com/hrmsremovalform

REQUESTING ACCESS DUE TO ERROR 401 PROMPTS
Use the online form accessible at https:/tinyurl. com/hrmsrequestaccessform.

FOR ANY OTHER CONCERNS
Join the telegram group chat accessible at https://tinyurl.com/sdoboholhrmshelpdesk.




