oA
gl

T

DIVISION MEMORANDUM < RELEASED <,
No. (D s. 2018 : : "'}}E' "-.L_-f?l.r.gdﬁr o
S S W
To: ALl EMPLOYEES N:ia: '___ H =
Signature
ﬁ-ﬂ?
L
) 13
From: AGUSTINES £. CEPE, Ph.D., CESO Vi
Schools Division Superintendent
/
|
Subject: Enterprise Human Resource Information System (EHRIS) Encoding and
Updating
Date: April 2, 2018

1. This is to remind all employees on the encoding and updating of their data in the
Enterprise Human Resource Information System (EHRIS). Deadline of which shall be on
April 15, 2018, 12:00MN.

2. Toensure 100% compliance on the EHRIS encoding and updating within this Division, the
attached process flow shall be followed.

3. All are encouraged to input and update their own data in the EHRIS on or before the set
deadiine. Password for DeptD Email and EHRIS Account of empioyees who have below
100% completion shall be reset to fadilitate SDO's access on the employees’ EHRIS
Account and encoding/updating of data in the EHRIS.

4. For information, guidance and strict compliance.
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PROCESS FLOW TO ENSURE 100% EHRIS ENCODING & UPDATING OF DATA
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..Continuation on the PROCESS FLOW TO ENSURE 100% EHRIS ENCODING &
UPDATING OF DATA

IT Officer and Personnel Officer
orient the hired Job Crders on
the EHRIS {April 20)

——

Reports to SO5; No further YES

For assistance, you may contact Ms.
Sherrie R. Emﬁuﬁﬁ'ﬁuﬂaﬁmﬂb&
number: 0917 715 4632 {in your SMS,

Tx:

IT Officer reviews and generates
report on EHRIS Compietion {oy
{ {Aprit 23-25)

100%
completion?

-

IT Officer refers to Central
Office {in writing w/
atioched repert) the

problem/s encountered with
£HRIS which hindered 100%
completion

K (April 26-30)
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