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STUDENT MANUAL

PUERTO GALERA NATIONAL HIGH SCHOOL STUDENT SERVICES SYSTEM
Desktop

1. Go to your browser and type puertogaleranhs.com

(} Home | About Us X —

\ C (@ @& puertogaleranhs.com

2. This landing page serves as the “Home" and “About” page of the
website.

Our History

Lorem ipsum dolor sit amet consectetur adipisicing elit. Explicabo officia esse
at, nisi, vel voluptatibus quod quidem, dolores iusto beatae ratione assumenda
te the right of ut eum rerum voluptatem expedita ipsam? Aut quis accusamus doloribus,

e-based, and C'(',',Z;W‘e ol cupiditate, nobis vel rem consequatur, exercitationem voluptatibus eligendi quia.
‘education where: Voluptatem cum eligendi eum repellat harum voluptas explicabo quo, doloribus

Mission

tempore maxime reiciendis exercitationem dolorum ducimus, iste, commodi

pe quod Culpa suscipit veniam praesentium
provident facilis soluta. Odit ipsa, explicabo non similique, velit exercitationem
Teachers facilitate learning and beatae fugit dolorem placeat adipisci earum recusandae rerum in

School News
1. Navigate to “News” to view information uploaded by the school.

4} PGNHS | News x +

< C (O @ puertogaleranhs.com/news

<)

k.-: < ¥ Puerto Galera National High School

’ FAQs \ Contacts

@ About | News O eServices




2. This page has two parts: the search container and the news feed.

£ PoS | e x + v - 8 X

« C O @& puertogaleranhs.com/new Qe x »00Q:

o] News & eservices ® rros Q¢ Contacts

Thursday, October 19, 2023 at 8:19:20 PM

(BTC) journalists held thei...

Hora'e tn tha incrodihlo adiratare wha chana minde and hoartel Hannu

3. Type in the search box to filter news.
4. Click on the headline to view more information about the news.

Ang Balik Tinig (ABT) and Balik Tinig Chronicles (BTC) journalists held thei... ( e E

Date Published: 2023-10-18 23:40:31, artiche from PGNNS: Supreme Secondary Learmer Government N &-.Z ny
Journalists from the Main Campus and STE curriculum attended the refresher sessions in preparation for this year's ConFab. b "“h =
Teachers from the Language Department spearheaded the training. Hats off journalists and SPAs, see you next Saturday, 7

October 21st TAY
B e

5. A modal will appear containing the headline, thumbnail, body,
date posted, and author.

E—

X

Ang Balik Tinig (ABT) and Balik Tinig Chronicles (BTC)
journalists held their pens with the theme Journalism on Track
- Saturday, Oct

Date Published: 2023-10-18 23:40:31 by PGNHS: Supreme Secondary Leamer Government

1 IRAGUKI

Journalists from the Main Campus and STE curriculum attended the refresher sessions in preparation for this year's ConFab.
Teachers from the Language Department spearheaded the training. Hats off journalists and SPAs, see you next Saturday
October 21st




eServices offered
1. Navigate to eServices to view offers.

£} PGNHS | eServices x +

€ > C O & puertogaleranhs.com/eservices

2. This page requires authentication to proceed. Make sure to put
correct information.

B PONHS [eServkes x +

€ 5 C 0 (@ poetogekrenhscomeservic

Student Verification

Campus
Name | Juani Dela Cruz

LRN 110611070002

3. After authentication, different eServices can be accessed such as
Request Document, Track Document, Schedule Appointment, and
View Appointment Schedule.

B FoNHS | eserwee x +

€ C O | & pustogeleranhs com/esery Qaeex »0Q:
‘Q) Puerto Galera National High School
@& oot om] news b esevices @ FAQ {, Contacts

Note:

D Q

Request Document Track Document

0 ®

Schedule Appointment View Upcoming Schedule

Found a problem?




eServices: Request of Document
1. Click “Request Document” to trigger the request form.

o (Q) Puerto Galera National High School
-

Q eServices

2. The request form has three parts: Personal Information, Contact
Details, Document Information.

Request document

Personal Information Contact Details Document Information

Choose the document you want to
request below.

Verify your number to let us know it's
you

3. Student Information section will require name, campus, grade
level, section, and learning reference number (LRN).

4. Contact Details section will require an active email and an
optional mobile number. Make sure that the email inputted is
accessible as it will be verified at the end of the form.

5. Document Information section will require a document type,
reason, and an OTP.

Note: The button to send an OTP will only be clickable after all
required fields are filled. Similarly, the submit button will only be
clickable once the OTP is entered.



6. Once the “send OTP" is clicked, this message will appear. Navigate
to your email inbox and spam folder to access the OTP.

Verify your email to let us know it's you:
Learning Reference Number (LRN)

110611070002 [ Enter cod ‘

Resend code in 0:30

An OTP is sent to your email.

7. After verifying the OTP and the system validated the inputs. This
message will display.

Verify your email to let us know it's you:

‘ Enter Resend
by . Code

Learning Reference Number (LRN)

Request sent successfully.

8. The “tracking number” can be seen from the confirmation email
that will be sent after submitting the form.

Registration Form Document Request Inbox x

m PGNHS Student Services <pgnhs.student.services@gmail.com>
<A tome v

Request has been sent successfully.
Please patiently wait for an email from us to let you know if your request is approved

Here is your tracking number
0C97F807-A576-44A6




eServices: Tracking of Document
1. Click “Track Document” in the eServices page.

a eServices ’ FAQs \ Contacts

wrolled in School Name for the current school year

Q

iment Track Document

I == \

2. Upon click, this dialogue will display. This will require name, LRN,
and tracking number.

Q X
Track document

Name

Learning Reference Number (LRN)

Tracking Number

AA11BB22-CC 44 |

Note: The tracking number is sent to you in your confirmation
email. Use this to track the status of your document via this
website.

Question: Do | need to constantly check the website to know the
status of my document request?

Answer: No. Even without visiting the website, the system'’s
emailing system will automatically send you updates about its
changes. Make sure to turn on your notification to not miss your
pick-up date.




3. Completing the tracking form will display this modal. that has
three categories: Pending, Completed, and Rejected. Details about
the tracked document will also be displayed.

@4 X

Track document

Pending (3) Completed (0) Rejected (0)

For Approval Processing For Pick-up

Document Type: Registration Form

Name: Juani Dela Cruz

LRN: 110611070002

Date Requested: Thu, 19 Oct 2023 09:17:14 GMT
Estimated Availability: Thu, 19 Oct 2023 09:17:14 GMT

Other pending documents:

eServices: Appointment Schedule Request

1. Click on “Schedule Appointment” in the eServices page.

O

Schedule Appointment

2. This will trigger the appointment request form that has four
parts.: Appointment Scheduler, Personal Information, Appointment
Office, and Verification.

3. The calendar on the top left of the form displays the dates with
reservations. Use this as reference in choosing the request date.

< October 2023 week day Personal Information

15 16 17 18 19 20Fri 21Sat Name
Sun Mon Tue Wed Thu Juan D

Reserved | Reserved | Reserved | Reserved | Reserved
Reserved | Reserved Reserved | Reserved
= Learner's Reference Number (LI

=
=3 S

ela Cruz




4. Upon submission, a confirmation email will be sent.

Note: The schedule that you chose is subject to change upon
review of the office heads. Make sure to wait for the final schedule
that will be emailed to you.

eServices: View Appointment Schedule

1. Click on “View Upcoming Schedule” to see all scheduled
appointments.

- )

View Upcoming Schedule

| J

« C O & puertogaleranhs.com/eservice 22 % »0Q ¢

2. This will open the calendar with dates “Approved”, “Reserved”,
and “Completed.”




FAQs and Feedback
1. Navigate to FAQs in top bar.

NN ,@) Puerto Galera National High School
-

', /.\ About ',ll News Q eServices . FAQs \ Contacts

R
L3 Note:
If you have encountered some problems, please read the FAQs first before providing feedback

2. The FAQs have three sections: Requesting Document, Tracking
Document, and Scheduling Appointment. Click on the questions to
see its answers.

Frequently Asked Questions (FAQs)

Requesting Document

What should | do if | don't have an email? v
How do | know the exact document name to request and from where? v
Why can't I receive my OTP? v

Tracking Document

Where can | get my tracking number? v
Why do | get error when | try to track my document? v
Do | need to regularly check this website to track my document? v

Scheduling Appointment

Is my appointment schedule final? v

Do I need to confirm my appointment before going to the office? %

3. Below the FAQs is the feedback form. Use this to send website
tickets or feedbacks.

%
200/200

Submit




School Contacts
1. Navigate to Contacts in the top bar.

Puerto Galera National High School

@ About | News Q eServices . FAQs \ Contacts

Office of the Principal

Use this page to view contact numbers and emails of different
offices. Make sure to only send them message with urgent matters.

Mobile

This section contains the interface for mobile browsers. The
functions of the website will remain the same.

Landing Page

1. This page will be the “Home" and “About” page of the website.

= ==
(Q‘, Puerto Galera National High School (Q} Puerto Galera National High School

Mission

To protect and promote the right of every
Filipino to quality, equitable, culture-based,
and complete basic education where:

Students learn in a child-friendly, gender-
sensitive, safe, and motivating environment.

Teachers facilitate learning and constantly
nurture every learner. >

Administrators and staff, as stewards of the
institution, ensure an enabling and
supportive environment for effective
learning to happen.

Family, community, and other stakeholders
are actively engaged and share
responsibility for developing life-long
learners.

Our History

2. The navigation panel at top of the screen is moved on the burger
menu or the three horizontal lines. Click on it to view other pages.




3. Clicking the burger menu will open this sidebar. Use this to
navigate to all pages.

-

(@) Puerto Galera National High School

X
/.\ About
| News
\ Contacts
Q eServices
, Feedback

School News

1. News page will look like this. It has the search bar to filter news
and the news feed.

(@) Puerto Galera National High School

Friday, October 20, 2023 at 12:02:22 PM

Search

Ang Balik Tinig (ABT) an...

Date Published: 2023-10-18 23:40:31 by PGNHS:
Supreme Secondary Learner Government J
Journalists from the Main Campus and STE ’ gy !‘afs n

curriculum attended the refresher sessions ""“n:..'u-“_., =
in preparation for this year's ConFab . . ——
Teachers from the Language Department.

’_{

R A —



2. Click on the headline to view article information.

X

Ang Balik Tinig (ABT) and Balik
Tinig Chronicles (BTC) journalists
held their pens with the theme
Journalism on Track - Saturday,
Oct

Date Published: 2023-10-18 23:40:31 by PGNHS: Supreme Secondary Leamer

Journalists from the Main Campus and STE curriculum attended the
refresher sessions in preparation for this year's ConFab. Teachers from

the Language Department spearheaded the training. Hats off journalists
and SPAs, see you next Saturday, October 21st.

eServices

1. Upon login in eServices, this will be what it will look like.

Note:
The following eServices are only open to students enrolled in School
Name for the current school year.

D Q

Request Document Track Document

O

Schedule View Upcoming
Appointment Schedule

Found a problem?

Submit a ticket >
Frequently Asked Questions (FAQs) >
See contacts ¥




eServices: Request Document
1. Click on Request Document to open the request form.

Contact Details

D X
Request document —
ontact Number (optional)
Personal Information
Name Document Information
[ j Choose the document you want to
request below.
Campus v
[P GNHS - Main Campus ‘J What is your reason for requesting this
document?
Grade Level
[(;'87}? ] vj
1201120
Section
Verify your email to let us know it's you
[SS(L Vj -

Learning Reference Number (LRN)

2. Fill out all required information. Make sure to put your active and
valid email address as it will be verified by an OTP.

Note: Did not receive the OTP? Make sure to refresh your inbox,
check your internet connection, and check spam folder.

3. After submitting, wait for the tracking number that will be sent
via email. Use this to track the status of your document by clicking
“Track Document”.

D Q

Request Document Track Document




eServices: Track Document

1. Click on “Track Document” to open the tracking form. Make sure
to input correct information with no extra characters, especially the
tracking number. Copy & paste is recommended.

Q

Track document

Name

Juan Dela Cruz

Learning Reference Number (LRN)

Tracking Number

AA11BB22-CC33-DD44

2. This dialogue will display once the system verified that your
inputs are correct and existing.

Q X

Track document

Pending (3) Completed (0) Rejected (0)

For Approval Processing For Pick-up

Document Type: Registration Form
Name: Juani Dela Cruz

LRN: 110611070002

Date Requested: Thu, 19 Oct 2023
09:17:14 GMT

Estimated Availability: Thu, 19 Oct 2023
09:17:14 GMT




eServices: Appointment Schedule Request

1. Click on Schedule Appointment to open the appointment request
form.

—

O

Schedule \
Appointment

Found a problem?

2. Complete the form with valid information. Use the calendar as
reference in choosing your desired date.

Personal Information

) X

Appointment Scheduling

Name

Learner’'s Reference Number (LRN)

- -

Contact Details

< > October 2023 week day Email
'/, nail@gma j
15 16 17 18 19 20 21 >
Sun Mon Tue Wed Thu Fri Sat Contact Number (optional)
[Reserved JReserved]

Appointment Office

an make a
Reg v
What is your reason for appointing?
N
Appointment Scheduler
Choose a date to schedule your
appointment: . L
Ve Appointment Verification
| dd/mm/yyyy Dj
\ Verify your email to let us know it's you

| Enter code |



eServices: View Upcoming Schedule

1. Click on “View Upcoming Schedule” to open the calendar with all

upcoming schedules. Use this as reference if you are visiting the
offices.

b J

View Upcoming
Schedule

w 4

2. The calendar will consist of Completed appointments, Approved
appointments, and Reserved appointments.

View Schedules

Note:

The following calendar shows the scheduled appointments.
Choosing a schedule will be subject to verification and will be
reflected after thorough confirmation.

< October 2023 >

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4
[compiotedlComplote;




FAQs and Feedback

1. Use this page to answer common questions asked about the
website. Three categories were enumerated. Click on the questions
to view its answer.

S - . Tracking Document
‘Q, Puerto Galera National High School
Where can | get my tracking number? v

S— Why do | get error when | try to track my document? v

Do | need to regularly check this website to track my

document? M
Note:
If you have encountered some problems, please read the FAQs first
before providing feedback Scheduling Appointment
& Is my appointment schedule final? v
Frequently Asked Questions (FAQs)
) Do I need to confirm my appointment before going to v
Requesting Document the office?
What should | do if | don't have an email? v

Haven't found what you're looking for? Try giving us

feedback

How do | know the exact document name to request andv
from where?

Why can't | receive my OTP? v

Tracking Document

2. Below the FAQs is the Feedback form. Use this to ask questions or
send report that are not answered in the FAQs.

Haven't found what you're looking for? Try giving us
feedback

200/200

Submit




Contacts and emails

1. Navigate to Contacts page to view mobile numbers and emails of
different offices. Remember to only contact them with urgent
matters.

P
\ . .
@, Puerto Galera National High School
Campus 2 000-000- emaill@gmail.com
— 000 email2@gmail.com
— 000-000-
000
Office of the Principal
Campus 3 emaill@gmail.com
email2@gmail.com
Campus 1 emaill@gmail.com
email2@gmail.com
isciplinary Offi
Campus 2 emaill@gmail.com Disc punary. Office
email2@gmail.com
Campus 1 000-000- emaill@gmail.com
000 email2@gmail.com
000-000-
Campus 3 emaill@gmail.com 000
email2@gmail.com
000 Campus 2 emaill@gmail.com
000
email2@gmail.com
Office of the Registrar
Campus 3 000-000- emaill@gmail.com
Campus t“l‘AIITﬁ gmail.com 000 email2@gmail.com
email2@g l.com
nail2@gmail.com 000-000
000




ADMINISTRATOR MANUAL

PUERTO GALERA NATIONAL HIGH SCHOOL STUDENT SERVICES SYSTEM

Landing Page

1. Go to your browser and type puertogaleranhs.com/admin

%} Admin | Login X & NewTab

&« C (¢ & puertogaleranhs.com/admin

2. This will reveal the admin login page.

(Q) Puerto Galera National High School

Administrator Login

Campus

Admin ID

Password ©

Forgot password?

3. If password is lost, click on “Forgot password?”.

Forgot password?




4. This will open the form to reset the password.
P

Reset password

Enter your credentials to validate change of password

Campus v
Admin ID
Email
New password:

©

Password must contain at least 8 characters with uppercase, numbers, a spe e BSI%*74)

Retype new password:

©®

L

Make sure to enter correct information and register a valid
password by following the requirement below the field.

Dashboard
1. After successful login, your will see the admin dashboard.
ﬂ l‘ll News Document Request ﬁ Calendar . Feedback and Reports l

©

O

Administrator Access

Document Requests

News, Update, Advisories 4 8

= NEW REQUESTS PENDING REQUESTS
lew Uploads
COMPLETED REQUEST AVERAGE HANDLING TIME
Upcoming Events (6) Graphs and Reports

2023-09-08 12:00:00

Glidance’s Office N Request Status Breakdown User Feedback and Rating
2023-09-26 12:00:00 * * * * *

Office of the Registrar >

12 out of 12 feels very satisfied




The dashboard contains four categories: News uploads, Upcoming
Events Summary, Document Requests Summary, and Graphs.

These will serve as summaries of numbers to keep track in a single
page.

Dashboard: Notification
1. Click on the bell icon at the right side of the screen.

/‘\ l,ll News Document Request B Calendar . Feedback and Reports

Administrator Access P
Document Requests

News, Update, Advisories 4 8

2. This will open the notifications panel where New Requests and
New Appointments were listed.

&  Notification Q
Sl

+‘ Document Type: Acknowledgement Letter
4 Date sent: 2023-10-19 07:13:17

fQUESTS Document Type: Registration Form
Date sent: 2023-10-19 08:59:02

7 Document Type: Career Guidance Report

Date sent: 2023-10-19 09:08:16
:D REQUEST

m Document Type: Registration Form

GraphSa Date sent: 2023-10-19 09:17:14

1s Breakdown New Appointment Requests (16)

Office Name: Office of the Registrar

Reauest Date: 2023-09-25 07:20:48

All requests will be counted to appear as badge on the bellicon.
While inside, the count will be separated into its category.
A search function can also be used to search for a specific request.




Dashboard: Settings

1. Click on the cog icon below the notifications at the right side of
the screen.

/.\ l‘Il News Document Request -] Calendar . Feedback and Reports

Administrator Access ©
Document Requests

News, Update, Advisories 4 8

1. This will open the settings menu with different categories. Click
on each open to expand its section.
Dor— """ e
{3 Settings

A& Admin account

A Notification & email

EST

@ Privacy & storage
Graphs and

kdown

@ Help & support




Admin News

1. Navigate to News on the top bar panel.

(@) Puerto Galera National High School

| o l_ll News Document Request E Calendar . Feedback and Reports l
| Administrator Access ©
Friday, October 20, 2023 at 5:04:14 PM
( | ~

2. This will redirect to the News page where admin can post, search,
modify, and delete news.

-~

( ) Puerto Galera National High School

/‘\ l_ll News Document Request ﬁ Calendar . Feedback and Reports .-
Administrator Access ©

Friday, October 20, 2023 at 5:05:48 PM

Upload o o
O v Search Search

Ang Balik Tinig (ABT) and Balik Tinig Chronicles (BTC)
journalists held their pens with the theme Journalism on
Track - Saturday, Oct

Date Published: 2023-10-18 23:40:31 by PONHS: Supreme Secondary Leamer Government
Journalists from the Main Campus and STE curriculum
attended the refresher sessions in preparation for this
year's ConFab. Teachers from the Language Department
spearheaded the training. Hats off journalists and SPAs,

Here's to the incredible educators who shape minds and
hearts! Happy Teacher's Day!

Dato Published: 2023-10-18 23:44:23 by PGNHS: Suprome Secondary Learner Government
Teachers, your dedication and passion for shaping young
minds make the world a better place. We salute the
guiding lights in our lives, shaping futures one lesson at a
time. Your impact is immeasurable! Thank you for your

3. Click on Upload to open upload form.

& o] News Docuf

Administrator Access

e Upload




4, Fill up the upload form and attach required files.

News Information
Author:

Headline:

%
150/150

Content:

Attach image Attach pdf (optional)

Choose File  No file chosen Choose File  No file chosen

Make sure to follow correct character counts for the fields that
require it, otherwise the post will not be published.

5. Click on a news headline to view its details.

Here's to the incredible educators who shape minds and
hearts! Happy Teacher's Day!

Date Published: 2023-10-18 23:44:23 by PGNHS: Supreme Secondary Learner Government
Teachers, your dedication and passion for shaping young
minds make the world a better place. We salute the
guiding lights in our lives, shaping futures one lesson at a
time. Your impact is immeasurable! Thank you for your

Note: Clicking the news container, body, and thumbnail will not
trigger any event. The headline must be directly clicked to open the
modal.



6. Details about the news will be displayed.

x

Here's to the incredible educators who shape minds and hearts! Happy
Teacher's Day!

Date Published: 2023-10-18 23:44:23 by PGNHS: Supreme Secondary Learner Government

Teachers, your dedication and passion for shaping young minds make the world a better place. We
salute the guiding lights in our lives, shaping futures one lesson at a time. Your impact is
immeasurable! Thank you for your tireless efforts, wisdom, and love you invest in each student. Once
again, Happy Teacher's Day!

7. Use the “Delete” and “Edit” buttons to trigger actions within the
selected article.

Delete news

Are you sure you want to delete this news?
"Here's to the incredible educators who shape minds and hearts! Happy Teacher's Day! "

Yes

Admin Document Request

1. Navigate to Document Requests on the top panel.

“Q‘, Puerto Galera National High School

‘ l_ll News Document Request ﬁ Calendar . Feedback and Reports .-

Administrator Access P




2. This page contains four parts: Status Breakdown, Offices
Summary, Requests Categories, and Generate PDF.

(‘ ~) Puerto Galera National High School
i /.\ l,ll News Document Request E Calendar . Feedback and Reports l
| Administrator Access £
Status Breakdown 4 New 0
4 8 8 Pending v
NEW REQUESTS  PENDING REQUESTS 3) Ready S

7 24 H 7 Completed b

COMPLETED  AVERAGE HANDLING
REQUEST TIME i Rejected v

School Offices Summary Generate PDF

1 7

OFFICE OF THE GUIDANCE OFFICE
PRINCIPAL

1" 2

| REGISTRAR OFFICE DISCIPLINARY
| OFFICE

The Status Breakdown presents the summary of numbers of
requests in total. While, the School Offices Summary presents the
summary of requests per office in the campus.

3. Click on one of the offices in the summary.

1
Request Information X
Document Requests for the Guidance Office (7) Search
LRN Document Type Reason Request Date Tracking Number Status
Career Guidance Report career 2023-10-08 08:24:41 Rejecte
ing Record 1:28:5 Completed
Certificate of Good Moral asd 2023-10-09 01:39:08 7025F7B3-F6EA-49AS Completed
222 Counseling Record wq 2023-10-09 01:53:29 40ED34F7-C795-40CB Completed
Recommendation Report Reason 2023-10-12 10:34:10 22961562-F94B-49AB Processing
Recommendation Report Report 2023-10-12 20:33:39 ATAESEEB-B5FC-4F70
----- 170007 raraar ana any




4. The right side of the page contains the requests sorted by
status.

4 New 0

8 Pending v
2 Ready v
7 Completed v
1 Rejected v

Generate PDF

There are five categories: New, Pending, Ready, Completed, and
Rejected. Each has a badge number to indicate its number.

New - Documents that are not yet approved.

Pending - Documents that are approved and on process.
Ready - Documents that are ready for pick-up.
Completed - Documents that has been picked-up.
Rejected - Documents that were not approved.

5. Click on one category to view all requests under it.
[ ° renuamyg

2 Ready A

Document type: Disciplinary Record SEAGE AL

LRN: 222

Document type: Disciplinary Record Status: For Pick-up

LRN: 110611070002

P




The preview contains two important detail: the document type and
LRN of student.

6. Click on the “Document type” to view more details.

Status: For Pick-up

Document type: Disciplinary Record
LRN: 110611070002

7. This will open more details about the request.

Request information

Document type: Disciplinary Record
Student Name: Juani Dela Cruz
LRN: 110611070002
Date of Request: 2023-10-19 07:13:17
Reason: For college

Status:  Forpick-up v

8. Open the dropdown menu to change the status of the request
then click “Update”.

Note: Clicking the “Update” will automatically send an update of
status email to the student who requested the document. However,
you can click the “Notify” button to resend another email if
necessary.



9. Below the requests, there is a button “Generate PDF".
VERAGE HANDLING
1L 1 Rejected

5 Summary Generate PDF

7

10. Click this to open the range form.

Download PDF for Document Requests X

From:

October ~ 2023

Mon Tue Wed Thu

4

Download

11. Choose the desired range of date of requests to print then
click download.

The PDF file will be categorized per office. After clicking download,

you will be redirected to another page to preview the file before
downloading or printing.




Sample PDF file:

4 - 9% + (B E)
D for Office from October 15, 2023 to October 21, 2023
LRN Document Type Reason Campus Request Date Tracking Number Status
222 Form 137 CTC qweqweqwe PGNHS - Main Campus 2023-10-17 06:19:44 | E84305C0-B6D9-4331 Processing
222 Form 137 CTC qwe PGNHS - Main Campus | 2023-10-17 06:27:13 | 96A8821F-1E04-43C6 |  Processing
22 Form 137 CTC qwe PGNHS - Main Campus | 2023-10-17 062825 | 009CCDA2-6DSE-41F1|  Processing
110611070003 Registration Form PGNHS - Main Campus | 2023-10-19 08:50.02 | B52C6683-3009-4057 |  For Approval
110611070003 Registration Form PGNHS - Man Campus | 2023-10-19 08:50.04 | A4AB1790-CDA3-492E |  Processing
110611070002 Registration Form for college PGNHS - Main Campus | 2023-10-19.09:17:14 | OCO7F807-AS76-44A8 |  For Approval

Admin Appointment Schedule Request
1. Navigate to Calendar on the top panel.

'@ Puerto Galera National High School
/.\ l_ll News Document Request ﬁ Calendar . Feedback and Reports l
Administrator Access g
Sun Mon Tue Wed Thu Fri

2. This page contains four sections: Status Breakdown Summary,
Offices Summary, Calendar, and Generate PDF

(Q} Puerto Galera National High School

ﬂ l‘ll News Document Request E Calendar . Feedback and Reports l
| Administrator Access ©
Sun Mon Tue Wed Thu Fri

16 6 UL

PENDING APPROVED

APPOINTMENT APPOINTMENT O

8 9 10 n 12 13 14

[ Comoutes ]

[ Compioted |

[ Compeea ] Compteres ]
AVERAGE AVERAGE 15 16 17 18 19 20 21
APPOINTMENT APPOINTMENT [ oo ] [ Auverves |

22 23 24 25 26 27 28
School Offices Summary

3 4 29 30 3

OFFICE OF THE GUIDANCE OFFICE
PRINCIPAL

20 4

REGISTRAR OFFICE  DISCIPLINARY OFFICE

Generate PDF




3. The Status Breakdown section displays the summary of
number of appointment requests per category.
RARUIIIITmimSirdaior ATToSS

Status Breakdown

16 6

PENDING APPROVED
APPOINTMENT APPOINTMENT
AVERAGE AVERAGE
APPOINTMENT APPOINTMENT
PER WEEK PER MONTH

4. The School Offices Summary contains summary of numbers of
appointment requests categorized by offices.

School Offices Summary

3 4

OFFICE OF THE GUIDANCE OFFICE
PRINCIPAL

20 4

REGISTRAR OFFICE DISCIPLINARY OFFICE

5. Click the office name.

3 4

OFFICE OF THE GUIDANCE OFFICE
PRINCIPAL




6. This will open more details about the appointments scheduled in
that office.

Request Information

Document Requests for The Office of the Principal (3) Search

Reason Request Date Approved Date Status

Office of the Principal 7 2023-09-27 12:00:00 Completed

Office of the Principal 2023-10-08 23:39:39 2023-10-08 12:00:00 Approved

princ 2023-10-16 20:42:3 For Approval

7. The center of the page contains the calendar that shows

“Completed”, “Approved”, and “Reserved” appointments.

Completed - Appointments that are done.

Approved - Appointment schedules that are approved and
upcoming.

Reserved - Appointment requests that are not yet approved.

October 2023

15 16 17 18 19 20 21
sesarves Roserves

[~ hosarves ] ST S

22 23 25 26 27 28




8. Click on an event to view more details.

20

19
L] eews | W

9. This will open more details about the event clicked. Use this to
set the final date of appointment.

Name: Sam Santos
LRN: 110611070010
Campus: PGNHS-Main
Grade: 9

Section: SSC

Appointment Office: Registrar

Submitted on: Tue, 17 Oct 2023 05:27:02 GMT
Appointment Date: 2023-10-20

Status: For Approval

Select final appointment date:

2023-10-21

Update Status:

[For Approval

Note: Do not forget to change the status of the request into
“Approved” before clicking “Update”.
This action will automatically send an email to the student.



10. Click on “Generate PDF” to open the selection of range.

Download PDF for Appointments

Download

11. Click on “Download” to be redirected to a printable and
downloadable summary report categorized by office.

m qwwewe PONHS-Man 2231016234857 |
omaTest 2 aweqwoqn | Powsman | mnicriezsaca | For Approval |
emaiTest 2 awoawe PGNIS Man 2023-10-16 235630 For Avprovel
emaTest 23 awewea POAHS Man 2023101623503 For Avproval
[ Sam Sarton o600 | Rogrver o pieasosoe | PoisMan | 2023107050308 | For Approval |
[ somsarwos 110611070010 o PONHSMan | 2031017051220 I
[ Sam Sartos 110611070010 - | PowsMan | 2zsicrosmss | For Approval

Sam Sareon 110611070010 awe | PowsMan | 2micwoszre | For Approval |
[ Sam Sartos 110611070010 ae PONHS Man 20031017 052732 For Avprovel

Admin FAQs and Feedback
1. Navigate to Feedback on the top panel.

Document Request ﬁ Calendar . Feedback and Reports l ’

t existing FAQ items. O }



2. This will redirect to the FAQs page.

-~

@) Puerto Galera National High School

a | News Document Request & Calendar @ reedback and Reports |
Administrator Access f’

Note:

C\?:xeo to add new FAQ item, and click 2 to edit existing FAQ items. O

Frequently Asked Questions (FAQs)

Requesting Document o 2
What should | do if | don't have an email? v
How do | know the exact document name to request and from where? A\
Why can't | receive my OTP? v

Tracking Document o =2

Where can | get my tracking number?

Why do | get error when | try to track my document? v
Do I need to regularly check this website to track my document? v
Scheduling Appointment o 2
Is my appointment schedule final? v
Do I need to confirm my appointment before going to the office? v

There are three categories in the FAQ: Requesting Document,
Tracking Document, and Scheduling Appointment. Each category
has “add” and “edit” button that can be seen on its right-most line.

© 2

The answers to each question can be seen after clicking the
question. There is no definite limit to how many question will be
shown to the users. Modify or delete FAQs if necessary.




3. Clicking the “add” icon of the FAQ will open this form.

> |
FAQ for Document Requests X
[Ouestion ]
Answer
a
[Appoimmem ]
& =

4. Clicking the “edit” icon of the FAQ will open this form.

Note:
Click on the table to edit its information.

Scheduling Appointment FAQs X

going to the office?

Question
100/100
Answer
a
250/250
Save Changes ‘ [ Delete
Question Answer Date Posted
s my appointment schedule final? Date of appointments are confirmed via email. Please make sure to refer to 2023-09-26 01:54:32
the schedule sent to you as it will reflect the availability of the office you
chose
Do | need to confirm my appointment before No. You can go to your appointment at its schedule. Office heads are 2023-09-26 01:55:01

informed days prior your arrival, and will send you an email otherwise.




In the edit form, clicking one of the questions will fill the center of
the form enabling it to be modified or deleted.

Scheduling Appointment FAQs X

Note:
Click on the table to edit its information.

Is my appointment schedule final?

67/100

Date of appointments are confirmed via email. Please make
sure to refer to the schedule sent to you as it will reflect the
availability of the office you chose.

a

90/250
Save Changes Delete

Question Answer Date Posted
Is my appointment schedule final? Date of appointments are confirmed via email. Please make sure to refer to 2023-09-26 01:54:32

the schedule sent to you as it will refiect the availability of the office you

chose.
Do | need to confirm my appointment before No. You can go to your appointment at its schedule. Office h 20 09-26 01:55:0
going to the office? informed days prior your arrival, and will send you an email o

Make sure to follow the character limit of each field to easily
submit modifications or post new FAQ.

At the bottom of the FAQs page, the feedback of the students will
be displayed.

Feedback sent by students

Message: qaqga Message: qwx dwgxsx... Message: This will be my feedback

Email: gelo@gmail.com Email: gelo@gmail.com Email: juandelacruz@gmail.com
LRN: 11 LRN: 1M LRN: 110611070000
Name: Gelo Name: Gelo Name: Juan Dela Cruz




Each feedback can be clicked to view more about its details. The
feedbacks can be used as reference in adding new or modifying
existing FAQs.




ERROR CODES AND FIXES

PUERTO GALERA NATIONAL HIGH SCHOOL STUDENT SERVICES SYSTEM

Student

Here are some of the error messages you might encounter in
accessing the website. Corresponding error meanings will also be
discussed.

eServices Error Messages

1. Login Fail

Student Verification X

Invalid input. Please ensure you entered your
correct information.

This means that some of the information entered does not exist in
the system. Make sure to type correct information with correct
spelling, capitalization, and no extra spaces.

2. Invalid email message

Invalid email.

This means that the email you entered does not match with the
existing email registered to you in our system. Make sure to
recheck your spelling and remove extra characters including
blank spaces.




3. Tracking Document fail

Track document
Invalid input. Please ensure you entered your correct LRN and tracking number.

Name

(Juani DelaCruz

Learning Reference Number (LRN)
( 11061107000

Tracking Number
[0C97F807-A576-44A

This means that one or more entered data does not match with
the information registered in the system. Make sure to input
correct values with no extra characters or blank spaces.




ERROR CODES AND FIXES

PUERTO GALERA NATIONAL HIGH SCHOOL STUDENT SERVICES SYSTEM

Administrator

Here are some of the error messages you might encounter in

accessing the website. Corresponding error meanings will also be
discussed.

Login Error Messages

1. Login Fail

Account invalid

This means that some of the information entered does not match
in the system. Make sure to type correct information with correct
spelling, capitalization, and no extra spaces.

If password is lost, you can opt to click “Forgot Password” and

complete the process to reset your password in the system.
Note: Resetting your password requires an OTP from your email

Uploading News Error Messages
1. Cannot click “Upload”

-935/150

The “Upload” button will be disabled/unclickable if there is a field
with exceeding character count than what is required.

In this example, the limit was 150 characters while the inputis

exceeding by a 900. Make sure to follow limits indicated in every
field.




Puerto Galera National High School Student Services System
almamaearguelles23@gmail.com
zammarquez0@gmail.com
janecamasis12@gmail.com
2023



puertogaleranhs.com
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