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Administrator Module 

1.0 Log In   
Administrator need to login in order to access the Negros Island IT Workforce system.  Login 
credentials for admin are already set on the database. 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

Administrators must login by: 

●​ Entering a valid  Email Address.  
●​ Entering a valid  Password. 
●​ When you have entered all the login credentials, click Log in button. 
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2.0 Statistics 
Statistics page is the default page after logging in. 

Statistics content has an options tab for all registered students from different schools and 
students who registered using the Student application.  

 

​ All  

Total Registered Students uploaded by Schools and Students who registered using the 
Student Application.  

 

​ Verified  

Total Registered Students uploaded by Schools and Verified Students who registered 
using the Student Application. 

 

​ Unverified 

​ Total Registered Student who registered using the Student Application. 
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Statistics Pie Graph 

 

It’s represent the percentage of the Students by the following category: 

​ Year Graduated / To Graduate 

Students percentage who graduated by Year. It includes the Verified and Unverified 
Students.​  

 

​ Employed by Program 

Students percentage who are employed by Course. It includes the Verified and 
Unverified Students.​  

 

​ Skills 

Skills percentage of the Students who are registered by Schools and Students who 
registered using Student Application. It includes the Verified and Unverified Students.​  

 

Gender 

Gender percentage of the Students who are registered by Schools and Students who 
registered using Student Application. It includes the Verified and Unverified Students.​  
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Number of Schools 

Listed the Total Number of Schools affiliated with Negros Island IT Workforce. 

 
3.0 Workforce List 
Click the Workforce List Menu. Administrator will be loaded to the Workforce List table. 

 

3.1 Search  

Click the Search textbox and enter the search value inside the text field. Results will be 
displayed at the Workforce list table. 

 

Administrators will be able to search the Students by Full Name, Gender,  School, Program, 
Year Graduated/ To Graduate On, LGU, Employment Status, and Status respectively.  
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3.2 Search Filter  

Choose Search Filter value on the drop down options and click Filter button. Results is display 
on the Workforce list table. 

 

Administrator will be able to search the Student by the following filter options: 

​ Program 

Administrators can filter the Students list by courses. 

 

​ LGU 

Administrators can filter the Students list by their City address. 

 

​ Schools 

​ Administrators can filter the Students list by their Schools attended. 

 

​ Available Workforce 

Administrators can filter the Students list  who are ready for employment. 

 

​ Graduated/Graduate On 

Administrators can filter the Students list by Year Graduated.​  

​  

Skills 

Administrators can filter the Student list by their Skills. 
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​ Certification 

​ Administrators can filter the Students list by their Certifications attended. 

 

Employment Status  

Administrators can filter the Students list by their Employment Status. 

3.3 Download Masterlist  

Choose Search Filter value on the drop down options and click Filter button. Results will 
display on the Workforce list table. 

 

Click the Download Masterlist  button.  Workforce list csv will be downloaded. 

4.0 Users 

Click the Users Menu. Administrator will be loaded to the User Access Level page.
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4.1 Add User  

Click the Add User button and the user’s modal will be displayed. Administrator will be asked to 
enter or select the following information (all fields are required): 

●​ Select Access Level options 
●​ Enter Name. (Full Name) 
●​ Enter Email Address. 
●​ Default password:  1234567 

 

Click the Save button. The Registered User will be added automatically on the  User Access 
Level table.   

The Registered User should change their own password after their first login for security 
purposes. 

The Administrator should send email to the registered user that the Account is ready to be 
accessed and the default password is 1234567, which must be changed immediately for 
security purposes. 
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4.2 Deactivate User  

Choose registered user to deactivate on the User Access Level table, click Deactivate button 
and confirmation modal will be displayed.  

 

Click Yes option to deactivate the user and No option for not deactivating the user . 

4.2 Search User  

Click the Search textbox and enter the search value inside the text field. Results will be 
displayed at the User Access Level table. 

 

The Administrator will be able to search the User by Name, Email, School/LGU, and  Access 
Level. 
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5.0 Alerts 
Click the Alerts Menu. Administrator will be loaded to the Alerts page.  

 

5.1 Alerts Filter Display  

Alerts list display have this following options: 
 
 

 
 
​ Newer to Older  

This is the default sorting of the alerts. All alerts are displayed from New to Old; filter by 
posted date. 

 
​ Older to Newer 
​ All alerts are displayed from Old to New; filters by posted date.  
 

Me 
Alerts that will be displayed are posted by the Administrator only. 
 
 
 

 
  Training Manual​ ​ ​ ​ ​ ​ ​ ​ ​                   9 



 
 

 

5.2 Create New Alerts  

Click the Create Alert button, the page will be loaded to the create alert page. 
 

 
 
Administrator will be asked to enter the following fields: 

●​ Upload Images.  
●​ Enter Alerts Title.  
●​ Enter Alerts Content. 

Click the Save button. The Create alert page will be loaded to the main Alert page and a new 
added alert will be displayed.  All modules will receive the Alerts from the Administrator. 

6.0 Administrator option  
Click the Admin dropdown option at the upper right corner of the page. 
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6.1 Change Profile Photo  

Click  Change Profile Photo on the dropdown option, File Manager will be displayed so that 
you can locate the location of the photo that you want to upload. 
 

 
Choose the selected photo and click the Open button. The uploaded photo will be displayed 
before the logged in username. 
 
6.2 Change Password 
 
Click  Change Password on the dropdown option, change password modal will be displayed.  
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The Administrator will be asked to enter following fields (all fields are required): 

●​ Type Current Password. 

●​ Type New Password. 

●​ Retype New Password. 

Click the Save button to save the changes in your current password.  

7.0 List  
Click the List Menu. List sub menu will be displayed.   

 

7.1 LGU’s 
Click the LGU’s sub menu. Administrator will be loaded to the LGU List page. 

 
 
Click the Search textbox and enter the search value inside the text field. Results will be 
displayed at the List of LGU’s table. 
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7.2 Schools  
Click the Schools sub menu. Administrator will be loaded to the List of School’s page. 

 
 
Click the Search textbox and enter the search value inside the text field. Results will be 
displayed at the List of Schools table. 

7.2.1 Add Schools  
Click on the Add School button and the Add school modal will be displayed. 

 

The Administrator will be asked to enter the School name that should be added on the list.  

Click the Save button to save the new added School name. 
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7.3 Programs  

Click the Programs sub menu. Administrator will be loaded to the List of Program page. 

 

Click the Search textbox and enter the search value inside the text field. Results will be 
displayed at the List of Courses table. 

7.3.1 Add Programs  
Click on the Add Program button and the Add Course modal will be displayed. 

 

Administrator will be asked to enter following fields (all fields are required): 

●​ Enter Program Name. 

●​ Enter Program Abbreviation 
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Click the Save button to save the new added Course. 

 

Note:  List sub menu pages do not have delete functionality.​  
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LGU Module  

1.0 Log In   
User’s need to login in order to authenticate themselves and be able to access the Negros 
Island IT Workforce system.  
 

 
 
Users who are registered by the Administrator must login by: 

●​ Entering a valid  Email Address.  
●​ Entering a valid  Password. 

When you have entered all the login credentials, click on the Log in button. 

Users should change their own password after their first login for security purposes. 
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2.0 Statistics 
The Statistics page is the default page after logging in. 

Statistics content has an options tab for all registered students from different schools and 
students who registered using the Student application within LGU’s domain.  

 

​ All  

Total Registered Students uploaded by Schools and Students who registered using the 
Student Application.  

 

​ Verified  

Total Registered Students uploaded by Schools and Verified Students who registered 
using the Student Application. 

 

​ Unverified 

​ Total Registered Student who registered using the Student Application. 
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Statistics Pie Graph 

 

Note: Statistic Pie Graph values vary on different LGU’s for the number of student enrolled in a School within the 
LGU’s domain. 

It’s represent the percentage of the Students by LGU’s for the following category: 

​ Year Graduated / To Graduate 

Students percentage who graduated by Year. It includes the Verified and Unverified 
Students.​  

 

​ Employed by Course 

Students percentage who are employed by Course. It includes the Verified and 
Unverified Students.​  

 

​ Skills 

Skills percentage of the Students who are registered by Schools and Students who 
registered using Student Application. It includes the Verified and Unverified Students.​  

 

Gender 

Gender percentage of the Students who are registered by Schools and Students who 
registered using Student Application. It includes the Verified and Unverified Students.​  
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3.0 Students / Alumni 
Click the Students / Alumni Menu. LGU will be loaded to the Workforce List table. 

 

3.1 Search  

Click the Search textbox and enter the search value inside the text field. Results will be 
displayed at the Students / Alumni table. 

 

LGU will be able to search the Students by Name, School, Program, Year Graduated/ To 
Graduate On, Email, Work Status, and Status respectively.  

3.2 Search Filter  

Choose Search Filter value on the drop down options and click Filter button. Results are 
displayed on the Students / Alumni table. 
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LGU will be able to search the Student by the following filter options: 

​ Program 

LGU’s can filter the Students list by courses. 

 

​ Available Workforce 

LGU’s can filter the Students list  who are ready for employment. 

 

​ Graduated/Graduate On 

LGU’s can filter the Students list by Year Graduated.​  

 

​ Skills 

​ LGU’s can filter the Student list by their Skills. 

 

​ Certification 

​ LGU’s can filter the Students list by their Certifications attended. 

 

Employment Status  

LGU’s can filter the Students list by their Employment Status. 

3.3 Download Masterlist  

Choose Search Filter value on the drop down options and click Filter button. Results will 
display on the Workforce list table. 
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Click the Download MasterList  button.  Workforce list csv will be downloaded. 

4.0 Alerts 

Click the Alerts Menu. LGU’s will be loaded to the Alerts page.  

 

 

4.1 Alerts Filter Display  

Alerts list display have this following options: 
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Note: LGU’s Module can only see their own Alerts and Administrator Alerts only. 

 
●​ Newer to Older. This is the default sorting of the alerts. All alerts are displayed 

from New to Old; filter by posted date. 
●​ Older to Newer. All alerts are displayed from Old to New; filters by posted date.  
●​ Me. Alerts that will be displayed are posted by the LGU’s only. 

4.2 Create New Alerts  

Click the Create Alert button, the page will be loaded to the create alert page. 
 

 
 
LGU’s will be asked to enter the following fields: 

●​ Upload Images.  
●​ Enter Alerts Title.  
●​ Enter Alerts Content. 
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Click the Save button.  The create alert page will be loaded to the main Alert page and new 
added alert will be displayed.  Only Administrator and Student connected to LGU can receive 
the LGU’s alerts. 

5.0 LGU’s option  
Click the LGU’s dropdown option at the upper right corner of the page. 
 

 

5.1 Change Profile Photo  

Click  Change Profile Photo on the dropdown option, File Manager will be displayed so that 
you can locate the location of the photo that you want to upload. 

 
 
Choose the selected photo and click the Open button. The uploaded photo will be displayed 
before the logged in username. 
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5.2 Change Password 
 
Click  Change Password on the dropdown option, change password modal will be displayed.  

 

LGU will be asked to enter following fields (all fields are required): 

●​ Type Current Password. 

●​ Type New Password. 

●​ Retype New Password. 

Click the Save button to save the changes in your current password.  

​  
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School Module  

1.0 Log In   
User’s need to login in order to authenticate themselves and be able to access the Negros 
Island IT Workforce system.  
 

 
 
Users who are registered by the Administrator (NOLITC)  must login by: 

●​ Entering a valid  Email Address.  
●​ Entering a valid  Password. 
●​ When you have entered all the login credentials, click the Log in button. 

The user should change their own password after their first login for security purposes. 
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2.0 Statistics 
The Statistics page is the default page after logging in. 

Statistics content has an options tab for all registered students who registered using the Student 
application  and registered by School.  

 

​ All  

Total Registered Students uploaded by Schools and Students who registered using the 
Student Application.  

 

​ Verified  

Total Registered Students uploaded by Schools and Verified Students who registered 
using the Student Application. 

 

​ Unverified 

​ Total Registered Student who registered using the Student Application. 
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Statistics Pie Graph 

 
Note: Statistic Pie Graph values vary on different schools for the number of students enrolled in a School. 
 
It represents the percentage of the Students in a School for the following category: 

​ Year Graduated / To Graduate 

Students percentage who graduated by Year. It includes the Verified and Unverified 
Students.   

 

​ Employed by Course 

Students percentage who are employed by Course. It includes the Verified and 
Unverified Students.​  

 

​ Skills 

Skills percentage of the Students who are registered by Schools and Students who 
registered using Student Application. It includes the Verified and Unverified Students.​  

 

Gender 

Gender percentage of the Students who are registered by Schools and Students who 
registered using Student Application. It includes the Verified and Unverified Students.​  
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3.0 Students / Alumni 
Click the Students / Alumni Menu. Schools will be loaded to the Workforce List table. 

 

3.1 Search  

Click the Search textbox and enter the search value inside the text field. Results will be 
displayed at the Students / Alumni table. 

 

Schools will be able to search the Students by Name, Gender, Program, Year Graduated, 
Birthdate, and Status respectively.  

3.2 Search Filter  

Choose Search Filter value on the drop down options and click Filter button. Results is 
displayed on the Students / Alumni table. 
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School will be able to search the Student by the following filter options: 

​ Program 

Schools can filter the Students list by courses. 

 

​ LGU 

​ School can filter the Students list by their City Address or LGU 

 

Employment Status  

Schools can filter the Students list by their Employment Status. 

3.3 Download Masterlist  

Choose Search Filter value on the drop down options and click Filter button. Results will 
display on the Workforce list table. 
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Click the Download Masterlist  button.  Workforce list csv will be downloaded. 

4.0 Alerts 

Click the Alerts Menu. School  will be loaded to the Alerts page.  

 

 

4.1 Alerts Filter Display  

Alerts list display have this following options: 
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Note: School Module can only see their own Alerts and Administrator Alerts only. 
 

​ Newer to Older  
This is the default sorting of the alerts. All alerts are displayed from New to Old; filter by 
posted date. 

 
​ Older to Newer 
​ All alerts are displayed from Old to New; filters by posted date.  
 

Me 
Alerts that will be displayed are posted by the LGU’s only. 

4.2 Create New Alerts  

Click the Create Alert button, the page will be loaded to the create alert page. 
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LGU’s will be asked to enter the following fields: 

●​ Upload Images.  
●​ Enter Alerts Title.  
●​ Enter Alerts Content. 

Click the Save button.  The create alert page will be loaded to the main Alert page and a new 
added alert will be displayed.  Only Administrator and Student connected to School can receive 
the School alerts. 

5.0 Schools’ option  
Click the School dropdown option at the upper right corner of the page. 
 

 

5.1 Change Profile Photo  

Click  Change Profile Photo on the dropdown option, File Manager will be displayed so that 
you can locate the location of the photo that you want to upload.
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Choose the selected photo and click the Open button. The uploaded photo will be displayed 
before the logged in username. 
 
 
5.2 Change Password 
 
Click  Change Password on the dropdown option, change password modal will be displayed.  

 

School will be asked to enter following fields (all fields are required): 

●​ Type Current Password. 

●​ Type New Password. 

●​ Retype New Password. 

Click the Save button to save the changes in your current password.  
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5.0 Programs Offered  
Click  Program Offered on the dropdown option, and the offered program page  will be 

displayed.  

 

Schools have an option on what programs should be listed to display on the filter page by 
clicking the Checkbox beside the Program name. 
 
Click the Save button to save the changes. 

 

6.0 Help Page (Upload Student List) 

Upload Student List  

 

The Student/Alumni page is the default page after the User is logged in successfully. 

Click the Upload Student List button, and the Upload Student list modal will appear.  
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Click Download format link , student_data_format csv file will be downloaded automatically. 

 

 

 

Insert the Student List data on the csv file. The user will be asked to enter or select the 
following information (All fields are required. Use characters from the ENGLISH ALPHABET 
only, as Scandinavian, Iberian/Spanish, Greek, and Asian letters and characters are not 
supported): 

 

Enter ID Number.  

ID number is an optional field.  

 

Enter First Name. 

First Name is a required field. 
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Enter Middle Name. 

Middle Name is a required field. 

 

Enter Last Name. 

Last Name is a required field. 

 

Enter Barangay. 

Barangay address is a required field. 

 

Enter City / Municipality. 

City / Municipality is a required field. 

 

Enter Program Code. 

Program Code is a required field. 

 

List of Programs: 

 
Acronym to Use Course 

AAT AS ACCOUNTING TECHNOLOGY 

ACT AS COMPUTER TECHNOLOGY 

AEET AS ELECTRONICS ENGINEERING TECHNOLOGY 

AIT AS INFORMATION TECHNOLOGY 

BAArch BA ARCHITECTURE 

BFA-DigArt BA FINE ARTS - DIGITAL ARTS 

BFA-IndDesign BA FINE ARTS - INDUSTRIAL DESIGN 

BSAE BS AERONAUTICAL ENGINEERING 

BSAT BS ACCOUNTING TECHNOLOGY 

BSC-MIS BS COMMERCE - MIS 

BSCE BS COMPUTER ENGINEERING 
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BSCS BS COMPUTER SCIENCE 

BSECT BS ELECTRONICS AND COMPUTER TECHNOLOGY 

BSEE BS ELECTRONICS ENGINEERING 

BSIS BS INFORMATION SYSTEMS 

BSIT BS INFORMATION TECHNOLOGY 

CACO AIRLINE COMPUTER OPERATIONS 

CACS AIRLINE COMPUTER SCIENCE 

CAET AVIATION ELECTRONICS TECHNOLOGY 

CAIT AIRLINE INFORMATION TECHNOLOGY 

CBET BIOMEDICAL EQUIPMENT TECHNICIAN 

DBIM DIPL BUSINESS AND INFORMATION MANAGEMENT 

DCSIT DIPL COMPUTER SYSTEMS AND INFORMATION TECHNOLOGY 

N/A N/A 
 
 

Enter Year to Graduate. 

Year to Graduate  is a required field. 

 

Enter Gender. 

Gender  is a required field. 

 

Enter Birthdate. 

Birthdate is a required field. 

 

Then save the csv file on your local computer.  

Go to the NIR system site. Click the Choose File button on the student list upload modal where 
you downloaded the student_data_format csv file. 
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Click Save button, Success notification modal will appear and page will reload to refresh the 
student list on the Student/Alumni table. The uploaded  new student list will display on the 
table.  

 

Note:  

●​ We advise to conduct data cleaning and to format data to UPPERCASE prior to 
inserting the student list data on csv file. 

●​ Use the Programs acronym that we supply in this page so that the system will read 
the entered program correctly. 

●​ Please add  ( ‘ ) single quotation mark on the Birthdate field before the birth date 
value for the user who is using the Microsoft Excel. 
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