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NEGROS FIRST!

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.

NEGROS FIRST!

Login to your account

Administrators must login by:

e Entering a valid Email Address.
e Entering a valid Password.

e 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.

Statistics
all Verified Unverified
Total Registered Graduate - Graduate - Student - Available Student -
Employed Unemployed for Employment Full-time

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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E-learning With Besina Works

Statistics Pie Graph

| Year Graduated/To Graduate ~ |

Employed by Course
Gender

Skills

Number of Schools

2 To graduste on 2018 (22.22%) 2 Gradusted in 2013 (22.22%)

1 Graduated in 2014 (11.11%)

2 Gradusted this 2017 (22.22%)

1 Gradusted in 2015 (11.11%)

1 Gradusted in 2018 (11.11%)

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.

Workforce List

Program T AIRLINE COMPUTER OPERATIONS v Filter Search:
FULL NAME GENDER SCHOOL PROGRAM :EA[:‘R?\%TJiﬁéTOENDI LGu EMPLOYMENT STATUS STATUS -
#gﬁI:YDE LA CRUZ MALE ISKOL BUKOL UNIVERSITY ?ééri%ig;llor\ 2017 TALISAY CITY é;%?_gﬁ;éﬂ\;AlLABLE FOR o
poown swanmacer @)
MARK KIT TERR MALE ISKOL BUKOL UNIVERSITY ?éé\'_crj:gl‘_.JON;’\‘NG 2019 g‘i{rthAGUETE ELL;EIJ_E':L-E?;MLABLE FOR 0
MARK TOW CABILE MALE ISKOL BUKOL UNIVERSITY ?ééﬁi%’tg;llor\ 2014 TALISAY CITY g;%?iﬁ;éﬁ\;MLABLE FOR 0
E:EELT{J:RK LOPEZ MALE ISKOL BUKOL UNIVERSITY  BS COMPUTER SCIENCE 2015 TALISAY CITY ELL;[EE,L}:&Y[MLABLE FOR a

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.

Workforce List

Program v AIRLINE COMPUTER OPERATIONS v Filter Search:| Juan
YEAR GRADUATED / A

FULL HAME GENDER SCHoOL PROGRAM TO CRADUATE ON LGU EMPLOYMENT STATUS STATUS
JUAN DE LA CRUZ BS INFORMATION - TALISAY STUDENT - AVAILABLE FOR

UNIV
TONNY MALE ISKOL BUKOL UNIVERSITY TECHNOLOGY 207 CITY EMPLOYMENT o
ASAPH FLORES AS INFORMATION BACOLOD STUDENT - AVAILABLE FOR

UNIV "
JUANICO MALE ISKOL BUKOL UNIVERSITY TECHNOLOGY 2019 CITY EMPLOVMENT UNVERIFIED

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.

Workforce List

Program v AIRLINE COMPUTER OPERATIONS v Filter Search:

LGU

YEAR GRADUATED /

) a
Schools pL PROGRAM 10 GRADUATE ON LGU EMPLOYMENT STATUS STATUS
Available Workforce
Graduated/To Graduate On BS INFORMATION . STUDENT - AVAILABLE FOR o
UNIV , .
Skills BUKOL UNIVERSITY TECHNOLOGY 2017 TALISAY CITY EMPLOYMENT
Certification
Employment Status iy BS INFORMATION BACOLOD STUDENT - AVAILABLE FOR o
SUMAGATSAY BEUT BUKOL UNIVERSITY TECHNOLOGY 2018 CITY EMPLOYMENT
BS ACCOUNTING DUMAGUETE  STUDENT - AVAILAELE FOR
| \
MARK KIT TERR MALE ISKOL BUKOL UNIVERSITY TECHNOLOGY 2019 CITY EMPLOYMENT o
ES INFORMATION STUDENT - AVAILABLE FOR
W UNIVER: Cl
MARK TOW CABILE MALE ISKOL BUKOL UNIVERSITY TECHNOLOGY 2014 TALISAY CITY EMPLOYMENT o

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.

Workforce List

Program hi AIRLINE COMPUTER OPERATIONS T Filter Searchy Mar

YEAR GRADUATED / TO

FULL NAME GEMDER SCHOOL PROGRAM GRADUATE ON LGU EMPLOYMENT STATUS STATUS
- ) DUMAGUETE STUDENT - AVAILABLE FOR
1A i s v . . w2010
MARK KIT TERR MALE ISKOL BUKOL UNIVERSITY BS ACCOUNTING TECHNOLOGY 20 o g
5 - avs
MARK TOW CABILE MALE ISKOL BUKOL UNIVERSITY BS INFORMATION TECHNOLOGY 2012 TausavciTy  STUDENT- AVAILABLE FOR

EMPLOYMENT

RHEN MARK LOPEZ " . v com < . v iy STUDENT - AVAILABLE FOR
CABEELLD MALE ISKOL BUKOL UNIVERSITY BS COMPUTER SCIENCE 2015 TALISAY CI EMPLOYMENT

5

Q00

Showing 1 to 3 of 3 entries (filtered from 9 total entries) Previous - Next

DOWNLOAD MASTERLIST

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.

=

User Access Level

Search:
Name & Email School/LGU Access level Action
@
Anthony Malabanan tonyasm19@yahco.com Bago City College School
Baco Load bacolod_lgu@gmail.com Bacolod City LGU
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4.1 Add User

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

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

Add user

Select Access Level

Default password is 1234567

. Administrator will be asked to

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.

Training Manual
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E-learning With Besina Works

4.2 Deactivate User

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

Deactivate User

Are you sure you want to deactivate Anthony Malabanan's account ?

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.

User Access Level

Search:|v|

Name A Email School/LGU Access level Action

Baco Load bacoled_lgu@gmail.com Bacolod City LGU Deactivate

Benrie Nufable bjnufable@gmail.com La Consolacion College - Bacolod School Deartate

Ma. Johanna R. Bayoneta, Ph.D. a.bacolodcityceollege@yahoo.com Bacoled City College Scheol Deactivate

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.

Alerts B es View posts by Newer to Older -

e Hiring
T \

Stramiem TRP in capabin of ferctianng ox:
ki ¥/ Posted: January 18, 2017 11:28 AM

There is a job fair.

5.1 Alerts Filter Display

Alerts list display have this following options:

[

A | ertS Create Alert View posts by Newer to Older ~

Older to Mewer
Me

it by: admin
¥/J| Posted: January 18, 2017 11:28 AM

There is a job fair.

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.
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5.2 Create New Alerts

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

Alerts > Create Alert

| Choose File | Mo file chosen Title

Content

Formats = B /I E E = E = =

Save Cancel

Administrator will be asked to enter the following fields:

e Upload Images.
e Enter Alerts Title.
e 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.

Change Profile Photo

Change Password

Statistics
NEGROS FIRST! Logout
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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.

¢ Oper

Organize =

W Favorites
Bl Desktop
@ Downloads

= Recent Places

New folder

ss B Decktop »

-

I R

Libraries
System Folder

stratium
System Folder

Hemegroup
Q System Folder
[ | Computer
=3 ‘ System Folder

i Libraries b Y . [ Avast Free Antivirus
%) Documents L:‘ Systemn Folder fgirEEUt
&' Music = ilable Student -
[&] Pictures #75, Avast SafeZone Browser Chikka Messenger v.4
X B o7 g Shortcut Shortcut ent Full-time
B Videos 1.01 KB 203 KB

Google Chrome
Shortcut
220 KB

GOM Audie
& Homegroup & Shortcut
[Jd 110 KB

A, HipChat

e

Wl Mozilla Firefox h

1% Computer -

v [AnFies -

M

File name: |

[ Open Cancel ]

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.

Change Password

Type current password :

Type new password :

Retype new password :

Training Manual 11
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The Administrator will be asked to enter following fields (all fields are required):
e Type Current Password.
e Type New Password.
e 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.
List -

o LGU's
e Schools

¢ Programs

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

List of LGU's

Search: ba

LGU NAME
Bacolod City
Bago City
Binalbagan City

Hinobaan

Click the Search textbox and enter the search value inside the text field. Results will be

displayed at the List of LGU’s table.

Training Manual
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E-learning With Besina Works

7.2 Schools

Click the Schools sub menu. Administrator will be loaded to the List of School’s page.

List of Schools Add School

Search:

SCHOOL NAME

AMA Computer College

Asian College Of Aeronautics

Bacolod City College

Bago City College

Binalbagan Catholic College

Carlos Hilado Memorial State College - Alijis

Carlos Hilado Memorial State College - Binalbagan
Carlos Hilado Memorial State College - Fortune Towne
Carlos Hilado Memorial State College - Talisay

Central Philippines Adventist College

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.

Add School

School Name:

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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E-learning With Besina Works

7.3 Programs

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

List of Programs Add Program
Search:

PROGRAM v PROGRAM CODE

DIPL COMPUTER SYSTEMS AND INFORMATION TECHNOLOGY DCSIT

DIPL BUSINESS AND INFORMATION MANAGEMENT DBIM

ES INFORMATION TECHNOLOGY BSIT

BES INFORMATION SYSTEMS BSIS

BS ELECTRONICS ENGINEERING BS ECE

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.

Add Program

Program:

Program Code:

Administrator will be asked to enter following fields (all fields are required):
e Enter Program Name.

e 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

1.0LogIn

User’s need to login in order to authenticate themselves and be able to access the Negros

Island IT Workforce system.

NEGROS FIRST!

Login to your account

Users who are registered by the Administrator must login by:

e Entering a valid Email Address.
e 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.

Training Manual
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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.

Statistics
all Verified Unverified
Total Registered Graduate - Graduate - Student - Available Student -
Employed Unemployed for Employment Full-time

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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NEGROS FIRST!

Statistics Pie Graph

[ ‘Year Graduated/To Graduate = ]

Ermnployed by Course
Gender
Skills - -
2 Gradusted in 2000 (4.08%)
2 Gradusted in 2001 (4.08%)
1 Gradusted in 2010 (2.04%)

3 Graduated in 2013 (5.12%)
2 Gradusted in 2014 (4.08%)
8 Graduated in 2015 (15.33%)
28 To graduate this 2017
[58.18%)
1 Gradusted in 2016 (2. 04%)

1 To greduste on 2018 [2.04%)

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.

Students/Alumni

Program v AIRLINE COMPUTER OPERATIONS v Filter Search:
YEAR GRADUATED / TO
N
FULL NAME GENDER SCHOOL PROGRAM CRADUATE ON EMAIL WORK STATUS STATUS
- - - - . . . GRADUATE - _
ANABEL TAN TONNY MALE ISKOL BUKOL UNIVERSITY  BS INFORMATION TECHNOLOGY 2017 febestratium01 @gmail.com MELOvED UNVERIFIED
STUDENT -
ASAPH FLORES JUANICD  MALE ISKOL BUKOL UNIVERSITY  AS INFORMATION TECHNOLOGY 2018 =sa@gmail.com AVAILAELE FOR UNVERIFIED
EMPLOYMENT
SUMAGAYSAY STUDENT -
'f:’;s ETH SUMAGAYSAY MALE ISKOL BUKOL UNIVERSITY BS INFORMATION TECHNOLOGY 2016 AVAILABLE FOR o
A

EMPLOYMENT

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.

Students/Alumni

Program v AIRLINE COMPUTER OPERATIONS A Filter Search: an
YEAR GRADUATED / TO
i
FULL NAME GENDER SCHOOL PROGRAM CRADUATE ON EMAIL WORK STATUS STATUS
- - - - - N GRADUATE - -

ANABEL TAN TONNY MALE ISKOL BUKOL UNIVERSITY BS INFORMATION TECHNOLOGY 2017 febestratium01@gmail.com EMPLOYED UNVERIFIED
STUDENT -

ASAPH FLORES JUANICO MALE ISKOL BUKOL UNIVERSITY AS INFORMATION TECHNOLOGY 2019 asa@gmail.com AVAILABLE FOR UNVERIFIED
EMPLOYMENT

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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Students/Alumni

Program v AIRLINE COMPUTER OPERATIONS v Filter

Available Workforce .

- - YEAR GRADUATED / TO
-_lealu‘jJa[Ed.T\. Graduate On poL PROGRAM SRADUATE ON EMAIL
Skills

Certification
Employment Status

ASAPH FLORES JUANICO MALE ISKOL BUKOL UNIVERSITY AS INFORMATION TECHNOLOGY 2019 asa@gmail.com

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.

L BUKOL UNIVERSITY BS INFORMATION TECHNOLOGY 2017 febestratium01@gmail.ce

Search: an

WORK STATUS

GRADUATE -
EMPLOYED
STUDENT -
AVAILABLE FOR
EMPLOYMENT

STATUS

UNVERIFIED

UNVERIFIED

Training Manual
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Students/Alumni

Program v AIRLINE COMPUTER OPERATIONS v Search:

YEAR GRADUATED /

.
FULL NAME GENDER SCHOOL PROGRAM TO GRADUATE ON EMAIL WORK STATUS STATUS
1SKOL BUKOL BS INFORMATION . . o ~ . .
ANABEL TAN TONNY MALE UNIVERSITY TECHNOLOGY 2017 febestratium01@gmail.com GRADUATE - EMPLOYED UNVERIFIED
ASAPH FLORES ISKOL BUKOL AS INFORMATION . - . STUDENT - AVAILABLE FOR p
JUANICO MALE UNIVERSITY TECHNOLOGY o8 ssz@gmailcom EMPLOYMENT UNVERIFIED
KENNETH aLE 1SKOL BUKOL BS INFORMATION e STUDENT - AVAILABLE FOR
SUMAGAYSAY ABOY ) UNIVERSITY TECHNOLOGY EMPLOYMENT

Showing 1 to 3 of 3 entries Previous - Mext
DOWNLOAD MASTERLIST

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.

A | [S]g &) Create Alert View posts by Newer to Older ~

Hiring

5 by admin
Posted: January 18, 2017 11:28 AM

Strmiem TRP in capmbin of fnctiang o

e . it s e,
-

Pk (5 cabiar
are s e sneann, i
vy ot .

# Customncs Rlatisrar Masagere:. Trocis csimrars.
e reeetars vt s

There is a job fair.

4.1 Alerts Filter Display

Alerts list display have this following options:
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Alerts (I

There is a job fair.

View posts by Mewer to Older =

Qlder to Newer
Me

Note: LGU’s Module can only see their own Alerts and Administrator Alerts only.

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

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

Alerts > Create Alert

Choose File | No file chosen

Title

Caontent

ert title

Formats ~

Save

Cancel

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

e Upload Images.
e Enter Alerts Title.

e Enter Alerts Content.

Training Manual
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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.

», Cediz City ¥
Change Profile Photo
A|ertS View posts by MNewer

Change Password

Logout

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.

Vs id Bl Desktop » > | ¥ Search Desktop j o
Y- Organize - Mew folder ﬁ:: A mll} '@'

T Favorites © | Libraries Homegroup

Bl Desktop sl Systemn Folder * System Folder £

|i—l =
4. Downloads
| Recent Places stratium " | Computer
3) System Folder =SS System Folder

m

wd Libraries -
0'93 o e ©Y Metwork ,;:fca Is:cl:rtee Antivirus
e L System Folder —
&) Musi - 187 KB
@' Music
e Avast SafeZone Browser Chikka Messenger v.4

A
§I :;::;:5 8 t»': Fas® i\ Shortcut ﬁ Shortcut
101 KB 203 KB
GOM Audio Google Chrome
& Homegroup & Sheortcut @  shorcut
| 110KB 2.20KB

1M Computer S Ay, HioChat sl Mozilla Firefox

File name: | > | [AnFiles -] Ik

[ open |+] [ canca |

Choose the selected photo and click the Open button. The uploaded photo will be displayed
before the logged in username.

Training Manual 23



NEGROS FIRST!

E-learning With Besina Works

5.2 Change Password

Click Change Password on the dropdown option, change password modal will be displayed.

Change Password

Type current password :

Type new password :

Retype new password :

LGU will be asked to enter following fields (all fields are required):
e Type Current Password.
e Type New Password.
e Retype New Password.

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

1.0LogIn

User’s need to login in order to authenticate themselves and be able to access the Negros

Island IT Workforce system.

NEGROS FIRST!

Login to your account

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

e Entering a valid Email Address.
e Entering a valid Password.

e 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.

Training Manual
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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.

Statistics
all Verified Unverified
Total Registered Graduate - Graduate - Student - Available Student -
Employed Unemployed for Employment Full-time

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

[ Year Graduated/To Graduate » l

Employed by Course
Gender
Skills

2 To graduate on 2019
(20.00%)

2 Graduated in 2013 (20.00%)

1 To graduate on 2018 —
(10.00%)

— 1 Graduated in 2014 (10.00%)

1 Graduated in 2015 (10.00%)

2 Graduated this 2017
(20.00%)
1 Graduated in 2016 (10.00%)

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.

Students/Alumni
Program v BS INFORMATION TECHNOLOGY A Search:
FULL NAME 4 GENDER PROGRAM YEAR GRADUATED BIRTHDATE STATUS
ANABEL TAN TONNY MALE BS INFORMATION TECHNOLOGY 2017 12-31-5643
ASAPH FLORES JUANICO MALE AS INFORMATION TECHNOLOGY 2019
FEBE JOY DIMANALATA CORUGDA FEMALE BS ELECTRONICS AND COMPUTER TECHNOLOGY 2013
JAY JEMA JUNIO MALE AS INFORMATION TECHNOLOGY 2018

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.

Students/Alumni
Frogram A BES INFORMATION TECHNOLOGY v Search:| J|
FULL NAME 4 GENDER PROGRAM YEAR GRADUATED BIRTHDATE STATUS
ASAPH FLORES JUANICO MALE AS INFORMATION TECHNOLOGY 2019
FEBE JOY DIMANALATA CORUGDA FEMALE BS ELECTROMNICS AND COMPUTER TECHNOLOGY 2013
JAY JEMA JUNIO MALE AS INFORMATION TECHNOLOGY 2018
JUAN DE LA CRUZ TONNY MALE BS INFORMATION TECHNOLOGY 2007 12-31-1958 o

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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Students/Alumni T ——
Program v BS INFORMATION TECHNOLOGY v Search: J
Program
LGU GENDER PROGRAM YEAR GRADUATED BIRTHDATE STATUS
Employment Status
ASAPH FLORES JUANICO MALE AS INFORMATION TECHNOLOGY 2019
FEBE JOY DIMANALATA CORUGDA FEMALE BS ELECTRONICS AND COMPUTER TECHNOLOGY 2013
JAY JEMA JUNID MALE AS INFORMATION TECHNOLOGY 2018
JUAN DE LA CRUZ TONNY MALE BS INFORMATION TECHNOLOGY 2017 12-31-1958 o

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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Students/Alumni
Program A\ BS INFORMATION TECHNOLOGY v “ Search:

FULL NAME “ GEMDER PROGRAM YEAR GRADUATED BIRTHDATE STATUS
AMNABEL TAN TONNY MALE BS INFORMATION TECHNOLOGY 2017 12-31-56432

ASAPH FLORES JUANICO MALE AS INFORMATION TECHNOLOGY 2019
FEBE JOY DIMANALATA CORUGDA FEMALE BS ELECTRONICS AND COMPUTER TECHNOLOGY 2013
JAY JEMA JUNIO MALE AS INFORMATION TECHNOLOGY 2018

JUAN DE LA CRUZ TONNY MALE BS INFORMATION TECHNOLOGY 2m7 12-31-1958

KEMMETH SUMAGAYSAY ABOY MALE BS INFORMATION TECHNOLOGY 2018 /752000

MARK TOW CABILE MALE BS INFORMATION TECHNOLOGY 2014 10/20/1990

RHEM MARK LOPEZ CABELLO MALE BS COMPUTER SCIENCE 2015 11/29/1993

eril
el
MARK KIT TERR MALE BS ACCOUNTING TECHNOLOGY 2019 03-03-1990 o

Showing 1 1o @ of @ entries Previous - Next
DOWNLOAD MASTERLIST

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.

Alerts B es View posts by Newer to Older -

Strutiom AP by capubin of fnctionng s

Bkt ot (OGS cabiarmpsam it sy i,
P .

Posted: January 18, 2017 11:28 AM

ey ot s
& Cutomes Reatersivg Masagorers 11

There is a job fair.

4.1 Alerts Filter Display

Alerts list display have this following options:
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A | erts BT View posts by Newer to Older -

Qlder to Newer
Me

- Hiring

by admin
%/ Posted: January 18, 2017 11:28 AM

Stramiom ER s capable of fanctianng o

TErR————
[t

= boinsatsue
e 4o 3 205 e, e
oy ot i

There is a job fair.

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.

Alerts > Create Alert

Choose File | No file chosen Title

Alert title

Content

Formats - B 7

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

e Upload Images.
e Enter Alerts Title.
e 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.

A . Iskol Bukol University

Change Profile Photo
ﬁ Change Password
Programs Offered

Logout

Students/Alumni

Program b BS INFORMATION TECHNOLOGY b Filter Search/

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.

Yl B Desktop » w | 4 (|| Search Desktap o
y Organize « MNew folder B~ O ':@'
- Favorites " Libraries Homegroup
B Desktop | | Systern Folder ' Systermn Folder =
I S

4 Downloads

5| Recent Places J stratium . | Computer

*@ Homegroup

3) Systern Folder

m

=SS System Folder

4 Libraries .y Network HAvast Free Antivirus
j Documents lL’ System Folder g fgiIEBUt
J’- Music =
[ Pictures SUE0 Avast SafeZone Browser Chikka Messenger v.4
] B B vos7 gl Shortcut Shortcut
E Videos : 101 KB ST

GOM Audio Google Chrome
& Shortcut . Shortcut
& 110 KB 220 KB

1%/ Computer S . HioChat w2, Mozilla Firefox i
File name: | ~| [AllFiles -] Ik
[ Open |v] ’ Cancel ]

Training Manual 32



NEGROS FIRST!

E-learning With Besina Works

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.

Change Password

Type current password :

Type new password :

Retype new password :

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

e Type Current Password.
e Type New Password.
e 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.

Program Offered

AIRLINE COMPUTER OPERATIONS
AS ACCOUNTING TECHNOLOGY

AS INFORMATION TECHNOLOGY
BA FINE ARTS - DIGITAL ARTS
BS ACCOUNTING TECHNOLOGY
BS COMPUTER ENGINEERING

BS ELECTRONICS ENGINEERING
DIPL BUSINESS AND INFORMATION

MANAGEMENT

AIRLINE COMPUTER SCIENCE
AS COMPUTER TECHNOLOGY

AVIATION ELECTRONICS TECHNOLOGY
BA FINE ARTS - INDUSTRIAL DESIGN
BS AERONAUTICAL ENGINEERING

BS COMPUTER SCIENCE

BS INFORMATION SYSTEMS

DIPL COMPUTER SYSTEMS AND
INFORMATION TECHNOLOGY

AIRLINE INFORMATION TECHNOLOGY

AS ELECTRONICS ENGINEERING
TECHNOLOGY

BA ARCHITECTURE

BICMEDICAL EQUIPMENT TECHNICIAN

BS COMMERCE - MIS

BS ELECTRONICS AND COMPUTER

TECHNOLOGY
BS INFORMATION TECHNOLOGY

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.

_/ ofi NIR - School Dashboard X \\ b

e s

< c | & Secure | httpsy//nirstratiumsoftware.com/dashboard.php

Upload Student List

Choose File | Mo file chosen

Please see Help page for Student Lis

Download format

Fields with asterizk (*) ara required!

t Upload Instructions.
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Click Download format link , student_data_format csv file will be downloaded automatically.

/ i NIR - School Dashboard % \ﬁ A\

<« (] ‘ & Secure | httpsy//nir.stratiumsoftware.com/dashboard.php a 7 %

Upload Student List

Choose File | No file chosen

Please see Help page for Student List Uplaad instructions.

Download format

& student_data_form...csv Show all x

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):

|| H9-wo-|= student_data_format - Microsoft Excel = | B S
Home Insert Page Layout Formulas Data Review View & 9 = @ of
SEem  w ks me@e wwe e - B 5 0 2R
[ I%Q - 35“ Delete = E -
‘aste B J U~ |~ - A~ == | Ewm &Center~ | $ v %, o | %0 .00 Conditional Format  Cell . Sort & Find &
- = 4 - = - F &F | B Merge & Center ° o e Formatting = as Table - Styles - é‘_‘lFormatv &2 Filter~ Select-
ipboard Font [F1 Alignment [F1 Number [F1 Styles Cells Editing
H10 - A
A B c D E F G H I J K L]
# IDNumber First Name*® Middle Name* Last Name* Barangay® City/Municipality* Program Code* Year Graduated* Gender* Birthdate(mm-dd-yyyy)*
1 12345 JUAN DE LA CRUZ TOMNNY BRGY. ZOMNE 15 TALISAY CITY BSIT 2017 MALE 12-31-1958
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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§ NIR - School Dashboard X

& C | & Secure | https://nir.stratiumsoftware.com/dashboard.php

Upload Student List

Choose File | No file chosen

=4 & Open

=3

- | +3 | | Search Downloads

=] -

]|

o]
(2]

@(Dv| » Febe » Downloads
Organize « folder

4757 Favorites

M Desktop x -
Download ~
| _..‘ ownloads | 5
= Recent Places

. A,
4 | Libraries

x L

A,

b @ Documents student_data_format
3 le Music

I [&=] Pictures

- B Videos

(M Comnuter S

workforce_list

File name:

Click Save button, Success nofification modal will appear and page will reload to refresh the

> [AlFiles

7|

[open [+ |

Cancel

student list on the Student/Alumni table. The uploaded new student list will display on the

table.

Note:

e We advise to conduct data cleaning and to format data to UPPERCASE prior to

inserting the student list data on csv file.

e Use the Programs acronym that we supply in this page so that the system will read

the entered program correctly.

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

Training Manual

38



NEGROS FIRST!

E-learning With Besina Works

-- End of Document --
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