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SCHOOLS DIVISION OFFICE OF MUNTINLUPA Cl d ry 

Office of the Schools Division 
Superintendent 

MEMORANDUM 

SEP 2 0 2023 

SCHOOL SUBMISSION OF DOCUMENTARY REQUIREMENTS 
WITH PENDING REQUESTS FOR APPROVAL AND THOSE WITH TECHNICAL 

ISSUES AND CONCERNS IN THE LEARNER INFORMATION SYSTEM (LIS) 

To: 	OIC-Assistant Schools Division Superintendent / 
Chief Education Supervisor, School Governance and Operations Division 
Chief Education Supervisor, Curriculum Implementation Division 
Public and Private Elementary and Secondary School Heads/ OICs 
All Others Concerned 

1. This is to reiterate the provisions of the Division Unnumbered Memorandum 
dated October 14, 2022, that all schools with pending requests for Learner 
Reference Number (LRN) Approval, Enrollment with Gap, Enrollment of Ineligible, 
Correction of Learner Profile, and Correction of Grade Level in the Learner 
Information System (LIS) should submit the required documents in hard/soft copies 
(cover letter signed by the school head, birth certificate, and documents from 
previous grade level: SF10 & SF9/Kinder Certificate) to this Division through the 
School Governance and Operations Division (SGOD) - Planning and Research (P&R) 
Section. If the learner was tagged Temporary Enrolled, a copy of notarized affidavit 
of undertaking must be provided. 

2. The cover letter signed by the School Head/OIC should contain the list of 
learners in alphabetical order. Likewise, all attached documents of learners should 
also be in alphabetical order. 

3. Requests Forms (RFs) for learners who cannot be enrolled, with 
double/multiple LRNs, learners to be unenrolled, learners whose transfers are to be 
confirmed by closed schools, and learners with transfer issues should be 
consolidated according to the type of request, to be submitted in MS Excel format 
together with the PDF format of letter signed by the adviser and school head. SOFT 
COPIES of all learners' documents must be submitted to the email address: 
planning.sdomuntinluowWeped.gov.ph. 

4. The requirements should be submitted not later than one week after the 
requests were made to the Learner Information System. 

5. School LIS Coordinators are required to use the revised RFs when reporting 
issues or requesting updates of school and learner records. They shall fill out the 
RFs, attach required documents, and submit them to the Division Planning Officer. 

6. Please be reminded that the Helpdesk will not accept any RFs coming directly 
from school personnel. Requests using previous versions of RFs, improperly 
accomplished RFs, or RFs with incorrect attachments will not be processed and will 
be returned to the sender or requestor. 
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7. The new RFs can be downloaded under the LIS Support Page or through this 
Google drive link: https://bit.ly/M07-LIS-EBEIS-NSBI-RFs.  

8. Please refer to the list of service requests, definitions, and requirements, as 
follows: 

Type of Service 
Request Definition Requirements 

RFO1 LRN 
Merging 

A process of 
combining two or more 
learners' data with 
conflicting information 
pertaining to a specific 
learner through 
his/her official 
documents submitted 
to the school 

• RFO1 in Excel format 
• Scanned RFO1 with signature of 

School Head 
• Additional (if needed) scanned copy 

of Birth Certificate, Form 
137/School Form 10, and Form 
138/School Form 9 

RFO2 LRN 
Reactivation 

A process of re- 
activating LRN that 
was previously 
disapproved by the 
Division Planning 
Officer 

• RFO2 in Excel format 
• Scanned RFO2 with signature of 

School Head 
• Additional (if needed) scanned copy 

of Birth Certificate, Form 
137/School Form 10, and Form 
138/School Form 9 

RFO3 Enrollment 
with Data Issues 

A process of resolving 
encountered errors on 
the enrollment data 

• RFO3 in Excel format 
• Scanned copy of RFO3 with School 

Head's signature 
• Additional (if needed) scanned copy 

of Birth Certificate, Form 
137/School Form 10, and Form 
138/School Form 9 

• Screenshot of the error 
RFO4 Unmerging 
of LRN 

A process of rectifying 
data of two different 
learners 

• RFO4 in Excel format 
• Scanned RFO4 with signature of 

School Head 
• Additional (if needed) scanned copy 

of Birth Certificate, Form 
137/School Form 10, and Form 
138/School Form 9 

RFO5 User 
Account 
Management and 
School Concerns 

A process of updating 
user accounts and re- 
opening and closing of 
schools 

• RFO5 in Excel format 
• Scanned RFO5 with signature of 

School Head 
• Scanned copy of the following: 

a. For closing/re-opening of school 
attach the endorsement letter 
from Division Planning Officer 
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b. For re-opening of school attach 
the Permit to Operate 

• Screenshot if system error 
• Additional Approval of Process owner 

RFO6 Merging of 
School ID 

A process combining 
two or more school IDs 
including other 
historical records 

• RFO6 in Excel format 
• Scanned RFO6 with signature of 

School Head 
• Scanned copy of the following: 

a. For private school: attach a valid 
permit 

b. For public school: attach 
• Additional Approval of Process owner 

RFO7 Re-opening 
of School 
Enrollment and 
EOSY 
Finalization 

A process of re- 
opening the 
enrollment for EOSY 
updating and school 
finalization 

• RFO7 in Excel format 
• Scanned copy of RFO7 with 

signature of School Head 
• Signed justification letter from the 

School Head 
• List of learners to be enrolled and/or 

update EOSY 
• Additional Approval of Process owner 

RFO8 Transfer- 
related issues 

A process of resolving 
the issues 
encountered by the 
learners in relation to 
his/her transfer 

• RFO8 in Excel format 
• Scanned RFO8 with signature of 

School Head 
• Additional (if needed) scanned copy 

of Birth Certificate, Form 
137/School Form 10, and Form 
138/School Form 9 

RFO9 Un- 
enrollment of 
Learner 

A process of removing 
ineligible learners from 
the master list 

• RFO9 in Excel format 
• Scanned RFO9 with signature of 

School Head 
• Additional (if needed) scanned copy 

of Birth Certificate, Form 
137/School Form 10, and Form 
138/School Form 9 

• Additional Approval of Process owner 
Incident Report A process of resolving 

issues that do not fall 
into any Request Form 

• Incident Report in Excel format 
• Scanned copy of Incident Report 

with School Head signature 
• Additional (if needed) scanned copy 

of Birth Certificate, Form 
137/School Form 10, and Form 
138/School Form 9 

• Screenshot if system error 
• Additional Approval of Process owner 
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9. 	Attached with this Memorandum are the following forms, for reference: 
• RFO1 LRN Merging 
• RFO2 LRN Reactivation 
• RFO3 Enrollment with Data Issues 
• RFO4 Unmerging of LRN 
• RFO5 User Account Management and School Concerns 
• RFO6 Merging of School ID 
• RFO7 Re-opening of School Enrollment and EOSY Finalization 
• RFO8 Transfer-related issues 
• RFO9 Un-enrollment of Learner 
• Incident Report 

10. For immediate dissemination and strict compliance. 

Yr- 

EV 	INE . L INES, CESO V 
Schools Divisio uperintendent 

Enclosure: As stated 
References: As stated 
To be indicated in the Perpetual Index 
under the following subjects: 

LEARNER INFORMATION SYSTEM 
LEARNER 
SCHOOL 

JDN/DM/School Submission of Documentary Requirements with Pending Requests for Approval and those with 
Technical Issues and Concerns in the Learner Information System (LIS) 
	/ September 18, 2023 
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NATIONAL CAPITAL REGION 

SCHOOLS DIVISION OFFICE OF MUNTINLUPA CITY 

Office of the Schools Division 
Superintendent 

MEMORANDUM OCT 1 4 2022 

CORRIGENDUM TO DIVISION MEMORANDUM DATED SEPTEMBER 13, 2022, 
ENTITLED SCHOOL SUBMISSION OF DOCUMENTARY REQUIREMENTS (IN 

HARD COPY) WITH PENDING REQUESTS FOR APPROVAL AND THOSE WITH 
TECHNICAL ISSUES AND CONCERNS IN THE LEARNER INFORMATION 

SYSTEM (LIS) 

To: 	01C-Assistant Schools Division Superintendent 
Chief Education Supervisor, Curriculum Implementation Division 
Chief Education Supervisor, School Governance and Operations Division 
Public and Private Elementary and Secondary School Heads/OICs 
All Others Concerned 

1. This Division informs the field that the issuance of the revised 2022 Request 
Forms (RFs) for LIS and EBEIS issues shall be adopted for submitting issues and 
concerns that require resolution by the Central Office LIS/EBEIS Helpdesk. 

2. School LIS Coordinators are required to use the revised RFs when reporting 
issues or requesting updates of school and learner records. They shall fill out the 
RFs, attach required documents, and submit those to the Division Planning Officer. 

3. Be reminded that Helpdesk will not accept any RFs coming directly from 
school personnel. Requests using previous versions of RFs, improperly accomplished 
RFs, or RFs with incorrect attachments will not be processed and are returned to the 
sender or requestor. 

4. The new RFs can be downloaded under the LIS Support Page. 

5. List of Service Requests, Definitions, and Requirements 

 

Type of Service 
Request 

RFO1 LRN Merging 

Definition Requirements 

  

 

A process of combining 
two or more learners' data 
with conflicting 
information pertaining to a 
specific learner through 
his/her official documents 
submitted to the school 

    

 

• RFO1 in Excel format 
• Scanned RFO1 with signature 

of School Head 
• Additional (if needed) scanned 

copy of Birth Certificate, Form 
137/School Form 10, and 
Form 138/School Form 9 

  

     

 

RFO2 LRN 
Reactivation 

A process of re-activating 
LRN that was previously 
disapproved by the 
Division Planning Officer 

• RFO2 in Excel format 
• Scanned RFO2 with signature 

of School Head 
• Additional (if needed) scanned 

copy of Birth Certificate, Form 

  

   

     

      

        

        

        

it  Student Center for Life Skills Bldg., Centennial Ave, Brgy Tunasan, 
Muntinlupa City 

So (02) 8805-9935, (02) 8805 - 9940 
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RFO3 Enrollment 
with Data Issues 

A process of resolving 
encountered errors on the 
enrollment data 

RFO4 Unmerging of 
1,RN 

A process of rectifying data 
of two different learners 

137/School Form 10. and 
Form 138/School Form 9  

• RFO3 in Excel format.  
• Scanned copy of RFO3 with 

School Head's signature 
• Additional (if needed) scanned 

copy of Birth Certificate, Form 
137/School Form 10, and 
Form 138/School Form 9 

• Screenshot of the error 
• RFO4 in Excel format 
• Scanned RFO4 with signature 

of School Head 
• Additional (if needed) scanned 

copy of Birth Certificate, Form 
137/School Form 10, and 
Form 138/School Form 9  

H 

RFO5 User Account A process of updating user 
Management and 	accounts and re-opening 
School Concerns 	and closing of schools 

RFO5 in Excel format 
Scanned RFO5 with signature 
of School Head 
Scanned copy of the following: 
a. For closing/re-opening of 

school attach the 
endorsement letter from 
Division Planning Officer 

b. For re-opening of school 
attach the Permit to 
Operate 

Screenshot if system error 
Additional Approval of Process 
owner 

• 

• 

• 

• 

• 

RFO6 Merging of 
School ID 

A process combining two 
or more school IDs 
including other historical 
records 

• RFO6 in Excel format 
• Scanned RFO6 with signature 

of School Head 
• Scanned copy of the following: 

a. For private school: attach 
a valid permit 

b. For public school: attach 
• Additional Approval of Process 

owner 
RFO7 Re-opening of 
School Enrollment 
and EOSY 
Finalization 

A process of re-opening the I • 
enrollment for EOSY 	• 
updating and school 
finalization 	 • 

• 

RFO7 in Excel format 
Scanned copy of RFO7 with 
signature of School Head 
Signed justification letter from 
the School Head 
List of learners to be enrolled 
and/or update EOSY  



• Additional Approval of Process 
owner 

RFO8 Transfer-
related issues 

A process of resolving the 
issues encountered by the 
learners in relation to 
his/her transfer 

RFO9 Un-
enrollment of 
Learner 

A process of removing 
ineligible learners from the 
master list 

• RFO8 in Excel format 
• Scanned RFO8 with signature 

of School Head 
• Additional (if needed) scanned 

copy of Birth Certificate, Form 
137/School Form 10, and 
Form 138/School  Form 9 

• RFO9 in Excel format 
• Scanned RFO9 with signature 

of School Head 
• Additional (if needed) scanned 

copy of Birth Certificate, Form 
137/School Form 10, and 
Form 138/School Form 9 

• Additional Approval of Process 
owner 

Incident Report A process of resolving 
issues that do not fall into 
any Request Form 

• Incident Report in Excel 
format 

• Scanned copy of Incident 
Report with School Head 
signature 

• Additional (if needed) scanned 
copy of Birth Certificate, Form 
137/School Form 10, and 
Form 138/School Form 9 

• Screenshot if system error 
• Additional Approval of Process 

owner 

6. Requirements should be submitted not later than one week after the requests 
were made to the Learner Information System. 

7. Attached with this Memorandum are the following enclosures, for reference: 
• RFO1 LRN Merging 
• RFO2 LRN Reactivation 
• RFO3 Enrollment with Data Issues 
• RFO4 Unmerging of LRN 
• RFO5 User Account Management and School Concerns 
• RFO6 Merging of School ID 
• RFO7 Re-opening of School Enrollment and EOSY Finalization 
• RF08 Transfer-related issues 
• RFO9 Un-enrollment of Learner 
• Incident Report 



8. 	For immediate dissemination and strict compliance. 

CARLEE . SEDILLA, CESO V 
School 'vision Superintendent / 

1 

Enclosure: As stated 
References: As stated 
To be indicated in the Perpetual Index 
under the following subjects: 

LEARNER INFORMATION SYSTEM 
LEARNER 
SCHOOL 

JON/DM/Corrigendum to Division Memorandum dated September 13, 2022, entitled School Submission of 

Documentary Requirements (In Hard Copy) with Pending Requests for Approval and those with Technical Issues 

and Concerns in the Learner Information System (LIS) 
348  /October 13, 2022 



Republic of the Vhi(mines 

73cpartutynt of C.:buratto!' 
NAI IONAL CAPITAL. REGION 

SCHOOLS DIVISION OFFICE OF MUNi IN UPA CITY 

Office of the Schools Division 
Superintendent 

MEMORANDUM 

SCHOOL SUBMISSION OF DOCUMENTARY REQUIREMENTS (IN HARD COPY) 
WITH PENDING REQUESTS FOR APPROVAL AND THOSE WITH TECHNICAL 

ISSUES AND CONCERNS IN THE LEARNER INFORMATION SYSTEM (LIS) 

To 	()IC \ssistant Schc)ols Division Superintendent 
Chief Education Supervisor. Curriculum Intplenielltation I )11, l'.1011 

Chet FAILWail011 Supervisor, School Governance awl Operations 
Public and Private ['Armenian and Secondary School Ileads/OlUs 
All ( It hers Com erned 

This is to inftirm the field that all schools with pending requests for Learill'I 
Reterence Number (INN) Approval. Enrollment with Gap, Enrollment of Ineligible. 
Corte{ tion of Learner Profile, and Correction of Gracie Level in the Learner 
IritOrmation System 11,15) should submit the required documents in hard ()ores 
is rn•er letter signed In.  the school head, birth «•rtiticate. arid documents From 
previous grade level: SF 	& SF9/Kinder Certiticatel to this Division through the 
School Governance and t tperations Division (SG01)) - Planning, and Research 
Section. If the learner was tagged Temporary Enrolled, a copy of notarised attida'it  
of undertaking lutist be provided. 

2. 	The cover letter signed by the School Head /OIC should contain the list of 
learners in alphabetical order. Likewise, all attached documents of learners shourit 
also be in alphabetical order. 

Requests Forms (REst lor learners who cannot be enrolled. v, it li 
double/multiple LI:Ns. learners to be unenrolled, learners whose transfers are to bi-
t ontirmed In closed schools, and learners with transter issues should bt 
consolidated according to the type of request, to Ix• submitted in MS Ex( el torin.it 
together with the- PDV fOrmat of letter signed by the adviser and school head St 

)PIES of all learners' documents must be submitted to the email address. 

I:equirements should l)e submitted not later than two weeks after the regtiesl-, 
x%et'e made in the I.rarner Information System. 

Attached with this Memorandum are the following enclosures, tot referent 
a. 	I Template for Reporting Multiple LRN/ Enrollment 

1:.1.1)2 Template for LRN Reactivation/Enrollment with Data Issues 
RFO-1 • Template for Reporting TWIN I,earners that Merged (demi! \ 

d RE I() Template for Request to Merge School II) 
e RV I 2 - Template tot Reopening of School Enrolment 

RFL1 Template tor Reporting Transfer Related Errors 
1.1 Te•millate Sur Cmilirmation _of Transfer twin Closed St I Hull 

01111114b, 	St.ident Center for Life Skills Bldg Centennial Ave, Brgy funiRan 



h. RI: I.-) Template for Unenrollment of Learner 
i. [W16 Template fOr Correction in SI IS Masterlist and Track/Prog,rani 

Wieling for Schools Abroad 
t. Template for Request to Lipdate/Change the Curricular orti•r-mg 

Classification (('M) tOr Schools Ahroad 

For immediate dissemination and strict coml)liatu 

,tF54, 
CAFtLE 	SEDILLA, CESO V 

<•11(1( 	I )ivision Stiperintriutrilt 

f..11( losure. A1s stated 
Neterences: .As stated 
To he indicated In the Perpetual  Index 
under the t011im frig subjects: 

INFOI:MATION Sl'STFM 
LEARNEI: 
SC! If )OI.  

JDN/DM/School Submission of Documentary Requirements (in hard copy) with Pending Requests for App7L.v.i,  
and those with technical Issues and Concerns in the Learner Information System (LIS) 

297 _ September 9, 2022 
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ICTS - User Support Division 

Learner Information System (LIS) and Basic Education Information System (BETS) 

National Helpdesk 

Definition: 	is a process of re-opening the enrollment for EOSY updating and school finalizal 

Submit to: 	Division Planning Officer, Schools Governance and Operations Division 
Note: 	Endorsement of School Head is required (signed and scanned) Please use worksheet/excel format for the matrix.  

        

 

School Details 

  

Semester (SHS) 
School Year to be 	

Code: 

reopened 	
1. Re-Opening of Enrollment and EOSY Finalization 
2. EOSY Finalization 

Reason 
"Sion 

 

School Name School ID 

 

        

1 	 School Heed/System Admin Username ToacherfICT Coordinator Schoors Email Address Schoors Contact Number 
Requested by 

Fortrianufagnina— 

Date Requested Endorsed by 
School Head 

1 Fill-up the form correctly and completely 
2. Attach this form as Excel file. 
3. Attach a scanned copy of the form with School Head signature 
4 Signed Justification letter from the School Head 
5. List of learners to be enrolled and/oi update F_ 0S 

Consolidate requests by school by issue 

'Signature  



ToecharitCr Coordeator 
Rsqueotod by 

Schoors Email Address Schools Contact Number School HeadlSystem Admin Llsername 

PooltionlDosignalion 

_L 

Signature Date Requested 

Hans* 

Endorsed by 
School Head 

ICTS - User Support Division 

Learner Information System (LIS) and Basic Education Information System (BETS) 

National Helpdesk 

Definition: 
	 is a process combining two or more school IDs including other histoncal records 

Submit to: 
	

Division Planning Officer Schools Governance and Operations Division 

Note: 
	

Endorsement letter from Division Office is required (signed and scanned) Please use worksheet/excel format for the matrix 

School ID Numbers for Merging Issued Permit Curriculer Offering 

ClesSitIcation 
Ns ApproveM 

Remarks 

ReAion•Droston School Nam School 10 No.1 School 10  No. 2 School ID No. 3 Final School ID Pinsk No. SY Validity 

1 Ftil-uo the lam tyirectly and completely 

2 Attach this tone as Excel Pie 

3 Attach a scanned copy of the loan with School Head sronatore 

4 Fla pnvare schca attached a vand permit 

5 For pobec school attached endorsement letter iron, Onavon SGOC,  

6 Acid column rf school ii)s are more than j 

Consolidate requests by school by ,ssoa 



uostod School's Email Address ToadtarACT Coordinator School's Contact thanbor hoot HeidiSystem Arknin 

Kann 
Raquosted by 

Endorsed by 
School Head 

Signature 

Posltion1Dosignation 

ICTS - User Support Division 

Learner Information System (LIS) and Basic Education Information System (BETS) 

National Helpdesk 

Definition: 	Is a process of updating user accounts and re-opening and closing of schools 
Submit to. 	Division Planning Officer. Schools Governance and Operations Division 
Note: 	 Endorsement of School Head is required (signed and scanned). Please use worksheet/excel formal for the matrix 

School Details User Account 
For Closing of

School 
Description of ',sun 

Rogion-Division School Nam School ID Nana of Personnel Sox Dahl of Birth 
Y) falIVONYY 

TIN Usarname to ba tornoved 'added Rota of Personnel Clos• Oats 
meocerrer Reason 

th,4;;, ail the applicabie inkurnabon correctly. 

2 Attach this form as Excel Ate 

3 Altech a scanned copy of the form with School Heed signature 

4 Mesh the following copies 

e For closmgrre-operang of school endorsement 'eta+ from Driesion Planning Mei 

b For re-opening of school permit to operate 

5 lf system error provide screenshof 

l Consolidate ,erniests by school by issue 



Learner's Personal information 
Present and Correct Enrollment 

Remarks 

Deb oft Final Allotdama 
DIIIKOTYY11 

Deb ot Birth 
meatercren 

Itothen MO** 
Now Mei floss Scaciol Grads Ftrut Nam Middle Dam 	lost  Na., Ext Dow 

ichoors Contact Number } Schad Itor tnyninst Aetna Unman* orb Fisquessed Embrud  by  

School Head 
TuidisdICI Coonlisix School% Email Adams 

Reepmessod by New 

ICTS - User Support Division 

Learner Information System (LIS) and Basic Education Information System (BEISI 

National Helpdesk 

Definition 	 is a process of rectifying data of two different le 

Submit to 	 Division Planning Officer Schools Governance and Ope 

Note 	 Endorsement of School Head is required (signed and scanned) Please use worksheet/excel form 

Fifi.ud Os form =Teary and compdeteq,  

Attach tars Itr,  as Enx ,i4,  
3 Attach a scanned copy of the form with School Head 
4 Attach the foilawng copies 

a Birth Certificate 
b Form 13i/School Form 10 and/or Form 138/Sc. 

5 Data of both learners must be e 

1 Consolidate requests by school by issue 



ICTS User Support Division 

Learner Information System (US) and Basic Education Information System faElS) 

National Helpdesk 

Definition 	is a process of resolving encountered errors on the enrollment data 
Submit to 	DIN4S700 Planning Officer Schools Governance and Operations Drinsion 
Note 	 Endorsement 04 School Head ,s requred (signed and scanned( Please use work sheeVexcei formal for the MStr,  

gaglarOldise LOS 

Present and Correct Enrollment 

$ce.iN4 sai.oal awe Nast 

I 	

I 	..4‘1   

Code Correct Learner Personal Information (as appeared in Birth Certificate) 
• a 	4,o 

I UpSals Feted 

1 

	

is WRY .oget4t. ,,  
2. Etimilimat Flied 

t at. 	 3 th 	is fordpotary Ernie! ,,,  54,1* 
,w11...o,re 	*444 Orr* 	Or Stigs4 	 t  OSA,. 	 So 	SL:-..o.  • ita,,•• *.r.4  4 thisuplms Uu 	Aecomel SINOO.•,  

Der of Ralf Aamegianc• 
essocorn,,  

5 (72A aistilmmti sootiod 

1

4  Aped at nape 
7. Mots 

If Others, please specify 

3  antaDang lerwary Enrcreo 

- 

-17 

	 litterstsitAiStai 	 Mail Casio 	ikitosimielpfaum Male Winans 	 eiwas, 4F-1- 
Rateitrie 	

Cettdmor 
800019•21 

Poolloaripalca 	
Nor 

5 i-4,4p bier lonn canoe,' 4.11IC011419010Py 

Attach Pm Awn es Eswiftlfe 

Anacftii r4e00:1 copy of The tan. Oh Ww7.797 7.osal.f..0.377.7re 
4 •vW'? the Itmlbscpg crivOs 

▪ Be^ :.44144424 

• 117,Scnov J-aon • c anatv Fn,', • .99.-ScPco Form 9 
- swear:raceme error fia 11 ; 

7 Cann,/7M0. itpuests Dv saPooi 4 issue 



Requested by 
TeacherfiCT Coordinator School's Email Address School's Contact Number School Head/System Admin Username Date Requested Endorsed by 

School Head 

Signature 

Name 

; Position/Designation 

ICTS - User Support Division 

Learner Information System (LIS) and Basic Education Information System (BEIS) 

National Helpdesk 

Definition 
	 is a process of re-activating LRN that was previously disapproved by the Division Planning Officer 

Submit to: 
	

Division Planning Officer, Schools Governance and Operations Division 

Note: 
	

Endorsement of School Head is required (signed and scanned) Please use worksheet/excel format for the matrix 

Present and Correct Enrollment Correct Learner Personal Information (as appeared in Birth Certificate) Reason for 
Reactivation 

Region-Dtvision School Name School ID Grade 
Gate a nill MK'dance  1110LOOrrinfr LRN  

(Currently Used) 
First Name Middle Name Section 

 

Last Name 
.-- 

Ext Mame 
Date of Birth 
(1111100frffn 

Sex 
Mother's Maiden 

Name 

1 F-111-up the tam correctly and comotefely 
2 Attach this form as Excel fie 

3 Attach a scanned copy of the form with School Head signature 
4 Attach the toliowmg copes 

a Arth Certhcate 
b Form 13I/School Form 10 aocyor Form 138/School Form y 

C,onsofodate requests by school by issue 



Present and Correct Enrollment Correct Learner Personal Information (as appeared in Birth Certificate) Other Existing IRNs 

Date al First Attendance 
dmiteNtrri 

MI I 
(Comedy usem 

Date death 
MIPAMITYVYI 

Notters Maiden 
Name School Nam School ID Grade Sacloa First Name ttidNe Nam Last Name Ext Name Sex LRN 2 LRN 3 LRIS 4 L(alli  LRN 6 

TaacluelD2 Coardlnabsr School's EmallAddreas DIM maid 
Requesbd try 

School HembSystem Ads* Osman* School's Context Number Endorsed by 
School Head 

Signature 

Name 

I RosliaallDmigas  

ICTS - User Support Division 
Learner Information System (LIS) and Basic Education Information System (BETS) 

National Helpdesk 

Definition 	is a process of combining two or more learners data with conflicting infomiation pertaining to a specific learner through his/her official documents submitted to the school 
Submit to 	Division Planning Officer Schools Governance and Operations Division 
Note: 	 Endorsement of School Head is required (signed and scanned) Please use worksheet/excel format for the matrix 

^ Frir-up the tom: coned), and completely 
Attach this form as Excel fife 

3 Attach a scanned copy of the tom loth Scfvol Head wnaturf 
4 Attach the following comes 

a Beth Certfnate 
b Fear 137/School Form 10 andlcr Form t38/Schoo, Form 9 
5 Add column d aeafed LRAls are more then 6 

OfrKr,  

Consokfate requests by school by fs.sfre 



End Dale 
$1110DATYY) 

Start Date 
01111COMY) 

Dews of Affected aatii 

Region-Division School Name School ID LRN Fret Name Middle Nome Last Name Ext Name Date of ElIrlh 
(1011100Pfra) 

Sex  Mother' s Maiden 
Nome 

Requested by 
TocheraCT Coordinsior School's Email Address School's Contact /lumber School HeedISystem Adrnin thernerne 

Position/Designation 

School Class 
Calendar 

Cods 
1. Elementary 
2. Secondary 

3 SHS 1st Sem 
4. SHS 2nd Seen 

Description of Issue 

Date Requested
J 
 Endorsed by 
i School Head 

Signature 

Name 

ICTS - User Support Division 
Learner Information System (LIS) and Basic Education Information System (BEISI 

National Helpdesk 

Definition: 	is a process of resolving issues that does not fall into any Request Forms 
Submit to 	Divi&on Planning Officer. Schools Governance and Operations Division 
Note 	 Endorsement of School Head is required (signed and scanned) Please use woricsheetfexcel format for the matrix 

Fil-up ail the apobcabte urtormabon correctly 
2 Attach this form es Excel file 
3 Attach a scanned copy of the form with School Head signature 
4 Attach the following copres if applicable 

a Birth Certrfrate 
b Form 137/School Form 10 anckv Form 138/School Form 9 

5 If system error, provide screensh 

Consolidate requests by school by issue 
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