LOA/DOA System Walkthrough for Deans and VCAA

Authentication

. Visit https://lusls-hrds.com

. Enter Username

. Enter Password

. Click Sign-in Button
Note: Contact HRDS for assistance in
resetting your password.
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HEU Endorsements Modules

Note:

All - Shows all endorsements regardless of
their status.

Pending - Shows all pending
endorsements

Accepted - Shows all acceptend
endorsements

Archived - Shows all archived
endorsements

Pending HEU Endorsements

Show 10 entries Search:
A o X Vorson Timestamp bean vesa
Employee Department Academic Period Hr status
Number ~ Submitted Status  Status
Pending o
ABELLA, GERALDINE  Bachelor of Second Semester, 2024-07-12
1 Pending  Pending  Acknowledged
Accepted ) Yocson Elementary Education ~ AY. 2023-2024 05:46:50
etived ° ALARDE, KRISTIAN  Bachelor of Second Semester, | 20T ed Ackowiedged
rehive SARDON Elementary Education  AY.2023-2024 121018 Pt Pt 9
ALEGRE, KRISTEL ANN  Bachelor of Second Semester, | 200712y pendin
GUMOGDA Elementary Education ALY, 2023-2024 06:33:53 9 9 9
ARBOLADO, RUDYARD ~ Bachelor of Second Semester, 2024-07-12
1 Pending  Pending  Pending
SALAZAR Elementary Education ~ AY. 2023-2024 09:4513
BARARES, MARY  Bachelor of Second Semester, 2024-07-12 . .
) 1 Ponding  Pending  Pending
GRACEALVAREZ  Elementary Education  AY. 2023-2024 06:0102
BARRAMEDA, RIENZ  Bachelor of Second Semester, | 200712y pendin
RYANPACAINA  Elementary Education  AY.2023-2024 07:5207 o 9 9
BAYLOSIS, MICHAEL  Bachelor of Second Somester, | 02400 g pendin
VEREGAS flementony Education A 20252020 Qa5 onding _Pending _Pending
B Ma.Carlvina
. McF 13
Pending HEU Endorsements == oeen (e
HEU Endorsements 2 poe
2 Employees

2. Click on selected employee name (green
font) to open the actions menu

3. Click on View Info button to show
endorsement data.

Endorsement Information

Basic Data

Built-in Load
Maximum Allowed Overload
Preparations

Basic Load and Assignments Information

Number of Subjects
Total Subject Units.

Total Assessed Units
Preparations Extra Units
Department Chair

Department Chair (2nd Instance)
Total Units Acquired

Basic Load (Units)
©verload (units)

Calculation Audit

Basic Pay: ASST PROF 1-STEP 2
Overload Pay @

Assignment: Department Char
Assignment: Department Chair (2nd
Instance)

Total Gross Monthly Pay

6 loads/18 units
2loads/6 units

HRDS Employee Assignment Management System
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Show 10 entries 2 3 search
= o . Version . Timestamp Dean Veaa
employee Chartment Academnic Period Hr Status
Number ~ Submitted Status  Status
@ rending o
GRACIANO, ROWENA  Bachelor of second semesilr, | 004072 pendin
@ Accepted GINAFEVARGAS  Elementary Education  A.Y. 2023-202: 090618 9 9 9
@ rchived o 1 PR @ viewinfo | Accept
GUILARAN, LEONARD ~ Bachelor of Second semester, | WU e pondin
ANTONIEGO Elementary Education  AY. 2023-2024 0756553 ing ing ing
HENARES, GLENN  Bachelor of Second Semester, 2024-07-12
1 Pending Pending  Pending
CAMARA Elomentary Education  AY. 2023-2024 063037
HERADURA, JOEMARIE Bachelor of Second Semester, 2024-07-12
1 Pending Pending  Pending
LASTRADO Elementary Education  AY. 2023-2024 122324
HOUILLA, NIECO CECILIO Bachelor of Second Semester, 2024-07-12 ) ;
1 Ponding  Pending  Pending
DIVINAGRACIA  Elementary Education ~ AY. 2023-2024. 095433
INTONG, ROGER  Bachelor of second semester, | 000072 pendin
TABAYAG Flementary Education _AY.2023-2024 122613 9 9 9

Modifying Employee Information

Note: Once View Info button is clicked,
the endorsement information modal will
appear.
1. Verify that the information endorsed is
correct.
. Click the Close icon on the top-right portion
of the modal to close it.



Accepting Endorsements

Note: Verify that the information are
already correct before accepting the
endorsement.

1. From the sidebar, click Pending under
HEU Endorsements
2. Click on selected employee name (green
font) to open the actions menu
3. Click on Accept Button and a
confirmation prompt will appear.
. Click on OK button submit the
endorsement to VCAA/HRDS.

Lak
Salle

de

ocable. Do you confirm this action?

Ma. Carlvina

McF 1< HRDS Empioye]
0

Pending HEU Endorsements
1

profile

), Employees

Lak
Salle

B O oM

1
m TABAYAG Elomentary Education _AY.2023-2024

Ma. Carh
a.Carivina... [ggg
Dean [57g

2 Profile

2, employees

Al o
Pending o
Accepted o

Archived

< HRDS Employel

Pending HEU Endorsements

show 1o entries

Employee

GRACIANO, ROWENA
GINAFE VARGAS

‘GUILARAN, LEONARD
ANTONIEGO

HENARES, GLENN
CAMARA

HERADURA, JOEMARIE
LASTRADO

HOJILLA, NIECO CECILIO
DIVINAGRACIA

INTONG, ROGER
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“This process is irrevocable. Do you confirm this action?

Search:
son . Timestamp . Dean . Vcaa
Department Academnic period Hr status
Submitted Status  Status
Bachelor of Second Semester, 2024-07-12 sonding pending  pendin
Elementary Education  AY.2023-2024 09:0618 e 9 9
actions R m
Bachelor of Second semester, | 2024-07-12 vendng  pending  pondin
Elementary Education  AY. 2023-2024 07:56:53 o 9 o
Bachelor of Second Semester, 2024-07-12
1 Pending Pending  Pending
Elomentary Education  AY. 2023-2024 063037
Bachelor of Second Semester, 2024-07-12
1 Pending Pending  Pending
Elementary Education  AY. 2023-2024 122324
Bachelor of Second Semester, 2024-07-12
1 Ponding  Pending  Pending
Elementary Education  AY. 2023-2024 095433
Bachelor of Second Semester, 2024-07-12
Ponding  Pending  Pending
122613
—

Archiving Endorsements

Note: Once the information is incorrect,
you can choose to archive the
endorsement instead. This will allow the

respective department chairs to review,
2 A o . Version Dean . Veaa o .
© rone o [ update, and resubmit the endorsement.
N 'GRACIANO, ROWENA  Bachelor of Second Semester, 1 Pendi
@ Accepted ) GINAFE VARGAS  Elementary Education  AY.2023-2024 ending  Pending  Pending
B wenmes Rl = oo Lok | 8k ) 1. From the sidebar, click Pending under
GUILARAN, LEONARD  Bachelor of Second Semester, f 2024-07-12 pend pendi Pend
ANTONEGO  Elomentary Education AY.2023-2024 07653 onding  Pending _ Ponding HEU Endorsements
HENARES, GLENN Bachelor of Second Semester, 1 2024-07-12 pendi .
Counma | HomontanyEducaton Av.202-2024 onding  Pending _ponding 2. Click on selected employee name (green
BSTRDO  Eementary ccaton AY.2025-2028 | poncing  Ponding _ Pending font) to open the actions menu
T o tomemonyicucaton an s0ssonmn ! Gomszs | Pondigpending pending 3. Click on Archive Button and a
s Camentontausoion_x zezsore iy Pdng_perdng _Pandng confirmation prompt will appear.
4. Click on OK button submit the
endorsement to VCAA.
- . [y  Mocorvine HRDS Employe] =
Bulk Confirm All Pending B e -
Endorsements
. . Pending HEU Endorsements .
Note: This allows you to confirm all 2 ot _
H 22 mployees 2
pending endorsements at once. Note also = e
. . Show 0 entries Search:
that this means you have reviewed the
H T 8 o mployee “ Department Academic Period version Timestamp pean Jeaa Hr Status
pending endorsements and confirmed © rensn o e oo Aoode Pt e supited stows  stous "5
‘GRACIANO, ROWENA  Bachelor of Second Semester, 2024-07-12
‘ 1 \di di di
them. @ #ccoptea '\a\ NAFEVARGAS  Elamentary Education A, 2023-2074 008 Pending  Pending  Pending
1. Click on Bulk Confirm Button and a @ wowes 1
confirmation prompt will appear. O roics e caucaion o sossaont ! Gresss | rendng pendng pencing
2. Click on OK perform bulk confirmation of in | aemamanciscaton v zornrons | disoy | Fenang penang renong
. HERADURA, JOEMARIE  Bachelor of Second Semester, 1 2024-07-12 Pendi Pendi Pendi
pending endorsements. TR0 EemenmaryEdication AY.2015-2008 ending  pencing  pending
HOJILLA, NIECO CECILIO Bachelor of Second Semester, 2024-07-12
DIVINAGRACIA Elementary Education  AY.2023-2024 ! 09:54:33 Pending  Pending  Pending
INTONG, ROGER Bachelor of Second Semester, 1 2024-07-12 Pending Pending Pending
TABAYAG Elemenmv‘Educunon AY.2023-2024 12213




