
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Computer Maintenance 
Technician (CMT) conducts 
service on the indicated 
schedule 

CMT inspects the system unit/s 
and logs the necessary details 
(e.g. virus definition, updated 
time, configuration set up, etc 

Start 
 

End 
 

Dissemination of Approved 
Schedule of Preventive 
Maintenance 
 

CMT shall submit the preventive 
maintenance checklist with action taken 
and recommendation to the ITO. 
 

Maintenance of Computers and peripherals 



 

 
 
 
 
 
 
 
 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ICTU logs the request and 
the assigned CMT performs 
initial inspection of the 
device.   

ICTU logs the request and 
the assigned CMT performs 
initial inspection of the 
device.   

Device is 
under 
warranty
? 

 

ICTU will check serial 
number of the unit, and 
provide copy of ICT 
Equipment Request Form to 
Property Officer I / Supply 
Officer II to call the service 
provider for repair schedule.  

No 

ICTU will service the device 
and check available spare 
parts and fix the unserviceable 
equipment and peripherals.   

ICTU staff informs the unit 
concern to fill up the 
Purchase Request Form 
and submit to Supply 
Officer II / Property Officer I. 

Equipment 
is 

serviceable 
ICTU? 

No 

Yes 

Yes 

ICTU contacts third party 
service provider for repair. 
Refer to section 8.3 

Repair will be performed by ICTU staff 
either in the Division or in ICTU room. 
Available spare parts are subject for 
test compatibility to the ICT equipment 
and peripherals.   ICTU may request to 
purchase request ICT spare parts to 
fix the ICT equipment and peripherals. 

End 
 

Start 
 

Unit/s submits request form to 
ICTU through Ticket System 
 

Personnel signs the ICT Repair 
Acceptance Logbook/Form from 
ICTU after the service is done. 

 

Equipment Repair 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ICTU logs in the DepEd Email Facility 

ICTU receives the requested ticket 
from respective divisions/unit/section 

ICTU personnel access the system 
admin for account creation and enters 
the data of the requesting personnel 

ICTU personnel enters the accounts 
in the requested ticket from the 
Ticket Support System 

Employee/s request for the creation 
and password reset of DepEd Email 
through ticket system 

Requesting party receives a notification 
from the Ticket Support System for 
information that the requested ticket 
have been resolved. 

End 

ICTU personnel assess the ticket 
request and verifies the data of 
requesting the personnel entered 
in the system. 

START 
Deped Email Accounts 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

End 

Employee/s request for the creation 
and password reset of DepEd Email 
through ticket system 

ICTU logs in the DepEd Email Facility 

ICTU receives the requested ticket 
from respective divisions/unit/section 

ICTU personnel assess the ticket 
request and verifies the data of 
requesting the personnel entered 
in the system. 

ICTU personnel access the system 
admin for password reset and enters 
the data of the requesting personnel 

ICTU personnel enters the accounts 
in the requested ticket from the 
Ticket Support System 

Requesting party receives a notification 
from the Ticket Support System for 
information that the requested ticket 
have been resolved. 

Start 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Verification of the issuance/s 
to be scanned and imported 
in the database of the website 

Labelling of the document; 
selecting the appropriate 
image and category 

End 

Start 
 

Publishing of the documented 
post to the website   
 

Submission of approved 
issuances to ICTU 
 

Publication 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Yes 

Disseminate approved 
division memorandum to 
school recipients of DCP 

Completel
y  filled-up 
DCP 
readiness 
form? 

 

No 

Return to school for 
completion 

Validate readiness of 
counterpart requirements 
thru school visit 

End 

Star
 

ICTU issue division 
memorandum from the top 
management to school 
recipients of DCP 
 

Consolidate school 
readiness form and submit 
to central office for action. 
 

DCP FACILITATION 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ICTU registers RFID (radio 
frequency identification) and 
biometrics in the E-DTR facility 

ICTU generates monthly form-
48 of all employees in the 
division  

End 

Start 

Submits printed form-48 for 
validation and verification at 
admin office 

 

HRMO enrolls all SDO 
personnel to the E-DTR System 

Generation of Daily Time Record 


