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1 Introduction  

1.1 Purpose  

The Human Resources Database Web (HRDB Web) is created to automate the current 
manual process of People and Organizational Development Office (PODO). This serves as 
a tool for PODO to administer the records of every associate and generate real time reports 
needed for its operation. It includes Benefits, Grievance, Org Chart, Job Vacancies and 
Application, Resignation, Clearance, Training, etc. This system also aims to address the 
concern in a work from home environment as this is deployed in a Web environment.   

1.2 Information System  

The Human Resources Database Web (HRDB Web) is a Web-based application that 
runs in any up-to-date web and mobile browsers. It is connected to the HRDB. The 
Personal Info Module of the HRDB Web allows Admin and Associates to view and 
update their Personal Information. Some information updates are subject for approval 
by PODO-TMDU. 

1.3 Programing Language  

 
The Human Resources Database was programmed using C#. The database is 
MSSQL.  

1.4 Project Owner  

The Human Resources Database Web (HRDB Web) is owned by the People and 
Organization Development Office (PODO).  

1.5 Admin and Users  

The Admin of this system are selected associates from PODO. They are authorized to 
change the information.  

The users are all associates who are in HRDB.  
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2 How to use the Human Resources Database (HRDB Web)  

2.1 Login  

Upon accessing the site, the screen prompts the input of username and 
password. Forgotten Benilde Infonet Account password can be managed 
through the “Forgot Benilde Infonet Account Password” link (see Fig. 1.0). An 
associate must be in HRDB in order for the system to accept the Login. If not, a 
message appears: “Username not found in the HR database.” (see Fig. 1.1).   

The System is automatically signed out after 30 minutes of inactivity.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1.0 Login Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1.1 Login Page – the user is not in HRDB 
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2.2 Main Page  

This Main Page welcomes the user. It also serves as confirmation that the 
account being accessed is correct (see Fig. 2.0).  

 

Figure 2.0 Main Page 

 

The upper right of the Main Page shows the current date and list of Menu 
which can be accessed based on the granted User Permission. In (Fig 2.1), it 
shows the Menu of the Associate and (Fig. 2.2) shows the Menu of the Admin 
[PODO-TMDU].  

 

 

 

 

 

 

 

 

 

Figure 2.1 Menu – Associate 
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Figure 2.2 Menu – Admin 

2.3  Personal Info 

The Personal Info Page displays the current information of the user (see Fig. 3.0 to Fig. 
3.0.1). To Update Personal Info, just click the Update Personal Info button. 

Personal Info Page allows the user to add or update the following personal information: 

• Personal Info 

• Statutory Numbers 

• Contact Info 

• Family Background 

• Educational Attainment 

• Ongoing Education 

• Work Experience 

• Licensure Exam 

• Professional Membership 
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Figure 3.0 Personal Info Page (to be continue in Fig. 3.0.1) 
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Figure 3.0.1 Personal Info Page (continuation) 
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To access the Personal Info Page, click the Personal Info link under Menu (see Fig. 3.1). 

Figure 3.1 Personal Info Link 

 

2.3.1 Data Privacy Notice 

 

After clicking the Personal Info link under Menu, it will direct to the Data Privacy Notice 

page. This must be acknowledged to continue to the Personal Info page (see Fig. 3.2) 

 

  Note: Data Privacy Notice is acknowledged once for every login. 

 

 

 

 

Figure 3.2 Data Privacy Notice  
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2.3.2 Personal Info Page 

To Update Personal Info, just click the Update Personal Info button. 

Note: Not all fields in the Personal Info are changeable (see Fig. 3.2). Changes in the 
Personal Info are subject for Approval by the Admin [PODO-TMDU] except for the 
Nickname and Religion. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.2 Update Personal Info Page 
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2.3.3 Birth Place Country and Birth Place (City) 

 

To Update the Birth Place (Country) and Birth Place (City): 

 

• Select Birth Place (Country) and Birth Place (City) from the dropdown. 

• Click the Save button to save the request for update in Birth Place (Country) 

and Birth Place (City). A confirmation dialog box will appear. Click Ok (see 

Fig. 3.3). 

 

 

 

 

 

 

 

 

 

 

Figure 3.3 Confirmation dialog box 

 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 3.4). 

 

 

 

 

 

 

 

Figure 3.4 Personal Info - Change Request is successful 

 

 

• Click Cancel button to go back to the Personal Info Page. 
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2.3.4 Date of Birth 

 

To Update the Date of Birth: 

 

• Select the Date of Birth field and a calendar will appear (see Fig. 3.5). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3.5 Update Personal Info - Date of Birth   

 

• Choose birthdate from the calendar and click the Save button to save the 

request for update in Date of Birth. A confirmation dialog box will appear. 

Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.3.5 Gender 

 

To Update the Gender: 

 

• Select Gender from the dropdown. 

• Click the Save button to save the request for update in Gender. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page 

 

2.3.6 Nickname 

 

Note: Updating the Nickname does not require approval from the Admin [PODO-TMDU]. 

Updated Nickname will display right away after the “Change request is successful” 

message prompts indicating that information update has been made. 

 

To Update the Nickname: 

 

• Input Nickname in the Nickname textbox. 

Note: This textbox only accepts a maximum of 15 characters and it 

cannot be left blank. 

• Click the Save button to save the update in Nickname. A confirmation dialog 

box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

2.3.7 Civil Status 

 

To Update the Civil Status: 

 

• Select Civil Status from the dropdown. 

• Click the Save button to save the request for update in Civil Status. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.3.8 Citizenship 

 

To Update the Citizenship: 

 

• Select Citizenship from the dropdown. 

• Click the Save button to save the request for update in Citizenship. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

2.3.9 Religion 

 

Note: Updating the Religion does not require approval from the Admin [PODO-TMDU]. 

Updated Religion will display right away after the “Change request is successful” 

message prompts indicating that information update has been made. 

 

To Update the Religion: 

 

• Select Religion from the dropdown.  

• Click the Save button to save the update in Religion. A confirmation dialog 

box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

2.4  Statutory Numbers 

To Update Statutory Numbers, just click the Update Statutory Numbers button (see Fig. 
4.0). 

 

 

 

 

 

 

 

 

 

 

Figure 4.0 Update Statutory Numbers Button 



HRDB Web – Personal Info Module Version 1.0 Page 17 of 68 

 
 

 
   

Note: All fields in the Statutory Numbers are changeable (see Fig. 4.1). Changes in the 
Statutory Numbers are subject for Approval by the Admin [PODO-TMDU]. 

 

 

 

Figure 4.1 Update Statutory Numbers Page 

 

2.4.1 SSS No. 

 

To Update the SSS No.: 

 

• Input SSS No. in the SSS No. textbox.  

Note: This textbox only accepts a maximum of 50 numeric characters and 

it cannot be left blank. 

• Click the Save button to save the request for update in SSS No. A 

confirmation dialog box will appear. Click Ok (see Fig. 4.2). 

 

 

 

 

 

 

 

 

 

Figure 4.2 Confirmation dialog box 
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• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 4.3). 

 

 

 

 

 

 

Figure 4.4 Statutory Numbers - Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

 

2.4.2 TIN 

 

To Update the TIN: 

 

• Input TIN in the TIN textbox.  

Note: This textbox only accepts a maximum of 50 numeric characters and 

it cannot be left blank. 

• Click the Save button to save the request for update in TIN. A confirmation 

dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

2.4.3 PAGIBIG No. 

 

To Update the PAGIBIG No.: 

 

• Input PAGIBIG No. in the PAGIBIG textbox.  

Note: This textbox only accepts a maximum of 50 numeric characters and 

it cannot be left blank. 

• Click the Save button to save the request for update in PAGIBIG No. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.4.4 Philhealth 

 

To Update the Philhealth: 

 

• Input Philhealth in the Philhealth textbox.  

Note: This textbox only accepts a maximum of 50 numeric characters and 

it cannot be left blank. 

• Click the Save button to save the request for update in Philhealth. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

2.5  Contact Info 

Update Contact Info allows user to update, add, and remove contact info. To Update 
Contact Info, just click the Update Contact Info button or Update City/Provincial Address 
button (see Fig. 5.0). 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Figure 5.0 Update Contact Info 

 

Note: Updating the Contact Info does not require approval from the Admin [PODO-

TMDU]. Updated Contact Info will display right away after the “Change request is 

successful” message prompts indicating that update has been made. 
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2.5.1  City Address/Provincial Address 

 

To Update the City Address and Provincial Address: 

 

• Click the Update City/Provincial Address button 

• Select Region, Province, City, and Barangay from the dropdown. 

• Input “House/Unit/Flr.#,Bldg. Name, Blk or Lot#”, Zip Code, and Provincial 

Address in the textboxes. Select Province from the dropdown. 

• Click the Save button to save the update in Address. “Address updated” 

dialog box will appear indicating that update has been made. Click Ok (see 

Fig. 5.1). 

 

 

 

 

 

 

 

 

 

Figure 5.1 Address updated dialog box 

 

• Click Cancel button to go back to the Personal Info Page. 

 

2.5.2 Add Mobile 

 

To Add the Mobile: 

 

• Click the Update Contact Info button 

• Choose Mobile from the Add Contact Info dropdown. 

• Input Mobile in the Add Contact Info textbox.  

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Add button with a blank Mobile will prompt “Please enter 

contact number” (see Fig. 5.2). 

 

 

 

 

 

 

Figure 5.2 Please enter contact number 
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- Clicking Add button after having two Mobile numbers in the Contact 

Info Table will prompt “Error: You can only have 2 mobile numbers 

registered” (see Fig. 5.3). 

 

 

 

 

 

 

Figure 5.3 Error: You can only have 2 mobile numbers registered 

 

• Click the Add button to save the update in Mobile. 

• Record successfully added” message will prompt after clicking Add button 

(see Fig. 5.4). 

 

  

 

 

 

 

Figure 5.4 Record successfully added 

 

• Click Back button to go back to the Personal Info Page. 

 

 

2.5.3 Add Email 

 

To Add the Email:  

 

• Choose Email from the Add Contact Info dropdown. 

• Input Email in the Add Contact Info textbox.  

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Add button with a blank Email will prompt “Please enter 

Email”. 

- Clicking Add button after having one alternate email in the Contact 

Info Table will prompt “Error: You can only have 1 alternate email 

registered” (see Fig. 5.6). 
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Figure 5.6 You can only have 1 alternate email registered 

 

• Click the Add button to save the update in Email. 

• Record successfully added” message will prompt after clicking Add button. 

• Click Back button to go back to the Personal Info Page. 

 

 

2.5.4  Remove Mobile and Email 

 

To Remove the Mobile and Email: 

 

• Click Remove beside the Contact Info that you wish to remove. A 

confirmation dialog box will appear. Click Confirm (see Fig. 5.7). 

 

 

 

 

 

 

 

 

Figure 5.7 Confirmation dialog box 

 

• A confirmation dialog box will appear indicating that information has been 

removed (see Fig. 5.8). 

  

 

 

 

 

 

 

 

Figure 5.8 Contact info removed successfully 

 

• Click Ok to go back to Update Contact Info Page. 

• Click Back button to go back to the Personal Info Page. 
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2.5.5  Be In Subscription 

 

To Update the Be In Subscription: 

• Select Yes if you want to subscribe and Select No if you do not want to 

subscribe. 

• Click the Save button to save the request for update in Be In Subscription.  

• “Record successfully saved” message will appear after clicking Save button. 

• Click Back button to go back to the Personal Info Page. 

2.6  Family Background 

To Update Family Background, just click the Update Family Background button (see Fig. 
6.0).  

 
 

 

 

 

 

 

 

 

 

 

Figure 6.0 Update Family Background Button 

 

Note: All fields in the Family Background are changeable (see Fig. 6.1). Changes in the 

Family Background are subject for Approval by the Admin [PODO-TMDU]. 
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Figure 6.1 Update Family Background Page 

 

2.6.1 Relation 

 

To Update the Relation: 

 

• Select the family member that you want to update from the Family 

Background Table. Selected family member will be displayed in the editable 

fields. (See Fig. 6.2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6.2 Selected family member 
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• Choose Relation from the Relation dropdown. 

• Click the Save button to save the request for update in Relation. A 

confirmation dialog box will appear. Click Ok (see Fig. 6.3). 

 
 

 

 

 

 

 

 

 

Figure 6.3 Confirmation dialog box 

 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 6.4). 

 

 

 

 

 

 

 

Figure 6.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

 

2.6.2 Name 

 

To Update the Name: 

 

• Select the family member that you want to update from the Family 

Background Table. Selected family member will be displayed in the editable 

fields. 

• Input Name in the Name textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Name will prompt “Please fill out this 

field” (see Fig. 6.5). 
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Figure 6.5 Please fill out this field 

 

• Click the Save button to save the request for update in Name. A confirmation 

dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

 

2.6.3 Birth Date 

 

To Update the Birth Date: 

 

• Select the family member that you want to update from the Family 

Background Table. Selected family member will be displayed in the editable 

fields. 

• Enter Birth Date or choose from the calendar. 

Note: Choosing Birth Date that is beyond the current date is not allowed. 

• Click the Save button to save the request for update in Birth Date. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

 

 



HRDB Web – Personal Info Module Version 1.0 Page 27 of 68 

 
 

 
   

2.6.4 Phone Number 

 

To Update the Phone Number: 

 

• Select the family member that you want to update from the Family 

Background Table. Selected family member will be displayed in the editable 

fields. 

• Enter the Phone Number in the Phone Number textbox. 

• Click the Save button to save the request for update in Phone Number. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

 

 

2.6.5  Add Family Background  

To Add Family Background, just click the Add Family Background button (see Fig. 7.0)  
 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 7.0 Add Family Background Button 

Note: Adding Family Background are subject for Approval by the Admin [PODO-TMDU] 
(see Fig. 7.1). 
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Figure 7.1 Add Family Background Page 

To Add Family Background: 

• Choose Relation from the Relation dropdown. 

• Input Name in the Name textbox. 
Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Name will prompt “Please fill out this 

field” (see Fig. 7.2). 

Figure 7.2 Please fill out this field 

• Enter Phone Number in the Phone Number textbox. 
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• Enter Birth Date or choose from the calendar. 

Note: Choosing Birth Date that is beyond the current date is not allowed. 

• Click the Save button to save the request for additional Family Background. A 

confirmation dialog box will appear. Click Ok (see Fig. 7.3). 

 

 

 

 

 

 

 

 

 

 

Figure 7.3 Confirmation dialog box 

 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 7.4). 

 

Figure 7.4 Change Request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 
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2.7  Educational Attainment 

To Update Educational Attainment, just click the Update Educational Attainment button 
(see Fig. 8.0). 

  

Figure 8.0 Update Educational Attainment Button 

 

Note: All fields in the Educational Attainment are changeable (see Fig. 8.1). Changes in 
the Educational Attainment are subject for Approval by the Admin [PODO-TMDU]. 
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Figure 8.1 Update Educational Attainment Page 

 

2.7.1 Degree 

 

To Update the Degree: 

 

• Select the Educational Attainment that you want to update from the 

Educational Attainment Table. Selected Educational Attainment will be 

displayed in the editable fields. (See Fig. 8.2). 
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Figure 8.2 Selected Educational Attainment 

 

• Choose Degree from the Degree dropdown. 

• Click the Save button to save the request for update in Degree. A 

confirmation dialog box will appear. Click Ok (see Fig. 8.3). 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 8.3 Confirmation dialog box 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 8.4). 
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Figure 8.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

 

 

2.7.2 Course 

 

To Update the Course: 

 

• Select the Educational Attainment that you want to update from the 

Educational Attainment Table. Selected Educational Attainment will be 

displayed in the editable fields. 

• Input Course in the Course textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Course will prompt “Please fill out 

this field” (see Fig. 8.5). 
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Figure 8.5 Please fill out this field 

 

• Click the Save button to save the request for update in Course. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

2.7.3 School 

 

To Update the School: 

 

• Select the Educational Attainment that you want to update from the 

Educational Attainment Table. Selected Educational Attainment will be 

displayed in the editable fields.  

• Choose School from the School dropdown. 

• Click the Save button to save the request for update in School. A confirmation 

dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.7.4 Year From and Year To 

 

To Update the Year From and Year To: 

• Select the Educational Attainment that you want to update from the 

Educational Attainment Table. Selected Educational Attainment will be 

displayed in the editable fields. 

• Input Year From and Year To in the textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Year From or Year To will lead to 

appearance of “Please fill out this field” text (see Fig. 8.6). 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 8.6 Please fill out this field 

 

• Click the Save button to save the request for update in Course. A dialog box 

will appear to ask for confirmation with the information update. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.7.5  Add Educational Attainment 

To Add Educational Attainment, just click the Add Educational Attainment button (see 
Fig. 9.0)  

 

 

 

 

 

 

Figure 9.0 Add Educational Attainment Button 

 

Note: Adding Educational Attainment are subject for Approval by the Admin [PODO-
TMDU] (see Fig. 9.1). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 9.1 Add Educational Attainment Page 
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To Add Educational Attainment: 

• Choose Degree from the Degree dropdown. 

• Input Course in the Course textbox. 

• Enter Year From and Year To in Year From and Year To textboxes.  

Note:  

- Course, Year From, and Year To textboxes only accept a maximum of 

50 characters. 

- Clicking Save button with a blank Course or Year From and Year To 

will prompt “Please fill out this field” (see Fig. 9.2). 

Figure 9.2 Please fill out this field 

 

• Click the Save button to save the request for additional Educational 

Attainment. A confirmation dialog box will appear. Click Ok (see Fig. 9.3). 

 

 

 

 

 

 

 

 

 

 

Figure 9.3 Confirmation dialog box 
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• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 9.4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 9.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

2.8  Ongoing Education 

To Update Ongoing Education, just click the Update Ongoing Education button (see Fig. 
10.0). 

 

 

Figure 10.0 Update Ongoing Education Button 
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Note: All fields in the Ongoing Education are changeable (see Fig. 10.1). Changes in the 
Ongoing Education are subject for Approval by the Admin [PODO-TMDU]. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10.1 Update Ongoing Education Page 

 

2.8.1 Degree 

 

To Update the Degree: 

 

• Select the Ongoing Education that you want to update from the Ongoing 

Education Table. Selected Ongoing Education will be displayed in the 

editable fields. (See Fig. 10.2). 
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Figure 10.2 Selected Ongoing Education 

 

• Choose Degree from the Degree dropdown. 

• Click the Save button to save the request for update in Degree. A 

confirmation dialog box will appear. Click Ok (see Fig. 10.3). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10.3 Confirmation dialog box 

 

• Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 10.4). 
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Figure 10.4 Change Request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

 

 

2.8.2 Course 

 

To Update the Course: 

 

• Select the Ongoing Education that you want to update from the Ongoing 

Education Table. Selected Ongoing Education will be displayed in the 

editable fields. 

• Input Course in the Course textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Course will prompt “Please fill out 

this field” (see Fig. 10.5). 
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Figure 10.5 Please fill out this field 

 

• Click the Save button to save the request for update in Course. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

 

2.8.3 School 

 

To Update the School: 

 

• Select the Ongoing Education that you want to update from the Ongoing 

Education Table. Selected Ongoing Education will be displayed in the 

editable fields. 

• Choose School from the School dropdown. 

• Click the Save button to save the request for update in School. A confirmation 

dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.8.4 Grant 

 

To Update the Grant: 

 

• Select the Ongoing Education that you want to update from the Ongoing 

Education Table. Selected Ongoing Education will be displayed in the 

editable fields. 

• Input Grant in the Grant textbox. 

Note:  

- This textbox only accepts a maximum of 50 numeric characters. 

- Clicking Save button with a blank Grant will prompt “Please fill out this 

field” (see Fig. 10.6). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10.6 Please fill out this field 

 

• Click the Save button to save the request for update in Course. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.8.5 Target Date 

 

To Update the Target Date: 

 

• Select the Ongoing Education that you want to update from the Ongoing 

Education Table. Selected Ongoing Education will be displayed in the 

editable fields. 

• Enter Birth Date or choose from the calendar. 

• Click the Save button to save the request for update in Course. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

2.8.6  Add Ongoing Education 

To Add Ongoing Education, just click the Add Ongoing Education button (see Fig. 11.0)  
 

 

 

 

 

 

 

 

Figure 11.0 Add Ongoing Education Button 

Note: Adding Ongoing Education are subject for Approval by the Admin [PODO-TMDU] 
(see Fig. 11.1). 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11.1 Add Ongoing Education Page 
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To Add Ongoing Education: 

• Choose Degree from the Degree dropdown. 

• Input Course in the Course textbox. 

• Choose School from the School dropdown. 

• Input Grant in the Grant textbox.  

Note:  

- Course textbox only accepts a maximum of 50 characters 

- Grant textbox only accepts a maximum of 50 numeric characters. 

- Clicking Save button with a blank Course or Grant will prompt “Please 

fill out this field” (see Fig. 11.2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11.2 Please fill out this field 

 

• Click the Save button to save the request for additional Ongoing Education. A 

confirmation dialog box will appear. Click Ok (see Fig. 11.3). 

 

 

 

 

 

 

 

 

 

 

Figure 11.3 Confirmation dialog box 
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• Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 11.4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 11.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

2.9  Work Experience 

To Update Work Experience, just click the Update Work Experience button (see Fig. 
12.0). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12.0 Update Work Experience Button 
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Note: All fields in the Work Experience are changeable (see Fig. 12.1). Changes in the 
Work Experience are subject for Approval by the Admin [PODO-TMDU]. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Figure 12.1 Update Work Experience Page 

 

2.9.1 Position 

 

To Update the Position: 

 

• Select the Work Experience that you want to update from the Work 

Experience Table. Selected Work Experience will be displayed in the editable 

fields. (See Fig. 12.2). 
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Figure 12.2 Selected Work Experience 

 

 

• Input Position in the Position textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Position will prompt “Please fill out 

this field” (see Fig. 12.3). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12.3 Please fill out this field 



HRDB Web – Personal Info Module Version 1.0 Page 49 of 68 

 
 

 
   

• Click the Save button to save the request for update in Position. A 

confirmation dialog box will appear. Click Ok (see Fig. 12.4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12.4 Confirmation dialog box 

 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 12.5). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12.5 Confirmation dialog box 

 

• Click Cancel button to go back to the Personal Info Page. 
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2.9.2 Company 

 

To Update the Company: 

 

• Select the Work Experience that you want to update from the Work 

Experience Table. Selected Work Experience will be displayed in the editable 

fields. 

• Input Company in the Position textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Company will prompt “Please fill out 

this field” (see Fig. 12.6). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 12.6 Please fill out this field 

 

• Click the Save button to save the request for update in Company. A 

confirmation dialog box will appear. Click Ok 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.9.3 From and Year To 

 

To Update the Year From and Year To: 

 

• Select the Work Experience that you want to update from the Work 

Experience Table. Selected Work Experience will be displayed in the editable 

fields. 

• Input Year From and Year To in the textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters. 

- Clicking Save button with a blank Year From or Year To will prompt 

“Please fill out this field”. 

• Click the Save button to save the request for update in Course. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

2.9.4  Add Work Experience 

To Add Work Experience, just click the Add Work Experience button (see Fig. 13.0)  
  

 

 

 

 

 

 

 

 

 

 

 

 

Figure 13.0 Add Work Experience Button 
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Note: Adding Work Experience are subject for Approval by the Admin [PODO-TMDU] 
(see Fig. 13.1). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 13.1 Add Work Experience Page 

To Add Work Experience: 

• Input Position in the Position textbox. 

• Input Company in the Company textbox. 

• Input Year From and Year To in the Year From and Year To textboxes. 
Note:  

- Position, Company, Year To, and Year From textboxes only accept a 

maximum of 50 characters 

- Clicking Save button with a blank Position, Company, Year From or 

Year To will lead to appearance of “Please fill out this field” text (see 

Fig. 13.2). 
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Figure 13.2 Please fill out this field 

 

• Click the Save button to save the request for additional Work Experience. A 

dialog box will appear to ask for confirmation with the information update (see 

Fig. 13.3). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 13.3 Confirmation dialog box 

 

• “Change request is successful” text will appear on the top part after 

confirmation of the information update (see Fig. 13.4). 
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Figure 13.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

 

2.10  Licensure Exam 

To Update Licensure Exam, just click the Update Licensure Exam button (see Fig. 14.0). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14.0 Update Licensure Exam Button 
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Note: All fields in the Work Experience are changeable (see Fig. 14.1). Changes in the 
Work Experience are subject for Approval by the Admin [PODO-TMDU]. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14.1 Update Licensure Exam Page 

 

2.10.1 Exam Type 

 

To Update the Exam Type: 

 

• Select the Licensure Exam that you want to update from the Licensure Exam 

Table. Selected Licensure Exam will be displayed in the editable fields. (See 

Fig. 14.2). 
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Figure 14.2 Selected Licensure Exam 

 

• Choose Exam Type from the Exam Type dropdown. 

• Click the Save button to save the request for update in Exam Type. A 

confirmation dialog box will appear. Click Ok (see Fig. 14.3). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 14.3 Confirmation dialog box 

 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 14.4). 
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Figure 14.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

 

2.10.2 Title 

 

To Update the Title: 

 

• Select the Licensure Exam that you want to update from the Licensure Exam 

Table. Selected Licensure Exam will be displayed in the editable fields. (See 

Fig. 

• Input Title in the Title textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters 

- Clicking Save button with a blank Title will prompt “Please fill out this 

field” (see Fig. 14.5). 
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Figure 14.5 Please fill out this field 

 

• Click the Save button to save the request for update in Title. A confirmation 

dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

 

2.10.3 Date Passed 

 

To Update the Date Passed: 

 

• Select the Licensure Exam that you want to update from the Licensure Exam 

Table. Selected Licensure Exam will be displayed in the editable fields. 

• Enter Date Passed or choose from the calendar. 

• Click the Save button to save the request for update in Title. A confirmation 

dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.10.4  Add Licensure Exam 

To Add Licensure Exam, just click the Add Licensure Exam button (see Fig. 15.0)  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15.0 Add Licensure Exam Button 

Note: Adding Licensure Exam are subject for Approval by the Admin [PODO-TMDU] 
(see Fig. 15.1). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15.1 Add Licensure Exam Page 
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To Add Licensure Exam: 

• Choose Exam Type from the Exam Type dropdown. 

• Input Title in the Title textbox. 
Note:  

- This textbox only accepts a maximum of 50 characters 

- Clicking Save button with a blank Title will prompt “Please fill out this 

field” (see Fig. 15.2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15.2 Please fill out this field 

• Enter Date Passed or choose from the calendar. 

• Click the Save button to save the request for additional Licensure Exam. A 

confirmation dialog box will appear. Click Ok (see Fig. 15.3). 

 

 

 

 

  

 

 

 

 

 

 

 

 

Figure 15.3 Confirmation dialog box 
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• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 15.4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 

 

2.11  Professional Membership 

To Update Professional Membership, just click the Update Professional Membership 
button (see Fig. 16.0). 

 

 

  

 

 

 

 

 

 

 

Figure 16.0 Update Professional Membership Button 
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Note: All fields in the Professional Membership are changeable (see Fig. 16.1). 
Changes in the Professional Membership are subject for Approval by the Admin [PODO-
TMDU]. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 16.1 Update Professional Membership Page 

 

 

2.11.1 Type 

 

To Update the Type: 

 

• Select the Professional Membership that you want to update from the 

Professional Membership Table. Selected Professional Membership will be 

displayed in the editable fields. (See Fig. 16.2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 16.2 Selected Professional Membership 
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• Choose Type from the Type dropdown. 

• Click the Save button to save the request for update in Type. A confirmation 

dialog box will appear. Click Ok (see Fig. 16.3). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Figure 16.3 Confirmation dialog box 

 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 16.4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Figure 16.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 
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2.11.2 Org 

 

To Update the Org: 

 

• Select the Professional Membership that you want to update from the 

Professional Membership Table. Selected Professional Membership will be 

displayed in the editable fields. 

• Input Org in the Org textbox. 

Note:  

- This textbox only accepts a maximum of 50 characters 

- Clicking Save button with a blank Org will prompt “Please fill out this 

field” (see Fig. 16.5). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 16.5 Please fill out this field 

 

• Click the Save button to save the request for update in Org. A confirmation 

dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 
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2.11.3 Membership Date 

 

To Update the Membership Date: 

 

• Select the Professional Membership that you want to update from the 

Professional Membership Table. Selected Professional Membership will be 

displayed in the editable fields. 

• Enter Membership Date or choose from the calendar 

• Click the Save button to save the request for update in Membership Date. A 

confirmation dialog box will appear. Click Ok. 

• “Change request is successful” message will prompt indicating that 

information update has been made. 

• Click Cancel button to go back to the Personal Info Page. 

 

2.11.4  Add Professional Membership 

To Add Professional Membership, just click the Add Professional Membership button 
(see Fig. 17.0) 

 

 

 

 

 

Figure 17.0 Add Professional Membership Button 

 

Note: Adding Professional Membership are subject for Approval by the Admin [PODO-
TMDU] (see Fig. 17.1). 
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Figure 17.1 Add Professional Membership Page 

 

To Add Professional Membership: 

• Choose Type from the Type dropdown. 

• Input Org in the Org textbox. 
Note:  

- This textbox only accepts a maximum of 50 characters 

- Clicking Save button with a blank Org will prompt “Please fill out this 

field” (see Fig. 17.2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 17.2 Please fill out this field 
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• Enter Membership Date or choose from the calendar. 

• Click the Save button to save the request for additional Professional 

Membership. A confirmation dialog box will appear. Click Ok (see Fig. 17.3). 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 17.3 Confirmation dialog box 

 

• “Change request is successful” message will prompt indicating that 

information update has been made (see Fig. 17.4). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 17.4 Change request is successful 

 

• Click Cancel button to go back to the Personal Info Page. 
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2.12   Notification 

The Notification is located at the upper right of the Navigation bar. Its purpose is to 
display through the Notification bell if the information change request has been 
approved/disapprove (see Fig. 18.0). Clicking the Notification bell will show the list of 
Approved/Disapprove requests including the date and time the approval/disapproval was 
made (see Fig. 18.1).  

 

  

 

 
 

 

 

Figure 18.0 Notification bell 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 18.1 List of Approved/Disapproved request 

 

Note: Clicking a link of For Approval Information Update in the notification will direct to 
the details of Approved/Disapproved Information Update (see Fig. 18.2). 
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Figure 18.2 Information Update Approval Page 
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