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l. Introduction

As an internal service institution, the Planning Service has three distinct

functions:

1 Providing guidance on the reporting of results-based performance;
1 Aggregating results- based performance information; and

1 Producing and disseminating performance-based information.

The Planning Service seeks to carry out these functions with its DOLE
clients in a systematic manner by:

1 Managing a web-facility dedicated to provide just-in-time
information exchange on results-based performance reporting; and
1 Providing technical assistance to DOLE planning on how to

implement results based performance reporting by building
institutional capacity for the same.

Thus, PS is scaling up its support services to increase the quantity and
quality of exchange on resultsi based performance information across
the organization, through the development of DOLE Planning Exchange.

The DOLE Planning Exchange (DPX),is a web-based facility and central
website or database on all planning and IT-related matters for project
managers, planning officers and budget offices.

The DPX will serve as a venue for continuous exchange of information

that keeps DOLE Users awareness on policy updates and highlight any
Issues that might affect the progress of the agency plan. It is also a
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simple and convenient tool for the users to collaborate and
communicate, even when they are working in different locations.

Il.  Features

The facility will allow DOLE users to do the following:

1. Download a Report Form: Sample forms of OPCR, Planning Tool, Budget
Forms, etc.

2. Submit a Report: Statistical or Narrative as required by the Planning Service

3. View Report Submission Status: Monitors the status of regular submission

of agency reports thus enable PS to provide up-to-date data/information

Check Planning Advisories: PS Advisories issued

Request Assistance (IT-related and Non-IT-related): Li nk ed tloT ofi Kn o\

Help-Desk Facility

Field a Question:User can ask further clarification on PS and IT-related

matters

Calendar an Event: Posting of Planning-related activities

View the Planning Process

Peruse the DOLE Logical Framework: DOLE Planning Tools

0. Scan Enabling Issuances:Issuances for references on planning-related

information

11. Post News:DOLE Users can contribute the good news from their offices.

12. Link with Peers:Directory of Planning Officers, Budget Officers and IT Focal
and Technical Partners

13. Give Feedback:DOLE Users can give comments, suggestions or opinions on
planning/budgeting-related activities.

14.  Find Performance Ranking:Posting of approved Performance-Based Bonus
(PBB) Rating and Ranking

o ok

B © o~

. Users

A. All DOLE Official and Employees and PublicClients
The DOLE Planning Exchange (DPX) is the official website of the Planning
Service and is accessible to the public for viewing.

B. Authorized Planning Officer
Some features can be only be accessed by the Planning Officers of each
agency which are officially endorsed to the Planning Service and authorized
by the respective Heads of Agencies to access and perform the following:
\% Submit a Report
DPXGuidelines and Manual of Operations
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V Give Feedback

C. Administrators
The Planning Service-MIS Division shall administer the website and portal.

D. Content Managers
The Planning Service i Monitoring and Evaluation Division, and the Planning
Programming Division shall be in charge of the content management to
include updating the information and aggregating the reports submitted
inDPX.

IV. Specific Procedures
The following briefly explain the sequence of processes on how to access the DPX.

1. How to Access DPX
To access DOLE Planning Service Portal, type: dpx.dole.gov.phinto the
address bar. A window will appear (Figure 1) and the following services will
be displayed:

Figure 1

Department of Labor and Employment
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Check Planning Advison
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2. Services:

1.1 Download a Report Form

The link will show all the templates that the users will need in submitting a report
likeSubmission Specifics, OPCR Template,Planning Tool Template,
Convergence Program Profile Template, Issues and Solutions Options Template,
MFO Budget Matrix and others.

1.2 Submit a Report
Clicking this service will redirect users to the Log-In form of the submission
portal.

1.3 See Report Submission Status
This service will show all the report status submitted by all offices in the portal.

1.4 Check Planning Advisories
All issued Planning Service advisories will be posted in this link.

1.5 Calendar an Event
This facility will organize and post schedule of all meetings and events related to
planning.

1.6 Post News
This part of the portal is where good news from dole regions, attached agencies
and bureaus will be posted.

1.7 Request Assistance (Non-IT or IT Related)
This facility will give assistance to clients or users to help in creating reports or
any IT related topics.

1.8 View the Planning Process
The link will show Planning Service Process which are Operational, Strategic
and Developmental Planning.

1.9 Peruse the DOLE Logical Framework
This service will show DOLE Planning Tool, 2013-2016 results framework.

1.10 Scan Enabling Issuances
The facility will show planning list of issuances

1.11 Link with Peers
Directories of all Focal Planning Officers, Budget Officers and IT Focal
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1.12 Find Performance Rating
Result of Performance rating will be posted

1.13 Give Feedback
The link is for users or clients who want to give their comments about
planning services

1.14 Field a Question (IT or Non IT Related)
This is the link where clients post their queries regarding planning topics or IT
related topics.

Authorized Planning Officer

2.1 Accessing the SubmissionPortal.
8 Logging In

Figure 1

Date Issued: Revision:

change — Login to DOLE Planning Exchar™s

"1 to DOLE Planning Exchange

Do you need to register or obtain a new password before you login?
2. Log in Form Appears

Username

1. Click Submit a Report
}‘ The Official Website of the

Password

PloreThan Jolo!
€%+ See Report Submission Status s docont jols
Remember me
[ Check Planning Advisories
[] caendaran Event .
A Online SPRS
FEElLEE DOLE PLANNING EXCHANGE
m  RequestAssistance
@ on T || IT-Related _ Field a Question

' Non-T|| IT-Related

1 Enter the ff. URL into the Address Bar: dole.dpx.gov.ph
T Cl i ¢ kSudmh @Reforto ; and
1 A window will appear(Figure 1):

U Log-in your account using your assigned username and password,

then
Note: Only authorized users are allowed to the system.

. [E———
u Click in to the system.
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Figure 3

U A successful login will redirect the user to the Dole Planning Exchange
Main Menu. (Figure 2)

Figure 2

DOLE Planning Exchange

Toward improving just-in-time information exchanges on results based performance reporting.
e

Index Userlist Search Profile Logout

Logged in as christian1234. ogou \V enu MNew posts Active to
OPCR

Forums Topics Posts Last pos!

OPCR Services 7 7 2014-02-

by xchan

OPCR POLOS 34 34 2014-02-

by xchan

OPCR Attached Agencies 11 11 2014-02-

by xchan

OPCR Bureaus 5] o 2014-02-

by xchan

OPCR Regional Offices 16 16 2014-02-

hv xchan

8 Logging out
T Clickouitt®@gt o exi(FiguteB)e pr ogr am.

2.2 Changing the Password and Information.

8 Profile
The user could edit the information (i.e. full name of the user, password, enter
old password, enter new password, email, location)

Introduction Identity Settings Signature Avatar

DOLE Planning Exchange

Toward improving just-in-time information exchanges on results based performance reporting.

Index Userlist Searc1 Profile Lo out

»
Logged in as christian1234. rofiie V enu Mew posts Active topics Unanswered topics

DOLE Planning Exchange — christian1234's profile — Introduction

Welcome to your profile Change your password Change your email address
christian1234 Registered: 2014-02-18
New member Last visit: 2014-02-26 15:50:28

Last post: 2014-02-25 12:10:33

Contact information Email: Send forum email

T CIl i Rrdfiledd on t he (Fger@d) bar
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1 CI i C€lkangé your passwordoon the upper right corner of the page. Wait for
t h €harige your passwordo t o @Fmuresdd r .
T Do necessary c luanitofFgere4) Cl i ck A S
Figure 4

19 Exchange — christian1234's profile — Introduction

Identity Settings Signature
rour profile #ge — christian1234's profile — Change your password

password

hange your email address

Change your password

1. Click Change Password

11234

Jer

0ld password |

You must enter your existing password

New password

Minimum 4 characters. cAsE sEnsiTive

POsts an% confirm new password

Re-enter your password exactly as before

Email: christian_zero4@yahoo.com

rivate information Posts: 2

2. Change Password Form

2.3 Uploading aReport

Planning Officer or Budget Officervalidates the report submission of itsown
offices before entering it into the System.

A. OPCR.If submitting a report on OPCR choose the category OPCR that is
displayed in the Index Menu.(Figure 5)

Figure 5

DOLE Planning Exchange

Toward improving just-in-time information exchanges on results based performance reporting.

Index Userlist Search Profile Administration Logout

Logged in as xchangeadministrator.

New posts Active topics Unanswered

Topics Posts Last post

7 7 2014-02-06 08:49:09
by xchangeadministrator

OPCR POLOS 34 34 2014-02-06 09:34:13
FORU M by xchangeadministrator
OPCR Attached Agencies 11 11 2014-02-06 10:07:18

by xchangeadministrator

OPCR Bureaus 6 6 2014-02-06 10:22:09

by xchangeadministrator

OPCR Regional Offices 16 16 2014-02-06 11:20:19

by xchangeadministrator
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A.1 OPCR OSEC
T CI i ©OACR O@SECOForumundertheCat e g or y (FIgueeBC RO
1 Wait for the form that shows topics fromOPCR OSEC to
appear.Choose and click which office applies to you in the list of
topics.(Figure 6)
Figure 6

DOLE Planning Exchange

Toward improving just-in-time information exchanges on results based performance reporting.

Index Userlist Search Profile Logout

Logged in as christian1234. New posts Active topics Unanswered topics

DOLE Planning Exchange — OPCR OSEC

Pages 1 Sorry! no permission to post new topics
Topics Replies Views Last post
Internal Audit Service 2014 TOPICS 0 35 2014-02-06 08:49:09

by xchangeadministrator by xchangeadministrator

0 7 2014-02-06 08:48:24
by xchangeadministrator

Legal Service 2014
by xchangeadministrator

0 i 2014-02-06 08:47:40
by xchangeadministrator

Labor Communications Office 2014
by xchangeadministrator

Figure 7

DOLE Planning Exchange

Toward improving just-in-time information exchanges on results based performance reporting.

Index Userlist Search Profile Logout

Logged in as christian1234. New posts Active topics Unanswered topics

DOLE Planning Exchange — OPCR 0SEC & Internal Audit Service 2014
Pages 1 Post reply

N RSS topic fee. e

xchangeadministrator 2014-02-06 08:49:09
Administrator
Offline For Internal Audit Service. Please submit 2014 report here. Just Click Post Reply.

Report  Quote

T To upload your fi(Figured) i ck fAPost
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Wait for the APost ne® replyo
Put comments to the file you are submitting.
Cl i €hkosdiF i | dind pathoof the file to be submitted.

= = =4 -8 -9

Click ASubmit Replyd to post

Figure 8

Click AAdd Fil eomassagei ncl ude fi

t o a

DOLE Planning Exchange — OPCR OSEC — Internal Audit Service 204 — Post new reply A

Post new reply

Write message ||

1. Put comments to your file here. N

2. Click “Choase File”,

Never show smilies as icons for this post.
T A 1] A
this topic. /3. CIICk Add Flle .
@ Preview reply

Attachmd

Compose and post your new reply i POST NEW REPLY FORM " You may use: BBCode Images Smilies
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A.2 OPCR POLOS
T Cl i OBCRROLOSOFor um under the Category A
1 Wait for the form that shows topics from OPCR POLOS to appear.
Choose and click which office applies to you in the list of topics.(Figure
9)

Figure 9

To upload your fi(Figuredd)i ck fAPost Repl
Wait for the fiPost ne® replyo to app
Put comments to the file you are submitting.

ClicCkodise Fileo to find path of th
Click AAdd Fileo to include fi [
Click ASubmit Replyo to post t f

E

e
| e n
he il
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