
Log in using 

your Google 

Account

Registration Account Page
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Searching of 

record.
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Click your Email 

or you can use 

another account 

to log in.

2

Click Continue.

2

Wait for the Super 
admin Approval

CHED Admin Email 

For CHED Approval, CHED Admin will 
email you that your account has been 

approved.



SUPER ADMIN, ADMIN 

PAGE

Super Admin 

Dashboard
Total S.O. by 

Year

Click the toggle button to 

filter and show not 

Associated Files

(Shows on page 4)
Click the toggle button 

Show Revoked Files 

(Shows on page 5)

Click the View Button to 

open a S.O. PDF File

(Shows on Page 6)

You Can Edit Other File

(Shows on Page 6)



SHOW NOT ASSOCIATED FILES

to find the S.O file faster 

you can use Searching

show not Associated 

Files

Click the toggle button to 

filter and show not 

Associated Files

1



After Clicking the toggle 

button Show Revoked Files 

SHOW REVOKED FILES 

Click Reinstate if you want 

to remove the S.O file from 

Revoke Files

to find the S.O file faster 

you can use Searching

Click Edit to Edit S.O file

Click the toggle button 

Show Revoked Files 



VIEW AND EDIT

VIEW S.O. PDF FILE

Click the View Button to 

open a S.O. PDF File

(Shows on Page 6)

You Can Edit Other File

You can upload files for 

the Not Associated files 

from your storage pdf 

files.

Choose PDF 

File to upload

1

2

Click the toggle button to 

choose PDF file from 

uploaded PDF file.  

Click and choose PDF 

File

1

2

EDIT



UPLOAD PDF FILES

click upload to display the files and select pdf files 

to upload.

You can delete the 

uploaded pdf fileThis is what appears 

if you press Edit.

In View you can also 

see the pdf file



To generate the Excel Template 

you should fill out the number of 

Student, School and Year field.

To download Original Template 

Jus only Click here.

To make it appear press import 

excel and you can select an 

excel file then open.

IMPORT EXCEL



SUPER ADMIN USER LIST

Click Edit and this will appear, 

and you can edit the User.

Click this and the user will be 

deleted



SUPER ADMIN USERS PENDING APPROVAL

Click this to choose whether 

Requesting user are super 

admin, admin and trusted 

partner.

Click update and the user will 

receive an Email Notification if 

he is approved.

1

2

Click Sign out to return to the 

log in page



SUPER ADMIN USERS PENDING APPROVAL

After the account is 

approved, the user can log in.



The user can add his basic information and Job Information.

USER PROFILE



To verify, enter the school, 

name, course code, 

sequence no, and year.

TRUSTED PARTNER S.O. VERIFIER



PUBLIC SEARCHING

Click Graduate Tracker to 

search S.O. info.



S.O. GRADUATE TRACKER

To Search, enter the Name, 

School, Year, Program and 

major if aplicable.


