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Republic of tbz Philippines
Bepartment of Education

Region VI — Western Visayas
SCHOOLS DIVISION OF CAPIZ
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DIVISION MEMORANDUM
No. 131 s. 2026

GUIDELINES ON THE SUBMISSION & MONITORING OF THE DCP INVENTORY
TEMPLATE WITHIN THE DCP PORTAL AS THE OFFICIAL PLATFORM

To:  Assistant Schools Division Superintendent
OIC - Chief Education Supervisors
Education Program Supervisors
Public School District Supervisors
Heads of Public Elementary, Secondary, and Integrated Schools
All Others Concerned

1. Attached is Regional Memorandum No. 231, s. 2026 titled Guidelines on the
Submission & Monitoring of the DCP Inventory Template within the DCP Portal as the
Official Platform. This Memorandum reiterates and enjoins all concerned to strictly comply
with the said guidelines.

2. Key Provisions
o School Heads shall lead the submission of ICT Inventory Templates within the

DCP Portal and may designate up to four (4) Administrative Officers as
coordinators to ensure timely compliance.

. Division IT Officers (DITOs) shall validate the templates submitted by schools
and provide technical assistance to ensure proper utilization of the portal.

. HR and Property Officers shall provide complete and validated personnel and
property data to support accuracy and consistency.

o Monthly Updating of the ICT Inventory Template is required to reflect
acquisitions, disposals, transfers, or losses.

o Deadline: All deliverables must be submitted on or before 31 March 2026, in
line with the Joint Memorandum dated October 1, 2026.

Address: Banica, Roxas City

Contact Number: (036) 6518 456/0968-869-5867
Email Address: capiz@deped.gov.ph

Website: http://depedcapiz.ph
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Republic of the Philippines

Bepartment of Education

Region VI - Western Visayas
SCHOOLS DIVISION OF CAPIZ

3. Support Materials

For reference, the following resources are available:

o Video Tutorials: https://tinyurl.com/InventoryTemplateVID (tinyurl.com in
Bing)

o FAQs: https:/ /tinyurl.com/FAQsDCPPSE

° Support Form: https://tinyurl.com/PSFSupport

4. Immediate dissemination of and compliance with this Memorandum is desired.

ROEL F. BERMEJO
Schools Division Superintendent /(//(

Encl.: As stated

Reference: None

To be indicated in the Perpetual Index
under the following subjects:

DCP ICT

Address: Banica, Roxas City

Contact Number: (036) 6518 456/0968-869-5867
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Republic of the Philippines

Bepartment of Education
REGION VI- WESTERN VISAYAS

MAR 0 6 2075
REGJONAI. MEMORANDUM

Na. .& 3 1"="""75 2006

GUIDELINES ON THE SUBMISSION & MONITORING OF THE DCP
INVENTORY TEMPLATE WITHIN THE DCP PORTAL AS THE OFFICIAL
PLATFORM

To:  Assistant Regional Director
Schools Division Superintendents
Regional and Division IT Officers
Regional and Division Supply Officers
Regional and Division HR Officers
School Heads
All Others Concerned

1. Attached is a MEMORANDUM from Atty. Marcelino G. Veloso III, Assistant
Secretary for Information and Communications Technology Services, dated
February 27, 2026, regarding the Guidelines on the Submission & Monitoring of
the DCP Inventory Template within the DCP Portal as the Official Platform, which
is self-explanatory.

2. Immediate dissemination of this Memorandum is desired.

»
cn;'rrro A. ECO, CESO I
Regional Director

¢

Encl.: As stated
Reference: Memorandum dated February 27, 2026
To be indicated in the Perpetual Index

under the following subjects:

DATA
PROGRAMS
PROJECT

LCG/ 2026_ICT-RM- GUIDELINES ON THE SUBMISSION & MONITORING OF THE DCPINVENTORY TEMPLATE - 010
- March 3, 2026

Address: Duran Street, Iloilo City, 5000
Telephone Nos: (033) 337-0145; 336-2816 g
Email Address: region6@ deped.gov.ph

Website: region6.deped.gov.ph Cortificats No. PHP QMS
24 33 0184
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Republic of the Philippines
Department of Education

MEMORANDUM

TO

FROM

SUBJECT

DATE

REGIONAL DIRECTORS

SCHOOLS DIVISION SUPERINTENDENTS

REGIONAL AND DIVISION INFORMATION TECHNOLOGY
OFFICERS

REGIONAL & DIVISION SUPPLY OFFICERS

REGIONAL & DIVISION HR OFFICERS

SCHOOL HEADS

ALL OTHERS CONCERNED

ATT CELINO G. VELOSO III
Assistant Secretary

GUIDELINES ON THE SUBMISSION & MONITORING OF THE
DCP INVENTORY TEMPLATE WITHIN THE DCP PORTAL AS
THE OFFICIAL PLATFORM

27 February 2026

1. Background

1.1.

1.2,

1.3,

DepEd Order (DO) No. 16, s. 2023, titled “Revised Guidelines on the
Implementation of the DepEd Computerization Program (DCP)”, provides
the policy framework for equipping public schools and DepEd offices with
quality and equitable ICT resources to enhance teaching, learning,
governance, and operational processes. To implement DO No. 16, s.
2023, the Joint Memorandum dated 01 October 2026, “Guidelines on the
Engagement of Contract of Service for Information and Communications
Technology Needs” was issued to augment the ICT manpower in Schools
Division Offices to allow them to complete the verified ICT equipment
inventory and the verified personnel masterlist, among other tasks.

To facilitate the organized and efficient data collection by the Field
Offices, ICTS-TID with the help of ADB ICT consultants developed an
online portal to ensure that submissions will contain the needed details
and that submissions are submitted faster. However, there are still some
issues as to how submission will be made. This issuance is made to
clarify and resolve these concerns.

This issuance reminds the Regions, Divisions, and Schools that they are
expected to ensure the effective adoption and utilization of the DCP
Portal as the centralized platform for monitoring and managing ICT
equipment and digital resources. They are likewise responsible for
maintaining the accuracy, timeliness, and confidentiality of all data

2/F, Rizal Building, DepEd Complex. Meralco Ave.. Pasig City 1600 Telephone Nos
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encoded in the system, in strict adherence to Republic Act No. 10173
(Data Privacy Act of 2012), its Implementing Rules and Regulations, and
relevant issuances of the National Privacy Commission.

2. Roles & Responsibilities

2.1. Regional Information Technology Officers (RITOs): Shall oversee the
overall compliance of their respective Divisions and Schools with the
submission requirements. They shall likewise provide technical
assistance on the proper utilization of the DCP Portal, as needed.

2.2, Division Information Technology Officers (DITOs): Shall assist the
RITOs in overseeing the compliance of their schools—through the
assigned School Heads—with all submission requirements.

DITOs shall likewise validate the inventory templates submitted by
schools (further validation procedures to be detailed in a separate
issuance once the system’s validation features are finalized).

Furthermore, DITOs are expected to provide technical assistance to
schools, as necessary, to ensure the proper and effective utilization of the
DCP Portal.

2.3. School Heads: Should lead the utilization and submission of ICT
Inventory Templates within the DCP Portal and ensure that all required
documents are properly completed and submitted.

Furthermore, School Heads may designate up to a maximum of four (4)
Administrative Officers as coordinators within their schools to
facilitate the timely submission of the inventory template by filling out
the template on or before the prescribed deadline.

2.4. School Head and School System Administrators: Shall use their
designated accounts to access the DCP Portal for downloading and
uploading of the templates.

2.5. HR and Property Officers: Shall provide the Information Technology
Officers (ITOs) and School Heads with complete and validated personnel
and property data. They shall also respond promptly to requests and
records verification to ensure accuracy and consistency.

3. Ongoing Updating and Maintenance. The ICT Inventory Template shall be
regularly updated beyond the initial submission period to ensure accuracy,
completeness, and alignment with actual field conditions.

3.1. Monthly Updating. ITOs and School Heads, with the assistance of HR
and Property Officers, shall update the ICT Inventory Template within
the DCP Portal at least once a month. Updates shall reflect all new
acquisitions, disposals, transfers, losses, or any other changes in asset
status.

i Process Ownership. ITOs and School Heads shall establish a
systematic and institutionalized procedure for ICT inventory
management. This includes assigning appropriate personnel, defining
processes, and ensuring continuous compliance with wupdate
requirements.

4. Reporting and Accountability. RITOs and DITOs shall be responsible for
validating the completeness and accuracy of ICT Inventory entries across all
Divisions and Schools under their respective jurisdiction. Only upon thorough

2/F, Rizal Building, Depld Complex, Meralco Ave., Pasig Cuty 1600 Telephone Nos
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verification shall the RITOs and DITOs issue a formal endorsement to the
Central Office.

RITOs, DITOs, and School Heads are expected to maintain close coordination
to ensure a seamless, timely, and error-free submission process. Their active
cooperation is essential in maintaining data integrity, ensuring compliance with
the prescribed requirements, and supporting the smooth consolidation of ICT
inventory data at higher levels.

Deadline. Field Offices are reminded of the deadline for the deliverables stated
in our Joint Memorandum dated 01 October 2026, which requires completion
and submission of the deliverables within three (3) months from the draft of
receipt of the funds. Given that the funds were downloaded to the field in
December 2025, and to clarify the deadline, Field Offices must submit the
deliverables on or before 31 March 2026.

As a guide in complying with this issuance, find below Video Tutorial Guides
and Frequently Asked Questions (FAQs) for your reference:

Video Tutorials: https:/ /tinyvurl.com/InventorvTemplateVID

FAQs: https://tinvurl.com /FAQsDCPPSF

In line with these provisions, all offices concerned are advised to raise their
DCP portal and ICT Inventory Template concerns by completing the online form

at https://tinyurl.com/PSFSupport .

Should you have any queries and concerns regarding this matter, your office
may contact Ms. Nifia Rica Bernas of ICTS - Technology Infrastructure Division
via email at icts.tid@deped.gov.ph or through landline at 8-633-2363.

2/F. Rizal Building, DepEd Complex, Meralco Ave., Pasig City 1600 Telephone Nos
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This guide aims to provide System Administraters with clear instructions
on the proper use and administration of the DepEd Computerization
Program (DCP) Portal, ensuring accurate data management and
compliance with DepEd guidelines.

Scope é—————

This guide applies to all Assigned System Administrators responsible for
data management within the DepEd Computerization Program (DCP)
Portal. It specifically covers the procedures for:

Downloading and accurately filling out the required official
templates.

The proper uploading and submission of completed templates to
the portal.

Ensuring data integrity and compliance with the latest DCP
reporting standards.

NOTE:This User Guide provides a clear, step-by-step walkthrough for
navigating the DCP Portal.To fully appreciate the visual elements,
it is recommended that you read this document on a computer or
iaptop scieen.

2026 DepEd Computerization Program (DCP) Portal



. ) How to navigate
e within this User Guide

Emphasizes-important-woreds-or-phrases—

~ Clickable links (e.q., websites, emails, or
DCP Portal navigation buttons)

Indicétes an action to be performed
using a keyboard or mouse.

- REEEmETE —Highlights-specific-areas-of -a-sereenshot—

e,

for attention

Shows where to click to access a link or

T PEHOENANGEUOn = e e n T

2026 DepEd Computerization Program (DCP) Portal




Introduction

The DepEd Computerization Program {(DCP) Portal serves as the central hub for
monitoring and managing IT equipment and digital resources across all public
schools. To maintain an organized and up-to-date national database, it is essential
that the data provided by each school is both accurate and standardized.

This guide is designed to streamline the reporting process for Assigned DCP
System Administrators. By utilizing the automated template system, schools can
efficiently report their current ICT inventory, technical status, and program
implementation. This transition to template-based uploading minimizes manual
entry errors and ensures that the Central Office can provide timely technical
‘support and resource allocation based on real-time school data.

What you need before e—_

you start

Before starting with the application, please ensure the following requirements are
met to make navigating the DCP Portal easier:

A. Minimum Device Specification Requirements

Operating System: Windows 10 (version 20H2 or later) or Windows 11 (Home
or Enterprise) and macOS 10.15 (Catalina) or newer for macOS.

Processor (CPU): Dual-core processor Intel Core i3/AMD Ryzen 3

Memory (RAM): 4GB

Storage: At least 500 MB free disk space

Display: 1024x768

Internet Connection: Smbps upload/download

B. Additional Requirements
A Computer with any Pre-installed Internet Browser
A Stable internet connection
Your own official DepEd email account (active and currently being used)

2026 DepEd Computerization Program (DCP) Portal



‘Tempiate Overview

Locate and open vour downloaded inventory template file.

i /~ > DCP PSF ICT Inventory Template

1 o fmv-dlmzf-m-ﬂwww) ver. 1.14 Tuesday, January 27, 2026 at 2:00:00 PM

4
5 uide
] .
» Legene: Make sure to download the latest version of the
3 - Protected Column Header
3 -‘mmrancmn-ww.mmema temp]ate
o e - Protected Cel (moddiable by auhonzed users only)
1 Option 1 - Dropdown Menu
12 J - Chackbox Oplion
e :1 Ties document serves as & Qude for Admwstzabve Stall of iwentory Clerks on how 10 conectly (il ot ine DepLd Computenzation Program (DCP) PSF Iventory Fonm
13 Each ROSDOSchool has its own lemplate The system uses Single Sign-On (SS0) to venly the user's credentials aguinst thew regrstered LIS account and password. Once venheabon 15 successhul, the system vl pull data from eBEIS tvouah an APY
1% A kst of acronvms i3 prowded lor easy reference

) The Version Hestory 1ah $0rves a5 a 100 and tracker lor version changes.
" Thes wvertory lorm uses predefined dropdowns 10 ensure consisient data entry

n A. Predefined Dropdown for Referential Data:

= n 1 Governance Level (Regronal Ofice of Dremion Ofice)
n 2 RO (Regronal Ofkce) - Auto poputale, Carry over lom fhe User's profie
n 3 SDO (School Drasion Offce) - Auto pepulate. Camy over from the User's profile
1 4 School - Auto populate. carry over from the User's profile
- £l o Type, ICT Hardy and p Server, Deskiop, Laplop and vanous Network. inpat and Output Dewces
» 6 Unit (Prece. Set (bundied) Lot)
n 7 T Type (Detvery, Invertory, lssuance’Transier, Return. Disposal)

B Wmmrﬁmm&m;mmim Omoal Recerpt (OR), Dedvery Recept (DR, Inspectan Acceptance Repert (AR) Report of Recept and Stock Position [RRSP). Property Acknondedgment Recep! (PAR), inveniory

» Custodan Shp (ICS), Relurn and Recespt of PropeyEqupment (RRPE). Waste Matenal Repart (WMR)

n 9 Category (Hgh of Low value)

» 10 ¢l and E we will be using fes Template Exclusively for DCP ICT Equspment for now (but can be utized for other Assets later on))
pesd e IRIERO R oo vt e fomenr | mretComecut | 6 ot 05 dpeedTedRewks | 8 febsogeicn Con

1V iAW Wit W s W \II‘I\-IL'IIII l\.rl, A A n_.u'ua',,n--\..- Ny TR TN AN \J-JIIIB L A

F o et Wil 1 iR L} e 3 A F ENSAN

; Referential Data Stakeholder Profile | Personr

IMPORTANT: Navigate to the ‘Read Me' tab to
review important instructions and legends.

2026 DepEd Computerization Program (DCP) Portal



- Template Overview

~ List of Acronyms tab

A -] C

1
P o s e e e e e e e s e
7 AP Access Ponl
s CO Capstal Outlay
1 COA Commession on Audil
s CPU Central Processing Uit
¢ DCP DepEd Comgraerizabon Program A nationgl ettatoe 10 prowde ICT packages te pubhc schocis 10 enhante Lraths and leprang
7 DR Debvery Recespt
s DSL Digital Subscnber Line

A moble ICT package proaded pader DCP, Consinting of of iagtaps. 2 3mart TV, & charging ¢ad, and pre-mstaled educatonal sotware & 1 desgnad (o senpon dptal leamng M classroom wihout raqunng 8

» ch ELeuirng Cott comouie iab The cat allows Buotle use BcCioss SRemeet oade bl and sobect
19 OF General Fund
n AR Inspection Acceptance Report
12 €S Inventory Custodian Sp
1 ICT Information and Communcations Technology
44 LGU Local Govetnment Und
1 MBPS Megabts per second
16 MOOE Aamienance and Other Operating Expenses
NS Miiseconds
18 NGA Natonal Govetfment Agency
19 NGAS New Govermnment Accounting System
20 NGO Hon-Governmental Organsizabon
n OC Officer in Charge
2 OR Offcial Recawpt
2 PAR Property Acknowledoment Recent
2 PP Pant-to-Point
m List of Acronymi ketu ot Daa b et - anect 1 S

| List of Acronyms_ I Referential Data | Stakeholder Profile ; Personnel ‘

You may refer to this tab for clarifying acronyms which
~ you will encounter along while accomplishing the inventory
# template.

2026 DepEd Computerization Program (DCP) Portal



Template Overview

~ Referential Data tab

M e w e oA

5 o g
L]
1 Sanei (33t Und) Sarver dione (usl ive Siatam Une matherboard CPU. and RAU i 2 Sent Chassis) P E-Temavin
2 Aot
2 Tran Chant Sene (24 Berer win connecied Rghta Rl Chet QEacEs Sl (urgiea) wLearning Can Pacrage eLamag CatPaciage Amacs IC
3 adot sctwae it
3 ettt Buncit) Thep nciuges 3 full Senes - K820 MR 9K Lt G4-GH ICT Package
Arnazon
2 Deseop ipaciage) Thus inchuces 3 Nl 381 beyDOA MAnBor 1C & 3150 MICRAIES 34000 un IT Cquprmant
b
€ Lagtep Lagtee JHESHICT Paciags
e
& 2401 Tachet A tatiet hat combines the faatures of 3 Tabiel 304 3 Lagtop NS 3 Sivgls dFvce. Nang 09 Wnaws, Livws of U3C OF ARytad dewios mat Lagtap far tien Teachng Lagtop for Hon Teadung (L4HT.  Laptoas for
funchons. a3 both 3 lagtop and 3 tatiet oienng ihe Cowar of 2 Laptop mih M Dorabéily and tsuchicrren of 4 tasial Thy e weriatie Argta Naworrs
7 Tasist A ptandard tatiet (runs On 3 matee Sperabng By, & § Andresd /105 Laptes ta Teacrang Liapto tor Toacmng (L4T) Lagtsps far
Adup
B Smpghone Wi Panage Whatraedis Clasbrobm Paciage  Corters K
Banl
# Esternal Hara Dience Sman Ty Paceage St TV Packages 13T Suppty & 0¢
Baso
10 USE Flash Dive
Broadcem
11 Emp T
e Bromar
12 Stangaed TV Hen-sea TV inchises LED Tv)
9 Canan
13 Momtor Winsued soqaratel,
u Cuzs
14 CPU Wrzzuea separaiely
L] Cow
1% Keyoasd W in s egatatel;
3 Cresies
18 Mouze i3 3vea epacel
» Cahua
17 Teachpad Tiysutd tepdiadel,
w -]
18 Shus Trasued seraatel,
L] Egsim
19 Sigratuen pat Frisurd separatet,
] Encason
20 Memar Card IRAI) Toaperd separatel
n VA
21 Powwr Generatat

Esron

Unit of Measure

| Read Me _List_oqurqnyms_ﬁ Referential Data )Stakehoider Profile | Personnel |

This tab is solely for all the dropdown choices, serving as the source
data for the cells that use dropdown options.

An icon which identifies that the
cell have dropdown choices.

2026 DepEd Computerization Program (DCP) Portal



Template Overview

Stakeholder’s Profile tab

Stakeholder's Profile
Governance Level: School

Complete Address (auto generated):

1 Kindly indicate any necessary corrections (e.g., address, school district, or other
pertinent information):

“ Recent development in the school:

O N OR o e T e N e e s

RO/SDO Chief/School Head:

Postion

Oata! Stakeholder Profile Personnel Equipment nternet Connectaily 5P Account ISP Speed Test Results SP Subscrption Cost +

* The Stakeholder’s Profile section captures

___ the essential institutional details needed to
properly identify and validate the school's
information within the inventory template.
All entries must be completed accurately,
consistently, and with careful attention to
detail, as this data influences other parts of
the template.

Personnel

Stakeholder Profile ||

Complete Address (auto generated):

These fields are auto-generated by the template and are designed to
populate automatically based on encoded data. Editing them may
cause inconsistencies or errors.

2026 DepEd Computerization Program (DCP) Portal



Template Overview

~ Personnel tab

i i —.— e

Stakeholder Profile ( Personnel JEquipment ‘ '!'he o conneitab c.:aptures Haicomplete
s list of personnel assigned to the school or

' office, including their roles, designations,

and contact information. This data

supports accurate HR profiling and is

essential for validating personnel details

linked to inventory accountability.

IMPORTANT: Always follow the
required input format for each
field to avoid validation issues
during template upload.

Non-DepEd funded

2026 DepEd Computerization Program (DCP) Portal



Template Overview

Equipment Tab

L7307 Pt eted=a (h SRS WIACACH0N Rrfe e
et Aame ¥ 3
o tearper BB posemry CAmaen S8 103, PageTten gt
o) e

S40T e M w10 (N02ee e
Soporen e iader tem Seacion crsctag
o e spts Serm e e L ey, | TR TR Msaa ke foa e

Zeawe o

Personnel EEquipmentJ Internet Connectivity

The Equipment Tab records essential details of all
equipment assigned to a school or office, including
property numbers, serial numbers, item descriptions,
brand, model, and specifications. Information must be
encoded accurately based on official documents such
as DR, PAR, or IAR. Cells highlighted in are auto-
generated and should not be edited manually.

2026 DepEd Computerization Program (DCP) Portal



Internet Connectivity tab

INTERNET CONNECTIVITY
# QUESTIONS

2 What internet senace provider(s) are available in the area? (Check all that apply)

1 Are there any infernet service provides(s) available 1n the area? S |

Template Overview

ANSWER ANSWER GUIDE [TYPE OF ANSWER)

GLOBE

SMART

PLDT

SKYCABLE

CONVERGE

STARLINK

EASTERN COMMUNICATIONS

DITO TELECOMMUNITY

Others (Spealy)

Specify the ISP not shown in the bst

3 What types of mobile natwork signals are available in the area? (Check all that apply)

G

LTE (4G LTE)

LTE-Advanced / Trua 4G

G

Mo Sigral

& Do you subscnibe 10 any inlernel senace prowdes(s)?

7 Picase specy your iernel sorace prowder(s) (Check all that apply)
GLOBE
SMART

Equipment [ Internet Connectivity

4

4 Area has Mobsia Data Comectty |
S Quakty of kobie Data Connecinily i the Area |

ISP Account

This tab records the school's available
internet services and connectivity status.
Users must select the internet service
providers and network signals present in the
area, then indicate the quality and reliability
of the connection.

2026 DepEd Computerization Program (DCP) Portal



Template Overview

Internet Service Provider (ISP) Account tab

Y
Litshoider Proh Pefoaned Eqepment % 1 Connetity 5P Acgount 5P Spred Test Reutt

R P . TR
Internet Connectivity | ISP Account } ISP Speed Test Results

e Used to record and monitor all Internet Service
Provider (ISP) subscription details for each school
or office.

e Captures key information such as account details,
subscription type, bandwidth allocation, monthly
fees, and service status.

e Stores other relevant ISP-related data needed for
tracking and verification.

e Requires accurate and complete entries to support
monitoring and reporting of internet services under
the DepEd Computerization Program (DCP).

2026 DepEd Computerization Program (DCP) Portal



Template Overview

ISP Speed Test Results tab

~

9 %% E U e

T ¥ &5 Y3 =T 8§99

8 8 8

ISP Account [ ISP Speed Test Results]mlns_l5 Subscription Cost

e Records the latest internet speed test results for
each ISP account.

e Requires users to input the measured download
speed, upload speed, and ping from an actual
on-site speed test.

e Includes fields for the ISP plan bandwidth
(minimum and maximum speeds) to compare
subscribed versus actual performance.

» Yellow-highlighted cells require manual input,
while timestamps and computed fields are
auto-generated.

* Helps monitor connection quality and identify
sites with consistently low or unstable internet
performance.

2026 DepEd Computerization Program (DCP) Portal



Template Overview

ISP Subscription Cost tab

Contract Period Covered Period Covered
{Current) (Projected}

From Date To Date Total Amount Spent for
Internet Service Provider ISP Account Numbaer Internet Access

From Date. To Date. Total Projected Expenditure
(MM/DDIYYYY) (MMDDIYYYY) (MM/DDIYYYY) (MM/DDIYYYY) for Internet Access

|

Sug® o5t Resu™ ISP Subscription Cost

L
i
1Z]
L]

- |

ISP Speed Test Results ' ISP Subscription Cost | , @

e Records the detailed cost information of each Internet
Service Provider (ISP) subscription for schools or offices.

e Captures the ISP provider name, account number, and
contract period covered for accurate reference.

e Allows users to input the total amount spent for the
covered period, ensuring proper monitoring of internet-
related expenditures.

e Includes fields for the current period covered and the
projected cost, supporting budget planning and
financial tracking.

* Helps consolidate all ISP subscription costs in one tab to
maintain transparency, facilitate reporting, and support
auditing requirements.

F—
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Purpose %—

This guide aims to provide System Administrators with clear
instructions on the proper use and administration of the DepEd
Computerization Program (DCP) Portal, ensuring accurate data
management and compliance with DepEd guidelines.

Scope %——

This guide applies to all Assigned System Administrators responsible
for data management within the DepEd Computerization Program
(DCP) Portal. It specifically covers the procedures for:

Downloading and accurately filling out the required official
templates.

The proper uploading and submission of completed templates
to the portal.

Ensuring data integrity and compliance with the latest DCP
reporting standards.

NOTE: This User Guide provides a clear, step-by-step walkthrough for
navigating the DCP Portal.To fully appreciate the visual
elements, it is recommended that you read this document on a
computer or laptop screen.
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How to navigate within
this User Guide

Bold Text Emphasizes important words or phrases

Clickable links (e.g., websites, emails, or
DCP Portal navigation buttons)

Indicates an action to be performed
using a keyboard or mouse.

Highlights specific areas of a screenshot
for attention

Shows where to click to access a link or
perform an action
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Introduction

The DepEd Computerization Program (DCP) Portal serves as the central hub
for monitoring and managing IT equipment and digital resources across all
public schools. To maintain an organized and up-to-date national database, it
is essential that the data provided by each school is both accurate and
standardized.

This guide is designed to streamline the reporting process for Assigned DCP
System Administrators. By utilizing the automated template system, schools
can efficiently report their current ICT inventory, technical status, and program
implementation. This transition to template-based uploading minimizes
manual entry errors and ensures that the Central Office can provide timely
technical support and resource allocation based on real-time school data.

What you need before %_

you start

Before starting with the application, please ensure the following requirements
are met to make navigating the DCP Portal easier:

A. Minimum Device Specification Requirements
Operating System: Windows 10 (version 20H2 or later) or Windows 11

(Home or Enterprise) and macOS 10.15 (Catalina) or newer for macOS.

Processor (CPU): Dual-core processor Intel Core i3/AMD Ryzen 3

Memory (RAM): 4GB

Storage: At least 500 MB free disk space

Display: 1024x768

Internet Connection: 5mbps upload/download

B. Additional Requirements
A Computer with any Pre-installed Internet Browser
A Stable internet connection
Your own official DepEd email account (active and currently being used)
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System Administrator Sign-in

1. Open your preferred web browser (e.g., Chrome, Edge, Safari)
2. On the address bar, type: https://lis.deped.gov.ph/uis/login and press
the Enter key on your computer keyboard.

Department of Education X +

& 25 lis.deped.gov.ph/uis/login

3. Upon reaching the Log-in page, you are required to sign-in using your
own LIS account.

Please sign in

ONDS0CTU
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4. After signing-in as DCP Administrator, verify it by checking at the top
right of the interface showing the “DCPPSF - ADMINISTRATOR” tag.
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6. DCP Portal Homepage

n Welcome to the ICT Equipment Inventory Portal Juan Dela Cruz
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7.Navigate to the ICT Equipment Inventory Template located at the bottom
right of the home page. Click on the button “Download Inventory
Template”.

n Welcome to the ICT Equipment Inventory Portal Juen Delo Cruz
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8. A pop-up tab will show up, click on the button “School Template” to
download the Excel template. A

NOTE: Regional Office (RO) and
Division Office (DO) admins will
download a different template
specific to their level. However,
the steps and overall process
remain exactly the same.

Download Template

School Template AL~
-~
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Stakeholder Profile and internet Connectivity Data

e “Stakeholder Profile and
ternet Connectivity Data”
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9. Once the template is completely filled-up, you may submit it by
navigating the submission button on the left side of the page. Click on the
2" button to submit

Uplasd irvertary Tempser /ﬁ* Home

Submission Form b
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10. On the Submission Form page, click on the “Browse” button to upload the
school template you filled out.

Transaction Type:*

Upload Inventory Template *
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.. Congratulations! A
- /\S

You have successfully reached the end of this user
guide for DCP Portal Administrators and submitted
your inventory template. This is an important milestone
- - . . towards ensuring data integrity and compliance with
« + « » the latest DCP reporting standards.

* * * ¢ Should you have any questions or encounter any
concerns, please contact the DCP PSF support team at
support.dcppsf@deped.gov.ph or send a ticket at
https://tinyurl.com/PSFSupport.

Thank you, and keep moving forward toward your goal!
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