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Preface 
Welcome to the Recruitment, Selection and Placement manual of the VSU Management Information System (MIS). 

 
About the System 
 

The VSU Management Information System is an open-source web content 
management system which is customized to fit the functional requirements of the 
University.  

MIS have developed RSP module in 2019. Trainings and workshops were 
conducted by the MIS team to enable the administrators to functionally access and control 
the newly developed module.  

In relation, MIS will keep all IT policies current and relevant. Therefore, from time 
to time it will be necessary to amend and modify some sections of the guidelines and 
procedures, or to add new principles in this manual.  

Any recommendations, suggestions or feedback on the guideline and procedures 
specified in this manual are welcome.  

 
Disclaimer:  Accounts from sample screenshots are DUMMY ACCOUNTS. This means 

that the data provided is for testing purposes only and it does not reflect to 
the actual data of the user.  
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A. How to access the system 
The HRMIS can be accessed in any web browsers using the assigned username 

and password. Any user of the HRMIS must register first to the administrators of HRMIS. 

The Login Screen 
        

 

1. On the Desktop, click on Google Chrome, Internet Explorer, Mozilla Firefox or 
any web browsers available. 

2. Enter the HRMIS URL – hris.vsu.edu.ph 
3. Login using the individual HRMIS User account provided by the system 

administrators. 
4. Click on ‘Login’  

 

  

Note:  

• ALWAYS log out when you are not using the HRMIS and never leave your PC 
unattended. 

• After you have logged in into HRMIS for the first time, change your Password.  
o Strong Password: min 8 characters (lower & upper case, numbers, 

special characters) – example: passWord@123 
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Department Access 
 

Request to Hire 
1. Click request to hire button. 
2. In a menu that appears, select position, appointment and number of request.  
3. Click confirm button when done.  
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Track Request to Hire 
After your request has been approved by RSPPRO, you can now create a new job post.  

1. Go back to the request to hire dashboard, then click the green icon.   
2. On the right side of the screen, the details will be displayed.  Click the add button 

to create a new job post.  
3. In the create job post modal that appears, click the suggestion box to select 

salary grade. 
4. Next, click the drop box, then upload the approved job post from RSPPRO. 
5. Click the confirm button when done. 
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2. Job Post 
 

1. To filter job postings, you may search by position name or job code. For accurate 
results, we recommend to use job code in search. 

2. Click the search button or press enter key in your keyboard to continue. 
3. To view the full details of your job post, click the button found in the table below. 

 

 

  

 

 

 

 

 

4. The panel that appears on the right will be filled up with its respective data such 
as; status, buttons and report generation. 
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Management of Criteria 
 
For newly created job posting, we can still update its corresponding data such as 
criteria, committees and required documents. 

Qualification’s tab 
1. To update job criteria, click the Edit Criteria button under operations column. In 

the dialog box that appears, three tabs consisting qualifications, competencies, 
and other instructions is shown. You may edit the information contained within 
each tab depending on your preferred requirements.  

2. After modifying the data in qualifications tab, you may confirm it by clicking the 
save button. 
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Competencies’ tab 
Under the second tab, you can manage the competencies required.  

1. To add competencies, select a competency category shown in the dialog.  
2. Once you’re done selecting, click save edit button. 
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3. After selecting a category, a list of competencies is tabulated. To add the 
required competencies, click the checkbox on the left.  

4. Select the level of competency on the drop box.  
Please note that it is also required to select the level of competencies. If none is 
selected, it will be invalid. 

 
5. To confirm your selected competencies, you can save them by clicking the Save 

button found below the dialog window.  

 

 

 

 

6. Another dialog window appears to summarize your selection. Click Continue to 
proceed. 
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Added competencies will reflect on the editable panel. If you prefer to modify the 
fonts or other information, please click Save Edit button to confirm it. 

 
Note: Any modification of the list before adding the required competencies will be lost 
and reverted to default values. 
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Other Instructions 
 

1. Under the third tab, we can modify other information included in your job post. To 
save any modifications, please click the Save button. 
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Management of Required Documents 
 

1. To update the required documents needed to be submitted by applicants, click 
the Required Documents button to show a dialog window where you do so. 

2. Pick the option you need and click the Save button on the right. 

Note: Optional Submissions are highlighted in gray, while the required submissions 
are in blue.  
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Management of Committees 
 
Default department committees are required by the system to create a job posting. This 
can be managed by editing the Committees Menu under RSP. Our default department 
committee may consist of Chairperson and Members only. 

1. To add a DPC member, just click the New + button.  
2. In a dialog window that appears, input the information needed. Then, select 

personnel and his respective role.  
3. Click the Save button to confirm. 

Note: To remove a DPC member, you may click the Remove button. You may also 
update a committee member’s role if needed by clicking the Edit button. 
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Each job posting has its respective committee members and representatives. Default 
committees are automatically added when a new job posting is created. We can update 
the committee members for specific job posting by clicking the Add Committee button. A 
dialog window will appear for you to complete. 
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After these steps, we can now generate our Job Criteria by clicking the View Criteria on 
the top right of the panel. A dialog window will show the criteria. At the top right of the 
window, click Generate. This well generate your job post in PDF. Lastly, submit the file 
to ODHRM.  
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Note: After you receive your approved Job Posting from ODHRM, the next step is to 
prepare it for publishing in the job portal. To prepare, scan the document and save it in 
PDF. Upload this file by clicking the Edit Details button. You are also required to fill-in 
with the needed information to proceed.  

 
After uploading the file, please wait for the officially publish job post in the 
jobs.vsu.edu.ph website or through email notification.  
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Management of Applicants 
1. To manage our applicants, click the Applicant button and you will be redirected to 

a new page.  
2. For walk-in applicants, we can add them in the system by clicking the Search 

Applicants button. 

 

 
3.  Before adding a new applicant, please search his/her name first to check if he 

has existing record in the system. You may search either by first name, middle 
name, and last name.  

4. If your search query shows results, click the Add button to include them in your 
applicant list. 
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5. To add a new applicant, just click the New + button. Fill-in the boxes with the 
applicant’s basic information. 

6. Click the Save button to confirm. 

 
The new applicant will be added to your list and in Waiting for Review category. Online 
applicants are automatically added to the system.  
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Management of Applicant status 
 

For applicants with requirement deficiencies, or who needs to add specific documents, 
click the For Further Review button and a dialog window will open. 

1. If you opt to send system generated email to the applicant, click the switch icon 
to green. 

2. For email notification, upload a letter that contains the list documents/specifics 
that are needed to be submitted. 

3. Click save button to confirm. 

 
4. If the applicants have completed their documents, you can add them to For 

Short-listing category, just click the button highlighted below.  
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5. If you opt to send system generated email to disqualified applicants, click the 
switch icon to green. 

6. In the dialog window that appears, attach a letter in pdf format that will justify the 
reason of an applicant’s disqualification. 

7. Click save button to confirm. 

 
8. For short-listed applicants, add them to For Short-listing category. Once added, 

select For Short-listing category to view the list of applicants.  
9. Click add to short-list button to confirm.  

 
10. After Assessment, click the Confirm Assessment button to update his/her status 

to Assessed. This will indicate that the assessment is finished. 
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11. Go to Assessed category. 
12.  Then, update the applicant’s status to Waiting List or Endorsed.  

 
13. For endorsement, click the Endorse button. In a dialog box that appears, upload 

a supporting pdf document. 
14. Click the save button to confirm.  

 
Note: Please add unendorsed applicants to waiting list. This is necessary in case the 
Endorsed applicant will withdraw his application.  
Waiting List applicants can still be endorsed if necessary. 
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The process ends in the department level after applicants has been endorsed.  
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Interview Schedule notification 
 

1. To set a schedule and notify the applicants, please click the Set Schedule button.  

 
2. Add a schedule for both Interview and Demonstration by clicking the Add 

Schedule button. Fill up the fields and click the Save button.  
3. Click the Manage button to add, confirm or reschedule an applicant’s schedule. 
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4. Click the Add button to select an applicant.  
Shortlisted applicants will automatically be listed in the system.  
Note: Only applicants who have active email are valid. 

 
5. Select an applicant in the drop box.  
6. Then, click the Save button to confirm. An email containing the schedule of 

interview and/or teaching deme will be sent to the applicants. They will be given 
a response option by clicking the Confirm button in their hris notification email. 

 
7. In case applicants can only be contacted through SMS, click the Confirm button 

on the list of applicants included that schedule. 
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8. If a specific appointment needs to be rescheduled, click the Reschedule button. 
In a dialog window that appears, encode the reason for rescheduling. 

 
Applicants listed in a schedule will be viewed in the calendar.  
Blue indicates valid schedule while red indicates reschedule. 
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Assessment of Applicants 
In the assessment of applicants, the rating instrument is separated and 
categorized. En banc items is populated by the department clerk or person 
concerned. Committee items can be populated by the department clerk or 
the committee members themselves.  

 
En Banc Assessment 
Academic Background  

1. Please choose an appropriate academic background of the applicant.  
2. Click the save button to confirm.  

 

1 
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General Point Average  
1. Please choose the General Point Average of the applicant.  
2. Click the save button to confirm.  

 
Work Experience  

1. Please input Work Experience rate of the applicant.  
2. Click the save button in each particular to confirm.  

 
 

1
  

 

2 
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Honors and Awards  
1. Please click the box to select applicant’s honors and awards rate. 
2. Click the save button in each particular listed to confirm.  

 
Trainings/Seminars Workshops 

1. Please input training/seminars attended rate of the applicant.  
2. Click the save button in each particular listed to confirm.  
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Expert Services 
1. Please input the applicant’s rate in expert services.  
2. Click the save button in each particular listed to confirm.  

 
Publication 

1. Please input the rate of an applicant’s international, national, and 
local publication.  

2. Click the save button in each particular listed to confirm.  

 
License/Eligibility 

1. Please input the rate of an applicant’s international, national, and 
local publication.  

2. Click the save button to confirm.  
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Other Qualifications 
For this category, you may rate the skills by each particular or select one 
and rate it. 
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Teaching Demonstration  
1. In teaching demonstration category, please select a committee to 

populate their ratings. A max score is indicated in the right side of the 
items. There is minimum rate of 1 per item as they are required each.  

2. After ratings are populated, please click the Save button to confirm. 
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Interview 
1. For Interview category, first select a committee included for 

populating. The left side of the panel will tabulate the current ratings 
that were previously populated. The right side of the panel tabulates 
the competencies used for assessment. 

2. Next, select a category that you will be using and populate its 
respective ratings. Please click the Save button to confirm and 
proceed. Saved ratings will reflect in the left side of the panel. If you 
wish to populate other categories of competencies, just select it. 

3. To read the descriptions of each competency item, just click the left 
side if the table to expand other details. 

4. If you are not familiar of what each point means, just expand the 
Rating Description on the top side of the panel to show its 
descriptions. 
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Assessment by Committee 
Committee members can assess the applicants by visiting the Assessment 
menu under RSP. The job postings where a committee is a member of is 
shown in the initial page. The list can be filtered by Job Code to secure the 
process.  

1. Click the Applicants button to list the short-listed applicants. Only 
short-listed applicants are included in the list.  

 
2. Click the Assessment to proceed. 

 
  

1 

2 



35 
 

3. Committee members will have two tabs on their page, Interview and 
Teaching Demonstration. For Interview, they will select a competency 
category to use or rate. They must click the Save button to confirm 
their ratings. Their respective ratings will be tabulated on the right 
side of the panel. 

 
For Teaching Demonstration, the minimum score is 1 and a designated maximum 
score. The committee must click the Save button to confirm their ratings. 
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