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HUMAN RESOURCE|  
Human Eco – friendly Resource Operating Electronic System (HEROES) 

User Guide 
 

 

 

HEROES – Human Eco-friendly Resource Operating Electronic System is a software 

application that manages human resources and employee lifecycle processes. It 

collects personnel data using Personal Data Sheets (PDS), allows for data editing, 

and includes HR forms like leave applications and authority to travel. Users can 

register with their employee number, first and last name, and DepEd email, and access 

the system securely. HEROES streamlines HR processes, ensures compliance, and 

keeps employee data accessible.  

 

 

1.  Registration Form 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Registration Form 

1. Fill out the DepEd 
Employee ID 
2. Then the Last Name 
3. Followed by the First 
Name 
4. Lastly the E- mail 
Address 
5. Then click Submit. 
 
• Once registration is 

complete a security code 

link is sent to the e-mail 

address 

• After clicking the link, you 

will be routed back to the 

home page and will be 

asked to create a new 

password. 

1 

2 

3 

4 

5 



 

2 
 

 

2.  Authentication Page 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Authentication Page 

1. Login ID is automatically 

filled out. 

2. Create a new password. 

3. Re – enter the 

password.  

4. Then click Submit. 

 

• After submission the login 

account will be 

successfully created. 
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3.  Logging In  

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

Logging In 

1. Enter email address  

2. Then the password 

3. Check the "I'm not a 

robot" checkbox 

4. Click sign in 

 

• After sign in the login 

account will be 

successfully created. 
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3.  Landing Page 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Landing Page 

• Click the HEROES icon for Human Resource  

• You will be routed to HEROES Landing Page 

• Click get started. 
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4. Dashboard Page Overview 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DASHBOARD PAGE OVERVIEW 

1. On the upper right of the dashboard, you can view the notification bell, e-mail, 

and the name that appears your profile. 
2. Search bar on the upper left is where you can put keywords to search what you need 

under Human Resource. 

3. The interface includes the Personnel Data, HR Forms, Retirement Schedule, Service 

Credits and Compensatory Overtime Credits and Online Application 

4. The Account Settings is where you can update your profile picture. 

5. Profile Details is where you can encode your personal information and it indicates the 

percentage of the information completed. 
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4.1 Account Settings 
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ACCOUT SETTING 

1. On the Account Setting – click change profile picture. 

2. Click choose file to upload your photo. 

3. Then click submit. 
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4.2 Profile Details 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROFILE DETAILS 

1. You can view your uploaded profile picture with your name and employee ID number. 

2. Below the profile were the different icons related to your personnel data. Just click each icon 

fill out or edit any information as needed. 
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5. Personnel Data 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSONNEL DATA 

Personnel Data includes: 

Information 

• Profile  

• Personnel Data Sheet (PDS) 

Customize Details 

• Profile Details  
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5.1 Profile 
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PERSONAL INFORMATION 

1. Fill out the Personal Information including the name, email address and important 
identifications.  

• For the  
2.Next the Residential Address 
1. Click YES if residential and permanent address is the same if not fill out the Permanent 

Address. 
2. Click SAVE. 
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PERSONAL INFORMATION 

1. Fill out the Personal Information including the name, email address and important 
identifications.  
 For the  

2.Next the Residential Address 
3. Click YES if residential and permanent address is the same if not fill out the Permanent 

Address. 
4. Click SAVE. 
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5.1 Profile 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PROFILE 

Profile includes the summary of: 

• Personal Information 

• Family Background 

• Educational Background 

• Civil Service Eligibility 

• Work Experience 

• Voluntary Work 

• Trainings Program Attended 

• More Details 
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3.2 Personal Data Sheet 

  

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PERSONAL DATA SHEET (PDS) 

• The Personal Data Sheet combines all the information provided on the profile details. This 

can be downloaded and printed for personal use. 
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3.3 Profile Details 

 

 

 

 

 

 

 

 

 

3.3.1 Personal Information 
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PERSONAL INFORMATION 

5. Fill out the Personal Information including the name, email address and important 
identifications. 

6. Next the Residential Address 
7. Click YES if residential and permanent address is the same if not fill out the Permanent 

Address. 
8. Click SAVE. 

 

 

 

PROFILE DETAILS 

• You may customize 

your profile. 

• Just click the icon 

of the information 

you want to edit. 
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3.3.2 Family Background 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 

4 

FAMILY BACKGROUND 

1. For Children’s Information click ADD CHILD if you have dependent/s. 
2. Fill out the Spouse’s Information including the name and occupation.  
3. Next the fill out your Parents’ Information. 
4. Click SAVE. 
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3.3.3 Educational Background 
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EDUCATIONAL BACKGROUND 

1. Fill out Elementary information. 
2. Click Save 
3. Fill out Secondary information. 
4. Click SAVE. 
5. Click ADD Vocational Course if applicable. 
6. Click ADD College Course/s. 
7. You may EDIT or DELETE the information. 
8. Click ADD Graduate Course/s. 
9. You may EDIT or DELETE the information. 
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3.3.4 Civil Service Eligibility 
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CIVIL SERVICE ELIGIBILITY 

5. Click ADD Civil Service Eligibility or Eligibilities. 
6. You may EDIT or DELETE the information. 
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3.3.5 Work Experience 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.3.6 Voluntary Work Experience 
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WORK EXPERIENCE 

1. Click ADD Work Experience/s. 
2. You may EDIT or DELETE the information. 

 

VOLUNTARY WORK EXPERIENCE 

1. Click ADD Voluntary Work/s. 
2. You may EDIT or DELETE the information. 
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3.3.7 Learning Development/ Intervention/ Training Programs Attended 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.3.8 Other Information 

LEARNING DEVELOPMENT INTERVENTIONS 

1. Click ADD Learning Development 
2. Choose file and upload corresponding certificate. 
3. Click Add and Close. 
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OTHER INFORMATION 

1. Add Special Skills. 
2. Add your Non – Academic 

distinction/s. 
3. Add your Membership in 

Associations. 
4. Fill out other information needed. 
5. Fill out your References. 
6. Fill out your Government Issued 

Identification 
7. Click SAVE 
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3.3.9 Employment Information 
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EMPLOYMENT INFORMATION 

1. Fill out Employment Information including Employment Records and Plantilla Position. 
Also include School Information and Other Information. If not applicable just tick the box. 

2. Click SAVE. 
3. For Teaching Records click ADD subject/s. 
4. Add National Certificate if available. 
5. Add Major and Minor Subject/s handled. 
6. Add Specialization (for Senior High School) 
7. Add Ancillary Work. 


