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1.0 OBJECTIVE
the steps on how to navigate the NEA Web Portal to properly execute the EC User role.
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This end-user manual aims to assist EC Users with the NEA Web Portal system functionalities. Specifically, it provides EC users
2.0 SCOPE
This manual covers the NEA Web Portal system guide and system navigation for EC User.
3.0 DEFINITION OF TERMS
Acknowledge - Status of the DET when a DET is successfully received by the NEA DET Reviewer.
Receipt *
Button - It is an object normally seen as icon or text which does a desired function in the system when clicked.
Data Entry - Input Templates used to fill out information and submitted by the ECs to the Web Portal for NEA
Template (DET) acknowledgement and reports generation. These templates serve as inputs in the generation of reports.
Dropdown List - A tool that displays items or options which can be selected by scrolling the pointer over the list and
clicking the desired item.
EC Profile - Master Data that contains the data profiling of the ECs.
Field - It is the space where information is filled in. Each field is differentiated by field names.
For Revision - Status of a DET when revision is needed after checking the completeness of the data by the NEA DET
Reviewer.
Master Data that contains EC franchise area data on island group, region, province, barangay/city, and

This document cannot be reproduced without the permission of the QMR.
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sitio/purok.
A text that is usually changes format when the pointer is being hovered over, and re-directs to another

page or displays a section when clicked.

Data representing standard business information which are common and shared across users and
managed centrally at NEA. These can be modified as requested by the Users for the addition of new

Hyperlink
Master Data -
values, updating or revisions and deactivation.

(MD)
The centralized repository of data that enables ECs to submit the accomplished DETs for data

warehouse processing and for the generation of Operational Reports.
Reports required by NEA as mandated by RA 10531 or other operational information which are
Electrification

NEA Web Portal
generated as outputs after collecting data from the ECs through the DETSs.
“National

An act strengthening the National Electrification Administration, further amending for the purpose

Decree No. 269, as amended, otherwise known as the

Reporting Month

Operational -
Reports (ORs)
RA 10531 -
Presidential
Administration” decree.
Reporting Date - The date of DET submission.
- The month covered by the data being reported. This is the data for the month earlier than the current
month (Month X — 1).
A formal request for service, information or change in the NEA BIT functionalities made through

Helpdesk Support.
Status of the DET when it is successfully submitted in the NEA Web Portal by the EC.

Request
Composed of Finance, Institutional, Technical, and Projects groups classifying the ownership.

Subject Area
Submitted 2

% There is recognition of the possibility of change in the status from "For Validation" to "Submitted".
This document cannot be reproduced without the permission of the QMR.
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- Master Data that contains the information of the Substation of the ECs.
A message or symbol used to represent the system’s readiness to perform the next command.

Substation
System Prompt

4.0 ROLES AND RESPONSIBILITIES
correctness and accuracy of the submitted data through the DETSs.

Responsible for accomplishing, submitting, revising, and resubmitting of DETs. Also accountable for the
Responsible for receiving and assessing the information on reported incident and request Helpdesk

Electric -
Cooperatives
(ECs)
Helpdesk -
Support tickets.
Master Data - Responsible for maintaining assigned Master Data in the NEA Web Portal. May also acknowledge EC
(MD) Manager submissions and has access to operational reports, as assigned.
Responsible for acknowledging/ reviewing the submitted DETs by the ECs.

NEA DET
Reviewers
5.1.1 System Procedure on the Implementation of the National Electrification Administration Business Intelligence Technology

5.0 REFERENCES
(NEA BIT)

5.1.2 NEA BIT Go-Live Kit
5.1.3 NEA BIT Support Process

This document cannot be reproduced without the permission of the QMR.
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6.0 SYSTEM GUIDE
This section presents the system requirements to run the NEA Web Portal and the elements of its user interface that enable the

execution of commands in the system.

6.1 System Requirements

6.1.1 Access to NEA Web Portal
1. NEA Web Portal is a web-based facility with a need to use a standard internet browser. The NEA Web Portal URL is
https://nea.trafficmanager.net. Below are the necessary software needed in your computer to be able to use the NEA Web

Portal:
Web Browser (Recommended: Google Chrome)

Microsoft Excel 2003-2010

- PDF Reader
2. Certification import is required prior to accessing the NEA Web Portal for the first time. Refer to NEA BIT Go-Live Kit -
Certificate Import Guide for reference.

6.2 System User Interface
Access to NEA Web Portal functionalities seen in the home page depend on the User’s role assignment. Some features may not be

visible due to user role restriction.

This document cannot be reproduced without the permission of the QMR.
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6.2.1 Log In Page

My
ol
Jin

A ya—]
&5

NEA WEB PORTAL

Object Name Object Number Description
User Credentials 1 It is the unique security access details used to log into the system
Log In button 2 It is a button that lets the user enter the system.

Reset Password 3 Itis the link where the user can change its password.

This document cannot be reproduced without the permission of the QMR.
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6.2.2 Home Page

REPUBLIC OF THE PHILIFPINES

NATIONAL ELECTRIFICATION ADMINISTRATION

ENERGIZING THE COUNTRYSIOE, ELECTRIFYING | HE FUTURE

Welcome to NEA Weh Portal, ¢!

OFT Desclline Rrsnindnrs

DET

@ SEP & BLEP

Connectlons

Diher DETz

Totng

EC Subrmizzion HEA Validation

FEBRUARY

Fvery Thuraday of the: followng
visek, 12 MN 1 3 7
Every 22nd, 12 MN

TUERDAY

Every Thurzday, 12 MN

Every 13th, 12 MM

Fvery T4th or 15t of the following

y .
Every 30th, 12 MN month, 12 MK

Object Name Object Number Description
GovPH tab 1 It redirects the user to the NEA Website
Menu tab 2 It shows all submenus/functionalities available to the user.
Notification icon 3 It shows all alerts and_notifications sent by the NEA Web Portal to the
user. It also shows a list of tasks to be executed by the user.
Username link 4 Itis a link to the Home Page.
Settings tab S It is used for user profile update and log-out.
Reminders 6 A section used to display reminders for the user.
Calendar 7 It shows the current date.

This document cannot be reproduced without the permission of the QMR.
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6.3 System Navigation Guide
What do | want to do? What do | use?
This can be done through Settings tab.

Manager User Accounts

This can be done through the EC Profile menu tab.

Update EC Profile

This can be done through the Templates menu tab.

Download DET Template

This can be done through the Data Entry menu tab.

Upload accomplished DET

menu tab.

This can be done through the Download > Reports

View selected Operational Reports

This can be through Notifications link.

View All Notifications

This document cannot be reproduced without the permission of the QMR.
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6.4 User Account Management

6.4.1 LogIn

System Screen/ Button

System Details

Each user will be given a unique Username and a
Password that will be used to log into the system by the
Helpdesk Support. Each Username will have different
access to the functionalities of the NEA Web Portal.

Follow the steps given below to login to NEA Web Portal:

1. Type-in a valid Username and Password.

2. Click on the Log In button or press the ENTER

key on the keyboard.

If the Username or Password is incorrect, an error
message will appear on the screen.

Username and Password are case sensitive.
After logging in for the first time, change the
Password immediately to a unigue user-defined
Password. (See Section 6.4.3 Update Password

for details.)

Invalid eredentisls.

This document cannot be reproduced without the permission of the QMR.
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6.4.2 Log Out
System Details System Screen/ Button
This sub-section illustrates how to log out of the system: oo
g:’f RATIONAL ELECTRIFICATIO AGYSTRATION
£ Settings ._/

A Hi fname!

1. Click the Settings > Logout on the upper right-

Update Profile
Change Emall
Change Password

¥ | Log Out

2. A message will appear confirming the action of

logging out which will then divert to the Log In
Proceed lo log oul?

screen.
«>

3. To continue logging out, click on the Yes button
Otherwise, click on No button to go back to the

side of the screen.

Home page.

This document cannot be reproduced without the permission of the QMR.
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6.4.3 Update Password

System Details

System Screen/ Button

This section will demonstrate how to update a Password:

1. On the upper right-side of the screen, click on
Settings > Update Password. This will show the
screen wherein changes to the user account
passwords can be made.

REPUBLIC OF THE PHILIPPINES

NATIONAL ELECTRIFICATION ADMINISTRATION
ENERGING THE U YING THE FUTURE

HE COUNTRYSIOE ELEC TRIFY)

2. Update Password screen will be displayed upon
clicking Update Password.

3. Type in the current password in the Old
Password box.

4. Type in the new password on the New Password
box.

Password Policy:

Password is case sensitive.
Password must be at least 8 characters.
Password must be updated every 6 months.

Update Password

Oid Password *

New Password *

Confiem New Password *

=~

Password Policy

This document cannot be reproduced without the permission of the QMR.
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You cannot reuse password of the previous ten
times.

Password should be a combination of
alphanumeric and special characters.

5. Re-type the new password in the Confirm New
Password box.

6. After filling out the mandatory fields, click Save
button.

An error message will appear if the following errors are -

encountered: @
- Old Password is incorrect.

“NeW Pa.SSWOfd" and uconﬁrm NeW Password” dO Invalid Old Password. “New Password” and "Confirm

New Password™ don't maich. Password must be at
not match. w rd mu
leasi 8¢ 5 dshould be 8

New password format is incorrect. O AR s e O INGES:

Click OK button to go back to the Update Password
screen.

This document cannot be reproduced without the permission of the QMR.
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7. Click Yes button on the system prompt to confirm

new password.

O

Are you sure you wanl to continue?

8. Click OK button on the system prompt. User will
be re-directed to the Home Page.

©

Successfully updated!

This document cannot be reproduced without the permission of the QMR.
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7.0 NEA Web Portal Navigation for EC User
This section shall guide the EC Users in navigating the Templates, Data Entry, and Downloads modules to be able to download and

upload the Data Entry Templates (DETSs), and view and download generated Operational Reports.

7.1 Templates Menu Tab
System Details System Screen/ Button
1. Select Templates > DET from the Menu tab. covth el ooty | Downloads-
2. Templates list will be displayed. DET
= == £ REPUBLIC OF THE PHILIPPINES
= A, =~ NATIONAL ELECTRIFICATION ADMINISTRATION
oy — ENERGIZING THE COUNTRYSIDE, ELECTRIFYING THE FUTURE

Templates

AL

Updatad On

Subject Area Created On

Snlant al Templata D Template Hame
DI NIECF BILL -inancia ey
-2 [INANCIAL Tinzncial W
“Inanein 075 W7

NFTI14 POVER ATCOLNTS PAYAR F

This document cannot be reproduced without the permission of the QMR.



Manual Title: Doc Code: Page:

SYSTEM NAVIGATION MANUAL NESAI;?(,;A(S- 16 of 48
National Document Title: Rev. No. Effective:
Electrification NEA WEB PORTAL NAVIGATION FOR EC END-USERS 00 August 14, 2017

Administration

7.1.1 Search a Template

System Details System Screen/ Button
1. From the Template list, select Filter. Templates () ®
ALL s p 8 Dowrad
Financial
Institutional TerrplatiName Subject Are Crester] On Updetest B
TeChn'CaI - DETOCT I NCCRBILL Finarcial 7% 2077
Projects
Fo2 FIMANCIAL Finarcial 072077
2. Enter keyword. DETON  OWERACOOLNTS RAVAELE Flaareial AN
3. Click Search button. Templates
4. Click Previous or Next button to view search
reSUItS n Other pages Selactal Template 1D Tamplsle Hama Subiject fies Crezted On Upncisled D
DET9 SEP & BLEP Frajacts o7inezeny

This document cannot be reproduced without the permission of the QMR.
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7.1.2 Sort Search Result

System Details

System Screen/ Button

1. From the Template list, click Column Header of
the column to be sorted.
Template ID
Template Name
Subject Area
Created On
Updated On

Sorting rearranges the entries alphabetically A-Z or Z-A.
Click to sort again in the reverse order.

Templates
AL
Selactall Temmlate 10 Tempiite Mame Subient A Created On Upiiated On
DCTI01 NGCF DILL T mzncizl 0341872017
2 =IMAMEIAL Fancial binssn
NFTI14 SIVAER ACTOLNTS PAYARIF Feunial 07A4:3m7

This document cannot be reproduced without the permission of the QMR.
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7.1.3 Download Template

System Details System Screen/ Button

1. From the Template list, user may opt to:

. o Templates
a. Download a single template by ticking the P
check box of the desired template, if a single e
template is to be downloaded.
b. Download multiple templates by ticking several Sl | T D TN Sy it il
CheCk boxes [=TN4 SCWFR ACSOUNTS FAYARIF Sinancia AR T3017
c. Download all templates by ticking the Select all
Check bOX. L MCT PILL inantia B3
[LETo2E WSEAD nstiutane 018317

2. Click the Download button

This document cannot be reproduced without the permission of the QMR.
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3. DET Template will be downloaded in an excel Templates
format. D CD
4. Click the file to open and save in computer. o |f R el itz i) syl oo
For multiple files, files will be downloaded in a
compressed folder. Open compressed folder and | -
save in computer.
File will be automatically saved to your local
folder when wusing Chrome browser. Other =P
browsers may require you to specify the folder
destination. ’
emplates
Lo €«
Select all Template ID ¥ Templats Name Subject Area Created On Updated On

This document cannot be reproduced without the permission of the QMR.
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7.1.4 View Template Details
System Details System Screen/ Button
1. Search desired template.
2. From the Templates list search screen, select
filter (optional).
Financial Q
Institutional
Technlcal Template Name Subject Area Created On Updated On
Projects pLaLep — -
o @ e

3. Enter keyword in the Keyword box.

4. Click Search button

5. Click Previous or Next button to view search
results in other pages..

This document cannot be reproduced without the permission of the QMR.
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6. Click desired Template from the Templates list. Templates
Selant all Template ID Tempiate Name Subject frea Created On Updaied Dn
Lz |03y Sz & 5P “rojacls LRI
Frev o Mes!
7. System will display the Template details page. Templates / SEP & BLEP

8. From the Template details page, click Download ——
button. SPREIT

Sukject Arza

Frujusls

Reviewer 1
vallzater, NEA INDRA

Riviewer 2

vavicater, IMTIR& MF4

Revlewer 3

Reviewer &
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7.2 Data Entry Menu Tab

System Screen/ Button

System Details

Mata Fntry

Nownloads~

1. Select Data Entry from the Menu tab.

Iy

2. Data Entry list will be displayed.

¢

GovPh  Temnlates~

Wi

REPUBLIC OF THE PHILIPPINES

NATIONAL ELECTRIFICATION ADMINISTRATICN

ENERGIZING THE COUNTRYSIDE, ELECTRIFYING THE FUTURE

Data Entry
o
Datz Entry Hame Subjact Arex Reporting Month Submissicn Status EC Short Hame Created On Craale
Coanectons Frojects July 2017 Fer Validation CAGLILEC N OFialia? sous
Ealory Inzttitlzan May 2T For Validation GAGFIREN #3207 T}
Cumecions Frojucts Senlernue 2017 Validated CAGELCD 070362017 LU
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7.2.1 Upload Data Entry

System Screen/ Button

System Details
1. From the Data Entry search screen, click Upload Data Entry
Data Entry button. aL
Data Entry Hame

Subjzct Area Regorting Manth Submission Stetus

Frojects Julyar s For Validatian
Islitiicna May 2014 For Validation
Projects Soptembor 201/ Valicated

EC Shart Neme Created Cn Create

LR Ly 2ous
CREELCT LAy 2ous
COELCO PR RN 20U
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2.

In the Data Entry/Upload Data Entry screen, fill-
out required fields:

Template Name

Reporting Month

Reporting Year

Fields with asterisk (*) are required to be filled-out.
EC Short Name is automatically populated.

Data Entry / Upload Data Entry

EC Short Name *

CAGELCON

Template Name *

Reporting Month *

Reporting Year *

Reason for Late Submission

File Upload (.xls or xlsx format only) *

Mo file chosen

Comments

Leave Page

This document cannot be reproduced without the permission of the QMR.
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FOR LATE SUBMISSION

The Web Portal is able to identify a late submission based
on the Reporting Month and Year entered by the user.
If DET is identified late, system will display a prompt

for late submission.

Click OK button on the prompt.

This submission is 1ate.
Please select reasan fram the (st

This document cannot be reproduced without the permission of the QMR.
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Reason for Late Submission field will be enabled
. . ; Data En Upload Data En
and is required to be filled out. ta Entry / Uplo try
Select value from the Reason for Late Submission EC shart Name *
field. Options: B
a. Force Majeure Fairuilata Hane®
b. Others Sty 5
Reporting Month *
—anuary v
Reporting Year *
2017 ¥
Reason for Late Submission *
| Force Majeure ¥
File Upload (.xls or xlsx format only) *
Mo file chosen
Comments
&

This document cannot be reproduced without the permission of the QMR.
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Comments textbox will be required if Reason is
“Others”. Enter comments for late submission.

Data Entry / Upload Data Entry

EC Short Mame *
CAGELCO N

Template Name *

Salary v

Reporting Month *

~ANUEry ¥

Reporting Year *

2m7 v

Reason for Late Submission *

| Others L I

File Upload {.xls or x|sx format only) *

Mo file chosen

Comments *

e

g

This document cannot be reproduced without the permission of the QMR.




Electrification
Administration

Manual Title: Doc Code: Page:
SYSTEM NAVIGATION MANUAL NESPS?(';A(S- 28 of 48
Document Title: Rev. No. Effective:
NEA WEB PORTAL NAVIGATION FOR EC END-USERS 00 August 14, 2017

3. Once all required fields are filled out, click Choose
File button and select the accomplished DET file
from the local computer’s storage.

Data Entry / Upload Data Entry

EC Short Name *

CAGELCON
Template Name *

Salary v
Reporting Month *

January v
Reporting Year *

207 ¥

Reason for Late Submission *

Others v

File Upload {.xls or .x|sx format only) *

No file chosen

Comments *

Leave Page

This document cannot be reproduced without the permission of the QMR.
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Click Leave Page button to revert back to the
Data Entry list. EC Short Name
CAGELCO NI

Template Name *

Salary v

Reporting Month *

—anJdary T

Reporting Year *
2m7 v
Reason for Late Submission *

: Others v |

File Upload {.xls or xlsx format only) *

Mo file chosen

Comments *

Leave Page

This document cannot be reproduced without the permission of the QMR-
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FOR SUBMISSION WITH NO DATA ERROR

System  will successful

submission.

display a prompt for

Click OK button on the prompt.

Submission successtul!
Status: For Validation.

Click here to view submitted data.

System will revert back to the Data Entry list screen.

DET status for
“Submitted”.

successful submission is

Data Entry

ALL

Data Entry Name
Conneions
Salary

Connec ions

Subject Area
Prujecls July 2017
Astitticnal Mawv 2017
Srogjenl s Replernber 2017

Reporting Month

Submission Status EG Sho
Far Validation
Far Validation

Validated TAGFI O

This document cannot be reproduced without the permission of the QMR.
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FOR SUBMISSION WITH DATA ERROR

System will display a prompt for unsuccessful
submission.

Click OK button on the prompt.

Unsuccessful submissions due to data errors will not be
saved in the Web Portal.

Submission unsuccessful.
Please try again.

System will display errors on the screen.

User may opt to download the error log by clicking
Download Error Log link.

Click the error log to open the file.

Possible Data Errors:

a. Incorrect format
- DET should be in .xls or .xIsx format only.
b. Required fields not filled-out.
- Fields with asterisk (*) are required.
c. Values in DET do not match with the details
encoded in the Data Entry screen
- EC Short Name, Template Name, Reporting
Month, Reporting Year

Data Entry / Upload Data Entry

EC Short Name *

Emor/s found. Please resubmit a corrected file.
Template Name *

Reparting Month *

Reparting Year *

B X
hlc E‘I_ F_n_"w‘..\t -'._Ic,t, _!-.iel-_::
|Line(2) EC Short Name: Incorrect value. =
|Line(5) Reporting Date: Numerical value must be positive. |
ILine(12) sitio Geography ID: Data entry field must be filled out.

|Line(12) evaluated Project Cost: Data entry field must be filled out.
|Line(12) pate of Release: Data entry field must be filled out.

Line(12) eidding Schedule: pata entry field must be filled out.

ILine(12) pate Awarded: pata entry field must be filled out.
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FOR RESUBMISSION WITH NO DATA ERROR

System will display a confirmation prompt for
resubmission.

Click Yes button on the prompt.

You are about to resubmit this data entry.
Do you wanl lo conlinue?

System will revert back to the Data Entry list screen.

Data Entry
. . . ALL
DET status for successful resubmission is
“Submitted”.
ks Entry Hame
Salery

Subjact Area Reporting Month Submission 3tatus
Frojects July 2017 Fer Validation
Inatitutiznn May HT For Validation
Frojects Senglenmuer 2017 Validated

EC Short Name Created On Craate

CAGLLCO N 0773172017 BT
GaGFIGEN Fa T pul}
CAGELCD [ T U
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7.2.2 Search a Data Entry

System Details

System Screen/ Button

1. From the Data Entry list, select Filter.
ALL
Data Entry Name
Subject Area
Reporting Month
Submission Status
EC Short Name

2. Enter keyword.

3. Click Search button.

Click Previous or Next button to view search results in
other pages.

DataEntry (D

Diata Encry MeTe

Hubgact Area
Ep arth .
Bl

[T

Salery

Salury

Data Entry

AL

Cata Entry Marnae
salary

Halary

Subject Area

Proecls

Inat1tonel

vl o el

Sulfect Area

It itongl

Institutionzl

[ =]

Reportng Month Submission $ialus
July 217 For Validation
June 2017 For Velidation
ey 2077 For Validation

Peoorting Manth berilaton Statis
lune 30717 Fer Velidation
May 217 Fer Validation

st " el
4 pload B Fery
EC Shart Name Cieated On Creale
CAGELDD | LHEN RV souw
GAGELCD | 03312017 el
CAGELDD | 07/31,2017 Ty

EC Short Name Created On Creala
CACRICN A naayem? RS
CALLCU A (R LS
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7.2.3 Sort Search Result

System Details

System Screen/ Button

1. From the Data Entry list, click Column Header of
the column to be sorted.
Data Entry Name
Subject Area
Reporting Month
Submission Status
EC Short Name
Created On
Created By
Updated On
Updated By

Sorting rearranges the entries alphabetically A-Z or Z-A.
Click to sort again in the reverse order.

e <
Data Entry
&
Dl Fritry N Sulyert drea Repoating honth Submission Sals EL Shart Nare Creted On Creaed
Connacticns Frojects July 3017 For Validatian CAGELCT Skl it 2cus
Salary lustilubivnz le 3017 For Vad ldatiar CAGFICT TR ERl)
Salary |natituticne Way 2017 For Validetian CAGELCT| sy soum
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7.2.4 View Data Entry Details

System Details

System Screen/ Button

1. From the Data Entry list, search the DET. Data Entry
all T ronnerfinns
Submission Status:
Submitted® — a successfully submitted DET to be Data Ertry Hame Swfestérez RegotngMontt  Submbewr Stws  EGShotMeme  GemedOn  Greme
reVieWed by NEA Sorncotions Projects July 2017 For Yalldation CAGELCD N CrEan? coum
For Revision — DET rejected by NEA to be revised i
Cuneclione Projecls Seplariba 2017 Malidated CAGELCO R Crae/an? BLuE
by EC
. 4 Linrnecfinns Projerts Angust AR/ Valiclted CACHCE R (SN S BTl
Acknowledge Receipt™— DET that passed the
review of NEA
2. Click desired DET from the Data Entry list. Data Entry i
AL ¥ K0nncTione
[Data Entrv Name Subject Area Feporting Mot Submession Stafle EC Short Mame Craated On Create
Tannertians Prafrets iy 37 FarValidation  CAGFIRON IFAMT o
Cernections Hrojects Szptemba- 20 Walidated CAGLLLON Usrianm s BLE
Cannontions Projcets Augum 2017 Valkdate: CAGELCO N 072602017 LD

® There is recognition of the possibility of change in the status from "For Validation" to "Submitted".
* There is recognition of the possibility of change in the status from "Validated" to "Acknowledge Receipt".
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3. System will display the Data Entry details page. Data Entry / Connections
EC Short Name Submizsian Statug
CAGT RO Valldated
Templata hame
Cornactons Revlewere
Reporting Month
September
Repoiting Year
Reason for Late Submizslon
KA
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7.2.5

View Data Entry Version History

System Details

System Screen/ Button

. s -
1. From the Data Entry list, search the DET to be Data Eniry
viewed . Y (o [ ] Py
Cata Entry Hame Subject Area Regorting Month Submiseion Status EC Ehort Mame Cregied On Creme
Sorncstions Projcet July 2017 For Valldation CAGELCD A CTEVI0T eoum
Curnislive Piojucls Seplariba 2017 Valldated THGELCD 1 CR2Ean? iU
linrnectians Prajerts Auigus AN Valldtes LACH G AR sl
- - - et el
2. Click desired DET from the Data Entry list. Data Entry
AL onmeciing
Data Entry Name Subject Area Reporting Mzt Subemission Status. EC Shert Name Created On Crezts
Tannartions Prajreds Ily 3007 FarValination CAGFIRO nzaems LR
Cenections Hrojects Sapteriba- 207/ Validated CABLLLO N Udiarm els
Cannontiens Projcets Auguz 217 Valldatad CAGELCO I 0726:2m7 oS
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3. System will display the Data Entry details page. Data Entry / Connections
4. From the Data Entry details page, click Version g L
History button. Template e _
Connactlons Fredawars
Reporting Month
:r:n::un o Late Sulwnission
Comment
ha
5. System will display the history of submissions for Data Entry / Connections / Version Histary ——
the DET.
[ieta Frtry hame Version ha. Reparting Month Sliamizaion Status Cragted (in Created By Updared 0n
6. System assigns an incremented version for every R AR | st v mptrm s
submission.
Prew ﬁ Mext
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7.2.6 Download Data Entry
System Details System Screen/ Button
1. From the Data Entry list, search the DET to be Data Enitry
downloaded. i v omestons | i

Data Entry Hame Hubjeot Area Regorting Month Eabmiseion Status EC Ehort Name Cregted On Creme

Sorncationg Projects July 2017 For Validation CAGELCD 1 Cravan? odl}
Curmeclivns Puojecls Seplarmba 2017 Validated CAGELCD N C72e/a0? B
Linrnections Projects Angust AR ¢ Valideted CACH e [ N BTl

2. Click desired DET from the Data Entry list. Data Entry -
AL 20miCong

[Data Entrv Name Subject Area Reporting Mot Submission State EC Short Mame Craates On Creata

Crrantions Prajreds | ||,l w37 ForValdation CAGFILO N33 [ 1R

Cznnections Hrojects Szptembe- 4072 alidated CAGLLLO N Udf2anion s EILE

Cannotions Projeets Augu 2017 Valkdatad CHEELCD N 07252017 LD

]
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Data Entry / Connections

3. System will display the Data Entry details page.
4. From the Data Entry details page, click Download

button to download the DET.

DET fileisin excel format.
File will be automatically saved to your local folder

when using Chrome browser. Other browsers may
reguire you to specify the folder destination.

5. Click the DET file to open it.
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7.3 Downloads Menu Tab
System Details System Screen/ Button
1. Select Download from the Menu tab. FON, | Pl | Ve
=E_='-E?= ::.:‘II"I” N RIF ICATION ADMINISTRATION
X i '¥ ENERGIING THE COUNTRYSIDE, ELECTHIFYING THE FUTURE
2. Reports and Geography List tabs will be
. Welcome to NEA Web Portal, ¢l
displayed. P e
PR BLEP Every Thareday, 12 484 m:‘;‘f"”’”"’ fellrmiog 1 3
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7.3.1 Operational Reports Viewing

System Screen/ Button

System Details

1. Select Download > Reports from the Menu tab.

2. Reports list will be displayed.

=
T gy

REPUBLE

1% ENERGIZING THE COUNTRYSIDE, ELECTHIFYING THE FUTURE

Welcome to NEA Web Portal, ¢!

D6 T Ewaciine Resurciery

oET EC Submission

SEP & BLEP Every Thureday 12 MN
Connections Every 156y 12 MW
ther DETH Every 30t 12 MN

£ REPUNLIC OF THE PHILIPPINES

h, =
?W ENERGUING THE COUNTRYSIDE, ELECTRIFYING THE FUTURE

Operational Reports

= &
S i, = HNATIONAL ELECTRIFICATION ADMINISTRATION
L

= YT L Reeunko e ———
T 4, &= NATIONAL ELECTRIFICATION ADMINISTRATI
i

Todey
A Validation
e FEBRUARY
ey Thurncay of the lobawing
woek, 13 MN 1 3
TUESOAY

Every 2204, 12 MN

Ewery 14th of 15t the following
mee, 12 MK

ON

Lasst Upatatad O
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7.3.2 Search an Operational Report
System Details System Screen/ Button
GowPh  Tewglies=  Dutardry  Downboad !
%%ﬁ REPUBLIC OF THE PISLIPRREES
W B i
Operational Reports

1. From the Reports list, select a Report.

2. Enter keyword.

3. Click Search button.

Terrglates =
REPUBILIC OF THE PHRIPPINES >
NATIONAL ELECTRIFICATION ADMINISTRATION

ENERGUANG THE COUNTRYSHC, ELEC TRIFYING THE FUTURE

Region V / CANORECO / SOE
Fllananre

Crested On
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7.3.3 Sort Search Operational Report Results
System Details System Screen/ Button
1. From the Reports list screen, select a Report. SOt | el | e | O
i i =, - OF THE PIILIPPINES
2. Click a column. header to sort list. ? ve E’.‘ﬁﬂ%ﬁhﬁ‘iﬁ?ﬁﬂ‘%&ﬂ!&?ﬁ.?ﬂ.'ﬂ];s}ﬁﬁ“'f’”
File Name i
Operational Reports
- Created On s Lot b 0
Sorting rearranges the entries alphabetically A-Z or Z-A TR
Click to sort again in the reverse order. L
%A REPUBLIC OF THE PIILIPPINES
B e TN

Region V' / CANORECO / SOE

Created On
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7.3.4 Download Operational Report
System Details System Screen/ Button
1. From the Reports list, select a Report. Lonels ||| el | Den Koy
N e e
Operational Reports

z
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2. Select the desired Operational Report.

3. System will display the list of generated reports.

4. Click the filename to download the report.

Report will be in PDF format.

5. Click the PDF file to open it.

Govih  Templates=  Dutabrery  Downlosds=

REPUBILIC OF THE PIILIPPINES

= W NATIONAL ELECTRIFICATION ADMINISTRATION

ENERGUEING THE COUNTRYSIDE, ELECTRIFYING THE FUTURE

Region V' / CANORECO / SOE

Filenume

Created On

CANDRECO 2017 11OV - S0E pat
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8.0 NEA Web Portal Geography List Download Navigation

This section provides a guide for viewing and downloading Geography List based on Master Data (MD) Geography.

8.1 Geography List Viewing

System Details

System Screen/ Button

1. Select Downl
Menu tab.

2. Geography List will be displayed.

oad > Geography List from the

REPUI
MAT]
ENEF

ATION ADMINISTRATION

PGAZING THE COUNTRYSINE, ELECTRIFYING THE FUTURE

Welcome to NEA Web Portal, ¢l

AT Conaclie Rarurctary

£C Submmission NEA Vabdation
i Evorp Trarsstay of the folowng
5P LoER Sivsry Thiarsdms 12 M4 gy
Connecticns Every 150, 12 MK v
ther CET st

Every 30, 12 MN

REPUBLIC OF THE PIsIPRINES

MATIOMAL ELECTRIFICATION ADMIMIST RATION
ENERGIZING THE COUNTRYSIDE, ELEC TRIFYING THE FUTURE

Geography List
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System Screen/ Button

8.1.1

Download Geography List

System Details

1. From the Geography List, select the desired

Region.
Geography List

PR OF M T T
ATIONAL ELECTRIFICATION ADMINISTRATION
:

R
NERGUIING THE COUNTRYSIDE, ELEC TRIEYING THE FUTLIR

2. Click the filename to download the report.

Report will be in PDF format.

3. Click the PDF file to open it.
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