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1. The process starts with the downloading of the BEIS School Profile Template using 

the School Head Account. Go to the BEIS upload page and click the download links 

of corresponding School Profile. The file to be downloaded will be in Microsoft Excel 

format. Make sure that the computer to be used has a Microsoft Office (preferably 

latest version) installed. 
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2. After downloading, the school should fill out the template with complete and accurate 

data. Make sure that the template is properly filled out to avoid errors in uploading. 
Do not forget to save the file upon completion. 
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3. To upload the completely filled out School Profile Template, go to the BEIS upload 

page and click the School Profile (XLS) button. Another window will pop out that 
requires selecting the file to be uploaded. Make sure to choose the correct file before 
clicking the Upload Now button. 
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4. After clicking the Upload Now button, a system message will appear. System message 
in color green indicates that the file was successfully uploaded. On the other hand, 

red colored system message indicates that the file was not successfully uploaded due 
to error/s. In failure of upload, the Template Errors will appear at the bottom part of 
the page. This will require the school to correct the detected error/s and reupload the 
file until it was successfully uploaded. 
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5. Secure a screenshot of the BEIS Dashboard once the profile was successfully 
uploaded. Capture the whole dashboard page and save it as an image file.  
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6. After completion of the previous steps, the school may now request for the online 
validation of the BEIS School Profile. For public schools, the link of the google form 
will be https://bit.ly/CaviteBEISValidationPublicSchools2021. For private 

schools, the link of the google form will be 
https://bit.ly/CaviteBEISValidationPrivateSchools2021. Both forms will require 
the requestors to provide their school and personal data and attach the screenshot 
of their school’s BEIS Dashboard for validation purposes. 
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7. Once the request was submitted, the validation team will start to check and validate 

the credibility of the data provided in the uploaded profile. If the school profile was 
properly prepared upon validation, the assigned validator will notify the requestor 
through an email that their school profile has been marked as validated. On the other 
hand, the assigned validator will advise the requestor with an email to go back to 

Step No. 2 if there are some corrections needed to be addressed in the uploaded 
profile. 
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