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required documents to 
GSIS website. 
(Scanning/encoding/ 
archiving/uploading) 

Officer I/Human Resource 
Management Officer II, Welfare, 
Compensation and Discipline 
Division, Human Resource 
Management and Development 
Office. 2nd floor, Cityhall Bldg., 
General Santos City 

 

 

 

 

 

 

GSIS to process the 
request 

No activity None 3 days GSIS  

 

3. Informs client through 
call or text or email that 
the request was 
successfully processed. 

None 3 minutes Human Resource Management 
Officer I/Human Resource 
Management Officer II, Welfare, 
Compensation and Discipline 
Division, Human Resource 
Management and Development 
Office. 2nd floor, Cityhall Bldg., 
General Santos City 

 

 

 

 

 

 

 

TOTAL None 3 days, 2 hours and 21 minutes  

END OF TRANSACTION  

 
 

11. Request for DTR            

This involves the process on DTR application of employees through online. 

      
Office or Division: Human Resource Management and Development Office- Welfare, 

Compensation and Discipline Division    
Classification: Simple 

Type of Transaction: G2G 

Who may avail: Local Government Unit 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 
  

CLIENT STEPS AGENCY 
ACTIONS 

FEES 
TO 
BE 
PAID 

PROCESSIN 
G TIME 

PERSON RESPONSIBLE 

No Activity 1. Downloads 
Time Log Data 
from Biometric 
Machines and 
import to 
system 
application 

  
Human Resource 
Management Aide / Human 
Resource Management Officer 
I/II, Welfare, Compensation 
and Discipline Division, 
Human Resource 
Management and 
Development Office, 2nd floor, 
City hall bldg., General Santos 
City 

  

  

  

  

none 
 

 
3 hours 

2. Requests for 
DTR through HR 
aPPP website 

2. Processes 
and uploads 
Daily Time 
Records 

  
Human Resource 
Management Aide / Human 
Resource Management Officer 
I/II, Welfare, Compensation 
and Discipline Division, 
Human Resource 
Management and 
Development Office, 2nd floor, 

  

  

  

  

none 
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25 minutes City hall bldg., General Santos 
City 

3. Checks and 
encode DTR 
adjustment through 
HR aPPP 

3. Processes 
and post DTR 
adjustment 

  
Human Resource 
Management Aide / Human 
Resource Management Officer 
I/II, Welfare, Compensation 
and Discipline Division, 
Human Resource 
Management and 
Development Office, 2nd floor, 
City hall bldg., General Santos 
City 

  

  

  

  

none 30 minutes 

4. Requests for 
final DTR through 
HR aPPP 

4. Processes 
and upload final 
DTR 

  
Human Resource 
Management Aide / Human 
Resource Management Officer 
I/II, Welfare, Compensation 
and 

  

none 5 minutes 

4. Download final 
DTR 

None None - Discipline Division, Human 
Resource Management and 
Development Office, 2nd floor, 
City hall bldg., General Santos 
City 

Requesting client 
 

TOTAL 
 

4 hours 
 

END OF TRANSACTION 

 
 

12. Request for Payroll    

      

This involves the payroll processing of the City Government of General Santos. 

Office or Division: Human Resource Management and Development Office- Welfare, 
Compensation and Discipline Division 

Classification: Complex 

Type of Transaction: G2G 

Who may avail: Local Government Unit 

CHECKLIST OF REQUIREMENT/S WHERE TO SECURE 

1. Certifications from lending 
institutions 

Concerned departments 

CLIENT STEPS AGENCY 
ACTIONS 

FEES 
TO BE 
PAID 

PROCESSIN 
G TIME 

PERSON RESPONSIBLE 

1. Request draft 
payroll through HR 
aPPP website 

1. Processes, 
upload draft 
payroll 

None 2 hours Human Resource Management 
Officer I/ Human Resource 
Management Officer II, Welfare, 
Compensation and Discipline 
Division, Human Resource 
Management and Development 
Office. 2nd floor, Cityhall Bldg., 
General Santos City 


