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SECTION 1

Business Owner Guide

This section guides business owners through creating an account, applying for permits, and
managing their transactions.

I 1.1 Account Registration

Create your Buyawanong Placer account to start applying for business permits online.
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Figure 1.1a - Homepage and Login access

® On the portal homepage, click the "Log in" button on the top-right corner.

® In the login modal, select the "Create account" tab.
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Business permit portal

Log in Create account

I Onily business owners operating in Placer may register.

First name Last name

Mobile number

+63 912 345 6789

Password

At least B characters

Confirm password

Re-enter password

Cancel

Figure 1.1b - Create Account form

Enter your First Name, Last Name, Mobile Number, Email address and Password (at least 8

®
characters). Re-enter the password in the Confirm password field.
® Click the "Create account" button.
® Check your inbox for the One-Time Password (OTP). Enter the 6-digit code in the verification modal.
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£ Email Verification

We've sent a one-time password (OTP) to

developerkode7@gmail.com

(L Code expires in 01:51

Resend available in 21s

Cancel Verify & Reqister

Figure 1.1c - OTP Verification modal

® Click "Verify & Register" to complete registration.

Only business owners operating within the Municipality of Placer may register on this portal.

I 1.2 Logging In & Password Reset

To log in, open the login modal, select "Log in", enter your registered email and password, then click "Log in".
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Business permit portal

Log in Create account

Only registered business owners in Placer can open the permit form.
Email
you@email.com

Password

At least 8 characters

Forgot password?

Cancel

Figure 1.2a - Login Form

If you have forgotten your password, click "Forgot password?" below the password field. Enter your registered
email and click "Send verification code". Check your inbox for the 6-digit reset code, enter it, and set a new

password.
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Reset your password

Enter the email address linked to your account. We'll send a &6-digit

code to verify it's really you.

Send verification code

Cancel

Figure 1.2b - Reset Password flow
I 1.3 Navigating Your Dashboard

Upon login you will land on your User Dashboard, which shows a summary of your applications and payments.
Bluyawa nong Placer

Welcome back, Lycah

£2 Dashboard

— Appointment Confirmed o«

Please bring a valid ID and the pr

£) Notifications

{& Account Settings

Start a new application Renew a permit Verify a permit

Recent applications

Show 5 entries Search:

0 @ Lyeah Linge . BUSINES TYPE DATE FILED EXPIRE

Figure 1.3a - User Dashboard Overview
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Summary Widgets
Total Applications, In Review, Pending Payments and Approved Permits are shown at the top.

Recent Applications
Displays your latest applications, their status, date filed and expiry.

Payment History
Shows every PayPal transaction with amount, reference number and receipt.

Notifications Bell
Click the bell icon for real-time notifications (Permit Verified, Payment Received, Fee Assessment).

Account Settings
Click your profile name and select Account Settings to update your name, contact number or password.

Buyawanong Placer Recent applications
Show -  entries Search:
BUSINESS TYPE DATE FILED EXPIRES STATUS

Dashboard Oct 15, 2027

Lingo Food Services Renewal Oct 15, 2026 ) Ready for pickup View
£-10-002 {Annual renewa
Ne
Lingo Food Services Dec 31, 2026
Account Settings 2026-10-003 Now Oct 14, 2026 (Expires Dec 31 Renowed View
Showing 1to 2 of 2 applications - n -
Payment history P Secured by PayPal
TOTAL PAID PENDING FAILED | EXPIRED TOTAL RECORDS
£9,495.00 0
© 2 successt A ing All-tin

Figure 1.3b - Recent Applications table

Buyawanong Placer Payment histary P Socured by PayPal
TOTAL PAID PENDING FAILED / EXPIRED
£9,495.00 0
oz essf At I
% Dashboard
Notifications Show 5+ entries Search payments:
DATE REFERENCE BUSINESS METHOD AMOUNT STATUS
?.c.|=15._‘?‘076 _— L?ngo Eo@ Services P PayPa $7,875.00 Paid View
Oct 14, 2026 360 Lingo Faad Services P Paypa $1,620.00 Paid View
Showing 1to 2 of 2 payments = n >
Meed help? Every approved permit has a QR code
he | open Monday to Friday, & AM to 5 PM. Write to an scan it to check that your permit is genuine
Lycah Linge

Figure 1.3c - Payment History table
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& Notifications

A Notifications

12 total

° Permit Verified — Ready for Claiming
Your permit for "Li Food Services® (Ref: 2026-10-002] has been verified. Pleasa check
wour email for claiming details

° Payment Received
We've received your payment for “Lingo Food Services” [Ref: 2026-10-002). Your

application is now being processed.

Fee Ass I #7,875.00
rea he fees for “Lingo Food Services® 6-10-002)
: proceed to PayPal =it to continue your application.

Figure 1.3d - Notifications dropdown

% Account Settings

First Name Last Name
Lycah Lingo
Email Address (cannat be changed)

kalayfingo24@gmail.com

Contact support to change your emall
Contact Numbar

+63 09514600861

Change Password (optional)

Current Password

Hew Password

Figure 1.3e - Account Settings modal
I 1.4 Applying for a Business Permit

From your dashboard, click "New Application" (or "Renew" if renewing an existing permit). The application has 8
steps:

Requirements - Review the 8 mandatory document checklist and click Continue.
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:fg Buyawanong Placer ¢ Dashboard AR = Lycah Lingo -
B ocicivain ot -

Back to dashboard

New business permit application

) AL y of Placer

B Requirements Before you begin
Have these ready. Incomplete submissions are returned to the applican
Application type

Barangay Clearance

DTI/SEC Photocopy

RPT, Current year 2026 Payment
Engineering Receipt

Zoning Certification (MPDC)

Treasury Office for Payment

Sanitary Health Permit (Health Center)

Fire Safety Certificate 2026

Only business owners operating within the Municipality of Placer may apply. Press Continue to confirm your

documents are ready.

Figure 1.4a - Step 1: Requirements checklist

® Application Type - Select New, Renewal or Amendment. Choose your Mode of Payment and enter
DTI/SEC Registration No. and TIN No.

i
5";‘! ﬁuyawanong Placer & Dashboard AR 5 Lycah Lingo ~
= v ality e, Surigao del N

Back 1o dashboard

New business permit application

Tax year 2026, Municipal
° Requirements Application type
o this new. @ rencwal. or an amendment?
2 Application type
Type
Business info ”
4 Business address
Mode of payment
Owner inf
Annually Semi-annually Quarterly
Additional info
Dooumenia DTI/SEC/CDA registration no. * TIN no. *
e.g. DTI-2026-00001 000-000-000

Review and submit

Type of business

Single Partnership Corporation Cooperative

Do you enjoy a tax incentive from any government entity?

Yes Na

fock

Figure 1.4b - Step 2: Application Type

® Business Info - Enter Owner Name, Business Name, Trade Name and Business Activity details.
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s
-g?‘, rBuyawanopg Placer . = Dashboard AR © Lycah Lingo
A Junicipality of Place 30 del Norte :

Back to dashboard

New business permit application

Tax year 2026, Municipality of Plac
© requirements Business information
Enter the details exactly as registered with DTISEC/CDA
° Application type
Last name * First name * Middle name
3 Business info
4  Business address
Business name * Trade name | franchise
Owner info
f applicable
&  Additional info
Documents
Business activity
8 Review and submit
f business Unit Capitalization Gross receipts, essent Gross receipts, non-essentia
e.g. Retail store 1 P 0.00 P 0.00 P 0.00

Add another line

Bk m

Figure 1.4c - Step 3: Business Information

® Business Address - Pin your business location on the map. Fill in address and employee details.
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Fuy!\_'fﬂn_t?ni_l_’lﬂtef_ o @Dashboard [ (IO

New business permit application
° nequirements Business address

° Applicatic
o Business Info

A4 Business address

ype | Q Cick on the map to pin your business location, o type the addrasa belaw and the map will find It for you

wner nf
& Additional info !
&
Jocuments o
B Review and subm
-_-n““‘“».w
Flacer
a
= satlel | @ OpenSirestMap contributons
& Use my current lacation 5 Reset to Placer
Business address *
Type the address or click on the map
Postal code Email * Telephane
Mabike no. * Business area (sq.m.)
+B3 0
Total employees Employees living in Placer
o o

The business placa is ranted. Add the lessor details,

Back Continue

Figure 1.4d - Step 4: Business Address

® Owner Info - Enter the owner's home address and emergency contact details.
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e
w _B_uyawan_ong?lacer ) = Dashboard Q

Back to dashboard

Renew business permit application

Tax year 2026, Mu [ ity of Placer

Owner information

Last name * First nama * Middie nama
Lingo Lycah Mae P.

Home address

@
)

Owner info
Q¢ " o ' " .
Additional inf
ol ¥
J 1 -
Placer
%
4
7 e —
@ Use my current location > Reset
Central, Placer Surigao Del Norte
Postal code Email - Talephone
kalaylingo24@gmail.com 09514600861
Mabile no. *
+639514600861
Emergency contact
MName Phone Email
Evelyn P. Lingo 08514600861 evelyn@gmail.com

s m

Figure 1.4e - Step 5: Owner Information

Additional Info - Verify the Application No., enter Total Floor Area, Establishment Address, and check
the declaration box.
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s,
!@ IB_uyafwlamlong Pl.al:.er . & Dashboard JARN 3 Lycah Lingo ~

Back to dashboard

Renew business permit application

Tax year 2028, Municipality of Placer

° Requirements Additional information
Fire station section. The owner fills this in.
° Application type
Application no. Date *
° Business info
2026-10-002 01/20/2027 == |
° Business address
. . Applicant | owner name * Business name *
° Owner info
Lycah Mae P, Lingo Garcia Food Services
& Additional info
7 Documents Total floor area (sq.m.) Contact no. *
0.00 09514600861

8  Review and submit

Establishment address *

Central, Placer Surigao Del Norte

Fire safety notice. Unde
besides the inspection f

tion 12 of the IRR of the Fire Code of 2008, some es

blishments pay extra charges
These are collected during inspection or announced by the BFP.

B | declare under penalty of perjury that this infarmation is true. | will fix any deficiencies within 30 days of

the parmit release.

Paositien | title *

Owner
Figure 1.4f - Step 6: Additional Information

PY Documents - Upload each required document (Barangay Clearance, DTI/SEC, RPT, Engineering,
Zoning, Treasury, Sanitary, Fire Safety).
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%,
& ?U‘.@W}?‘ﬂqng Placer @ Dashboard JANN = Lycah Lingo -
k- Municipality of Placer, Surigao del Narte -

Back to dashboard

Renew business permit application

Tax year 2026, Municipality of Placer

° Requirements Upload scanned or clear photo copies. The LGU checks each one. You may need to bring the originals when

you elaim the permit.
Application type

Business info
Upload documents  0of 7

Business address
e {i 1. Barangay clearance ——

Additional info

200000

Documents 2. DTW/SEC photocopy

i Choosefile
8  Review and submit

3. RPT, current year 2026 paymaent
=0 I Choosefile

4. Engineerin,
Muni ’ " .g i Choose file

5. Zoning certification (MPDC)

. i Choose file
anning and Development Office

6. Sanitary health permit
+/ = i Choose file

7. Fire safety certificate 2026

Ireau

i Choosefile

Back

Figure 1.4g - Step 7: Upload Documents

® Review and Submit - Review all information, check the two declaration boxes and click "Submit
application”.
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“uyawan’u_ng Placer ¢ Dashboard AR 3 Lycah Lingo -

Back to dashboard

New business permit application

Tax year 2026, Municipality of Placer

° Requirements | Check everything. After you submit, changes need the BPLO.
© ~oplication type
o , Review and submit
Business info
° Business address Application type Renewal
° Owner info
Mode of payment Annually
© raditionalinfo
° [P Business name Lingo Food Services
& Review and submit Type of business Single
Business address central, Placer Surigao del norte
Applicant Lycah Lingo
Documents uploaded Tof 7
de: nder penalty of perjury that this information is urat
ag neet the regulatory requirements within 30 day

Back Submit application

Figure 1.4h - Step 8: Review and Submit

TIP
Incomplete submissions are returned to the applicant. Double-check all required documents before submitting.

I 1.5 Tracking Your Application

You can track your application at any time - no login needed.
® Go to the "Track an application" section on the Permit page.

® Enter your Reference Number (e.g., BP-2026-00087) or click the QR Code Scanner icon to scan the
QR code on your receipt.

® Click "Track" to view the real-time Application Progress timeline.
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Track an application Every permit comes with

Anyone can track one. Enter the reference number from your receipt. Online application
BP-2026-00087 Track

3£ Scan QR Code

@ Active application Business name

BP-2026-00087 Della Cruz General Merchandise Sta.tus updates

Approved payment channels

@ Application submitted
April 30, 2026 — 914 AM

A scannable QR code

@ Documents verified
May 2, 2026 — 2:30 PM

o Payment confirmed
May 3 2026 0:05 AM

Under review by licensing office

In prograss

(L Permit issuance pending

Pandin

QR code will appear here once issued
 Proview

Scannable permit for validation

e
i}

Figure 1.5 - Application Tracking Timeline
I 1.6 Viewing Your Permit and Scheduling a Claim

Once approved, scroll down on your application view to see your Mayor's Business Permit and unique
QR Code.

Click "Print Permit" or "Download PDF" to save a copy.

To claim the physical permit, click "Schedule Appointment".

Select an available Date and Time from the calendar and click "Confirm".
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i Verify Business Permit X

Scan the QR code on the permit or enter the reference number manually.

Camera is active. Point at the QR code.

Or enter reference number

e.g. BP-2026-00001

Figure 1.6a - Verify Permit via QR Scanner
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Schedule Permit Pickup

() This appointment is for claiming your verified permit at the Municipal Hall. Bring a valid 1D and your
reference number, Office hours: 8:00 AM - 5:00 PM (closed 12:00 - 1:00 PM).

PERMIT TO CLAIM

1] Lingo Food Services - 2026-10-002
PURPOSE OF VISIT

Claim Business Permit

SELECT DATE SELECT TIME SLOT

10/23/2026 8:00 AM 8:30 AM 9:00 AM 9:30 AM
10:00 AM 10:30 AM T1:00 AM 11:30 AM
1:00 PM 1:30 PM 2:00 PM 2:30 PM 3:00 PM

3130 PM 4:00 PM 4:30 PM 200 PM

(i) Selected: Date selected, please pick a time slot

Cancel + Submit for Approval

Figure 1.6b - Schedule Permit Pickup

Bring a valid government-issued ID and your reference number when claiming your permit at the Municipal Hall.
Office hours: 8:00 AM - 5:00 PM (closed 12:00 - 1:00 PM).
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SECTION 2

BPLO Staff Guide

This section guides Business Permits and Licensing Office personnel through their daily tasks.

I 2.1 Reviewing & Approving Applications

® On your BPLO Dashboard, locate the "Needs your review" table.

: Municipality of Placer @ Dummy Test =

Good day, Dummy Test

Monday, October 18, 2026. Review applications, verify documents, and issue permits.

Total applications Ready to review Waiting for payment Approved or issued
Needs your review
Payment is confirmed. Check documents and verify.
Show v entries Search:
BUSINESS REFERENCE FILED vy AMOUNT ACTION
Navarro Coffee Enterprises 2026-18-913 Oct 18, 2026 #1,620.00 Review documents
Showing 1to 1of 1entries Previous | 1 | Next

Figure 2.1a - BPLO Dashboard

Click the "Review documents" button for a specific application.
A split-screen modal opens. Use the left panel to read the submitted ANNEX 1 form.
Use the right panel to click and download the uploaded documents.

Click "Approve" to forward to Treasury, OR "Reject" and select the missing documents.
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;E‘: Municipality of Placer [ ® Dummy Test ~
Approval documents © Refresh & Print
Check sach document, then verify. The applicant gets an small wk 5
) :] Approve: elled
Activity Log
g Announcements
Applications for verification
Show 25 ~ entries Search:
o REFERENCE BUSINESS TYPE FILED AMOUNT pocs STATUS ACTIONS
20 2@ 013 Navarro Coffee New Oct 14, $1,620.0¢ e Payment confirmed °
e Enterprises 2026 RERE - s
Showing 1to 1of 1entries Previous 1 MNext

LGU BPLO

Figure 2.1b - Approval Documents view

TIP
When you verify an application, the applicant is automatically notified by email and can then schedule a pickup.

I 2.2 Managing Appointments

Click "Appointments" on the left sidebar.

® Toggle between Calendar View and List View using the filter buttons.

&
Appaintmerits
4 2 1 o
Catersar R —
Gatober 3076 [

Figure 2.2a - Calendar View
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Manage appointments

Caonfirm pending bookings, mark confirmed ones as completed, or cancel
[ o IR © im0 0
Show 25 ~ entries Search appointments:
DATE & APPLICANT BUSINESS REFERENCE TYPE STATUS ACTIONS
TIME
Mon,  View 5 cance
Oct 19, Lycah Lingo
Lingo Food 2026-18-882
2026 ! kalaylingo24@gmail.com - : New Contirmed
Services OLD

8:00 09514600861

oo o m
T View %) Canee
Oct 19, Kirstein Mae Navarro ,
Lyca's
2028 n hEpmai.com . 2026-18-812 New Canfirmed
. Trading
830
AM
Mon, over ([ © s
Oct 28, Cherry Mae Morales
2026 ] L all.com Cherries B26-18-806 New Canfirmed
. 3 klangr ail.com Kitchen 2026-10-886 2 anfirmi
PM
Tue, Oct @ View Cance
20, James Manalo
@gmail.com A"s Catering  7826-18-814 New Pending

Figure 2.2b - Appointment List

® Locate a "Pending" appointment and click "Confirm" or "Cancel".

Confirmed applicants receive a notification about their scheduled visit.

I 2.3 Creating Announcements

Click "Announcements" on the left sidebar.
Click the "Add announcement" button.
Enter the Title and Content.

Click "Submit for approval” - an admin must approve it before it appears on the public homepage.

:E’_—t Municipality of Placer
1

— Announcements

(2 Approval documents

1 Appointments S — CREATED Pr—

You have not created any announcements.

LGU BPLO

Figure 2.3a - BPLO Announcements page
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Add announcement

Title

Content

(U This announcement will be submitted for admin
approval.

Submit for approval

Figure 2.3b - Add Announcement modal
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This section guides Municipal Treasurer's Office personnel through financial processing.

3.1 Assessing Permit Fees

On your Treasury Dashboard, check the "Pending Payment" summary card.

BUYAWANONG PLACER

Dashboard Treasury Staff Dashboard
Monday, October 19, 2026
[°] Fee Assessment
o | Total Appications For Assessment . Pending Paymen Approved [ Issued
(4 Payment Verification < 14 4 — 4 4
Monitor Payments
(L Recent Applications Pending Payment
T3 Treasury Records
BUSINESS NAME TYPE DATE FILED AMOUNT STATUS
(L Activity Log
Placer Coffee and Cake Hub New Oct 15, 2026 #1,620.00 Pending payment
1 Announcements
DJ's Laundry New Oct 15, 2026 $1,620.00 Pending payment
Meat Shop New Oct 15, 2026 P1,620.00 Pending payment
Kimmy's clothing New Oct 15, 2026 $1,620.00 Pending payment

Figure 3.1a - Treasury Dashboard

Click "Fee Assessment" on the left sidebar.
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BUYAWANONG PLACER 0 ® pummyTest -
¢} Dashboard Applications for Fee Assessment B
Applications pending payment that need fee computation
Fee Assessment
Show | 10 v
% Paymant Verification NO. BUSINESS NAME OWNER TYPE DATE APPROVED ACTION
1 Placer Coffee and Cake Hub Ecel Ladaga New Oct 15, 2026 < Re-assess
Monitor Paymaents \ J
Treasury Records 2 DJ's Laundry Dejemar Samoya New Oct 15, 2026 <* Re-assess
Activity Log 3 Meat Shop James Manalo New Oct 15, 2026 < Re-assess |
] Announcements 4 Kimmy's clothing Kimberly Samoya New Oct 15, 2026 r Re-assess

1-4 of 4 Previous ' Mext

Figure 3.1b - Applications for Fee Assessment

Locate the approved application and click "Re-assess".
Review the fixed fees and taxes displayed.

Click "Save Assessment". The system will notify the applicant to proceed with payment.

E Fee Assessment 2026-10-011 - Placer Coffee and Cake Hub

iegifciszso':sﬁl:LSF APPLICABLE FEES € New Application X Pending_payment Payment Methods
After sending the assessment, the applicant
will be notified by email and can pay via
Fixed values are pre-filled based on the application type. PayPal.
@ New application: standard fixed fee structure. Amounts cannot be edited.
P PayPal (online — primary)
@ Over-the-counter at Municipal Treasurer
@ Bank deposit (Land Bank: Placer LGU -
1234-5678-90)

PARTICULAR AMOUNT TOTAL

Mayor's Permit #500.00

Gross Sales Tax Computed I . (i) The TOTAL is the amount the

applicant needs to pay. It will be sent to
Permit on Calling their dashboard, notification bell, and
Gmail.
Health Certificate
Sanitary Inspection Fee

Sanitary Garbage Fee

X Close

Figure 3.1c - Assessment of Applicable Fees modal

Fixed values are pre-filled based on the application type. New applications use a standard fixed fee structure.

3.2 Verifying Payments

Click "Payment Verification" on the left sidebar.
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Locate the applicant who has initiated a PayPal payment.
Cross-check the amount and click "Confirm".

BUYAWANONG PLACER A & pummy Test -

} Dashboard Payment Verification
Verify payments received from applicants
Fee As
Al Status ~ mm/ddiyyyy =} mm/dd/yyyy a @ search
Payment Verification
Show | 10
Menitor Payments NO BUSINESS NAME OWNER AMOUNT METHOD STATUS
1 Placer Coffee and Cake Hub Ecel Ladaga $1,620.00 PayPal Pending
Treasury Records
2 DJ's Laundry Dejemar Samoya £1,620.00 PayPal Pending
y Log
3 Meat Shop James Manalo #1,620.00 PayPal Pending
1 Announcements 4 Kimmy's clothing Kimberly Samoya $1,620.00 PayPal Pending

ot 4 Previous . Next

Figure 3.2 - Payment Verification page

Once confirmed, the application is forwarded back to BPLO for final verification and permit issuance.

3.3 Monitoring Payments & Treasury Records

Click "Monitor Payments" to view the line graph of monthly collections and PayPal transactions.
@ BUYAWANONG PLACER “ ® Dummy Test ~

} Dashboard Monitor Payments

yPal transactions from applic
(2] Fee Assessment
|~ Monthly Collections — Last 12 Months Total: P15,975.00
% Payment Verification

Monitor Payments

Treasury Records

Activity Log

1 Announcements

Figure 3.3a - Monthly Collections chart
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BUYAWANONG PLACER .‘

® Dummy Test ~

All Payments (from PayPal)

Show 10 ~ Search:

TRANSACTION 1D REFERENCE BUSINESS NAME APPLICATION TYPE AMOUNT STATUS PAID AT METHOD RECEIPT

3102754822 2026-10-002 Lingo Food Services New Application $1,620.00 Completed 2028 PayPal [El Receipt

2026-10-002 Lingo Food Services Renewal $7,875.00 Completed 2026 PayPal E! Receipt

14084726238 2026-10-006 Cherries Kitchen New Application P1,620.00 Completed 2026 PayPal E Receipt

39120734282 2026-10-012 Lyca's Trading New Application P1,620.00 Completed 2026 PayPal [ Receipt

Navarro Coffee
58920 2026-10-013 avarro Loflee New Application $1,620.00 e 2026 PayPal E Receipt
Enterprises

2026-10-014 A's Catering New Application #1,620.00 Completed 2026 PayPal E Receipt

1-6of 6 Previous n Next

Figure 3.3b - All Payments list

Click "Treasury Records" to view and print official digital receipts.

@ BUYAWANONG PLACER g' @ Dummy Test -

Treasury Records
Official | 35! 3 and confirm payment:

) A - — 5

N &1 p14,355.00 CIN

Payment Confirmed Applications Payment Canfirmed
Show | 25 ~ entries Search:

b REFERENCE BUSINESS NAME TVPE DATE FILED AMOUN TAX YEAR ACTION

8 826100 Cherries Kitchen MNew Oct 15, 2026 P1,620.00 2026 Nt o
7 282 2-20: Lingo Food Services Renewa 0Oct 15, 2028 P7875.00 2026 N/A L
3L B26-10 Lyca's Trading New Oct 15, 2028 $1,620.00 2028 LTE

N Coff
20 o avarro Coffes New Oct 18, 2026 $1,620.00 2026 Kimberly Samoya
Enterprises

22 2026-10-814 A"s Catering New Oct 19, 2026 #1,620.00 2026 Kimberly Samoya ©

Showing 1to 5 of 5 entries PrevioL n MNext

Figure 3.3c - Treasury Records table
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B Treasury Record T876-1b-886 - Cherries Kitches

|7l Treasury Record #8  veme

Repubiic of the PRilippines
Province ol Suriges del Narie
Municipality of Placer

Leason tax
Dumrrin busros Cngmry Wi ks st o Gungao se hicre Phbigess
L T

et e iy

Tiotai hio. O Empioyees: 2 Fasiding is LGL. 14

Timpubiic of the Friippines.
CHERMIES KITCHEN

eEELA n

Frovied Mems ed S o
L e

Figure 3.3d - Treasury Record Receipt modal

Use the search bar to filter by business name, reference number or date.
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SECTION 4

System Administrator Guide

This section guides the System Administrator in managing the overall portal.

I 4.1 Managing Employee Accounts

® Click "Employees" on the left sidebar.

(@& Admin Administrator ~

“R——— Manage Employees

&% Employee List

Show 10 ~ entries Search:
ID 4 Name Email Contact Role Verified Created Actions
[} Admin Administrator admintest@gmail.com 09123456789 Admin () Jul 28, 2026
Verified
55 Lycah Lingo kalaypadaboc@gmail.com 09514600861  BPLO @D ocs 20 |
Verified
57 Kimberly Samoya kimberlysamoyad19@gmail.com 09671603660 Treasurer ‘vjr'm Oct 16, 2026 g} m }
erifi
Showing 1 to 3 of 3 entries Previous Next

Figure 4.1a - Manage Employees list

® Click the "Add Employee" button.
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Add Employee

First Name

Last Name

Role

Treasury Staff

&8 A verification email (with the password) will be sent. The employee
must click the link before they can log in.

Add & Send Verification ¢,

Figure 4.1b - Add Employee modal

® Enter the staff's Name, Email and Contact. Select their Role (Treasury Staff, BPLO Staff, Admin).

Click "Add & Send Verification". A verification email with a password is sent automatically.

® To edit a role, click the Edit (pencil) icon next to their name.
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Edit Employee
First Name
Lycah
Last Name
Lingo
Email

kalaypadaboc@gmail.com

Contact

09514600861

Role

BPLO Staff

Figure 4.1c - Edit Employee modal

I 4.2 Verifying User Accounts

® Click "User Accounts" on the left sidebar.

Locate the registered Business Owner.

Toggle the "Verified" switch to the ON position to allow them to log in.
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% Admin Panel

o @ Admin Administrator ~
lunicipality of Placer, SON

User Accounts ]

&7 Registered Business Owners

Show 10 ~ entries Search
D 4 Name Email Contact Registered Verified
4 Lycah Lingo kalaylingo24 @gmail.com 09514600861 Oct 14, 2026 Q
Cherry Mae
42 Y klangmors26 @gmail.com 9382226364 Oct 14, 2026 ()
Morales verifie
Kimbe:
47 mberly samoyakimberly957 @gmail.com 9671603660 Oct 15, 2026 [ @
Samoya Verifi
Kimbe:
48 mberly samoyakimberly55@gmail.com 9671603660 Oct 15, 2026 [ @)
Samoya verified
49 James Manalo samoyakimberly54 @gmail.com 9754515445 Oct 15, 2026
Verified
E

Figure 4.2a - Registered Business Owners list

@ Admin Administrator ~
Samoya

Kimberly

48 Samoye samoyakimberly55 @ gmail.com 9671603660 Oct 15, 2026 ()|
49 James Manalo ‘samoyakimberty54 @gmail.com 9754515445 Oct 15, 2026 ‘) .
50 Dejemar y sar jemar19@; il.com 9671603660 Oct 15, 2026 QI
51 Melgerose Lade  melgeroselade@gmail.com 9123456789 Oct 15, 2026 ()1
52 Ecel Ladaga ecellaga21@gmail.com 9067344705 Oct 15, 2026 ()I
53 :':::‘r: Mae lingokalaylycah@gmail.com 09514600861 Oct 15, 2026 ‘D .
Showing 1 to 9 of 9 entries Previous n Next

Figure 4.2b - Registered Business Owners list (cont.)

Only verified accounts can log in and apply for permits.

I 4.3 Managing Announcements

® Click "Announcements" on the left sidebar.
® Review the list of pending announcements submitted by BPLO staff.

® Click the Check (Approve) icon to publish, or the Trash (Reject) icon to decline.
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\dmin Administrator ~

Manage Announcements

&1 All Announcements

Show 10 ~ entries Search
[[+] v Title Content Created By Status Date Actions
Municipal-Wide Prayer The Municipality of
7 Rally and Spiritual Placer, in cooperation  Admin Administrator Approved Oct 17, 2026
Enhancement Program with lo...

s BUSINESS PERMIT ;Te Mu;m.pal uml Admin Administrat Sep 14, 2026
cer, Suri imin Administrator g
RENEWAL 2027 a u. gao del istrator Approved ep
Norte remi...

%1 Announcements
Showing 1 to 2 of 2 entries Previous Next

Figure 4.3 - Manage Announcements page
I 4.4 Editing Portal Content (System Settings)

Click "System Settings" on the left sidebar.
Select the page tab you want to edit (Home Page, About Page, etc.).
Click into the text fields to edit the Hero Title, Hero Subtitle, or Info Cards.

Click "Save Changes" to update the live website.

@ Admin Administrator ~
—o 3
= System Settings A e pogs cariond
(@) Edits here update the live text on the public pages about.php, contact.php, index.php, and permit.php.

i Home Page 37 fisids

Hero — Title (HTML)

Municipal<br>services for<br>Placer, in one<brsplace.

b for line breaks

Hero — Subtitie

Apply for a business permit, follow your application, and see what is happening in town without a trip to the Municipal Hall

=7 System Settings

Tracker Card — Title

Figure 4.4a - System Settings page
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Municipality of Placer, Surigao del Norte

Admin Panel

5

iministrator

i) About Page 18 feiss

Hero — Title

About Buyawanong Placer

Hero — Subtitle

Aweb portal for the Municipality of Placer, Surigac del Norte. It brings municipal services onling so residents spend less time on paperwork and queues

Info Card 1 — Title
Placer, SDN
Into Card 1 — Deseription

Serving the Municipality of Placer, Surigao del Norte, through accessible municipal information and services:

Infe Card 2 — Title
Business Permit Services
Info Card 2 ~ Description

Helping business owners apply for or renew permits and monitor their application staius online.

Figure 4.4b - System Settings (About Page)

Buyawanong Placer | User Manual v1.0 Page 34 of 35



THANK YOU

Thank you for using Buyawanong Placer - the Municipality of Placer's one-stop
digital information portal.

MUNICIPALITY OF PLACER
Surigao del Norte, Philippines

bploplacer@gmail.com | treasuryofficeplacer@gmail.com

Mon-Fri, 8:00 AM - 5:00 PM



