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SCHOOL PROFILE FACILITY

For Schools

❑ There are two ways to download the appropriate 

template based on school’s COC:

• Download the blank template

• Download the template with data submitted from 

previous SY

❑ Upload the filled-up form to the school profile facility

For Divisions

Can monitor/validate uploaded school profile

For Regions

Monitor schools who have already uploaded their 

school profile

SCHOOL PROFILE FACILITY



IMPORTANT  
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IMPORTANT GUIDELINESIMPORTANT GUIDELINES

Only the School Head user account will be
able to download the School Profile template
and upload it once it has been accomplished.

Only template/s downloaded from the BEIS
website can be uploaded.

Users can upload their accomplished School
Profile as many times as needed; however,
only data from the latest uploaded version
will be saved in the database.

User can change the file name of the 
template.
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Template/s available for download will be based
on the school’s COCs.

You are only required to fill in white cells. 

Meanwhile, you can select the check () from the 

dropdown for cells requiring check responses.

The system will still allow uploading of the form
with incomplete data. Any blank data cells (with
numeric value) will be converted to zero (0) in
the database.

Fill out all data cells manually. Do not use
shortcuts like copy and paste, cut and paste, and
most especially, drag and drop.
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For data cells requiring numeric values:

❑  Input whole number for data cells requiring 
whole numbers.
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For data cells requiring numeric values:

❑ Input decimal number for data cells requiring  
decimal numbers.
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For checkboxes options:

❑ Any checkbox option where both “Yes” and

“No” are selected will be considered as

“YES”.

❑ Any checkbox option without an answer 

will be  considered as “NO”.
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Please note that some items require only one 

answer. Users must read the instructions 

carefully before responding.
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Other items can accept multiple answers. 
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For the integrated schools connected to only one 

source of electric meter, water meter and 

internet, get the average  monthly bill and divide 

the average amount into number of levels. Then 

enter the resulting amount in the space provided. 
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For the integrated schools with separate billing 

each for electricity, water and internet, get the 

average monthly bill for each level, and declare 

each amount in their respective government 

school profile form.
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Your version of Excel should at least be MS Office 2010.

Dates can be in these formats: M/D/YYYY or D/M/YYYY.

Observe validations on data cells. Please find samples

for validation:
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Data Elements with Validation Validation Messages

Learners Please enter valid number

between 0-20,000.
• Assistive Device
• Locally Funded Teachers
• Locally Funded Non-teaching Personnel
• Teaching Related and Non-Teaching Personnel
• Teaching Personnel & Other Teachers Data
• LAC Sessions
• Action Research
• Number of Activities Conducted
• Number of Reported Cases for YES-O
• Functional ICT Equipment
• Functional E-Cart Components
• Washing Facilities
• Number of Reported Cases / Incidences
• Adolescent Reproductive Health Data
• Comprehensive Tobacco Control Data
• Classroom

Please enter valid number

between 0-999.



IMPORTANT GUIDELINES
Data Elements with Validation Validation Messages

• Date Established (Year) 
• Year Acquired

Please enter valid year between 
1600-2024.

Total Amount Utilized Please enter amount between 0-
20,000.00.

Average Monthly Expense / Bills

• Internet Connection / Electricity / Water 

• Cellular Communication / Operation & 

Maintenance of Sanitation Facilities

Please enter amount
between 0-500,000.00. 

Please enter amount

between 0-100,000.00.
Average Monthly Salary – Locally Funded Non-
Teaching Personnel

Please enter amount

between 0-100,000.00.

Vocational School Administrator I-III (JHS) & 
School Principal I-IV

The sum of Vocational School 

Administrator I to III and School 

Principal I to IV shall not exceed 1 

because only 1 Vocational School 

Administrator /  School Principal 

is allowed to manage a school.
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Data Elements with Validation Validation Messages

No. of Guidance Counselor/s in Career Guidance 
Program

Please enter valid number

between 0-40.
Functional Computers Please enter valid number

between 0-15,000.
Speed Test

• Date Tested

• Time Tested

• Ping (ms)

• Download / Upload (Mbps)

Please enter date between 
January 1, 2025 to May 31, 2025 
in M/D/YYYY or D/M/YYYY 
format (depends on your 
computer’s date).

Please enter valid time in 
hh:mm:ss format.

Please enter valid number 
between 0-320.

Please enter valid number 
between 0-2,000.00 and limit 
value with 2 decimal places.



IMPORTANT GUIDELINES
Data Elements with Validation Validation Messages

MOOE Allocation, Utilization & Liquidation Please enter amount
between 0-20,000,000.00. 

Number of Hours available in a day Please enter number of hour/s

between 1-24.
Total Land Area (in square meters) Please enter valid number

between 0-200,000.00.
Travel Details:
• Travel Cost

• Travel time / Time spent (in minutes)

Please enter amount from 0-

9,999.00.

Please enter time in minutes.
Number of units available for medical devices / 
equipment / instruments

Please enter valid number

between 0-2,000.
Number of DMFT / dmft Please enter valid number

between 0-20,000.
Disasters / Calamities Related Data Please enter valid number

between 0-99.
Number of Days Please enter valid number

between 0-366.
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Steps:

1. Log in to http://beis.deped.gov.ph using your 

School Head Account.

2.  Click on the Basic Education Information System 

link under the DepEd Apps group panel.

http://beis.deped.gov.ph/


DEMO

Steps:

3. Click the Upload tab.



DEMO
Steps:

❑ 4. Download the School Profile template/s. There are two 

ways to download the appropriate template based on 

school’s COC:

• Download the blank template (Current Version)

• Download the template with data submitted from 

previous SY (Import from previous SY)



DEMO

Steps:

5. Accomplished the downloaded template/s.



DEMO

Note that some questions have drop down  

options.
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Steps:

6. Click the School Profile button to search for 
the file to be uploaded.



DEMO

Steps:

7. Click the Upload Now button.



DEMO

If there are errors found in the uploaded file:

A. An error notification message will be displayed.



DEMO

If there are errors found in the uploaded file:

B. A table (TEMPLATE ERRORS) will be displayed

for the list of errors found in the uploaded template.



DEMO

If the uploaded file has no errors, the notification 
message “School Profile Successfully
Uploaded” will be displayed.



DEMO

Steps:

8. To view/download the uploaded template/s, click
the Dashboard tab. Then, click the template‘s
name under School Profile column.



DEMO

School can no longer upload the school profile

template/s once it has been validated by the Division

Planning Officer (DPO).

For reversion request, kindly contact your respective  

DPO.



THANK YOU
+632 8636 4878

+632 8633 2658

support.ebeis-  

lis@deped.gov.ph

DepEd Learner  

Information System (LIS)  

National Help Desk

Senior High School LIS

Official Helpdesk

mailto:lis@deped.gov.ph
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