
USER MANUAL FOR OLMS 

 

HOW TO USE THE SYSTEM 

1. Go to your browser 

 

 

 

 

 

 

 

 

 

 

2. Input this URL http://27.110.165.6:9229/ in your search box 

 

 

 

 

3. Look for “DENR-OLMS”, then click. 

  

 

 

 

 

 

 

 

 

 

http://203.160.181.242:84/


4. Look for ‘OLMS Login’, then click. 

 

 

 

 

 

 

5. Input your OSEC/TIN and Password, then click ‘Sign in’. Note if first time login use your 

OSEC or TIN as password. 

 

  

 

 

 

 

 

 

 

 

 

6. Once successfully login to your account, you will prompt to input and update your password, 

then click ‘Confirm’.  

 

 

 

 

 

 

 

 

 



7. OLMS Dashboard allow employee to view and monitor their LEAVE CREADITS and 

SUMMARY OF DEDUCTED CREDITS. 

 

 

For Personnel/Administrator Account, the dashboard allows him/her to view employee with LOW 

LEAVE CREDITS for Vacation and Sick Leave.  

   

 

 

 

 

 



8. Click ‘NOTIFICATION BELL’ view all status of request.  

  

 

 

 

 

 

 

 

 

 

10. Click ‘PROFILE ICON’ and ‘MY ACCOUNT’ to modify account information.   

 

 

 

 

 

 

 

 

 



11. click ‘PROFILE ICON’ and ‘CHANGE PASSWORD’ to change your account password. 

  

 

12. Click ‘FILE LEAVE’ to schedule and submit your application. 

 

 

  

 

 

 

 

 

 

 



13. Select the SIGNATORIES and click ‘CONFIRM’ to proceed to ‘LEAVE FORM’. Note clicking 

URGENT REQUEST allows employees to submit application without restriction but for approval 

of personnel section.  

 

 

 

 

 

 

 

 

 

 

14. Fill up the LEAVE FORM and click ‘SUBMIT’.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



15. Click ‘LEAVE REQUEST’ to view employee request or status of your request.  

  

 

 

 

 

 

 

 

 

 

 

16. Click ‘EYE-ICON’ to view the details of employee or your request.  

 

17. Click ‘EDIT-ICON’ allow you to modify or edit your request before signed by DIVISION 

CHIEF.  

 

 



 

18. Check ‘APPROVED TAB’ or ‘RETURNED TAB’ if the request is approved or returned.  

 

19. For ‘PERSONNEL OR ADMIN’, click ‘EMPLOYEE LIST’ to view previous request of specific 

employee.  

  

 

       

 

 

    

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 



 

20. Click ‘FILTER ICON’ to sort employee records and click ‘EYE ICON’ to view all his/her 

‘LEAVE REQUEST’. 

  

 

21. To sort employee records, select either DIVISION or SECTION, or both at the same time. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 



22. Click on ‘CALENDAR’ to add holidays and prevent them from being selected when filling out 

the ‘LEAVE APPLICATION’. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

23. Click ‘ADD ICON’ to add ‘HOLIDAYS’. 

  

 

 



24. Click ‘+’ to add more rows and input HOLIDAY, then ‘SUBMIT’.  

 

  

 

 

 

 

 

 

 

 

25. Click ‘PEN’ or ‘TRASH’ icon to edit or remove the holiday. 


