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	Proposed Title
	
ClareFiles: A Web-Based System for Managing Academic Document Request at St. Clare College of Caloocan


	Area of Investigation
	
This study focuses on developing a fully digitalized web-based system, ClareFiles, to enhance the process of requesting academic documents at St. Clare College of Caloocan. The investigation aims to improve the current online document request system by integrating online request submission, online payment processing, automated delivery of scanned documents via email, and door-to-door delivery of physical copies.

The study examines how the system can make the document request process faster, more efficient, and more organized for students from elementary to college levels, as well as for administrative staff. It also explores features such as real-time request tracking, clear instructions, and centralized management to reduce delays, minimize errors, and improve overall communication between students and staff.

By investigating these areas, the study seeks to provide a seamless, user-friendly, and fully integrated platform that addresses the limitations of the current system and modernizes administrative services at the institution.


	Reasons for Choice of Project
	
The project, ClareFiles, was chosen to fully digitalize the online document request system at St. Clare College of Caloocan. Although the school currently allows students to submit requests online, some parts of the process, such as payment processing, delivery of scanned documents, and door-to-door delivery of physical copies, still require manual handling or separate channels. This can lead to delays, confusion, and inefficiency for both students and administrative staff, especially during peak periods.

The project aims to improve service efficiency by streamlining the workflow for requesting, paying for, and receiving academic documents. Students from elementary to college levels will benefit from the convenience of submitting requests, paying fees online, tracking request status, and receiving documents via email or home delivery, all within a single platform.

Additionally, the system will help reduce errors and confusion by providing clear instructions and centralized information. It also supports the school’s efforts to modernize administrative processes and prepare for future improvements in digital services. Overall, this project was chosen to provide a more organized, accessible, and user-friendly system for both students and staff.


	Importance of the Study
	
The development of ClareFiles, a fully digitalized online document request system, is important for several reasons. For students from elementary to college levels, the system provides a convenient and efficient way to request academic documents, pay fees online, and receive scanned copies via email or door-to-door delivery. This reduces the need for physical visits, minimizes waiting time, and ensures that the process is faster and clearer.



For administrative staff, the system streamlines workflow by organizing requests, payments, and document releases digitally. This reduces manual errors, paperwork, and the burden of managing long queues, allowing staff to focus on timely and accurate processing.

For the institution, ClareFiles promotes digital transformation and modernized administrative services, enabling the school to provide better support to students, especially during busy periods such as enrollment, graduation, or school transfers.

Finally, for future researchers, this study serves as a reference for developing similar systems in other schools or adapting the concept for different administrative needs. Overall, the study contributes to a more efficient, organized, and student-friendly academic environment.


	Target Users/Beneficiary
	
· Students (Elementary to College Levels):
· Can submit document requests online through a centralized platform.
· Can pay document fees securely using digital payment methods.
· Can receive scanned copies of requested documents via email.
· Can opt for door-to-door delivery for physical copies, enhancing convenience and accessibility.

· Administrative Staff:
· Can manage document requests more efficiently by centralizing submissions, payments, and status tracking.
· Reduces the risk of errors, minimizes paperwork, and lowers the workload from manually processing requests or handling long queues.

· The Institution:
· Benefits from improved service delivery and modernized administrative processes.
· Can provide faster, more organized, and student-friendly services, enhancing the overall academic support system.






· Future Researchers and Developers:
· Can use this study as a reference for designing similar fully digitalized systems in other educational institutions.
· Demonstrates the advantages of integrating online request submission, payment, and document delivery into a single platform.


	Similarity with any Previous Study/Project
	
1. RMSColCred by Antonio and Roda (2025)
RMSColCred is a web-and-mobile platform developed to streamline academic document requests in a Philippine college setting. Similar to ClareFiles, it integrates notifications to keep users informed about the status of their requests, improving transparency and communication. The system demonstrated improvements in request processing speed, accessibility for students and staff, and a reduction in administrative workload. ClareFiles adopts a similar approach by centralizing the document request process, incorporating online submission, payment, and automated delivery of scanned documents via email to enhance efficiency and reduce manual interventions.


2. Online Document Requisition (ODR) System at PHINMA Cagayan de Oro College (Casicas, Castro, Macaindig, and Labadan, 2024)
The ODR system at PHINMA Cagayan de Oro College focused on reducing physical queues and improving workflow transparency through online document requests. This system allowed students to submit requests digitally, thereby minimizing congestion in the registrar’s office and streamlining administrative processes. ClareFiles shares the same objective of reducing delays and enhancing transparency but expands on it by fully integrating online payment, automated delivery of scanned documents via email, and door-to-door delivery of physical copies, offering a more complete and seamless digital document management solution.

3. Contextualized Online Document Management System by Orioque, Pajaron, and Cabardo (2024)
Orioque, Pajaron, and Cabardo developed a contextualized online document management system for accreditation documents, which was evaluated highly for functionality, usability, and efficiency. The system provided centralized management, real-time tracking, and a user-friendly interface for administrative staff. ClareFiles builds upon this concept by applying centralized management and real-time status tracking to academic document requests for students across all levels. Additionally, ClareFiles incorporates features such as online payment, email delivery of scanned documents, and door-to-door delivery, aiming to provide a fully integrated and modernized process that enhances both staff efficiency and student convenience.
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