E-FILE201: A Secure Digital Inventory and Request System for Non-Teaching Personnel Records at SDO Quezon City
Abstract
The management of personnel records remains a significant challenge in many educational institutions and government offices that continue to rely on manual and paper-based systems. At the Schools Division Office (SDO) of Quezon City, the handling of 201 files for non-teaching personnel involves physical storage, manual retrieval, and in-person request processing, which often result in delays, inefficiencies, and risks of document loss or deterioration. This study aimed to develop E-FILE201, a secure digital inventory and request system designed to improve the management, accessibility, and security of non-teaching personnel records. The study employed a descriptive-developmental research design using qualitative methods, including interviews, direct observations, and document analysis, to assess the existing workflow and identify operational challenges. Findings revealed that the manual system caused retrieval delays, file mismanagement, inadequate monitoring, and inconvenience for personnel requesting records. In response, the proposed system integrated a centralized digital repository, online request functionality, secure user authentication, audit trail monitoring, and role-based access control. The study found that the implementation of E-FILE201 has the potential to significantly improve operational efficiency, reduce physical transactions, enhance document preservation, and strengthen accountability in records management. The results support the importance of digital transformation in educational administrative offices and demonstrate how a secure digital records system can improve service delivery and organizational productivity.
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Introduction and Literature Review
The rapid advancement of digital technology has transformed the way organizations manage information, documents, and administrative operations. In both public and private institutions, digital records management systems have become increasingly important in improving efficiency, accessibility, transparency, and security. Educational institutions and government offices, in particular, rely heavily on accurate and organized documentation to support administrative processes, maintain compliance, and provide timely services to employees and stakeholders. Despite these developments, many offices in the Philippines still depend on traditional paper-based methods for storing and processing records, resulting in operational inefficiencies and increased risks related to document management.
One of the most critical administrative records in educational institutions is the employee 201 file. These files contain important personal, employment, and administrative information used for verification, promotions, payroll processing, and other personnel-related transactions. In many organizations, including the Schools Division Office (SDO) of Quezon City, the management of 201 files for non-teaching personnel remains largely manual. During the researchers’ On-the-Job Training (OJT), several challenges associated with the current system were observed. Files were stored physically in cabinets and folders, retrieval procedures required extensive manual searching, and personnel requesting records were required to physically visit the office and complete request forms manually. Additionally, some files showed signs of deterioration due to aging, repeated photocopying, and prolonged physical storage.
The manual nature of the current system creates several operational problems. Retrieval processes are time-consuming and labor-intensive, especially during periods of high demand. Physical records are vulnerable to damage, loss, and misplacement, while manual monitoring through logbooks reduces accountability and makes tracking difficult. These limitations negatively affect service delivery, productivity, and user satisfaction. Non-teaching personnel who need copies of their records often experience inconvenience due to travel requirements, processing delays, and lack of status updates regarding their requests.
Digital transformation has emerged as a practical solution to address these challenges. According to Baue and Murninghan (2011), digital technologies improve organizational accountability, transparency, and operational responsiveness by enhancing accessibility and communication processes within administrative systems. Similarly, Mollins and Taskin (2023) emphasized that digitalization enhances productivity by automating administrative tasks and improving the management of organizational information. These findings suggest that implementing digital systems can significantly improve organizational workflows and reduce inefficiencies associated with manual operations.
In the field of human resource management, Babre (2022) highlighted that digital document archives streamline personnel file management by centralizing employee records, improving accessibility, and automating routine processes. Digital systems also enhance security through controlled access and audit mechanisms, reducing the risk of unauthorized access or data loss. Smith (2024) further explained that digital records improve preservation, retrieval, and operational efficiency in government records management.
Several local studies also support the importance of digital records management systems in the Philippine context. Viloria (2022) discussed that the digital conversion of employee 201 files improves operational efficiency, minimizes dependence on physical storage, and strengthens accountability through audit logs and controlled access mechanisms. Oatemar (2024) emphasized the importance of organized and digitized personnel files in supporting efficient administrative operations and maintaining compliance with institutional standards.
Cuevas and Casauay (2022) developed an Electronic Document Archival System to address problems associated with the manual storage, retrieval, and organization of employee records. Their study revealed that physical records were vulnerable to duplication, loss, and slow retrieval processes, while digital systems significantly improved organization and accessibility. Similarly, Balangat (2025) identified weaknesses in records management systems within local government units, including inconsistent procedures and inadequate security practices, highlighting the need for digital transformation and standardized policies.
The importance of data security in digital records systems has also been emphasized in previous studies. Jain, Maheshwari, Singhal, and Vishnoi (2025) explained that digital HR systems handling sensitive personnel information must implement cybersecurity measures such as encryption, secure authentication, and role-based access control to prevent unauthorized access and protect data privacy. This is particularly important for systems handling confidential government personnel records.
The reviewed literature and studies collectively demonstrate that digital records management systems improve efficiency, transparency, accountability, and accessibility while reducing operational risks associated with manual processes. However, many institutions still experience challenges in transitioning from traditional systems to digital platforms. Existing studies have focused on general document management, employee records digitization, and government archiving systems, but limited research specifically addresses digital inventory and request systems for non-teaching personnel records within educational administrative offices.
This study addresses that gap by developing E-FILE201, a secure digital inventory and request system specifically designed for the management of non-teaching personnel records at the Schools Division Office of Quezon City. The proposed system integrates a centralized repository, online request functionality, secure authentication, audit trails, and role-based access control to improve document handling, monitoring, and service delivery. Through this study, the researchers aim to contribute to the modernization of administrative record management and support the ongoing digital transformation initiatives in educational institutions.


Methodology
This study employed an applied research approach using a descriptive-developmental research design to analyze the existing records management practices at the Schools Division Office (SDO) of Quezon City and develop a digital solution that addresses identified operational challenges. The descriptive component focused on examining the current manual processes involved in storing, retrieving, and requesting 201 files of non-teaching personnel, while the developmental component involved the planning, design, development, and evaluation of the E-FILE201 system.
A qualitative approach was utilized in gathering data related to the existing workflow and user experiences. Data collection methods included interviews, direct observation, and document analysis. Structured interviews were conducted with Human Resource personnel and selected non-teaching personnel to identify difficulties encountered in file handling, request processing, monitoring, and retrieval. The interviews also explored user expectations and desired features for a proposed digital system.
Direct observation was conducted within the office to assess how files were physically stored, retrieved, monitored, and processed. The researchers observed the handling of request forms, the use of manual logbooks, and the methods used in organizing physical personnel records. An observation checklist was used to document inefficiencies, delays, and security risks associated with the manual system.
Document analysis was also performed to examine existing records, request forms, and logbooks used by the office. This process helped validate the information gathered from interviews and observations and provided additional insights into the frequency of requests, monitoring practices, and existing record management procedures.
The participants of the study included Human Resource staff members from the Non-Teaching Personnel Unit and selected non-teaching personnel who previously requested copies of their 201 files. Purposive sampling was used to ensure that the respondents had direct experience with the records management and request processes being studied.
Based on the findings gathered during the descriptive phase, the researchers designed and developed E-FILE201, a secure digital inventory and request system for non-teaching personnel records. The system included several major features such as a centralized digital repository, online request submission, request monitoring, audit trail logging, secure authentication, account management, and role-based access control for users, staff, and administrators.
The development process included system planning, interface design, database structuring, coding, and functionality testing. The system was designed to allow authorized personnel to upload, retrieve, and organize digitized records securely while enabling users to request scanned copies of their files remotely.
The gathered data were analyzed using descriptive analysis. Responses from interviews and observations were categorized into themes related to operational efficiency, accessibility, security, and user satisfaction. Frequency observations and qualitative interpretations were used to explain the identified problems and evaluate the potential effectiveness of the proposed digital system.


Results and Discussion
The findings of the study revealed several major issues affecting the current management and request process of 201 files for non-teaching personnel at the Schools Division Office of Quezon City. These findings were derived from interviews, observations, and document analysis and were organized into thematic categories to clearly present the operational challenges and the potential benefits of implementing the E-FILE201 system.
One of the primary findings was the continued dependence on manual and paper-based file management. Personnel records were stored physically in cabinets, folders, and storage boxes, with limited digital backup mechanisms available. The absence of a centralized digital repository created difficulties in organizing and retrieving records efficiently. Staff members reported that searching for files often required manual checking of multiple storage locations, especially when documents were misfiled or poorly labeled. These findings support the observations of Cuevas and Casauay (2022), who noted that traditional paper-based archival systems often lead to inefficient retrieval processes and higher risks of data loss.
The study also found that file retrieval and request processing were highly time-consuming. Personnel requesting copies of their 201 files were required to physically travel to the Schools Division Office, manually fill out request forms, and wait for staff members to locate and verify records. In some cases, processing requests took several days, particularly during busy periods or when requested files were difficult to locate. Respondents expressed frustration regarding the lack of updates and the inconvenience associated with physical transactions.
These findings demonstrate the operational limitations of manual systems in handling large volumes of records. Similar observations were discussed by Viloria (2022), who emphasized that manual personnel file systems increase administrative workload and reduce service efficiency. The implementation of a digital request feature within E-FILE201 directly addresses these concerns by allowing users to submit and monitor requests remotely.
Another significant issue identified during the study was the vulnerability of physical records to deterioration, loss, and misplacement. Several respondents reported incidents involving missing folders, damaged documents, and unclear photocopies caused by aging and repeated handling of files. Physical records stored over long periods become increasingly difficult to preserve, particularly when storage conditions are inadequate.
The proposed E-FILE201 system addresses this issue by providing a centralized digital repository where scanned copies of records can be securely stored and preserved. Digitization minimizes physical handling of documents and creates backup copies that reduce the risk of permanent data loss. This finding aligns with the study of Smith (2024), which highlighted that digital documents improve preservation and accessibility while supporting long-term records management.
The study further revealed weaknesses in monitoring and accountability within the existing system. File requests and access activities were recorded manually through logbooks, which were often incomplete, inconsistent, or difficult to review. Without an automated monitoring mechanism, tracing user activities and identifying unauthorized access became challenging.
To address this problem, E-FILE201 integrates an audit trail feature that records user actions such as logins, file uploads, approvals, rejections, and request processing activities. Audit trails improve transparency and accountability by providing a reliable digital history of system transactions. According to Babre (2022), audit logs and controlled access mechanisms are essential features of modern digital records systems because they strengthen organizational monitoring and data integrity.
Security was another major concern identified during the study. Personnel records contain confidential information that requires proper protection against unauthorized access and misuse. Participants emphasized the importance of implementing secure access control and verification processes.
In response, the E-FILE201 system incorporates role-based access control, secure user authentication, and email verification processes to ensure that only authorized users can access records and system features. Administrators and staff members are granted different access privileges depending on their responsibilities, while users can only request and monitor their own records. These security measures align with the recommendations of Jain et al. (2025), who emphasized the importance of cybersecurity safeguards in digital HR systems.
The implementation of online request functionality was viewed positively by participants. Non-teaching personnel appreciated the convenience of being able to request files remotely without traveling to the office unnecessarily. Respondents noted that this feature would reduce transportation expenses, save time, and improve overall accessibility to personnel records.
The findings also indicated that the proposed system could improve office productivity and reduce administrative workload. Automated request monitoring, searchable repositories, and digital tracking mechanisms streamline operations and reduce the time spent locating files manually. Staff members also noted that digital systems would make reporting and monitoring easier through automated summaries and downloadable reports.
The results of this study demonstrate that the implementation of E-FILE201 has the potential to significantly improve records management practices within the Schools Division Office of Quezon City. By digitizing records and integrating request management, audit trails, and security features, the system addresses major inefficiencies associated with manual processes.
Moreover, the study highlights the broader significance of digital transformation in educational administrative offices. Modern digital systems not only improve operational efficiency but also enhance accountability, transparency, and service delivery. The positive responses from participants indicate strong organizational support for adopting digital solutions to improve records management.
Overall, the findings confirm that E-FILE201 provides a practical and effective solution for addressing the limitations of manual personnel file management. The system contributes to improved accessibility, stronger data protection, better monitoring, and increased user satisfaction while supporting the modernization efforts of educational institutions.



Table 1. Summary of Identified Problems and Effects 
	Identified Problem
	Observed Effect

	Manual file retrieval
	Delayed processing of request

	Physical storage of records
	Risk of document deterioration

	Manual logbook monitoring
	Difficulty tracking transactions

	In-person request processing
	Inconvenience for personnels

	Lack of centralized repository
	Inefficient file organization






Conclusion
The study concluded that the current manual system used for managing and requesting 201 files of non-teaching personnel at the Schools Division Office of Quezon City is inefficient, time-consuming, and vulnerable to operational risks. The reliance on paper-based records and manual procedures contributes to retrieval delays, document deterioration, misplacement of files, weak monitoring mechanisms, and inconvenience for personnel requesting records.
The findings revealed that physical records management practices are no longer sufficient to meet the increasing demands for efficiency, accessibility, accountability, and security in administrative operations. Manual logbooks and physical storage systems limit the office’s ability to monitor transactions effectively and increase the risk of data loss or unauthorized access. Non-teaching personnel also experience difficulties due to the requirement of physical travel, lack of real-time updates, and slow request processing procedures.
To address these issues, the researchers developed E-FILE201, a secure digital inventory and request system specifically designed for the management of non-teaching personnel records. The system integrates a centralized digital repository, online request submission, secure authentication, audit trail monitoring, and role-based access control. These features collectively improve records organization, retrieval speed, accessibility, monitoring, and data security.
The implementation of E-FILE201 has the potential to significantly improve operational efficiency within the Schools Division Office of Quezon City. The system minimizes manual workload, reduces physical document handling, shortens processing time, and enhances accountability through digital monitoring mechanisms. In addition, the online request feature provides convenience to users by allowing remote submission and monitoring of requests, reducing unnecessary travel and administrative delays.
The study also demonstrates the importance of digital transformation in educational institutions and government offices. Adopting secure digital records management systems supports organizational modernization, improves service delivery, and strengthens compliance with data privacy and security standards. The positive feedback from participants indicates organizational readiness and strong support for transitioning from manual to digital processes.
Furthermore, the findings of this study may serve as a reference for other educational institutions and government agencies seeking to modernize their records management systems. Future researchers may further enhance the system by integrating cloud-based storage, mobile accessibility, automated notification systems, and advanced analytics for monitoring records management performance.
In conclusion, E-FILE201 provides a practical, secure, and efficient solution for improving the management and request process of non-teaching personnel records. The study supports the growing need for digital innovation in administrative operations and highlights the significant role of technology in enhancing organizational efficiency, accountability, and user satisfaction.
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