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1 | O n l i n e  E m p l o y e e  R e q u i s i t i o n  F o r m  S y s t e m  
 

LOGIN PAGE 
 

 

 

This is the default login page when you visit the OERF System. To login, the User 

should provide their Username/Email and Password. 

 

To access the Online Employee Requisition Form System, please visit 

https://oerf.ancplus.com/ and log in using your account credentials. 

https://oerf.ancplus.com/
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DASHBOARD 

 

 

A. List of Modules the user is allowed to access. 

B. System Dashboard 

  

B 

A 
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ERF 

 

In the ERF Module, there is a submodule called "Completed Request/s" where the user 

can view all the requests that have been completed and resulted in a successful hire. 

This submodule provides a comprehensive list of all the requests that have reached the 

final stage of the recruitment process. 

 

In addition to the Completed Request/s submodule, there is a separate table that 

displays all the requests that have been assigned to the user. This table specifically 

shows the requests that have been assigned to the user for processing or handling, 

allowing them to easily track and manage their assigned tasks. 
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Certainly! If the user wants to view a specific request in detail, they can simply select 

the desired request from the list and click on the "View" button next to it. This action will 

redirect the user to a page displaying all the credentials and information associated 

with the selected request. This allows the user to have a comprehensive view of the 

request's details, such as the applicant's information, position, department, and other 

relevant data. 

 



5 | O n l i n e  E m p l o y e e  R e q u i s i t i o n  F o r m  S y s t e m  
 

 

Upon clicking the "View" button, the user will be able to see all the credentials and 

information related to the request. Additionally, the user can access the approval 

history of the request by clicking the "Approval History" button. This provides a record of 

all the approvers who have reviewed and approved the request. Furthermore, if there 

are any supporting documents attached to the request, the user can easily view them 

by clicking the "View PDF" button. This allows the user to review any relevant 

attachments or supplementary materials associated with the request. 
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If the user wishes to change the status of the request, they can do so by clicking the 

"Change Status" button. This will open a modal displaying the current status of the 

request. To change the status, the user can simply click on the dropdown button that 

contains the available status options. The available status options include: 

1. Applicant Endorsed 

2. For Final Interview 

3. Sent LOR (Letter of Recommendation) 

4. Scheduled for Orientation and Contract Signing 

5. Assigned 

6. Hired 

Once the desired status is selected from the dropdown, the user may input his/her 

desired remarks or additional information regarding the change of status and after that 

the user can now save the changes to update the status and remarks of the request 

accordingly. 

 

If the user selects the "Hired" status for a request, indicating that the recruiting process is 

complete, the request will be moved to the Completed Request module. This module is 

specifically designed to store and display requests that have reached the final stage 

and resulted in successful hires. It serves as a record of completed requests and allows 

for easy reference and retrieval of relevant information. 
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Below the credentials of the request, the user will indeed see the current status 

of the request. Additionally, they will find information about the approval 

process, including the name of the approver who approved the request and 

the date it was approved. Furthermore, the user will see details about the HR 

Supervisor who received the request and the date it was received. Lastly, the 

assigned HR staff member and the date of assignment will also be displayed, 

providing transparency and accountability throughout the request handling 

process. 
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Completed Requests 

 

Once a request has completed its processing and has resulted in a successful hire, it will 

be moved to the Completed Requests submodule. In this submodule, the user can view 

and manage all the requests that have been successfully fulfilled and closed. It 

provides a comprehensive overview of the completed requests, allowing the user to 

track and review the hiring outcomes. 
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To view all the credentials of a specific request in the Completed Requests submodule, 

simply choose the desired request and click the "View" button next to it. This action will 

redirect the user to a page where they can access and review all the credentials 

associated with that request. 
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After being sent to the Completed Request module, the user can now set the Date 

Hired for the said request. The user may simply click the "Set Date Hired" button and pick 

the date when the request was hired. 
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My Account 

 

In the My Account module, users can access their account credentials and 

make changes if needed. To change the password, the user can simply click on 

the "Change Password" button. This will allow them to input their desired new 

password and confirm it by re-entering it. Once the new password has been 

entered and confirmed, the user can click the "Change" button to finalize the 

password change. 
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If the user wishes to update their credentials, they can easily do so by clicking 

the "Edit" button. This will enable them to make necessary changes to their 

credentials. Once the editing of credentials is completed, the user can click the 

"Edit" button again to confirm the changes and update their credentials 

accordingly. 
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