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STEP 1
REGISTER AN ACCOUNT
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Add each of your office services individually. Later, you'll assign these services to the
respective offices responsible for providing them. Keep in mind, a single service can be

assigned to multiple offices. Be sure to include all the services listed in your citizen's
charter so that you can assign them to the appropriate offices later.

STEP 2
ADD ALL OFFICE SERVICES
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You can use the pencil icon to edit a service or the trash icon to delete it. Be sure to
include all the services listed in your citizen's charter so that you can assign them to the

appropriate offices later.



The office name you provide during registration becomes your account's main office.
You can add sub-offices by clicking the plus icon next to the office name. Be sure to
organize offices according to their hierarchy, as this will be especially useful when

generating reports for both main offices and their sub-offices. Sub-offices can have
their own sub-offices, and so on. The indentation of office names will indicate the

hierarchy between main offices and sub-offices.

You can use the pencil icon to edit a sub-office and its description. Likewise, you can
use the trash icon to delete an office.

STEP 3
ADD OFFICES
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In this example, we will be adding services to the Human Resource Department. Click on
the “No Services” label.

STEP 4
ASSIGN SERVICES TO OFFICE
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Select the service from the Services dropdown.
Check the External Client box if the service selected is available to external clients.
Do the same for the Internal Client option.
Check the Include Cost box if a payment is required for the service.
Lastly, check the Allow N/A box if you want to permit clients to submit N/A answers in
the CSM form.



You will be provided with four links for the evaluation: one for online/external clients, one
for online/internal clients, one for onsite/external clients, and one for onsite/internal
clients. The term online refers to services that are availed online.

Take note that these links are office-specific, meaning only the services from this office
will be available for the client to choose from when filling out the form. If the system
detects that this office has sub-offices, another set of four links will automatically appear.
These links will include the services of the sub-offices associated with the currently
selected office. It’s up to you to choose which links you will use.

By default, all regions
will be automatically
available options for
clients to choose
from. You can add or
remove a region from
the selection by
checking or
unchecking the Is
Included checkbox.
Additionally, you can
check the Is Priority
checkbox to make the
region appear at the
top as the first option
in the selection.



Click the form header image to upload a new form
image for selected office. This image will be displayed
at the top of your online form. The ideal image
dimension is 1500x500 pixels, which is approximately
39.69 cm wide and 13.23 cm high at 96 DPI. However,
you are free to experiment with other dimensions to
suit your design needs.

Click the report header image to upload a new report
header for this office. This image will appear on the
report page. The ideal image dimension to fit the report
on an A4 page is 789x143 pixels, which is approximately
20.85 cm wide and 3.78 cm high at 96 DPI. However,
you are free to experiment with different sizes to suit
your design needs.

Click the report footer image to upload a new report
footer for this office. This image will appear on the
report page. The ideal image dimension to fit the report
on an A4 page is 856x119 pixels, which is
approximately 22.67 cm wide and 3.15 cm high at 96
DPI. However, you are free to experiment with
different sizes to suit your design needs.

NOTE: You are only saving settings for a specific office. If a particular office does not
have its own settings, it will inherit the settings from its parent office. This means that if
your settings are the same for all offices, you only need to configure the settings for your
main office. These settings will then automatically apply to each of your sub-offices.



STEP 5
CREATING FORM LINKS
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Choose the link that suits your needs. Remember that there are links specific to each
office and links that include sub-offices.

The reason there are different links for online and onsite clients is that the questions
based on ARTA differ as well.



STEP 6
(CLIENT) FILLING OUT FORM
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STEP 7
DASHBOARD
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The first button is green, indicating that the comment will be included
in the report. To exclude a comment, just click again the first button.

You can click any of the three buttons to tag them accordingly.

You can click the thumbs-up button to indicate that the feedback is
positive, and it will be highlighted in the automated report.

STEP 8
TAGGING COMMENTS
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You can click the thumbs-down button to indicate that the feedback
is negative, and it will be displayed in red in the automated report.



STEP 9
GENERATING REPORT
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This report header image is from the
image you uploaded on the settings
page. You can change it at any time.

All feedback that is allowed to be included in the
report will automatically appear here. Positive
feedback will be highlighted in green, while
negative feedback will be displayed in red.

This report footer image is from the image
you uploaded on the settings page. You can
change it at any time.


