
For Noting of Advisers, Deans; For Recommending Approval of Department of Student Affairs;  

For Final Approval of the Vice-president for Academic Affairs 

*The assigned advisers and deans will receive an email notification regarding the pending application. 

1. Go to the Department of Student Affairs website (dsa.letran.edu.ph) 

 

2. Click the “Application & Procedures” tab 

 



 

 

3. Click the button below the Employee Login card 

 

4. Login using your E-link/Employee Portal credentials 

 

5. After login, the user will be redirected to the list of pending applications.  

 

 



 

 

6. Buttons: “View” , “Approve”, “Revisions” button 

• View – click this button to view the full details of the application and the documents attached. 

 

 

• Approve – click this button to approve the application. Type some approval remarks then click 

proceed. 

 

 

 

 



 

• Revision – if the application need revisions, click this button then type the comments/revisions 

needed. Then click send.  

 


