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Message from the President

Message from the Vice President for Public Affairs

My sincerest congratulations to the writers, editors, and production team
behind the Handbook for Public Service Reporting of the university.

| commend you for coming up with a handbook that can now serve as a
guide for our faculty and staff, the primary agents of public service of the UP
community, in documenting the public service efforts of the university. The
goal to have a more uniform and standardized system of reporting public
service initiatives is critical in fulfilling UP’s mandate not just as a research
university, but also as a university that has mission to extend meaningful
service to our constituents with the nation’s best interests in mind.

It is also noteworthy that this handbook defines what public service truly is,
while detailing its many forms. The efforts of the Padayon Public Service
Office, the University Information System team of the UP Information
Technology Development Center, as well as the System Committee on
Public Service Monitoring and Reporting are worth mentioning as the
driving force behind this project.

May this handbook inspire its readers and users to be more proactive in
developing public service initiatives, while improving on existing ones and
building a wider array of programs, projects, and activities that our stake-
holders may avail themselves of. May it supplement the vision of ensuring
that UP leads not only with honor and excellence, but also with compassion.

As the head of the national university, | am one with you in reaching the
farthest and most marginalized of our people to provide them with genuine
public service. This compendium is a testament of UP’s steadfast commit-
ment to remain a beacon of hope and service despite our challenging times.
| pledge my continued support for and recognition of any project that
embodies what UP stands for: serving the people.

Atty. Da ilo L. Concepcion, LLM
President

Greetings!

The university takes pride in being mandated to lead as a public service
university in our country. With this, we are expected to provide and perform
different forms of public service to different sectors of our society such as
information dissemination, technical advice, service-learning, and direct
service, aside from service to the university. Through the years, we have
kept our promise to conduct these initiatives guided by the university’s
values of Honor and Excellence.

Since this public service orientation in UP has now been spread throughout
the different UP constituent units, it's time that our programs, projects, and
other initiatives be made public and be recognized by people inside and
outside the university in a scholarly and organized manner.

This Public Service Handbook will serve as a guide for our professors,
researchers, and extension officers on how to properly identify, encode, and
report their respective initiatives. It also aims to provide a means for all
information regarding public service to be collated and made accessible to
the public, and to raise public awareness about the importance of public
service by presenting concrete examples.

May this handbook also serve as an inspiration for others to use their
expertise in serving our countrymen.Let’s continue serving our people with
Honor and Excellence, use this handbook as a guide to becoming the best
public servants we can be.

= =

Prof. Jose Y. Dalisay Jr., PhD
Vice President for Public Affairs



Message from the Vice President for Development

Warmest greetings to the Office of the Vice President for Public Affairs and
the Padayon Public Service Office!

The Padayon Public Service Office has once again provided the necessary
impetus to uphold the University’s mandate of leading as a “public service
university by providing various forms of community, public and volunteer
service, as well as scholarly and technical assistance to the government,
the private sector, and civil society while maintaining its standards of
excellence” as stipulated in Republic Act No. 9500 or the UP Charter of
2008. The spirit and tradition of unwavering public service lives strong
among the University’s students, faculty, and staff. We hope that with the
necessary tools in place, we could inspire more individuals to take a
proactive role in extending their expertise for the country’s inclusive
growth. This collaboration between the Padayon Public Service Office and
the Information Technology Development Center (ITDC) has allowed our
volunteers to update and store information related to their activities involv-
ing service to the Filipino people. The University Information System’s
Public Service Module aims to address challenges in identifying, categoriz-
ing, and getting in touch with volunteers with the appropriate skill set for
situations with varying degrees of complexity. This is extremely useful in
events where immediate response takes absolute importance such as pre-
and post-disaster management when typhoons, storm surges, flash floods,
and earthquakes, among other cataclysmic events, occur. It is envisioned
that this module would help guide the University in addressing any gaps in
its pursuit of staunch service to the Filipino people.

Congratulations to this most notable of achievements! May your passion
inspire more individuals to heed the call of service to the country and its
people.Padayon, UP!

Prof. ira A. Zamora, DBA

Vice President for Development

BACKGROUND OF

HANDBOOK




Background

The University of the Philippines is mandated by law to “lead as a public
service university by providing various forms of community, public and volun-
teer service, as well as scholarly and technical assistance to the government,
the private sector, and civil society while maintaining its standards of excel-
lence.” In 2014, UP joined the Talloires Network, an international association
of institutions, to strengthen the civic roles and social responsibility of higher
education. Part of its commitment is expressed on the Talloires Declaration on
the Civic Roles and Social Responsibilities of Higher Education,which is to
expand civic engagement and social responsibility program in an ethical
manner, through teaching, research, and public service. The same commit-
ment is manifested in UP’s membership in 2013 in the ASEAN Community
Network University Social Responsibility and Sustainability thematic subnet-
work. Under this thematic network, UP together with Ateneo de Manila Univer-
sity, De La Salle University, and UniversitiKebangsaan Malaysia hosted the
3rdAsiaEngage Regional Conference and the ASEAN Youth Volunteer
Program.

The implementation of these mandate and commitments is lodged in each unit
or office of the university. While these mandates and commitments were
recently formalized, the institutional traditionof public service was already
being done by UP faculty and staff since the founding of the university.

Given the size of the university and the diversity of initiatives, the Board of
Regents, during its 1134th meeting on August 1999 tasked the Office of the
Vice President for Public Affairs to conduct a regular review and rationalization
of policies on extension work and to develop extension service programs of
UP. The aim of this policy is not to centralize public service initiatives in one
office but to provide an overall framework on the work being done by the
constituent universities and the system offices.

In 2012, during its 1279th meeting, the Board of Regents established the UP
Padayon Public Service Office to assist the Vice President for Public Affairs in
its function to coordinate, document, disseminate, and evaluate the overall
public service initiative of UP. UP Padayon was also tasked to review policies
and in coordination with the CUsrecommend to the President program to
enhance UP’s public service work.

I1In 2014, UP Padayon took stock of the extension reporting system in UP. Extension
work were reported by faculty members in their faculty service record but the informa-
tion gathered is only limited to at least these fields — designation, nhame of project, and
load credit. The central administration also gets reports from CUs on extension
program using the standard form No. 17 but the categories are not standardized and
difficult to analyze beyond counting of staff involved, number of projects, and the
amount of funds spent. It is within this context that Padayon initiated the development
of a template which is based on Form 17 but with standardized categories and addition-
al fields. The proposed categories were presented before a working group in lloilo City
on 23-24 March 2015. The working group was eventually constituted as the ad hoc
System Committee on Public Service Monitoring and Reporting on 10 September 2015
through Administrative Order No. 15-92. One of the functions of the System Committee
on Public Service Monitoring and Reporting is to formulate a public service reporting
system, including the necessary reporting instruments that will facilitate data generation
and analysis needed for policy making at CU and System levels.

To gather feedback from the CUs, training consultations were conducted in the second
half of 2015. The revised template was then used in the gathering of baseline data.
OVPPA issued Memorandum No. PEDV 15-26 on 2015 to request chancellors to
support the initiative. All CUs participated. Important and useful information that were
not collected in the existing reporting system were identified.

During the July 2016 meeting of the System Committee on Public Service Monitoring
and Reporting, the HRIS team of the eUP project presented the initiative to come up
with a public service reporting online portal. The categories and fields were based on
the template that was developed by the System Committee. This handbook is the
outcome of partnership that developed between UP Padayon Public Service Office,
The System Committee on Public Service Monitoring and Reporting, and UP Informa-
tion Technology Development Center provides a step by step process in reporting a
public service initiative. It also contains descriptions of each category of information
needed and an explanation n of its utility to the faculty and staff and the university
administration.

The development of a handbook is a step towards the creation of a unified and
standardized reporting system. However, this is only the first step as more work needs
to be done to revise forms for extension grants, service record-extension reports to
conform to the categories in the handbook. It is hoped that this handbook will be of help
to faculty and staff who wants to share the joy of public service.



How to report Public Service

through the HRIS Module




SUBMISSION OF PUBLIC SERVICE

EMPLOYEE SUPERVISOR PUBLIC SERVICE RECIPIENT
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Submission of Public Service report. A faculty member/staff
wishing to submit a public service report must fill out the neces-
sary information about the project in the Public Service folder.
Any public service report may be approved or rejected by the CU
public service office of the faculty member/staff. The approved
public service report will be converted to points for the purpose of
promotions and grants under the Office of the Vice President for
Academic Affairs (OVPAA).




APPROVAL OF PUBLIC SERVICE
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Approval of Principal Unit.The CU public service recipient or
CU public service office is the office mandated to gather all
information regarding the public service projects of the faculty,
staff, and REPS at the CU level. The head of the CU public
service office needs to approve or reject the public service report
submitted to him/her for the report to progress. Approved reports
will be reflected in the consolidated database of public service
initiatives across the UP System.
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UPDATING OF PUBLIC SERVICE

n
=
®)
=
2}
o
>
A
—
(2]

EMPLOYEE SUPERVISOR PUBLIC SERVICE RECIPIENT
Log in to Select the Public
uis.up.edu.ph using Service previously
your account submitted.
Yes
Update Public Eeturnt,ﬁ)r
Service details. gfLeciion @
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|
Correct Public Submit Public . Receive | ADOFOvVEd? Return for
Service Details Service Notification pp : Correction
Yes No

Updating of submitted public service report. A faculty mem-
ber/staff who submitted an on-going public service report must fill
out any missing information or make the necessary changes in
the information about the project in the Public Service folder. Any
public service report that has been submitted to the CU publice
service office and has been returned to the faculty member or
staff must be updated as well. The updated report will be submit-
ted to the UC public service office for approval or rejection.

Approved reports will be reflected to the consolidated database
of public service initiatives across the UP System.
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Public Service Reports

As stated in RA 9500 Section 3 (d), the pur-
pose of the university is to “lead as a public service
university by providing various forms of community,
public, and volunteer service, as well as scholarly
and technical assistance to the government, the
private sector, and civil society while maintaining its
standards of excellence;”.

Let this serve as the main basis for all UP
faculty, staff, and REPS in inputting their projects in
the HRIS Public Service Online Module. Each CU,
college, or department has its own extension or
public service agenda. Public Service shall be
defined by each CU in accordance with its Public
Service Agenda based on RA 9500 Sec. 3 (d).

15

SUBMISSION OF
PUBLIC SERVICE
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For Individual Projects 3. Click the Public Service folder.

. , i , , . | UNIVERSITY OF THE PHILIPPINES
1. Log into http://uis.up.edu.ph using your University Information

System (UIS) account credentials.

& Favorites v Diagnostics Logout Preferences Help
Logged In As PMLIGANOR

University Information System Home Page

UNIVERSITY OF THE PHILIPPINES e
Personalize
[From [Type [subject ~ lsentr |

UP Publc Service Vi
UP Public Service Workf
UP Public Service Workflow
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23-Jan-2018
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=
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“User Name Dizon, Precious Joy HR VYPM Pian 10302017
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5 E

&
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= Upper case and lower case format are accepted for the user- A dropdown list will appear.

name
» Password is case-sensitive
. It is recommended to change the password every month for
security purposes

4. Select Submit Public Service.

) UNIVERSITY OF THE PHILIPPINES

B Favorites ¥ Diagnostics Logout Preferences Help

00924 In As PMLIGANOR.

You will be directed to the UIS homepage.
T | 7

/] UNIVERSITY OF THE PHILIPPINES e |
5 Bup employ UP Publc Service 23-Jan-2018

UP Publc Service 3-121-2018
UP Publc Service

Dizon, Precious Joy HR WPM Plan

233202018
10uk2017

2 Favorites ¥ Diagnostics Logout Preferences Help
Logged In As PMLIGANOR

University Information Syster Home Page

[From [iype [Subject [sent

UP Pubic Senvice Warkit 233an-2018

1239202018
2332018
1002017

314ay-2017
31403y-2017

& B rrainina Manansmant |

direct of auto-Tespan:
es5 - Speciy which users can v

an your notfications.

The Public Service Summary Page will open.

17 18



5. To submit a new Public Service entry, click the Add button.

PUBLIC SERVICE

A Navgatorv @2 Favortes v

Public Service Summary Page

Note that the search s cas

cject Hame
llo Project Name Start Date End Date Primary Role
Lead role

2481 PS Handbook 273an-2018 273202018

Aboutthis Page

The Public Service Request page will open.

Fill out the fields on the Public Service page, particularly:
Assignment Position*
Project Name*
Primary Role*

Date Requested/Initiated
Request Date
Date Responded
Start Date*
End Date
Objective Category (1)*
Specifics (1)*

Type of Activity*
Subject Area of Interest*
Funding Agency*
Partner Organization/Institution
Type of Befeficiary*

Unit of Beneficiary*
Nember of Beneficiary*
Country*

Post Activity Evaluation Rating
Remarks

» Fields with asterisk (*) are required fields

» Fields with magnifying glass have list of values that you can select
= The date format is day-month-year (10-May-2017), or you can use
the calendar
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) PUBLIC SERVICE

A Nawgatorv @3 Favorites v

Public Service Request

Sequence No 2790
* Assignment Posttion Q
* Project Name
* primary Role
Project Requested/Intated @)y pated
Requested
Request Date
Responded Date |
* Start Date =
End Date 1
No. of Hours (i less than 1 day)
* Objective Categoy  Objective Category spedifics

&

v
=
o]
=
7
@
(@)
=
@)
M
T
v

* Type of Activky
* Subject Area of Interest

* Fundng agency
Partner Organization/Institution
* Type of Beneficary A
* UnE of Beneficary  (©) 1 41l

* Total No. of Beneficiries
= Country

Post Actity Evaluation Rating (Good and Better rating)
Remarks

Cance

Diagnostics Home Logout Preferences

Note: Each submission has its own automated sequence number. The
sequence number may be used for retrieval and tracking pur-
poses of the project submitted.
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Assignment Position*

Quick Select the assignment that will determine the approval of the

On the Assignment Position field, click the Search button. v k
submission from the list of values.

Search and Select: * Assignmen it Position
Search

To fin 1 3 value in the text field, then select the "Go” button.

Seard

0
&
@
=
7]
&n
@)
=
@)
M
o
o

i Navigatorv 9 Favorites ome |
Salect Quick Select Position ame
Public Service Request = s
Publc Service | concel | sclect |
Sequencelio 2712
roject Name
mary Role
Project Requested/Intiated  © [ated
° Requested
Request Date =]
Responded Date =] _
= Start Date =]
End Date &
No. of Hours (if less than 1 day) Q
* Objective Category  Objective Category Spegifics "Add Another Row
* Type of Activity N
* Subject Area of Interest previous [16 of 11 [=] Next 5 (3
Q

* Type of Activty Q

s | o [ce o s © = The Search and Select window will display all the employee primary
and additional assignments

» Assignment positions with a dash (-) in their assignment number
indicate additional assignments

= Example:

Click Go to display the list of values.

Search and Select:* Assignment Position

Search

jour item, select a fiter ftem i the puldown It aadienteca valus in the text field, then select the "Go” button,

# Navigatorv @ Favorites v
h By | Position Name

Assignment Position Assignment
Number

| ‘selece Quick Select Position Name

No search conducted.

e Assistant Professor 8 100016001 Primary
Assignment

Chair 100016001-1 Additional
Assignment

' Project Development 100016001-2 | Additional

a Associate Assignment
= Type of Activity 2

* Subject Area of Interest previous [16 of 11 =] Nexts ®
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Name of the Project*

Enter the Name of the Project. This should be the official title of the
project.

i Navigatorv @ Favorites v

Public Service Request

Public Service

Sequence o 2712
* Assignment Postion_Prafescar 4 Q

= Project Name [Cutural Education Trai

No. of Hours (if less than 1 day)

* Objectie Category  Objective Category Specifics
&
= Type of Activity Q

* Subject Arez of Interest previous [ 15 of 11 [=] Nexts ®

= Abbreviations are not allowed.

Primary Role*

Indicate your role in the project on the Primary Role field. Be specific
(e.g. Project Leader, Module Developer, Lecturer, etc.)

Public Service Request

| et W cancel |

Requested

Request Date ]
Responded Date ]
= Start Date ]
End Date ]
No. of Hours (i less than 1 day)
= Objective Category Objective Category Specifics

Q
= Type of Actiy o5

* Subject Area of Interest 4 previous [16 of 11 [=] Next5 @
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Project Initiated/Requested

Choose the option that fits the project.

i Navigatorv @ Favorites v

Public Service Request

| rext W cancel |

Sequence No 2712
* Assignment Posiion  Professar 4 Q

= Project lame  [Cuftural Education Trai

Al e
Project Requested/Intated O pitated |

© Requested
- =

Responded Date =]
= Start Date B
End Date =]

No- of Hours (i less than 1 day)
* Objective Category  Objective Category. specifics

Q

= Type of Actiity Q

* Subject Area of Interest Prevous [T6 of 11 [=] Next's ©

= Projects initiated by the faculty, staff, and REPS themselves are
considered initiated.

» Projects requested are requests from the general public to the
faculty, staff, and REPS

Request Date

Click the Calendar button to select the date when the project was
initiated/requested on the Request Date field.

fi Navigatorv @ Fawrites v Home Logout Preferences

Public Service Request

| next il cancel |

Sequencelle 2712
= Assignment Position  Professor 4 Q

= Project Name ~[Cukural Education Tra

= primary Rele  [Project Resource Pers
Project Requested/Intiated

Reguest Date
Responded Date
* Start Date

End Date
No. of Hours (if less than 1 day)
* Objective Category ~ Objective Category Spedfics
a

= Type of Actiey A

= Subject Area of Interest revous [16 o 11 [=] Next 5 ©

24

v
=
o]
=
7
@
(@)
=
@)
M
T
v




Responded Date

For projects that were requested, please indicate the date you
responded in the assigned field.

i Navgator v @ Favorites ¥ Home Logout Preferences

Public Service Request

Public Service

= Project arme
roi
Project Requested/Initated ()

Request Date
Responded Date
= start Date
edoze [

No. of Hours (f less than 1 day)

* Objective Category  Objective Category. Specifics
Q
= Type of Activity Q

= Subject Area of Interast Previous [1.6f 11 =] Next5 ®

Start Date*

Indicate the actual start date of the project on the [Start Date] field.
The start date should be as indictaed in the Memorandum of Agree-
ment (MOA), contract, or any other official document on the project. If
the complete date is not available, indicate the day (01), month, and
year.

i Navigator v @ Favorites v

e
RequestDate [15-Mar2017 [5
Responded Date [05-4pr-2017 [

End Date &
No. of Hours (i less than 1 day)
~ Objective Category  Objective Category. Specifics
2
Add Another Row
= Type of Activity B
= Subject Area of Interest oS | 10 of L [ NEeS @
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End Date

Indicate the actual end date of the project on the End Date field. If the
project is ongoing, leave it blank and update it once the project is
completed. If it was a one-day activity, there is no need to fill this out.

i Navigator~ @ Favorites v

Public Service Request

| text | Ganoel |

v
=
o]
=
o
2,
(@)
=
@)
M
o
v

Sequence No 2712
= Assignment Postion Professor 4 Q
= Project Name [Cukural Education Trai

= primary Role  [Project Resource Perst

Project Requested/nitated O reared

@ Requeste:
RequestDate [15-Mar2017 [

*StarcDate  [08-May-2017
End Date

No. of Hours (f less than 1 day)
* Objective Category  Objective Category Specifics

Q

Add Another Row
* Type of Adivity O\

* Subject Area of Interest Previous [1.6 of 11 ] Next5 @

Number of Hours

If the project is less than one (1) day, indicate the Number of Hours
rendered in the project.

PUBLIC SERVICE

T Navigator ¥ @2 Favorites ¥ Home Logout Preferences

Public Service Request

Sequence No 2719
* Assignment Postion [Professor 4 (=

* Project Name  [shop for Colege Teact
= primary Role [Project Resource Persi
Project Requested/Initiated ) fared

© Requested

Request Date [T5-Mar2017 [
Responded Date [05-pr2017 [l
= Start Date [08-May-2017 [
Endnare [owiaeoniz )

No. of Hours (if less than 1 day) I

‘Specifics

Q

* Type of Actiity K

i ec A sobutareee previous [16 of 11 [=] Nexs @
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Objective Category*

Identify the objective/s of the project. Click the Search button for the
Objective category.

T Navigator v B2 Favorites v Home Logout Preferences

Public Service Request

Sequence Mo 2712
= Assignment Postion  Professor 4 Q

Request Date [15-
Responded Date [05-Ap-2017
= StartDate [08-May-2017 [
EndDate [12May-2017 [

No. of Hours (f less than 1 day)
= Objective Category  Objective Category. Specifics

&

Q
Add Another Row
= Type of Actiity Q

= Subject Area of Interast Previous [1-6 of 11 [ Next5 @

The Search and Select screen will open.

Click the Go button. Five (5) main objectives will be displayed.

Search and Select:

To find your item, select a fiter ftem in the puldown list and enter 3 \alue in

Public Service Request | searchsy [ Objective Category [=] [ [ Go |

public Service: {]
Select Quick Select Objective Category Description
ard

]
* Type of Actwity X

* Subject Area of Interest 9 previous [1-6 of 11 lext'5 @

27

Search and Select:

Choose the objective that best fits the project.

o find your ftem, select 3 fiter tem in the pulldown [t and enter 3 value i the text field, then select the "Go” button.

Public Service Request

Public Service

| search By [Objactive Gatagory [=] |

= Type of Actvity
* Subject Area of Interast

Objectives

Description

To
create/make/come-

up

If the project involves the creation of
intellectual property that could be
supported, shared, improved

To increase

If the project aims to increase common
themes that could be supported

To decrease/reduce

If the project aims to decrease
common themes that could be
supported

To serve in position

If the project provides a network of
faculty members and staff in various
communities

To provide

If the project aims to provide routine
services that could be promoted for
the public to avail

28
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Specifics*

Input the spcific category details of the objective category of the
project in the Specifics field.

1 Navigator v @ Favorites ¥

Public Service Request

public Service

Sequence No 2712
* Assignment Postion |Professor 4 Q
= project Neme  [Cuftural Education Trai
= Primery Role [Project Resource Persi

Project Requested/Initated () yrareq

®Req
Request Date [15-Mar- =]
Responded Date [05-Apr2017 [
=statDate [08-May-2017 [F
EndDate [12-May-2017 [F
No. of Hours (fless than 1 day)
~ Objective Category  Objective Category. Specifics
The competencies in the execution of sectarabhased project and evaluation among particpants

Ta increase

= Type of Activicy =

= Subject Area of Interest Previous [T6 o 11 [=] Next5 ©

» The specific details should be a continuation of the objective cate-
gory. The objective category and the specific details should form one
complete sentence.

Objectives Specifics

To create/make/come- | Reports, modules, systems, software,
up plays, machine, etc.

To increase Production, literacy, awareness,
capacity, scores, income, etc.

To decrease/reduce Malnutrition, hunger, morbidity,
duration of a process, number of steps,
etc.

To serve in position As director, board member,
undersecretary, assistant secretary,
division chief, adviser, etc.

To provide DNA testing, bacteriological tests,
blood tests, evaluation of machines,
etc.

29

= If the project has more than one objective, click the Add Another
button. You may indicate all the objectives of the project in the module.

i Navigator v 8 Favorites v

Public Service Request

[ tea W cancel |

Public Service

Sequenceflo 2712
= Assinment Position  Professor 4 Q

= Project Name  [Cuttural Education Trai
= Primary Role  [Project Resource Pers:
Project Requested/Initated

it
® Requested
Request Date [13-Mar2017 [
Responded Date [05-Apr-2017
= StartDate [08-May-2017 |
EndDate [12-May2017 [

No., of Hours (f less than 1 day)
= Objective Category  Objective Category. specifics
[The compatencies i the execution of sechorabbased project and evaluation among particpants

v
=
@
=
7
5
o}
=
o
M
o
%

il B &

@ @

Add Another Row
* Type of Activity =

* Subject Area of Interest previous [T6 of 11 =] Next5 ®

Type of Activity*

Click one Type of Activity that best fits the project.

|The competencies in the execution of sectoralbased project and evaluation amang particpants

To increase Q

™ Type of Activity
= Subject Area of Interest

[
*Rndngagensy |
Parner Organizationfnsttuton |
* Type of Beneficary Q
= Uit of Beneficary  ® cyigual
2 Household

2 cor inties
* Total No. of Beneficaries
* Country 4
Post Activity Evaluation Rating (Good and Better rating)
Remarks

| text W concel |
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The Search and Select screen will open.

Click the Go button. The Type of Activity list of values will appear.

Search and Select: * Type of Activity

o find n the pulldown li d enter a value in the text field, then select the "Go" button.
=
I
Sellact. Quick Select: Activity Type Description
Na search conducted.

Post Actwicy Eval |

Home Logout_Preferences

Quick Select the corresponding type of activity.

Search and Select: * Type of Activity

To find your item, d enter a value in the text field, then select the "Go” button

m, select a it
Search By [[Activty Type [+
I ——

er item in the puldown I

nd users (lectures to ncrease awareness, medical

£ stud

universty const

Post Activty Eval
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Type of Activity

Description

Direct Service Provision

An expert directly providing service
to end users (lectures to increase
awareness, medical mission,
community outreach, training)

Information Dissemination

Fora, lectures, radio programs, TV
programs, etc.

Service Learning

Involvement of students within the
curriculum (teaching)

Service to the university

Service to the university
constituency, e.g. students,
employees, and administration.

Technical Advice

An expert providing technical advice
(e.g. secondment, board member,
consultant in an organization)

Subject Area of Interest*

The Subject Area of Interest serves
representative of the specialization

as broad groupings and are not
of the faculty and staff involved. It

is the field to which the project is related. Tick (v)all subject areas

applicable to the project.

= Objective Category  Objective Category. Specifics

To ncrease Q
Add Another Row
v

= Type of Actaity Direct Servcs

[The competencies cution of sectoralbased project and evaluation among particpants

* Subject Area of Interest

T6of 11 [=] Nexts @

T
Partner Organization/Instution

* Type of Beneficiary !

* Unk of Beneficery @11y

Post Activity Evaluation Rating (Good and Better rating)

Remarks
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Funding Agency* Type of Beneficiary*

Indicate the source of fund of the project in the Funding Agency field. Click the magnifying glass for the Type of Beneficiary field. A pop-up
* Objective Category  Objective Category Speifics WII’ldOW Wl” Open

[The competencis in the execution of sectorskbased project and evaluation among particpants

* Objective Catagory  Objective Category Specifics

[The competencies in the execution of sectora-based project and evaluation among particpants

To ncresse 3

Add Another Row
To increase Q

* Type of Activty Direct Service Provisia @,

= Subject Area of Interest T6ofiL s
al | None * Type of Activity Direct Service Provisial| 3,
al n B
Select Subject Area Interest SHbject Alea afINTEESE previous [16 of 11 [=] Next 5 @
] Agriorestry Select All | Select No

Arts and Humanities Select Subject Area Interest

7
=
o
=
7
7
o
=
o
=
o)
o

[ Adgrifore:
Busiess Management and Economics [ AgrHforestry
Engineering and Technology [7] Artsand Humanities
Fiheries and Ocean Scences [[] Bushess Hanagement and Econamics
Medichne and Heath Sciances [ Engneering and Technology

[F] Fsheries and Ocean Sciences

* Funding agency ~ [National Commission of o e
[[] Medicne and Heakth Scences
partner Org L]
L Tvpe of Bandheny * Funding agency ~ [National Commission o1

= Unft of Beneficay  © rnclidual Partner Organezation/Instiution  [Universty of Baguio
* Type of Beneficary

> Househoid
O organization * Unit of Beneficery @ maidual
O Communities Household
“ TotalNo. of Beneficaries )Organization
* Country Q — Communities
Past Activiy Evaluation Ratng (Good and Better rating) st
Rerrarks = Country. X
Post Activty Evaluation Rating (Good and Bettermtngy |
Remarks.

Partner Organization el

Click Go. Ten (10) types of beneficiary will be displayed.
Indicate the Partner Organization/Institution involved in the project, if
any, in the assigned field. 1

— — To find your tem, select a fiter tem i the puldown lis: and eater in the text fied, then select the “Go" button.
Objective Category  Objective Category. Specifics

The competencies i the executon of sectoraFbased project and evakation amang particpants Ser i vee O serificar

To norease
Add Another Row Select Quick Select Type OF Beneficiary Description
= Type of Actvity Direct Service Provisiol No search conducted.
= Subject Area of Interest B

< [T60F 11 [=] lexts ®
Selact Al | Selsct one [ concsl || select |
Select Subject Area Interest
[ Agriforestry
Arts and Humantties
Business Management and Economics,

Engneerng and Technology
[F] Fiheries and Ocean Sciences
[] Medicne and Health Sciences

= B eriona.

Partner Organization/Institution [University of Baguio |
TP T BTy Post Activicy Evalu3TEO RGErg (G00d 3 BEEEer Faena)
= Unt of Beneficary  © giidual Remarks

* Household
2 Organization
) Comunites

* Total No. of Beneficiries
* Country Q | nec W Cancel |
Post Activity Evaluation Rating (Good and Better rating)
Remarks
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Choose the Type of Beneficiary that best fits this project.

Search and Sslect: * Type of Beneficiary

uation among particpants

To find your ftem, s

i the puldown st and enter a value in the text field, then select the "Go” button

| cancel | select |

5 General publc

Search oy [ Type OF Benercany =] |

Quick
Select Select Type Of Beneficiary
5 Acaden stitutions

3 |Intemational organzations/groups

ermar

Type of beneficiary

Description

Academic Institutions

State Universities and Colleges (SUCs), Higher
Education Institutions (HEIs), High schoal,
Elementary, Pre-school

Unit of Beneficiary*

Click the Unit of Beneficiary that best fits this project.

* Objective Category  Objective Category ‘Specifics
[The competencies in the execution of sectorarbased project and evaliation amang parbicpants

* Funding agency  [National Commission o1

Partner Organzation/Instiution [Universty of Baguio
& daccic it

= Tol

= Country. E

Post Activity Evaluztion Reting (Good and Better rating)
Remarks

General Public

Accessible to individuals from all walks of life
e.g.: Patients, Trainees, etc.

International
Organizations/Groups

Local Government Units (LGUs)

Provinces, cities, municipalities, barangay
government

National Government

Government agencies

Non-profit

Non-government organizations (NGOs), Church,
Cooperatives, etc.

People’s organizations and
marginalized communities

Indigenous peoples, Fisherfolk, Farmers, Urban
poor, etc.

Private Sector

Professionals/ Professional
associations

UP Constituency

35

= The unit Individuals is applicable when service is directly provided
to the intended individuals.

= For other direct public service initiatives operating information
dissemination on communities in and other media programs, House-
holds is listed as beneficiaries. This is to avoid situation where media
programs claim coverage as inclusive of thousands of individuals.

= For initiatives where individuals are members of organizations and
the initiative is executed for an Organization, this unit is listed as
beneficiaries.

= The unit Communities is applicable if service is directly provided to
beneficiaries composed of individuals, households, organizations, or
online communities.
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Total Number of Beneficiaries*

Enter the number of beneficiaries of the project.
= The number of beneficiaries is the number of individuals that partici-
pated in the project.

= Objective Category  Objective Category Specifics
[The competences in the execution of sectorakbased project and evaluation among particpants

To increase Q
Add Another Row

= Type of Actvity Direct Service Provisiorl 3,
* Subject Area of Interest

160f1l [ Next5 &

s tone
Select Subject Area Interest
[0 Agreforestry
Arts and Humaniies

Busiess Management and Econemics

i

Engneering and Technology
Fsheries and Ocean Sciences

Medicine and Health Sciences

S EmETE
Partner Organization/Institution  [University of Baguio
* Type of Beneficary Academic Institutions, <
= Unit of Beneficary @ [ gyiciual

Housefold
Organzation
* TotalMo. of Bereficares | 45 |
= Coury =
Post Activiy Evaluation Rating (Good and Betterratng) |
Remarks

Location (Country and Municipality/City)*

Click the Search button on the Country field. A pop-up window will
open.

~ Objective Category - Objective Category Spegifics
[The Competencies in the exacution of sectorarbased project and eveluation amon g partapants

To increase Q

Add Another Row
* Type of Actity  Direct Service Provisill 4
* Subject Area of Interest

Arts znd Humanities

[ci}

Busness Management and Economics

[l Engineering and Technology.

o &

Fisheries and Ocean Sciencas
[F] Medicie and Health Sciences
* Funding agency [National Commission o1
Partner Organization/Instiution _[Universty of Baguio
= Type of Beneficary Academic Instieutions | 2,
* Unit of Beneficay @ Joual
Household
Organzation
Communties
= Total No. of Beneficaries
= Country

Post Activity Evaluation Rating (Good and Better rating)
Remarks
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The Search and Select window will open.
Click the Go button. Alist of countries will appear.

Juation among particpants
Search and Select:* Country

To find your item, select a fiker item in the puldown list and enter a value in the text field, then select the "G button

search By [ Country [

o

v
=
o]
=
o
44
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=
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o
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2

ect Quick Select Country
No search conducted.

| cancel W select |

Post Activity Evaluauom RETNg (G000 ang Beteer Taungy
Remarks

Select the country where the project was conducted.

J/|atien among particpants
‘Search and Select: * Country

Canoel J select |

To find your ftem, select a fiker item in the pulldown fist and enter a value in the text fiekd, then select the "Go® button.

B I = — o |

Previous [1-10 Next10 ®
Select Quick Select Country

= Afghanstan

; Alnd Isands

B Abania

3 Algera

= American Samoa

5 Andorra

5 Angala

5 Angull

5 Antarcics

Post Activity Evalu U0 RAENg GO0 3N BETTer Tatay
Remarks

38




Municipality/ City

If the project was conducted in the Philippines, click the magnifying
glass beside the Address field.

* Objective Category  Objective Category Spacifics
[The competencies in the execution of sectorarbase d project and evaluation among participants

To Increase

~ Type of Actvity Direct Service Provisiall 3,

= Subject Area of Interest ous [160F 11 [

All| Select Non

‘Select Subject Area Interest
[F] Agrorestry

[@] Ats and Humanti

Business Management and Economics

Engneeing and Technology
|| Fisheries and Ocean Sciences
Mediche and Health Sciences
* Funding agency. [National Commission o1
Partner Organization/Institution [Universty of Bagub
= Type of Beneficary /Academic Institutions.| @,
* Uk of BenefcR @ pnguidual

Household
Organization
Communitiss
* Total No. of Beneficaries
= Country Phippines Q
Address.

Add Another Row

Post Activity Evaluation Rating (Good and Better rating)
Remarks |

The Search and Select window will open.
Click the Go button.

Search and Select:

JUBCION 3Mong PaTCpanTs

To find your ftem, select 3 fit:

N e — o |
e ——

itemn in the puldown ist and enter a value in the text field, then sele

Select: Quidk Sellect Address
No search conducted.

Q

Post Actity Evaluation Rating (Good and Better rating)
Remarks
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The list of municipalities/ cities will open. Select the municipality/ city
covered by the project.

Search and select e
[ cancl ]
s

To find your item, select a fiter item in the pulldown list and enter 2 value in the text field, then select the "Go” button.

Search oy [Address [= [ co |

Previous [1-10
Select Quick Select Address
3 Manie
= caloocan
Quezon
5 Muntinlupa
= Taguig L
. = Aborkn, Paimwan

Abra De og, Occidental Mindoro

: Abucay, Bataan
: Abulug, Cagayan d
e

Q

Add Another Row
Post Activity Evaluation Rating (Good and Better rating)
Rermarks

To add another location, click the Add Another Row button.

Add Another Row
= Type of Activty X
= Subject Area of Interest Previous [16 of 11 =] e

Hor
Select Subject Area Interest
[ Agriforestry

Arts and Hurmanities

Business Management and Econormics

Engineering and Technology
Fisheries and Ocean Sciences
Medicne and Health Sciences

* Funding agengy [iational Commission of
Partner Organization/Instiution  [Universicy of Baguia
= Type of Beneficary Q
* Unit of Beneficary @ pgyical

2 Household
2 organiztion
Communties
* Total No. of Beneficiaries
= Country  Phiibpines a
Address

Post: Activity Evaluztion Rating (Good and Better rating)
Remarks

Home Logout_Preferences
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Post Activity Evaluation Rating

Determine the Post Activity Evaluation Rating in the assigned field.
= No current standard of evaluation of public service projects is avail-
able. Evaluation will depend on the initiator or requestor, beneficiaries,

or funders.

= Type of Activicy
= Subject Area of Intarest

= Funding agency

Partner Organtation/Institution
* Type of Beneficary

= Unit of Beneficary

= Total No. of Beneficaries
* Country.

[ Aanforestry

[ Atsand Humanities

[F] Business Management and Economics

[F] Engineering and Technology

[[] Feheres and Ocean Sciences

[F] Medicne and Health Sciences
[iational Commission o1
[Onwersty of Baguo

Q
© Individual
O Household
O organization
O Communities

S
Phiippines K

Address
Baguio Cty, Benguet.| O

Post Actiity Evaluation Rating (Good and Betrer rating)

Add Another Row.
[Very Satsfactory

Home Logout Preferences

Remarks

Enter your Remarks in the assigned field.

* You may include links to
project.

* Type of Activty
* Subject Area of Interest

* Funding agency

Partner Organization/Insticution
= Type of Beneficary

* Unt of Beneficary

= Total No. of Beneficries
= Country

articles, write ups, or pictures about the

[l Agriforesty
Arts and Humenities

o=

Business Management and Economics.
[[] Engineering and Technology

7] Fsheries and Ocean Scences

[l Medicie and Health Scences

[National Cammissien o1

[university of Baguio:

IAcademic Institutions.| @,
@ ndivduial
Household
Organization
© communties
Phippines Q
Address
Baguio Cty, Benguet | @
Q

Post Actwy Evaluation Rating (Good and
Remarks

Home Logout_Preferences
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6. Once you have filled out

Public Service Request

the form, click the Next button.

Home Logout Preferences

i Navigatorv @ Favorites v

Sequence No
* Assignment Position

= Project Name

= primary Rale

Project Requested/Intated

Request Date
Responded Date
= Start Date
End Date

No. of Hours (F less than 1 day)
= Objectve Catagory

= Type of Activity
* Subject Area of Intsrest

2712
Profassor 4 Q
[cutural Education Trei
fProject Resource Pers
Inttated

© Requested
15Mar2017 [
YT |
Perey207 [
12-bay-2017 5

Objective Category Specifics
[The competencies in the execuition of sectorarbased project and evaluation among particpants

Q

Direct Service Provisi| @

S Previous [T6 of 11 [=] Ne

You will be directed to the Review page where you may attach files
and view the list of approvers.

7. Review the details of your public service submission, and attach the
supporting documents.

Review Page

 Navigator v @ Favorites » Home Logout Preferences

Sequence o 2712

Assgnment Postion  Professor 4.UPD Department of Filipino and Philippine Literature.UPSB-PROF5-6-2010
Project Name Cultural Education Training & Workshop for College Teachers

Primary Role  Project Resource Person

Project Type Requested
Request Date 15-Mar-2017
Responded Date 05-Apr-2017
StartDate 08-May-2017
End Date 12-May-2017
Duration Hours
Type of Activity Direct Service Provision

ObjectiveCategory Specifics

To increase

The
competendies
in the

execution of
sectoral-based
project and
evaluation

participants
Subject Area of Interest

Sodial Sciences and Law

Source OF Fund  National Commission on Culture and the Arts

Partner Organization/Insticution  University of Baguio
neficary Category
Type Of Beneficary Academic Institutions

42
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Attachments

To include attachments in your submission, click the Add button
located under the Additional Information: Attachments subsection. You
will be directed to the Add Atggchments page.

p:
To provide K
(routine services) resource on
culture and
pedagogy

Subject Area of Interest

Education

Arts and Humanities

Source Of Fund  ational Commission on Culture and the Arts
Partner Organization/Insttution University of Baguio
Beneficary Category

Type Of Beneficany  Academic Institutions
Unit Of Bensficary - Individual
No. Of Beneficary 45

Benefidary Contact.
tail
Country Philippines
Address

Baguio City, Benguet
Post Activity Evaluation Rating  Very Satisfactory
Remarks

it e ,m,.

Action Histo
Sequence  Approver Name Position Organization Action Date MNote
1 Cainghog, Asst. Prof. Nelson Galleto Director UPS UP Padayon Pending
2 Liganor, Ms. Patricia Marie Montilla Research Assistant UPS UP Padayon pending

Click the Browse button to select and upload the file attachment from
your computer.

UBLIC SERVICE

A Navigator v @ Favorites v Diagnosiics Home Logout Preferences Help

Add Attachment

| cancel W Add Another | Apoly |

Attachment Summary Tnformation

Title [Supporting Documents - Evaluation
Description

Category Miscellaneous

cancel Ml _Add Another Ml _Applv

43

Click the Apply button once you have finished uploading the file
attachments.

UBLIC SERVICE

Add Attachment

| cancel I Add Another ]

itle [Supportng Documents - Evaluation

e
Description

Category Miscellaneous

Define Attachment

Type © Fie Cultrl Echcaton Traring 8Virkshos fr Colege Teachers Eysiustion e
R
Toxe

* Only non-editable files (i.e. .pdf, .jpg, .png) will be accepted by the
system
= URL of websites may be included in the field.
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Guidelines on File Attachments
for UP Information Systems (IS)

FILE FORMAT

e Files attached in the information systems (IS) have to be in the form of still images.
e Dynamic or editable file formats are NOT accepted in the system. These include file
formats such as:
- Word Processor - .doc, .docx, .cdt, .pages, .txt
- Spreadsheet - .xls, .xlsx, .ods
- Container files - .zip, .rar, .tar
e Only the following file formats of attachments are accepted in the IS.
- JPEG (jpg)
- PNG (.png)
- Portable File Format (.pdf)

On the other hand, the following file names are incorrect, hence, NOT ACCEPTABLE in the

system:

img000123345.pdf

Public Service Handbook MOA..pdf
DOCUMENT SCANNING

FILE SIZE

e Maximum file size per upload or per file — 8 MB

e Maximum file size per transaction - 25 MB
* Multiple file attachments are then allowed, but on the condition that the total file size
of the attachments do not exceed the 25 MB limit.

FILE NAMES

PRESCRIBED NAMING CONVENTION:

<Project name>_<Type of Document>.xtn
DONTs
+ No special characters suchas ?/$ % & *#.\: < > are allowed.
¢ Do not use spaces to separate words within a file name; instead, use underscores,
dashes, or capitalize the first letter of each word
s File names must not exceed 50 characters.
DOs
» Use only alphanumeric characters (0-8, a-z, A-Z), underscores (_) or dashes (-), and
a period before the file format.
s Follow the prescribed Public Service attachments naming convention (listed above).
xtn (file extension) or Type of fife may be any of the three:

1. .pdf
2. .jpg
3. .png

To illustrate, here are the examples of correct file names drafted based on the prescribed
format:
PublicServiceHandbook_MOA2017 .pdf
Public_Service_Handbook_MOA_2017.jpg
Public-Service-Handbook_MOA-2017.png

A few guidelines regarding the scanning of file attachments to be uploaded in the IS has to be
observed. Here are the scanner settings which need to be configured:

A. Color

s The recommended color setting for file attachments is “Black and White”, even for
documents that come in colors (e.g. colored logo or heading of a letter, signature in
blue ink).

- Note that the color setting determines the file size of the output, with the Color setting
resulting in bigger file size output; a single page document scanned in Black and
White color setting would have around a 43 KB file size, while if scanned in Colar
setting would have about 318 KB file size.

e Use the “Color” setting only in special cases, such as when scanning attachments for
Purchase Request (PR), in which the item specifications may include a specific color,
hence, a supporting image of the item has to be attached.

B. Resolution

e The following are the recommended dpi settings for file attachments:

200 dpi - Lowest acceptable resolution
300 dpi - Average acceptable resolution
500 dpi - Highest acceptable resolution

- Scanner resolution (dots per inch or dpi) determines the sharpness of the image, such
that a high dpi produces clearer and sharper images, but for a big file size (around
2MB-5 MB per page) and at a longer scanning time. A low dpi, on the other hand,
results in less clear and pixelated images.

References

The U.S. National Archives and Records Administration (2004). Technical
guidelines for digitizing archival materials for electronic access: creation of production master files
- raster images. Retrieved July 1, 2016, from
http:/fwww.archives.gov/preservation/technical/guidelines html

IEEE Org {2009). IEEE 802.1: File naming conventions. Retrieved July 4, 2016,
from www.ieeeB802.org/1/filenaming.html

Duff, J. {2010). Key best practices for document scanning. Retrieved July 4, 2016 from
https:/ftalkingpdf.org/key-best-practices-for-document-scanning
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Upon successful uploading of documents, a confirmation will appear.

[ confirmation

Supporting Documents - Evaliation attachment has been added successfuly.

i Navigatorv @y Favorites v Diagnostics Home Logout Preferences

| cancel I submit |

Sequence o
Assignment Posttion
Project Name
Primary Role
Project Type
Request Date
Responded Date
Start Dats
End Date
Durstion Hours
Type of Actuity

2572
Research Assistant.UPS UP Padayon.
Cultural Education Training & Workshop for College Teachers

Requasted
15-Mar-2017
05-Apr-2017.
08-May-2017
12-May-2017

Direct Service Provision
ObjectiveCategory Specifics

To increase The
competencies
n

execution of
sectoral-based
project and
evaluation

participants
To provide Knowledge
(routine services) resource on

8. Click the Submit button.

}) PUBLIC SERVICE

[ confirmation

Supporting Documents - Evaluation attachment has been added successfuly.

Review Page

& Navigatorv @ Favorites v Diagnostics Home Logout Preferences

Details

nce No
Assignment Position
Project Name
Primary Role
Project Type
Request Date
Responded Date
art Date

End Date

Duration Hours
Type of Actvity

2572
Research Assistant.UPS UP Padayon.

Cultural Education Training & Workshop for College Teachers
Project Resource Person

Requested

15-Mar-2017

05-Apr-2017

08-May-2017

12-May-2017

Direct Service Provision

ObjectiveCategory Specifics

To increase The
competencies
in the
execution of
sectoral-based
project and
evaluation
among
participants
Knowledge

(routine services) resource on

47

=]

A confirmation message will appear on your screen.

| PUBLIC SERVICE

® mformation
Public Service - "Cultural Education Training & Workshop for College Teachers™ has been
submitted.

Aboutthis

cs Home Logout Preferences

48

i Navigator v

# Favorites v

Diagnostics

Home Logout Preferences
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QUICK GUIDE

SUBMISSION OF PUBLIC SERVICE (INDIVIDUAL)

uis.up.edu.ph

Enter UIS credentials (username and password) > Login button

UIS Home Page

UP Employee Self Service responsibility > Public Service folder >
Submit Public Service

Submit Public Service: Special Information

Add button

Public Service

Enter details (Assignment Position, Name of Project, Primary Role/
Designation, Date Requested!/ Initiated, Date Responded, Start Date,
Objective Category 1, Specifics 1, Type of Activity, Subject Area of
Interest 1, Degree of Institutionalization, Beneficiary Category, Unit of
Beneficiary, Number of Beneficiary, Post Activity Evaluation Rating) >
Apply button

Submit Public Service: Special Information

Select Project with ‘New’ status > Next

Submit Public Service: Review

Review details entered > Add attachments (optional) > Submit button

49

APPROVAL OF

PUBLIC SERVICE

50



For the Supervisor of the CU Public Service Office 3. Click the Approve button to accept the Public Service entry of the
employee. The employee will receive a notification that his/ her Public
1. Log in to http://uis.up.edu.ph using your University Information Service has been approved.
System (UIS) account credentials.

Note: Approvers of public service submissions are the following:
= Supervisor/ Principal Unit

| UNIVERSITY OF THE PHILIPPINES
: = Public Service Recipient

| UNIVERSITY OF THE PHILIPPINES

“User Name
(exemple: JRDELACRL)

“Password

(example; Rb3A4%8C) i Navigatorv @ Favorites ¥ Home Logout Preferences Help

Universtty Information System Home Page =
Public Service - Cultural Education Training & Workshop for College Teachers submitted by Ligan or, M. Patricia Marie Montila needs your Approval

Return for Correction
From  Liganor, Patricia Marie
To Cainghog, Nelson
Sent 30-Jan-2018 02:40:58
D 2074975

Sd 40 TYAOJddVY

Details

Sequence No 2572
Assignment Position  Research Assistant.UPS UP Padayon.
Project Name  Cultural Education Training & Workshop for College Teachers
Primary Role  Project Resource Person
Project Type  Requested
Request Date  15-Mar-2017
Responded Date  05-Apr-2017
Start Date  08-May-2017
End Date 12-May-2017
% o " y " 1 Duratlgn Hours
Type of Activity Direct Service Provision
2. Check your Worklist for Public Service submissions that require Ohcteitegom Spei
To increase The

your approval. e
Click the link or Subject of the Public Service Submission (i.e. Public ot
Service for [Employee Name] requires approval). A page containing s

further details of the request and the approver actions will open.
Review the Public Service details submitted.

To provide Knowledge
(routine servires) recource on

You will be redirected to the UIS Home Page.

& Favorites ¥ Logout Preferences Help.

T Please see the next page for further details on the other approver

 lcenta—l
s e actions (i.e. Reject, Reassign, Return for Correction).

28-l0v-2017
2017

Plan 10302017
HR W/PM Plan 10-uk2017

jous  HR WPM Plan 10342017
HR WPM Plan 10-3uk2017

s HRVUPM Pbn 10202017
HR WPM Plan 103412017

s HRWPM Pln 102017

51 52



APPROVER ACTIONS

[“approve | Reject | Retum for Gorrection
ome LogoulPreterency

APPROVE

Click the Approve button if you accept a completed and verified
transaction or submission. Once approved, it will be automatically
forwarded to the worklist of the next approver, or if you are the final
approver of the transaction, the originator/ requester will be notified of
the status.

RETURN FOR CORRECTION

Click the Return for Correction button if some details on the submis-
sion need to be corrected or changed by the requester/ originator. The
submission will be then sent back to the requester/ originator

REASSIGN

There are two options in reassigning a transaction to another approv-
er: Delegate (Forward) or Transfer.

When you select Delegate (Forward), you give another user or
approver the authority to respond to the notification on your behalf.
This option allows you (the original approver) to retain the ownership
of the notification as well.

Transfer, on the other hand, entails the change of not only the authori-
ty to approve, but also of the ownership of the notification to another
user or approver.

REJECT

Choose the Reject button if you disapprove of the transaction. Note
that once you click Reject, the submission or transaction and the
details it contains shall be discarded.
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QUICK GUIDE

APPROVAL OF PUBLIC SERVICE

1 | UIS Home Page

Worklist > Link with Subject “Public Service for <Name of Employee>
requires Approval”

2 | Public Service for Employee requires approval

Review Details > Approve*

*Other Approver Actions:

« Return for Correction - Click this button if there are some details
that need to be changed or corrected so you can approve it. The
submission will be reverted to the employee.

« Reassign

A. Delegate (Forward) - The authority to approve the
notification will be given to another user, but the ownership of
the notification is retained by the original approver.

B. Transfer - Another user will be given the authority to
approve, as well as the ownership of the notification.

« Reject - This button disapproves the transaction. The submission
will be discarded.
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UPDATING OF
PUBLIC SERVICE
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For UP Faculty, REPS, and Administrative Personnel
For Individual Projects

1. Log in to http://uis.up.edu.ph using your University Information
System (UIS) account credentials.

| UNIVERSITY OF THE PHILIPPINES

“User Name

(example: RDELACRUZ)
“Password
(example; R3A4%80)

» Uppercase and lowercase format are accepted for the username.

» Password is case-sensitive.

= Itis recommended to change the password every month for security
purposes.

You will be directed to the UIS homepage.

2. On the UIS Main Menu, click the UP Employee Self Service
responsibility.

| UNIVERSITY OF THE PHILIPPINES

8 Favorites v Diagnostics Logout Preferences Help

Logged In As PMLIGANOR
University Information System Home Page

e
[From [rvpe [ubject lsent~
UP Publc Service Workdiow 5 ' 31302018

UP Public Service Worki 33an-2018

UP Public Service Waorki 233302018
Dizon, Precious Joy HR VWPM Plan 103u12017

Deol ious Joy HR WWPM Plan 27un-2017
Gasi on Rel HR WWPM Plan 3144ay-2017
Gasi on Rel HR WPM Pln 314ay-2017

Ules - Redrect or auto-respond to n
ess - Specify which users can view and act Upon your notifications.
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3. Click the Public Service folder.

| UNIVERSITY OF THE PHILIPPINES

£ Favorites v Diagnostics Logout Preferences Help,

Logged In AS PMLIGANOR
University Information System Home Page

UP Public Service Workf
Dizan, Precious Joy HR VWPM Plan
Dizon, Precious Joy HR V/PM Plan
Gasis, Winson Rel [HR WPM Plan
Gasks, Winson Rel HR VIPM Plan

n Rules - Redirect or auto-respon
Access - Specty which users car

27-1un-2017
31-M2y-2017
31-May-2017

s
and act upon your notfications.

A dropdown list will appear.
4. Select Submit Public Service.

] UNIVERSITY OF THE PHILIPPINES

B Favorites ¥ Diagnostics Logout Preferences Help

Logged In s PMLIGANOR
University Information System Home Page

@ B payables DV Inguy. UPS [From [ype Sent~
= Due emplove: ice UP Public Service Workfl 233an-2018
& all Actions a Your UP Publc Service Workfl 4233812018
UP Public Service Workfl 23-Jan-2018
Dizon, Precious Joy HR V/PM Plan 103uk2017
Dizon, Precious Joy HR WPM Plan 27-Jun-2017
' HR WPH Pl 31-H2y-2017
3 son Rei HR WPM Plan 31-May-2017,

r auto-respon

cess - Speciy which users can view and act upon your notfications.

B sa

3 ED traminn Mananemant -

The Public Service Summary page will open.
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5. Select the Public Service record that you want to edit, then click the
corresponding Update button.

PUBLIC SERVICE

1 Navigator ¥ @ Favorites ¥ Diagnostics Home Logout Preferences

Public Service Summary Page

Search

Note that the search is case insensitive

P e G |
[ Add |

Sequence No Project Name: Start Date End Date Primary Role Update
2572 Cutural Education Training & Workshop for Colege Teachers 08-May-2017 12-May-2017 Project Resource Person
2481 PS Handbook 27-Jan-2018 27-Jan-2018 Lead roke

Diagnostics Home Logout Preferences

Aboutthis Page

You will be directed to the Public Service page.

Note: Only approved public service submissions will appear on the
Public Service Request page.

6. Update the details of your public service submission, then click the
Next button.

) PUBLIC SERVICE

n Navigator ¥ B Favorites ¥ Diagnostics Home Logout Preferences

Public Service Request

Public Service

Sequence No 2572
* Assignment Posiion Research Assistant.UPS UP| L,

* Project Name  [Cultural Education Training ¢
* Primary Role [Project Resource Person

Project Requested/Initated () [nitiated

© Requested

Request Date [15Mar-2017  [1]

Responded Date [05-Apr2017 (1]

*Start Date [08-May-2017 |
EndDate [12May-2017 [
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7. Review your proposed updates, then click the Submit button.

Note: You may also include attachments when updating public service
submissions. (For instructions re UIS file attachments, please see Step
7 of Submit Public Service.)

| PUBLIC SERVICE

i Navigatorw @ Favorites v Diagnostics Home Logout Preferences

Review Page

| cancel Jl Bacc || submit |

Sequence Mo 2572
Assignment Postion Research Assistant.UPS UP Padayon.
Project Name Cultural Education Training & Workshop for College Teachers
Primary Role  Project Resource Person
Project Type Requested
Request Date  15-Mar-2017
Responded Date  03-Apr-2017
Start Date 08-May-2017
End Date 12-May-2017
Duration Hours
Type of Activity ~Direct Service Provision
ObjectiveCategory Specifics
To increase The
competencies
in the
execution of
sectoral-
based
project and

Upon successful update of your public service, a confirmation will
appear that this has been sent to your supervisor for approval.

PUBLIC SERVICE

i Navigatorv B2 Favorites ¥ Diagnostics Home Logout Preferences

o t
Public Service - "Cultural Education Training & Workshop for College Teachers” has been
submitted.

Diagnostics Home Logout Preferences

Aboutthis Page
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The Evolution of Public Service in the University: Its History and the Prospects
in the Coming Years

As the national university of the Philippines, excellent things are expected from the
students, members of the faculty and staff of the university. Students, faculty and staff
are expected to exude the values of honor and excellence in whatever they do.
Greater expectations stem from the fact that they are the best of the best and that they
are expected to always heed to the call of the nation and its people. Students,
members of the faculty and staff of the university are expected to lead as paragons of
selfless offering of oneself not only to the nation, but also to its people. As Iskolars ng
Bayan [scholars of the nation], students are expected to excel in the disciplines that
they choose as well as in whatever career path they choose to take. Students are
expected to serve the people and the country upon graduation in their own little ways.
Members of the faculty are expected to shape the very people who will shape the
nation. They are also expected to use their knowledge to analyze various problems
that plague the nation and come up with efficient solutions. The staff of the university,
as public servants, is expected to serve the university with integrity and due diligence
to ensure the efficiency of the processes that various institutions within the university
undertake.

The statement “paglingkuran ang sambayanan” [serve the nation] can be seen in
university graduations, events and in various landmarks in the university. It is a
constant reminder of the country’s expectations as well as of the responsibilities of
every member of the UP community to serve not only the people, but also the entire
nation. The statement is also being emphasized by professors among its students
from the very first day of classes, until the very last day. The statement and how it is
continuously being emphasized within the university serves as a reminder of the
expectations and ascribed role of members of the UP community in fulfilling the public
service mandate of the university.

Prior to the establishment of the new UP Charter of 2008, the public service
mandate of the university was only an expectation attached to the entire UP communi-
ty. The entire community is expected to serve the people and the nation as well as to
come up with various initiatives and projects which aim to improve the lives of the
Filipino people. Despite the lack of a codified provision emphasizing the public service
mandate of the university, various units and offices from all UP constituent university
(CU) still undertook various initiatives and projects aimed at serving the general public.
According to A Public University (2010), prior to the implementation of the New UP
Charter of 2008 UP as the national university is mandated to assume certain roles.
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UP aims to lead as a research university and use its expertise and knowledge in
order to improve the well-being and overall condition of the people and the nation. As
a research university, its constituents must come up with new and innovative knowl-
edge as well as technology in order to help solve the issues that plague the nation. As
the national university, UP is also tasked to raise the public discourse on national and
global issues. As the bastion of critical-thinking, it must promote various programs and
campaigns which increase the awareness of the masses and mobilize them to act on
the change they wish to achieve. As it raises the public discourse on national and
global issues, it must also inspire transformative change among the people. Similarly,
the university must also lead in shaping and preparing its very students on national
and global issues. The university is tasked to mold the students into individuals
equipped with the necessary tools to be analyze and respond to national and global
issues. The last role of the university as the national university of the country is to help
improve and redefine university governance in order to actualize the above stated
roles.

With the creation and implementation of the Republic Act (RA) 9500 (also known as
the UP Charter of 2008), a new role emerged. Now, one of the key roles of the
university is to be a public university. As stipulated in RA 9500, the university is
mandated to provide “various forms of community, public and volunteer service, as
well as scholarly and technical assistance to the government, the private sector, and
civil society while maintaining our standards of excellence”. This new mandate
strengthens the expectation and responsibility of the entire UP community to serve the
nation and the people while upholding the values of honor and excellence. Now, the
UP community is mandated to reach out not only to its constituents within the universi-
ty, but also to the general public and use the expertise and the knowledge it has
acquired to attend to the needs of the people and the nation. Through the public
service mandate of university, due recognition can be given to various units and offices
as well as members of the faculty which continuously and passionately undertake
public service initiatives and projects. The mandate will also help inspire various
studies and researches which aim to bolster and promote public service as a field of
research. The codification of this mandate also strengthens the value of public service
within the university and puts this undertaking up in a pedestal alongside UP’s other
mandates.

AHdAVYOO0IT14919

Following the codification of the public service mandate of the University of the
Philippines, one of the constituent university of UP followed suit and codified the
definition of extension work. In order to do this, UP Diliman conducted a survey as well
as a roundtable discussion in order to determine the actual scope, practice and extent
of extension services in the said unit. It was also during these initiatives that the
current extension services that UP Diliman has undertaken was assessed with respect
to the current public service mandate of the University. From the discussions made in
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the survey as well as the Extension Colloquium done in 2014, Diliman as a constituent
unit was able to come up with definitions of extension services. Extension by UP
Diliman’s definition is a, “public service work by an academic unit, faculty, staff, and
students, individually or as a group. This function of the University is a contribution to
achieving excellence in social and public service, specially the underserved sectors.
Extension generates, validates, and applies knowledge that can enrich instruction and
research.” Based on this definition, public service constitutes utilizing the knowledge
and talent of the members of the UP community using one’s discipline in order to
serve the underserved and marginalized sector of the Philippine society. Various
avenues of extension work include “technical assistance, extramural programs,
advocacy and community mobilization, and, organizing symposia, public fora, exhibits,
performances and conferences” as well as service-learning activities. Various awards
and recognitions are given to faculty and staff who undertake extension/public service
initiatives. These include Gawad Chancellor (applicable only in certain UP CUs) and
promotion points for faculty and staff as well as for performance-based bonus for units
and offices.

Given the public service mandate of the university as per RA 9500, the university is
expected to engage in the promotion of public service initiatives which greatly benefit
the general public. Various units and offices across all UP campuses use their
knowledge and expertise in their field of study to come up with various extension and
volunteer programs as well as offering technical assistance and direct services to
communities across the country. While the public service initiatives of various units
and offices across all UP campuses are indeed remarkable and are consistent with the
public service mandate of the universe, these initiatives are not consolidated nor
publicized enough to achieve maximum impact. The creation of the UP Padayon
Public Service Office aims to solve the above stated problems. Aside from undertaking
the public service function of the university, but it is also mandated to coordinate and
monitor all public service initiatives throughout the UP system. The UP Padayon Public
Service Office is also tasked to provide assistance in initiating, implementing and
evaluating the various public service initiatives with the “aim of developing a relevant,
strategic, sustainable and systematic public service program”. The office is also
mandated to provide assistance to these units in terms of dissemination as well as to
connect these units and offices to relevant actors and institutions for maximum impact.
Lastly, the office is also mandated to give due recognition to the units and offices
which have embodied the values of the university as they fulfilled the public service
mandate of the university.

With the help of the UP Padayon Public Service Office, the university’s visibility
within the far-flung activity will increase through public service. Greater coordination
and partnership among the university’s constituent units is needed in order to achieve
better results. Among its eight constituent units, an ad hoc System Committee on
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Public Service was created in order to strengthen the coordination and relationship
among the constituent units of the university. The committee is tasked to formulate a
uniform public service reporting system to be utilized by the different units and offices
to encourage reporting of the various public service initiatives that are continuously
being done by units and offices across all UP campuses. As focal persons for public
service in their respective UP constituent units, they are also tasked to create a report
showing the current state of the public service in their respective constituent units. To
add to that, they are also tasked to identify key metric on the state of public service
mandates in UP constituent units in order to identify issues and find effective solutions
to these issues. Lastly, the system committee on public service is also expected to
provide avenues, in the form of workshops and conferences, to help improve data
collection and reporting of public service initiatives. In order to do this, the committee
may tap experts from various disciplines.

With the incremental institutionalization of public service in the university as well as
the plethora of opportunities provided by the university to its constituents, various
public service initiatives have been undertaken by various members of the UP
community, units and offices. Embodying the university values of honor and excel-
lence, most of these initiatives have garnered recognition both within the university as
well as outside the university. These initiatives continuously help in improving the lives
not only of the members of the UP community but also the lives of those outside the
university. Through the joint cooperation of the System Committee on Public Service
as well as the UP Padayon Public Service Office, various initiatives and projects have
been made possible. These projects aim to address the issues faced not only by the
System Committee on Public Service, by the UP Padayon Public Service Office but
also by the various units and offices across all UP campuses.

In order to check the compliance of the various units and offices of the university to
its public service mandate, public service initiatives must be reported. One of the
recurring issues faced by the System Committee on Public Service is the sporadic
public service reporting of various units and offices across all UP campuses. In order
to address this issue, the System Committee on Public Service spearheaded a system
for reporting public service initiatives. The said initiative was developed by the Univer-
sity Information System of the UP Information Technology Development Center (ITDC)
through the Public Service Module of the Human Resource Information System.
Through this initiative, UP faculty, research, extension and professional staff (REPS)
and staff will be able to report public service initiatives seamlessly and to retrieve
information on-demand. The relevant data and information collected may be used by
the UP System for future policy formulation. Another issue that the System Committee
on Public Service aims to address is the lack of coherent guidelines on reporting.
Similarly, greater emphasis on the relevance of public service in terms of promotions
and PBB needs to be established. In order to address these issues, the System
Committee on Public Service came up with the Handbook on Public Service initiatives
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where all the relevant university regulations and all the relevant information on public
service reporting may be found.

Undertaking public service initiatives provides an opportunity to public service practi-
tioners to use their knowledge and expertise to help improve the lives of the general
public. However, a growing concern observed by the System Committee on Public
Service is the low number of written reports produced by faculty members, units and
offices which undertake public service initiatives. In order to incentivize the production
of a written output, the committee proposed the creation of a fellowship program open
to all faculty, REPS and staff of the university. The Public Service Fellowship Grant
aims to promote public service as a scholarly and interdisciplinary endeavor. It also
aims to encourage faculty, REPS and staff to produce a literature-grounded evaluation
and documentation in the form of journal article for publication based on the public
service initiatives that they have developed and undertaken. On a similar note, an
avenue for faculty, REPS and staff to showcase their respective initiatives is also
needed. The Colleges and Universities Public Service Conference (CUPSCon) is a
two-day conference which aims to promote public service as an interdisciplinary field
of research. First organized in November 2015, it provides an effective platform with
which to harness teaching and research for extension and public service. It also aims
to provide an avenue for scholarly discussions on the various practices and initiatives
which help develop and improve the respective initiatives of each participant.
CUPSCon also provides opportunities for showcasing initiatives which highlight the
social responsibility and commitment to public service of various higher education
institutions (HEIls). A scholarly take on public service encourages members of the
academe as well as REPS toward a research-oriented track in the pursuit of the public
service mandate of the university.

While a conference is a good avenue to publicize initiatives, there must also be a
mechanism by which these initiatives can be shared to the general public. There must
be a mechanism for the general public to know more about the initiatives that units
and offices across UP campuses offer and how they can avail of these services. The
UP Catalogue of Institutional Public Service is a directory of all the extension services
offered by UP units across the system. This was created so that the general public
may know more about these initiatives. The listing offers an avenue for sharing and
disseminating relevant information so that stakeholders and the community may avail
the services themselves or share the information within their networks.

The emphasis on the importance of public service as well as the incremental
institutionalization of public services within the university has greatly helped encourage
members of the UP community to undertake the selfless endeavor of undertaking
public service. Undertaking public service does not only help in the careers of the
faculty and staff of the university, but it also enables them to serve the people and the
nation while fulfilling the newly established mandate of the university. It also provides
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the members of the UP community to embody and showcase the values of the
university, honor and excellence, as they reach out to the far-flung communities.
Despite the existing issues and concern, with the help of the System Committee on
Public Service and the UP Padayon Public Service Office, these issues were
addressed through the creation of apt and effective programs and projects. Public
service, albeit a new mandate, is steadily gaining traction among the members of the
UP community. With the commitment of the impassioned members of the System
Committee on Public Service and the guidance of the UP Padayon Public Service
Office, the university will remain true to its mandate of serving the people and the
nation while embodying the values of honor and excellence.

AHdVYOO0I19g1g
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