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1. DOCUMENT CONTROL 

 
1.1 Change Record 
 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

12 October 2021 Cherie Anne R. Pasco 1.1 

- Added descriptions to Project 

Status options (p.31) 

- Added a note on the 

submission of research record 

for approval  (p. 40) 

- Added a note on the updating 

of research record (p.92) 

22 November 2021 Cherie Anne R. Pasco 2.0 
Added section on  

Viewing Action History 
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INTRODUCTION 

The UP Research Information Module (UP RIM) is designed for the recording and maintenance of information 
related to research projects of various academic and research units of the University of the Philippines (UP). 
This is a response to the need of UP to monitor the status of all of its research projects, which are funded 
externally or by UP.  

 
The UP Research Information Module (UP RIM) responsibility in the University Information System (UIS) will 
be provided to research project leaders of UP.  
  
This manual includes the following topics: 

• Process Flowchart 

• Setting Accessibility Preferences 

• Granting Responsibility and Worklist Access to an Authorized Staff 

• Saving and Submitting a New Research Record 

• Worklist Notification Actions 
o Research Office Approver: Approve 
o Accounting Office Approver: Update Accounting Details 
o Return for Correction 
o Responding to Return for Correction 
o Reassign 
o Reject 

• Updating an Approved Research Record 

• Closing an Approved Research Record 

• Other Worklist Notification Actions in the Closing Workflow 
o Done Finalizing Financial Reports  
o Closeout Report Validated 
o Closed 
o Completed 

• Viewing Action History 
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PROCESS FLOWCHART 
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SETTING ACCESSIBILITY 
PREFERENCES 
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1.  DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
 

1.2 Description 
 
Process ID  

Process Name Setting Accessibility Preferences (Optional) 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose To allow searching of list-of-values (LOVs) by page instead of by 
scrolling 

Data Requirement Active UIS User Account 

Dependencies None 

Scenario The end user would like to view all the options in an LOV before 
selecting one or multiple values. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  On the UIS Home Page 
proceed to the Settings icon,  
 
then click the Preferences. 
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Step 4. On the General 
Preferences Page, go to the 
Accessibility Features. 
  
Select Screen Reader 
Optimized. 
 
Then, click Apply. 
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Expected Result: 
 
A confirmation message will appear that your Accessibility Features was updated successfully. 
 
 

 
 
 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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Granting Responsibility and Worklist 
Access to an Authorized Staff 
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1.  DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Granting Responsibility and Worklist Access to An Authorized Staff 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose To provide a project staff access to the project leader’s worklist and 
responsibility 

Data Requirement Active UIS accounts (Project Leader and Project Staff) 

Dependencies None 

Scenario The project leader or an authorized representative will enter and 
save initial research information to be updated and submitted later. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Settings, 
 
then click Manage Proxies. 
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Step 4. Proxy Configuration 
page will appear.  
 
Then, click Add Proxy. 
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Step 5. On the Add Proxy 
Region, enter the required 
information. 
 
Fill out the User Name and 
Active From fields. 
 
Then click Submit. 
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Step 6. On the Grant 
Responsibility Access Region, 
click Selected.  
 
Then, move UP Research 
Information Module from the 
list of Available 
Responsibilities to the 
Selected Responsibilities. 
 
Note: This feature is not limited to 
the UP Research Information 
responsibility. 
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Step 7.  On the Grant Worklist 
Access Region, click Selected.  
 
Then, move UP Research 
Information Module from the 
list of Available Item Types to 
the Selected Item Types. 
 
Note: This feature is not limited to 
the UP Research Information 
worklist item type. 
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Expected Result: 
 
A confirmation message will appear that changes have been saved successfully. 
 

 
 
 
On the Home Page header, the authorized staff the Switch User icon will appear. 
 

 
 
 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
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To access the account of the 
project leader, the authorized 
staff should click on Switch 
User. 
 
Then, click the Switch icon 
beside the name of the project 
leader. 
 
 
 
This will redirect the staff to the 
Navigator and Worklist of the 
project leader with selected 
items shown to be accessible. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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 23 
 
 

 
 
 
 

Saving and Submitting a  
New Research Record 
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1.  DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Saving and Submitting a New Research Record 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose To register a new research record in the system and saving initial 
information for submission later 

Data Requirement Basic Research Information 

Dependencies Approved research project with funding information 

Scenario The project leader or an authorized representative will enter and 
save initial research information. Then proceed with updating and 
submitting a saved research record. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Navigator and 
choose the UP Research 
Information Module  
responsibility. 
 
Then, click Entry. 
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Step 4. On the Summary Page, 
click Add. 
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Step 5. The Request Page will 
open. 
 
Fill out research information. 
 
Then, click Save for Later. 
 
Note: Only a part of the screen is 
shown here. The complete list of 
field names is shown on the 
following pages. 
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Basic Info Tab 
Field Name 

Description Remarks 
 

Research Sequence No. Research record identifier Automatic upon creation of 
a new research record 

Assignment Position Select the applicable HR Assignment / 
Position 

Required 
List of Values (LOV) 

Type of Research Select the appropriate research type Required 
List of Values (LOV) 

Type of Research 
(Specifics) 

Additional information on the type of 
research 

Optional 
Free text 

Title of Research 
Title of Research (Line 2) 
Title of Research (Line 3) 

Research Title as indicated in the MOA 
/ Contract 

Required 
Free text 

Brief Description A short description of the research Required 
Free text 

Main Area of Interest If the “Others” option is selected, a field 
to specify a different main area of 
interest may be entered. 

Required 
List of Values (LOV) 
Allows multiple responses 

Project Impact  Required 
List of Values (LOV) 
Allows multiple responses 

Project Impact Additional information on the project 
impact 

Required 
Free text 

Project Leader Name of the project leader as indicated 
in the MOA / Contract 

Default value: Name of 
UIS Account Owner 
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Basic Info Tab 
Field Name 

Description Remarks 
 

Team Members (UP) 
- Full Name 

- Position 

- End Date 

- Organization 

- Project Role 

Names and details of team members 
who are UP employees or UP 
contractuals   

Optional 
 

Team Members (Non-UP) 
- Full Name 

- Position 

- End Date 

- Unit 

- Project Role 

Names and details of team members 
who are not considered as UP 
employees   

Required 
Free text 

MOA / Contract Start date Start date of the research as indicated 
in the MOA / Contract  

Required 
Date 

MOA / Contract End date End date of the research as indicated 
in the MOA / Contract  

Required 
Date 

Actual End date To be determined by the Research 
Office 

To be filled-out by 
Research Office 
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Basic Info Tab 
Field Name 

Description Remarks 
 

Project Status Indicator of the progress of the 
project 
 

Required 
Options: 

1. Execution and Control (for 

ongoing projects) 

2. Incomplete 

(project implementation 

ended, pending 

submission of terminal 

report) 

3. For Closeout 

4. Final Financial Reports 

Provided 

5. Closeout Report Validated 

6. Closed 

7. Completed 

8. Terminated 

Date Updated Last record update date Automatic 

Updated by Name of the account owner Automatic 

Project Remarks To be used as reference by 
approvers  

Optional 
Free text 

Sustainable Development 
Goal/s Addressed 

 Required 
Allows multiple responses 

Number of Mentored 
Students 
- BS / MS / PhD 

 Optional 
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Fiscal Info Tab 
Field Name 

Description Remarks 
 

Organization UP Constituent Unit or Level 1 Unit 
assigned to monitor / control research 
project funds 
 

Required 
List of Values (LOV) 
Determines the workflow 
(approval path) 

Responsibility Center Name of the cost center / unit / office 
hosting the research project 

Required 
List of Values (LOV) 

Collaborating Agency Name of the collaborating agency as 
indicated in the MOA / Contract 

Optional 
Free Text 

Funding 
- Funding Source 
- Funding Description 
- Start Date 
- End Date 
- Currency 
- Amount 
- Total Amount 

Research funding information 
- GF / RF / TF 
- To be determined by accounting 
- Period covered by the fund 
- Period covered by the fund 
- Currency 
- Amount 
- Total Amount 

Optional 
- List of Values (LOV) 
- Free Text 
- Date 
- Date 
- List of Values (LOV) 
- Numeric 
- Numeric; Automatic 

Funding Agency Internal or external source of funds Required 
Free text 

SP Code UIS code assigned to the project / trust 
fund / account 

To be updated by Accounting 

Fund Controller Name of personnel assigned to monitor 
research project funds 

To be updated by Accounting 

FAR Excluded Indicator of inclusion or exclusion from 
Financial Accountability Reports 

To be updated by Accounting 

Project Milestones 
- Milestone 

- % Completion 

- Budget Released (date) 

- Remarks 

Research project milestones as indicated 
in the MOA / Contrat and progress 
indicator 

Required 
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Step 6. On the Summary Page, 
the Approval Status of the 
research record will indicate 
Saved for Later.  
 
Click Update to proceed with 
entering research details. 
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Step 7. Continue filling-out the 
Request Page.  
 
Once done, click Next to 
proceed to the Review Page.  
 

 
. 
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Step 8.  Check the saved 
research details on the Review 
Page.   
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Step 9. Go to the Attachments 
Region and click Add.  
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Step 10. On the Add 
Attachment Window, click on 
Browse and select the file to be 
attached. 
 
Then, click Apply. 
 
 
 
 
 
 
 
 
 
The file has been successfully 
attached once the status beside 
the Browse button becomes No 
file selected. 
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To verify, click View 
Attachments. 
 
 
 
 
 
 
The confirmation message along 
with the attachment table will be 
visible. 
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Step 10. On the Review Page, 
review the Action History, the 
table will show the workflow. 
 
Then, click Submit. 
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Expected Result: 
 
A message will appear stating that the research has been submitted for approval. 
 

 
 

Note: Once a research record 
has been submitted for 
approval, the Update and Close 
options will not be available. 
 
 
 
__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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Worklist Notification Action: 
APPROVE 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Worklist Notification Action: Approve 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For approving newly submitted or updated research records 

Data Requirement Supporting documents / attachments 

Dependencies Submitted research record in the UP RIM 

Scenario Approver receives a notification from UIS for a newly submitted or 
updated research record 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Worklist Region and 
click on the notification Subject.  
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Step 4. On the Notification 
Page, review the submitted 
research details and 
attachments.  
 
If the entries are acceptable, 
proceed by clicking Approve. 
 

 
  



  Doc Ref: HRIS User Manual – UP Research Information Module 

UP Research Information Module 
File Ref: ITDC – HRIS – UM – UP Research Information Module – 20211122 – v2.0 

46 

Expected Result: 
 
The notification on the approver’s worklist will be closed and notification will be sent to the next 
approver. 
 

 
 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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Accounting Office Approver 
Worklist Notification Action: 

UPDATE ACCOUNTING DETAILS 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 
 

Process ID  

Process Name Accounting Office Approver Worklist Notification Action:  
Update Accounting Details 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For approving newly submitted research records 

Data Requirement Supporting documents / attachments 
SP Code generated from UIS  

Dependencies Research Office approved research record in the UP RIM 
SP Code requested from ITDC UIS Team 

Scenario Accounting Office Approver receives a notification from UIS for a 
newly submitted research record 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Worklist Region and 
click on the notification Subject.  
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Step 4. On the Notification 
Page, review the submitted 
research details and 
attachments.  
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Step 5. Go to the Related 
Applications Region. 
 
Then, click on the Click to 
update Accounting Details link. 
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Step 6. On the Request Page, 
go to the Fiscal Info Tab and 
update the fields making sure 
that the following required fields 
are filled-in: 
 

• Funding Information 

• SP Code 

• Fund Controller 

• FAR Excluded 

 
Once done, click Next. 
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Step 7. On the Review Page, 
check if changes have been 
captured.  
 
After reviewing and confirming 
that all the details are accurate, 
proceed by clicking Update. 
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Step 8. A message will appear 
stating that the Fiscal Info for the 
research has been updated. 
 
Click Ok to proceed. 
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Expected Result: 
 
The notification on the Accounting Office approver’s worklist will be closed. 
 

 
 
Also, a notification will be sent to the project leader that the research has been approved. 
 

 
 
 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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57 
 
 

 
 

Worklist Notification Action: 
RETURN FOR CORRECTION 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Worklist Notification Action: Return for Correction 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For returning submitted research records to the project leader for 
additional information or corrections 

Data Requirement Supporting documents / attachments 

Dependencies Submitted research record in UP RIM 

Scenario Approver receives a notification from UIS for a submitted research 
record 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Worklist Region and 
click on the notification Subject.  
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Step 4. On the Notification 
Page, review the submitted 
research details and 
attachments.  
 
If there are necessary changes 
to be made, go to the Response 
Region and enter a Note to 
indicate the items for correction / 
update.  
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Step 5. Click Return for 
Correction to proceed. 
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Expected Result: 
 
The notification on the approver’s worklist will be closed. 
 

 
 
Also, a notification will be sent to the project leader that the research has been returned for 
correction. 
 

 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Back to Top 
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Worklist Notification Action: 
RESPONDING TO 

RETURN FOR CORRECTION 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Worklist Notification Action: Responding to Return for Correction 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For updating and resubmitting research records to the approver 

Data Requirement Supporting documents / attachments 
Items for updating 

Dependencies Return for Correction notification from an approver 

Scenario Project leader receives a notification from UIS for a research record 
returned for correction by an approver. Project will update the 
research record and proceed with resubmission for approval. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Worklist Region and 
click on the notification Subject.  
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Step 4. On the Notification 
Page, review the submitted 
research details and 
attachments.  
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Step 5. Go to the Action 
History Region and check the 
Note for the items to be updated 
indicated by the approver.  
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Step 6. Go to the Related 
Applications Region and click 
on the Click to update details 
link. 
 
 
 
 
 
 
 
 
Step 7. Make the necessary 
changes on the Request Page, 
then click Next. 
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Step 8. On the Review Page, 
go to the Attachment/s Region 
if it is necessary to add 
attachments. 
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Step 9. Proceed by clicking 
Update.  
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Step 10. A message will appear 
stating that the research has 
been resubmitted for approval. 
 
Click Ok to proceed. 
 



  Doc Ref: HRIS User Manual – UP Research Information Module 

UP Research Information Module 
File Ref: ITDC – HRIS – UM – UP Research Information Module – 20211122 – v2.0 

74 

Expected Result: 
 
The notification on the project leader’s worklist will be closed. 
 

 
 
Also, a notification will be sent to the approver that the research has been corrected. 
 

 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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Worklist Notification Action: 
REASSIGN 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Worklist Notification Action: Reassign 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For delegating a response to a worklist notification 

Data Requirement None 

Dependencies Submitted research in UP RIM 

Scenario Approver receives a notification from UIS for a research record 
submission. Approver decides to delegate his/her response to 
another personnel. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Worklist Region and 
click on the notification Subject.  
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Step 4. On the Notification 
Page, review the submitted 
research details and 
attachments.  
 
Click Reassign to delegate your 
response. 
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Step 5. On the Reassign 
Notification Page, select the 
Assignee and enter your 
Comments. 
 
Then, click on Submit. 
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Expected Result: 
 
The notification on the approver’s worklist will be closed. 
 

 
 
Also, a notification will be sent to the new approver. 
 

 
 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Back to Top 
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Worklist Notification Action: 
REJECT 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Worklist Notification Action: Reject 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For rejecting a new research submission or an update to a research 
record 

Data Requirement None 

Dependencies Submitted research in UP RIM 

Scenario Approver receives a notification from UIS for a research record 
submission / update. Approver decides to reject the new research 
record or reject the update made to a previously approved research 
record. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Worklist Region and 
click on the notification Subject.  
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Step 4. On the Notification 
Page, review the submitted 
research details and 
attachments.  
 
If the newly submitted research 
record or the changes made to 
an existing research record are 
unacceptable, click Reject. 
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 Expected Result: 
 
The notification on the approver’s worklist will be closed. 
 

 
 
Also, a notification will be sent to the project leader that the research has been rejected. 
 
NOTE: 

• New submissions: When the notification is rejected, the research record will no longer be 
updatable. 

• Update submissions: When the notification is rejected, the research record will appear as it 
was previously approved and may still be updated. 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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UPDATING AN APPROVED 
RESEARCH RECORD 



  Doc Ref: HRIS User Manual – UP Research Information Module 

UP Research Information Module 
File Ref: ITDC – HRIS – UM – UP Research Information Module – 20211122 – v2.0 

89 

1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Updating an Approved Research Record 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For updating an existing research record 

Data Requirement None 

Dependencies Submitted and approved research in UP RIM 

Scenario Project leader adds new research information and submits the 
changes for approval. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Navigator and 
choose the UP Research 
Information Module  
responsibility. 
 
Then, click Entry. 
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Step 4.  On the Summary Page 
make sure that the research 
record to be updated is already 
Approved. 
 
You may click the View icon to 
review the current research 
record. 
 
To proceed with updating 
research information, click the 
Update icon. 
 
Note:  Research records with 
approval status of For Approval 
may not be updated. 
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Step 5. On the Request Page, make the necessary changes. 
 
Note: The following fields may no longer be updated 
 

• Type of Research 

• Type of Research Specifics 

• Title of Research 

• Brief Description 

• Main Area of Interest 

• Project Impact 

• Project Impact Description 

 
 
 
 
 
 
 
On the Project Remarks field, make sure to indicate the changes made to the research record. 
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Step 6. Once done, click Next. 
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Step 8. The Review Page will 
open.   
 
Add Attachment/s, if 
necessary. 
 
 
Then, click Submit. 
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Step 9. A message will open 
stating that the research has 
been submitted for approval. 
 
Click Ok to proceed. 
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Expected Result: 
 
A notification will be sent to the next approver in the Update Workflow. 

 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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CLOSING AN APPROVED 
RESEARCH RECORD 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Closing an Approved Research Record 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose For closing an approved update to a research record 

Data Requirement None 

Dependencies Submitted and approved research in UP RIM 

Scenario Project leader has completed all research activities and would like to 
proceed to closing the research record. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Navigator and 
choose the UP Research 
Information Module  
responsibility. 
 
Then, click Entry. 
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Step 4.  On the Summary Page 
make sure that the research 
record to be closed is already 
Approved. 
 
You may click the View icon to 
review the current research 
record. 
 
To proceed with the closing 
process, click the Close icon. 
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Step 5. On the Request Page, 
make the necessary changes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Change the Project Status to 
For Closeout. 
 
 
 
On the Project Remarks field, 
make sure to indicate the 
changes made to the research 
record. 
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Step 6. Once done, click Next. 
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Step 8. The Review Page will 
open.   
 
Add Attachment/s, if 
necessary. 
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Step 9. Check the Action 
History Region for the Closing 
Workflow.   
 
Then, click Submit. 
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Step 9. A message will open 
stating that the research has 
been submitted for approval. 
 
Click Ok to proceed. 
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Expected Result: 
 
A notification will be sent to the next approver in the Closing Workflow. 

 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Back to Top 
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OTHER WORKLIST NOTIFICATION 
ACTIONS 
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1. DOCUMENT CONTROL 
 
1.1 Change Record 

 

Date Author Version Change Reference: 

12 September 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.2 Description 

 
Process ID  

Process Name Other Worklist Notification Action 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose Responding to worklist notifications in the Closing Workflow 

Data Requirement None 

Dependencies Submitted research in UP RIM 

Scenario Approver receives a worklist notification during the closing process  
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Worklist Region and 
click on the notification Subject.  
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Step 4. On the Notification 
Page, review the submitted 
research details and 
attachments.  
 
These are the other notification 
actions that may appear on the 
Notification Page: 
 

1. Done Finalizing Financial 

Report 

2. Closeout Report Validated 

3. Closed 

4. Completed 

Note: Clicking Done Finalizing 
Financial Report and Closeout 
Report Validated only sends 
another notification to the 
Accounting Office Approver. All 
the indicated tasks should be 
completed before taking these 
actions.  
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Step 5. On the Notification 
Page with the Closed option, 
Accounting Office Approvers are 
allowed to Add Attachment/s  
 
 
 
 
before clicking on the Closed 
button. 
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Step 6. On the Notification 
Page with the Completed option, 
Research Office Approvers 
should click the Click to update 
Project Status link. 
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Step 7. Then, update the Actual 
End Date as well as the Project 
Status to Completed. 
 
Other details available for 
updates are the following: 
 

• Number of Mentored 

Students 

• Project Milestones 

 
Once done, click Completed. 
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Expected Result: 
 
The notification on the approver’s worklist will be closed. 
 

 
 
Also, a notification will be sent to the project leader stating that the research has been 
completed and the status of the research will also be updated.. 
 
 
 

__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Back to Top 
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VIEWING  
ACTION HISTORY 
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1. DOCUMENT CONTROL 
 
1.3 Change Record 

 

Date Author Version Change Reference: 

22 November 2021 Cherie Anne R. Pasco 1.0 Initial 

 
1.4 Description 

 
Process ID  

Process Name Viewing Action History 

Functional Domain UP Research Information Module 

Responsibility UP Research Information Module 

Purpose To view the approval status and notification actions taken on 
research records. 

Data Requirement None 

Dependencies Research record in UP RIM submitted for approval. 

Scenario Project leader or UP RIM administrator would like to review the 
actions users have performed on the notification. 
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Step 1.  Go to uis.up.edu.ph 
 
 
Step 2.  Log-in your UP Mail 
credentials (e.g. username and 
password) 
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Step 3.  From UIS Home Page 
proceed to Navigator Region 
and select any of the following: 
 
• UP Research Information 

Module 

• UP Research Information 

Module Administrator 

• UPS Research Information 

Module Administrator 

Then, click Inquiry.  
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Step 4. On the Summary Page, 
search for the research record 
you would like to view.  
 
The Approval Status will show 
if the research record has been 
approved or in the process of 
approval.  
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Step 5. To view the action 
history for a research record in 
the process of approval, click its 
approval status – For Approval. 
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Expected Result: 
 
You will be redirected to the 
Review Page where the new or 
updated research record for 
approval will be shown. 
 
 
 
 
 
 
 
 
 
 
Scroll down the page to view the 
Action History.  
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Step 6. Go Back to the 
Summary Page.  
 
To view the action history for an 
approved research record, click 
the View Icon.  
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Expected Result: 
 
You will also be redirected to a 
Review Page where the details 
of the approved research record 
will be shown. 
 
 
 
 
 
 
 
 
 
 
Scroll down the page to view the 
Action History.  
 
 
 
 
 
__________________________ 
 
DISCLAIMER: The screenshots in this document 
are for illustration purposes only and may not be 

the same as the final user interface. 
 

Back to Top 
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