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I N F O R M A T I O N  
S Y S T E M S AND  
T E C H N O L O G Y  
M A N A G E M E N T  
S E R V I C E 



Sign in to intranet.dilg.gov.ph 

Sign in 



1. Click My Applications 

2. Select Human 

Resource Information 

System 

3. You will be redirected 

to the main page of the 

HRIS 

Intranet main page 



HRIS Main Page 



HRIS Menus 

Composed of Personal 

Data Sheet Panels 

Web-based Personal 

Data Sheet 



HRIS Main Page 

Types of PDS Panels (11) 



 The PDS contains 11 panels showing the status of each data 

encoded, such as date of last update, percentage completed, number of 

records saved, and if a certain data has not been populated yet. 

1 2 3 

Percentage 

completed 

of data 

encoded 

Last update 

of a certain 

data under 

a panel 

No data 

encoded 

yet Redirects the user 

to the edit page of 

the selected panel 

Types of PDS Panels (11)  



Types of PDS Panels (11)  

4 5 6 

Number of 

records or 

entries saved 

in the selected 

panel 



Generates a 

copy of the 

Personal Data 

Sheet 

Downloads the 

Personal Data 

Sheet in PDF 

7 8 9 

10 11 

Types of PDS Panels (11)  



Personal Data Sheet 



Encode  

Personal Information 



Personal Information 

View button shows a 

pop-up containing the 

summary of encoded 

details  

Edit button enables 

user to update data 

on the selected 

field 

Fill out 

button 

enables user 

to input data 

on blank 

fields 



F i l l i n g - u p  o f  P e r s o n a l  I n f o r m a t i o n   

Ident i f icat ion Numbers  

Click save button 

to save encoded 

data on 

Identification 

Numbers 



Click save button 

to save encoded 

data on 

Residential 

Address 

F i l l i n g - u p  o f  P e r s o n a l  I n f o r m a t i o n   

Residential  Address  



Click Copy/Paste 

button if 

Residential 

Address is same 

as Permanent 

Address to copy 

and paste 

previous fields 

F i l l i n g - u p  o f  P e r s o n a l  I n f o r m a t i o n   

Permanent Address  



Click save 

button to save 

encoded data on 

Contact 

Information 

F i l l i n g - u p  o f  P e r s o n a l  I n f o r m a t i o n   

Contact  Numbers  



Update 

Personal Information 



Update Basic Information  



Update Basic Information  



Update Basic Information  



Update Basic Information  



Update Basic Information  



Encode 

Family Background 



Family Background Main Page  

Click Fill out  

button to 

input info on 

Family 

Background 

Click to add 

children’s 

information, 

if applicable 



Create Spouse Information  

Click save 

button to 

save encoded 

data on 

Spouse 

Information 

Input N/A if not 

applicable 



Create Father ’s Information  

Click save 

button to 

save 

encoded 

data on 

Father’s 

Information 



Create Mother ’s Information 

Click save 

button to 

save 

encoded 

data on 

Mother’s 

Information 



Create Chi ldren’s Information  

If not applicable, skip Add 

Children’s Information. The 

system will automatically 

display this info as N/A to 

the generated PDS. 



Update  

Family Background 



Update Spouse Information  



Update Father ’s Information  



Update Mother ’s Information  



Update Chi ldren’s Information  



Educational Background 



Educational  Background 



Create  Educat iona l  Background  



Educational  Background 

Input Form 

Input Educational 

Information in these 

fields 

Drag image file or 

select  TOR or 

Diploma file to upload 



Update  Educat iona l  Background  



Move to Separate Sheet  

Move to separate 

sheet button allows 

the user to add a 

separate sheet of the 

PDS page if records 

are exceeding the 

page limit 



Civil Service Eligibility 



Create Civi l  Service El igibi l i ty  



Update Civi l  Service El igibi l i ty  



Work Experience 



Menus of Work Experience 

• Present Assignment 

• Service Record in DILG 

• Service Record in the Government 

• Work Experience as Non-

Government Employee  



  Present Assignment 



Add Present  Ass ignment  as  D ILG 

Employee  

Click to Create 

Present 

Assignment 

Information 



P r e s e n t  As s i g n m e n t  I n p u t  F o r m  ( 1 o f 2 )  



P r e s e n t  As s i g n m e n t  I n p u t  F o r m  ( 2 o f 2 )  



Service Record in the 

Government  

Click to input Service 

Record in the Government 

Click to upload Service 

Record using Excel instead 



Ad d  S e r v i c e  R e c o r d  i n  G o ve r n m e n t   

( I n p u t  F o r m  1 o f 2 )  



Ad d  S e r v i c e  R e c o r d  i n  G o ve r n m e n t   

( I n p u t  F o r m  2 o f 2 )  

Click Fill Up if there are 

other info to be encoded 

that must be included in the 

DILG Service Record 

Select if Not Applicable 

then click save 



U p l o a d  S e r v i c e  R e c o r d  i n  G o ve r n m e n t  

Click to download Excel 

Template of the Service Record.  

Open the file once downloaded. 



Downloaded Excel  Template 

of Service Record  

 Refer to the instructions in red on the format of data 

to be encoded. Once your data are already encoded in the 

excel sheet, delete the instructions then save the file. 



Upload Service Record 

Option 1: Drag and drop your 

Excel template with data in 

this box. 

Option 2: Browse and select 

your Excel Template. 



Upload Service Record 

Click to upload the 

data.  



Save Uploaded Service 

Record in the Database 

Once uploaded, data from excel will be previewed in the 

system. Important: Click Save to save the entries in the 

system. 



Work Exper ience  as  

Non-Government  Employee  

Click to add work 

experience via 

encoding 

Click to add work 

experience via 

uploading an excel 

file 



Work Experience  

Input Form 



Work Experience  

Input Form – Salary Finder 



Work Experience  

Download Template  

Click to download Excel 

Template of the Work 

Experience.  Open the file once 

downloaded. 



Work Experience  

Fill-out Excel Sheet  

Fol low  the  inst ruct ions  in  

f i l l ing -out  the  exce l  sheet .  

Once f in ished,  de le te  the  row  

of  inst ruct ions ,  then  save  the  

f i le .  



Work Experience  

Upload Template 
Option 1: Drag and drop your 

Excel template with data in 

this box. Click Upload. 

Option 2: Browse and 

select your Excel 

Template. Click Upload. 



Save Uploaded Work 

Experience in the Database 

Once uploaded, data from excel will be previewed in the 

system. Important: Click Save to save the entries in the 

system. 



Voluntary Work or 

Involvement in Civic/Non-

Government / People / 

Voluntary Organization 



Main Page 



Input Form 



Edit Form 



Learning and Development 

(L&D Interventions/Training 

Programs Attended) 



L & D Attended 

Main Page 



L & D Attended 

Add Training Page 



L & D Attended 

Edit Page 

Option 1: Drag and drop 

your training certificate in 

this box.  

Option 2: Browse and 

select your training 

certificate.  



L & D Attended 

Upload Training Page 

Click to download Excel 

Template of the L & D attended.  

Open the file once downloaded. 



See sample data for 

reference. Delete this 

sheet before saving. 

L & D Attended 
Upload Training Excel  Template  

See instructions before 

encoding. Delete this 

sheet before saving. 



L & D Attended 

Upload Training Page 
Option 1: Drag and drop your 

Excel template with data in 

this box. Click Upload. 

Option 2: Browse and 

select your Excel 

Template. Click Upload. 



Once uploaded, data from excel will be previewed in the 

system. Important: Click Save to save the entries in the 

system. 

L & D Attended 

Save Training Page 



OTHER INFORMATION 



Other Information 

Main Page 



Add Other Information 



Update Other Information 



Reference Persons 



Reference Person 

Main Page 



Reference Person 

Input Form 



Reference Person 

Edit Form 



Questionnaire 



Questionnaire 

Main Page 
Read instructions before 

answering the 

questionnaire 



Questionnaire 

Main Page 



Click Save button to 

save changes. 

Questionnaire 

Main Page 



Click home to access 

the PDS panels 

Generate Filled-up PDS 

Click to save a PDF 

copy of the PDS 

Click to preview the 

PDS 



Log Out 

Click user’s name 

to view log out 

button 



I N F O R M A T I O N  
S Y S T E M S AND  
T E C H N O L O G Y  
M A N A G E M E N T  
S E R V I C E 

Thank You  


