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I. GENERAL INFORMATION 

 

A. SYSTEM OVERVIEW 

 
SubayBAYAN formerly Programs and Projects Management System is a web-based 

information system monitoring all the physical and financial accomplishments of each 

DILG -locally funded project administered by the Office of Project Development Services 

(OPDS) nationwide. 

1. SYSTEM FEATURES 

 Project Profiling, Monitoring and Analysis. A module that allows the user to create, 

view, update, and delete projects.  

 Physical and Financial Accomplishments Monitoring. A module that monitors the 

physical and financial status of a project. 

 Geo-tagging and Map Integration. The process of pointing the exact location of the 

OPDS- administered locally funded projects and overlaying them on the 

Philippine map. 

 Dashboard. A reporting tool that quickly shows the general status of the projects at the 

national, regional, and provincial levels. The dashboard is also customizable as it can be 

used to show projects per year, program, and other filters. 

 Promoting Project using Facebook APIs. The public can send feedback or comments 

on the project. The result helps improve governance in project implementation. 

 Project-at-Risk Monitoring. A mechanism of measuring the risk level of OPDS-

administered locally funded projects which sends notification via short messaging 

system (SMS) and email to the OPDS-Project Management Offices (PMOs), focal persons 

and executives  

 Single Sign On through DILG Intranet Website. A security framework that permits a 

user to log in to various DILG web-based applications with only one set of credentials 

(e.g. username and password) 

 

B. ACRONYMS AND ABBREVIATIONS 
 
Department of the Interior and Local Government (DILG) 

- It is the executive department of the Philippine government responsible for promoting 

peace and order, ensuring public safety and strengthening local government capability 

aimed towards the effective delivery of basic services to the citizenry. 
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Office of Project Development Services (OPDS) 

- It is the umbrella unit that develops and oversees capital-investment locally-funded 

development projects covering various sectoral concerns that provide access to financing, 

capacity building support, and technical assistance on project development and 

management to local government units. 

Provincial Local Government Operations Officer (PLGOO) 

- He/she is the DILG staff at the provincial level who has the privilege to validate the 

accomplishments submitted by the City/Municipal Local Government Operations Officer 

(C/MLGOO). 

City Local Government Operations Officer (CLGOO) 

- He/she is the DILG staff at the city level who encodes additional project details, milestone, 

physical accomplishments and financial accomplishments of the OPDS-administered 

locally funded projects within his/her jurisdiction. 

Municipal Local Government Operations Officer (MLGOO) 

- He/she is the DILG staff at the municipal level who encodes additional project details, 

milestone, physical accomplishments and financial accomplishments of the OPDS-

administered locally funded projects within his/her jurisdiction. 

Local Government Unit (LGU) 

- It is an administrative and political government unit subsidiary to the national 

government which could itself consist of sub-units. 

Dashboard 

- It is an easy to read, real-time user interface, showing graphical presentations of the 

current status and trends of the request or task. 
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II. GETTING STARTED 
 
A. USER ACCESS, ROLES AND PRIVILEGES 
 
The users of the application are as follows: 
 
 Super Administrator (ISTMS/PMED) 

Performs over-all system management. The PMED of OPDS generates monthly summaries 

and prepares analysis  for Management. 

 Administrator (OPDS) 

Performs system management, analytics, and generates reports from data. 

OPDS-PMOs are the encoders of basic details of projects (e.g. Philippine Standard 

Geographic Code (PSGC), Program, allocation,   final approver (vetting) of milestones, 

physical accomplishments and financial accomplishments). 

 Approvers  

Regional level users are the approvers of project profile, milestones, physical 

accomplishments, and financial accomplishments for their region of assignment. 

 Validators  

Provincial level users validate the milestones, physical accomplishments, and financial 

accomplishments for their province of assignment. 

 Encoders  

City/Municipal level  (C/MLGOO) users encode  project details (e.g. 

Contractor/Administration details), project images, milestones, physical accomplishments, 

financial accomplishments, goods/materials, and changes in project implementation. If 

project details are encoded by the LGU user, the C/MLGOO user automatically becomes a 

validator of the encoded details. 

 Local Government Unit user 

Encoder of project details (e.g. Contractor/Administration details), project images, 

milestones, physical accomplishment, financial accomplishment, goods/materials, and 

changes in project implementation for his/her LGU of assignment. 

 

B. LOG-IN/SIGN IN AND SIGN UP 

1. LOG-IN/SIGN IN 

To start using the application, the user should log-in first. Open the web browser, and type 

http://intranet.dilg.gov.ph at the address bar and the log-in page will be displayed (Figure 1). 

For LGU users, go to http://subaybayan.dilg.gov.php and click Login (Figure 2) located at the 

upper right corner of the page and the log-in page for LGU users will be displayed (Figure 3). 

 

http://subaybayan.dilg.gov.php/
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To log-in, enter a valid username and password and click on the Sign in. 

Figure 1 DILG Intranet log-in page 

 

Figure 2 Subaybayan public website home page 
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Figure 3 LGU user log-in page 

 

After a successful log-in in the DILG Intranet, the homepage of the application will be displayed 

(Figure 4), on the upper left side corner are the applications being accessed. Click SubayBAYAN 

(PPMS) (Figure 4-1) and the page will be redirected to the SubayBAYAN application. 

Figure 4 DILG Intranet home page 

 

2. SIGN UP 
 
To sign up and create an account, click Don’t have an account? Sign up! (Figure 1-1) and the sign 

up page will be displayed (Figure 5). For LGU users click Register (Figure 2) to be directed to 

the LGU sign-up page (Figure 6).  

In order to create a valid account, fill-in all the required information and click Sign up (Figure 5-

1 or Figure 6-1) when done. When already registered click Already registered? Sign in (Figure 

5-2) and sign in. 
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Figure 5 DILG Intranet sign-up page 

 

Figure 6 LGU user sign-up page 

 

After signing-up, check the registered email address for a confirmation message and follow the 

instruction/link to activate the DILG Intranet account. Then inform and coordinate with the 

respective Regional Information Technology Officer for proper user assignment. 

C. RETRIEVE PASSWORD 

To retrieve a forgotten password, click on the Forgot Password? (Figure 1-2) and the recovery 

password page will be displayed. (Figure 7). Input the email address used during sign-up and 

click Continue (Figure 7) to proceed. 

Figure 7 DILG Intranet password recovery 

 

1 
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III. PUBLIC WEBSITE (FRONTEND) 

The frontend site of SubayBAYAN intended for public viewing has six (6) pages. 

Figure 8 SubayBAYAN home page 

 

The home page (Figure 8) is the landing page of the SubayBAYAN website which is accessible 

using the link: http://subaybayan.dilg.gov.ph/site. 

Figure 9 SubayBAYAN About Our Programs page 

 

The About Our Programs page (Figure 9) introduces the different type of programs under 

SubayBAYAN. 

http://subaybayan.dilg.gov.ph/site
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Figure 10 SubayBAYAN News page 

 

The News page (Figure 10) shows the headlines, features, and latest news regarding the 

Suybaybayan projects  

 

Figure 11 SubayBAYAN Interactive Map page 

 

The Interactive Map Page (Figure 11) plots searched projects within the map of the Philippines, 

pointing to its exact location based on the encoded geographical information of the projects. Users 

can search, view statistics, zoom in and out, pan right, left, up and down in this interactive map. 
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Figure 12 SubayBAYAN Projects page 

 

The Projects page (Figure 12) allows public users to search for any OPDS-administered locally 

funded projects in the SubayBAYAN and view its details once the project title is clicked. 

 

Figure 13 SubayBAYAN Dashboard page 

 

The Dashboard page (Figure 13) displays aggregate information of the OPDS-administered 

locally funded projects in graphical presentations. 
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IV. USING THE SYSTEM 

The SubayBAYAN System captures data from the input of several users. Shown in Figure 14 is 

the flow of data entered in SubayBAYAN. The basic project details entered by the Administrator 

are shown on the basic information panel. Additional details or project updates are then entered 

by other users to complete the details of the project using the actions panel. These updates can 

be seen in the basic information panel, implementation information panel, progress report panel, 

or project profile panel. 

Figure 14 SubayBAYAN Process Flow 

 

 

A. ADMINISTRATOR LEVEL USER (PMO) 

1. SYSTEM MENU 

The Administrator level access account has six (6) major menus that can be found at the menu 

bar located at the left side of the system as shown in Figure 15. 
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Figure 15 Menu bar of the SubayBAYAN 

 

 

2. DASHBOARD 

The Dashboard Menu (Figure 15-1) shows different reports of projects through graphical 

presentations (Figure 16). The Dashboard contains a combination of report generation filters 

(Figure 16-1), quick statistics (Figure 16-2), a stacked bar graph and a tabular presentation of 

the projects per program (Figure 16-3). It also contains a clustered bar graph and a tabular 

presentation of the financial status per program (Figure 16-4) and a clustered column chart and 

a tabular presentation of the projects started and completed per month (Figure 16-5). Likewise, 

a bar graph of the allocation per LGU (Figure 16-6) and a stacked bar graph of the physical status 

of projects per geographic location (Figure 16-7) is shown in the dashboard. 
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Figure 16 Dashboard of SubayBAYAN 

 

 

3. CREATE PROJECT 

The Create Project menu (Figure 15-2) allows the user to input a new project in the system. To 

create a project, click the Create Project at the menu bar. A sub-menu (Figure 17) will appear 

with two types of project to choose from. The user can select the type of project that he/she 

wishes to create. The user will be directed to the Create Project as shown in Figure 18 and Figure 

19.  
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Figure 17  Sub menu of create project 

 

 

Fill-up all the required fields and then click Save Project (Figure 18 & Figure 19) to submit the 

form. The initial details of the created project will be displayed on the basic information panel of 

the project profile shown in Figure 22-3. 

 

Figure 18 Create project: Infrastructure 
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Figure 19 Create project: Goods 

 

4. PROJECTS 

The Projects menu (Figure 15-3) allows the user to see the list of all created projects. To view 

the list of projects, click Projects and the user will be directed to the projects page as shown in 

Figure 20.  

 

To search for a project, fill-up the appropriate fields in the search filter and then click Apply 

Filters (Figure 20-1). To clear-out the filters, click Reset.  

 

To view the complete profile of a project, click the View Profile (Figure 20-2). After clicking the 

button, the user will be directed to the project profile page (Figure 22). 
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Figure 20 Project page of SubayBAYAN 

 

 

To generate reports, select the region and the batch report to be filtered for the report then click 

Apply Filters (Figure 20-1). The Export Masterlist button (Figure 20-3) will appear. Click this 

button and click Excel (Figure 21) to download the report in an Excel file. 

Figure 21 Export masterlist to excel 

 

5. PROJECT PROFILE  

The Project Profile page (Figur09e 22) allows the user to see the complete profile of the project. 

It is composed of the map overlay panel (Figure 22-1), images panel (Figure 22-2), basic 

information panel (Figure 22-3), implementation information panel (Figure 22-4), progress 

report panel (Figure 22-5), actions panel (Figure 22-6), and the project status panel (Figure 22-

7) 
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Figure 22 Project profile page of SubayBAYAN 

 

 

6. PROJECT AT RISK 

The Project at Risk Menu allows the user to view the list of projects with identified risks. To view 

the list, click Project at Risk at the menu bar (Figure 15-4) to be directed to the Project at Risk 

page. The list includes details of risk event, risk trigger, and risk level of the project as shown in 

Figure 23. To see more information about the risk cause, click view. The user will be directed to 
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the Risk Information page where a more detailed risk cause is noted as well as remarks related 

to the risk (Figure 24).  

Figure 23 Project at risk page 

 

 

Figure 24 Risk Information 
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7. ACCOMPLISHMENTS APPROVAL 

Data entered into the SubayBAYAN are checked at different levels in order to maintain good data 

quality. This data quality check is illustrated in Figure 25. Initial details are first encoded by the 

Administrator then additional data are added by the C/MLGOO. These additional data are then 

validated by the Provincial User, approved by the Regional User, and vetted by the Administrator.  

 

Figure 25 SubayBAYAN Data Flow Checks 

 

 

a. PROJECT ACCOMPLISHMENTS APPROVAL 

The Approval menu shown in Figure 15-5 allows the Administrator to vet accomplishment 

details related to the project submitted by the C/MLGOO users, provided that these 

accomplishment details were already approved by the Regional user.  

Figure 26 Approval sub-menu 

 

 

To navigate to the Approval for Project Content and Accomplishments page, click 

Accomplishments (Figure 26-2) to direct the user to the Approval for Project Content and 

Accomplishments page (Figure 27). 
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Figure 27 Approval project content and accomplishments page 

 

 

To filter project accomplishments submitted for approval, use the Search Filter and click View 

projects that need my action (Figure 27-4) then click Apply Filters (Figure 27-1). To clear-out 

the filters, click Reset. 

 

The Approval for Project Content and Accomplishments page includes a dashboard (Figure 27-

2) to give the user a brief summary of the encoded project data submitted, validated, approved, 

vetted, and for revision.  

 

To view Accomplishments for vetting, click View Data for Approval (Figure 27-3). Review the 

milestones entered by the user as shown in Figure 28. Select Vetted radio button for the 

milestones to be vetted then click Take Action to save. 

 

4 



 

SubayBAYAN User’s Manual 

23 

Figure 28 Vetting of accomplishments 

 

 

 

 

8. STATISTICS 

The Statistics Menu (Figure 15-6) allows the Administrator to view relevant figures in 

monitoring the performance of SubayBAYAN and the projects included in it. The reports are 

aggregated by province except for the status report page. The user may also choose to filter the 

reports by year, program, physical status, and procurement type. 

 

The Data Updates page presents statistics of encoded progress report data of projects. The 

column reports shows summaries of encoded obligations, disbursements, liquidations, physical 

accomplishments, and milestones (Figure 29).  

 

Project Accomplishments not yet approved nor validated by the Regional and Provincial User, 

respectively, will not show the Vetted or For Revision radio buttons for the Administrator’s action. 

These project accomplishments are labelled as Submitted. Moreover, returned project 

accomplishments for revision that are not yet updated will not show the Vetted or For Revision radio 

buttons as well. 

 

NOTE 
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Figure 29 Data Updates page 

 

 

The Project Description and Location page presents statistics of projects with encoded exact 

location and description (Figure 30).  

Figure 30 Project description and exact location page 

 

 

The Image Statistics page presents statistics of projects with uploaded images for users to 

monitor (Figure 31).  Moreover, the Image Stats per Type page presents statistics of the uploaded 

image by type such as Billboard, Before, 20-40%, 50-70%, 41-80%, 90%, 100%, and During 

Operation (Figure 32).   
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Figure 31 Image Statistics page 

 

 

Figure 32 Image Stats per type page 

 

The Status Report page presents the aggregate number of projects with its current milestone such 

as Under Preparation, Approved Feasibility Study (FS)/ Program of Work (POW) or Detailed 

Engineering Design (DED) preparation, Procurement, On-going, and Completed. The report also 

shows the total amount obligated, disbursed, and liquidated. These are all aggregated per region 

(Figure 33). 
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Figure 33 Status report page 

 

 

B. REGIONAL LEVEL USER 

1. SYSTEM MENU 

Regional level access account has three (3) major menus that can be found at the menu bar 

located at the left side of the system as shown in Figure 34. 

Figure 34 Menu bar of the SubayBAYAN 

 

2. DASHBOARD 

The Dashboard Menu is included in the menu bar as shown in Figure 34-1. The Dashboard shows 

different reports of projects through graphical presentations (Figure 35). It contains a 

combination of report generation filters (Figure 35-1), quick statistics (Figure 35-2), a stacked 

bar graph and a tabular presentation of the projects per program (Figure 35-3), a clustered bar 

graph and a tabular presentation of the financial status per program (Figure 35-4). It also 

includes a clustered column chart and a tabular presentation of the projects started and 

completed per month (Figure 35-5), a bar graph of the allocation per LGU (Figure 35-6), and a 

stacked bar graph of the physical status of projects per geographic location (Figure 35-7). 
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Figure 35 Dashboard of SubayBAYAN 

 

 

3. PROJECTS 

The Projects menu (Figure 34-2) allows the user to see the list of all created projects in the 

Region. To view the list of projects, click Projects and the user will be directed to the projects 

page as shown in Figure 36.  

 

To search for a project, fill-up the appropriate fields in the search filter and then click Apply 

Filters (Figure 36-1). To clear-out the filters, click Reset.  

 

To view the complete profile of a project, click View Profile (Figure 36-2). After clicking the 

button, the user will be directed to the project profile page (Figure 38). 
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Figure 36 Project page of SubayBAYAN 

 

 

To generate reports, select the region and the batch report to be filtered for the report then click 

Apply Filters (Figure 36-1). The Export Masterlist button (Figure 36-3) will appear. Click this 

button and click Excel (Figure 37) to download the report in an Excel file. 

Figure 37 Export masterlist to excel 

 

4. PROJECT PROFILE  

The Project Profile page (Figure 38) allows the user to see the complete profile of the project. It 

is composed of the map overlay panel (Figure 38-1), images panel (Figure 38-2), basic 

information panel (Figure 38-3), implementation information panel (Figure 38-4), progress 

report panel (Figure 38-5), actions panel (Figure 38-6), and the project status panel (Figure 38-

7). 
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Figure 38 Project profile page of SubayBAYAN 

 

 

5. PROJECT PROFILE AND ACCOMPLISHMENTS APPROVAL 

Data entered into the SubayBAYAN are checked at different levels in order to maintain good data 

quality. This data quality check is illustrated in Figure 39. Initial details are first encoded by the 

Administrator then additional data are added by the MLGOO. These additional data are then 

validated by the Provincial User, approved by the Regional User, and vetted by the Administrator.  
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Figure 39 SubayBAYAN Data Flow Checks 

 

 

a. PROJECT PROFILE APPROVAL  

The Approval menu (Figure 34-3) allows the Regional user to approve additional details of the 

project submitted by the C/MLGOO users. 

Figure 40 Sub-menu of approval 

 

 

To navigate to the Approve Project Profile page, click Project Profiles (Figure 40-1) to direct the 

user to the Approve Project Profile page. 

 

To filter project profiles submitted for approval, use the Search Filter (Figure 41) and select 

Submitted from the Approval Status filter then click Apply Filters (Figure 41-1). To clear-out the 

filters, click Reset. The user may also check for projects sent back for revision, open for editing, 

and already approved using the Approval Status filter. 

 

The project profile approval page includes a dashboard (Figure 41-2) to give the user a brief 

summary of the projects such as the approval rating of the user, number of projects that needs 

approval, number of projects that needs encoding and revision, and the number of approved 

profiles. 
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Figure 41 Project profile approval page 

 

To view the Project Profile for approval, click View Data for Approval as shown in Figure 41-3. 

To approve the project profile, click Approved (Figure 42-4) radio button then click Take Action 

(Figure 42-5) to save.  

 

The Approval for Project Profile Page also contains a submission history of the project where 

updates in the project profile are logged as shown in Figure 42-3. 
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Figure 42 Project Profile Approval Page 

 

 

To view the complete details of the project for approval, click View Complete Details (Figure 42-

2). Click Back to Project Profiles (Figure 42-1) to return in approve project profile page. 

 

To reopen an approved project, select Open for Editing and click Take Action (Figure 42-5) to 

reopen the project for editing.  

 

b. PROJECT ACCOMPLISHMENTS APPROVAL 

The Approval menu shown in Figure 34-3 also allows the Regional user to approve 

accomplishment details related to the project submitted by the C/MLGOO users, provided that 

these accomplishment details were already validated by the Provincial user.  
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To navigate to the Approval for Project Content and Accomplishments page, click 

Accomplishments (Figure 40-2). This will direct the user to the Approval for Project Content and 

Accomplishments page (Figure 43). 

 

Figure 43 Approval project content and accomplishments page 

 

 

To filter project accomplishments submitted for approval, use the Search Filter and click View 

projects that need my action (Figure 43-4) then click Apply Filters (Figure 43-1). To clear-out 

the filters, click Reset. 

 

The Approval for Project Content and Accomplishments page includes a dashboard (Figure 43-

2) to give the user a brief summary of the encoded project data submitted, validated, approved, 

vetted, and for revision. 

 

To view Accomplishments for approval, click View Data for Approval as shown in Figure 43-3. 

Review the milestones entered by the user as shown in Figure 44. Select Approved radio button 

for the milestones to be approved then click Take Action to save. 

4 
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Figure 44 Approval of accomplishments 

 

 

 

 

C. PROVINCIAL LEVEL USER 

1. SYSTEM MENU 

Provincial level access account user has three (3) major menus that can be found at the menu 

bar located at the left side of the system as shown in Figure 45. 

Figure 45 Menu bar of the SubayBAYAN 

 

2. DASHBOARD 

The Dashboard Menu is included in the menu bar as shown in Figure 45-1. The Dashboard shows 

different reports of projects through graphical presentations (Figure 46). It contains a 

combination of report generation filters (Figure 46-1), quick statistics (Figure 46-2), a stacked 

bar graph and a tabular presentation of the projects per program (Figure 46-3), a clustered bar 

 

Project Accomplishments not yet validated by the Provincial User will not show the Approve or For 

Revision radio button for the Regional User to take action. These project accomplishments are 

labelled as Submitted. Moreover, returned project accomplishments for revision that are not yet 

updated and validated by the provincial user will not show the Approve or For Revision radio button.  

 

NOTE 
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graph and a tabular presentation of the financial status per program (Figure 46-4). It also 

includes a clustered column chart and a tabular presentation of the projects started and 

completed per month (Figure 46-5), a bar graph of the allocation per LGU (Figure 46-6), and a 

stacked bar graph of the physical status of projects per geographic location (Figure 46-7). 

 

Figure 46 Dashboard of SubayBAYAN 

 

 

3. PROJECTS 

The Projects menu (Figure 45-2) allows the user to see the list of all created projects. To view 

the list of projects, click Projects and the user will be directed to the projects page as shown in 

Figure47. 

  

To search for a project, fill-up the appropriate fields in the search filter and then click Apply 

Filters (Figure 47-1). To clear-out the filters, click Reset.  
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To view the complete profile of a project, click View Profile (Figure 47-2). After clicking the 

button, the user will be directed to the project profile page (Figure 49). 

Figure 47 Project page of SubayBAYAN 

 

 

To generate reports, select the region and the batch report to be filtered for the report then click 

Apply Filters (Figure 47-1). The Export Masterlist button (Figure 47-3) will appear. Click this 

button and click Excel (Figure 48) to download the report in an Excel file. 

Figure 48 Export masterlist to excel 

 

4. PROJECT PROFILE  

The Project Profile page (Figure 49) allows the user to see the complete profile of the project. It 

is composed of the map overlay panel (Figure 49-1), images panel (Figure 49-2), basic 

information panel (Figure 49-3), implementation information panel (Figure 49-4), progress 

report panel (Figure 49-5), actions panel (Figure 49-6), and the project status panel (Figure 49-

7). 
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Figure 49 Project profile page of SubayBAYAN. 

 

 

 

5. ACCOMPLISHMENTS APPROVAL 

Data entered into the SubayBAYAN are checked at different levels in order to maintain good data 

quality. This data quality check is illustrated in Figure 50. Initial details are first encoded by the 

Administrator then additional data are added by the C/MLGOO. These additional data are then 

validated by the Provincial User, approved by the Regional User, and vetted by the Administrator.  
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Figure 50 SubayBAYAN Data Flow Checks 

 

 

a. PROJECT ACCOMPLISHMENTS APPROVAL 

The Approval menu shown in Figure 45-3 also allows the Provincial user to validate 

accomplishment details related to the project submitted by the C/MLGOO users.  

 

To navigate to the Approval for Project Content and Accomplishments page, click Approval 

(Figure 45-3) then click Accomplishments. This will direct the user to the Approval for Project 

Content and Accomplishments page (Figure 51). 
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Figure 51 Approval project content and accomplishments page 

 

 

To filter project accomplishments submitted for validation, use the Search Filter and select View 

projects that need my action  (Figure 51-4) then click Apply Filters (Figure 51-1).To clear-out 

the filters, click Reset. 

 

The Approval for Project Content and Accomplishments page includes a dashboard (Figure 51-

2) to give the user a brief summary of the encoded project data submitted, validated, approved, 

vetted, and for revision.  

 

To view Accomplishments for validation, click View Data for Approval as shown in Figure 51-3. 

Review the milestones entered by the user as shown in Figure 52. Select Validate radio button 

for the milestones to be approved then click Take Action to save. 

4 
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Figure 52 Validation of accomplishments 

 

 

 

 

D. CITY/MUNICIPAL LEVEL USER 

1. SYSTEM MENU 

The C/MLGOO level access account has two (2) major menus that can be found at the menu bar 

located at the left side of the system as shown in Figure 53. 

Figure 53 Menu bar of the SubayBAYAN 

 

2. DASHBOARD 

The Dashboard Menu is included in the menu bar as shown in Figure 53-1. The Dashboard shows 

different reports of projects through graphical presentations (Figure 54). It contains a 

combination of report generation filters (Figure 54-1), quick statistics (Figure 54-2), a stacked 

bar graph and a tabular presentation of the projects per program (Figure 54-3), a clustered bar 

graph and a tabular presentation of the financial status per program (Figure 54-4). It also 

includes a clustered column chart and a tabular presentation of the projects started and 

completed per month (Figure 54-5), a bar graph of the allocation per LGU (Figure 54-6), and a 

stacked bar graph of the physical status of projects per geographic location (Figure 54-7). 

 

Only Project Accomplishments validated by the Provincial user will routed to the Regional user for 

approval.  

 

NOTE 
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Figure 54 Dashboard of SubayBAYAN 

 

 

3. PROJECTS 

The Projects menu (Figure 53-2) allows the user to see the list of all created projects. To view 

the list of projects, click Projects. This will direct the user to the projects page as shown in Figure 

55.  

 

To search for a project, fill-up the appropriate fields in the search filter and then click Apply 

Filters (Figure 55-1).To clear-out the filters, click Reset.  

 

To view the complete profile of a project, click the View Profile (Figure 55-2). After clicking the 

button, the user will be directed to the project profile page (Figure 57). 
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Figure 55 Project page of SubayBAYAN 

 

 

To generate reports, select the region and the batch report to be filtered for the report then click 

Apply Filters (Figure 55-1). The Export Masterlist button (Figure 55-3) will appear. Click this 

button and click Excel (Figure 56) to download the report in an Excel file. 

Figure 56 Export masterlist to excel 

 

 

 

4. PROJECT PROFILE  

The Project Profile page (Figure 57) allows the user to see the complete profile of the project. It 

is composed of the map overlay panel (Figure 57-1), images panel (Figure 57-2), basic 

information panel (Figure 57-3), implementation information panel (Figure 57-4), progress 

report panel (Figure 57-5), actions panel (Figure 57-6), and the project status panel (Figure 57-

7). 
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Figure 57 Project profile page of SubayBAYAN. 
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Figure 58 Action buttons panel 

 

The next chapters will discuss the function of each of the buttons in the Action Buttons panel 

(Figure 58). 

a. PROJECT MAPPING 

Figure 59 Map overlay page 

 

To view the details of a map overlay, click the View on the group of buttons (Figure 59-1) located 

at the right side of the screen. To update the details of the map overlay, click the Update and to 

delete the overlay click Delete. 
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To add map overlays (marker, polyline, polygon), click the button corresponding to the desired 

overlay on Figure 59-2. This will direct the user to the Create Overlay page. Click on the map to 

create overlays then click the Create (Figure 60) to save the overlay. Shown in Figure 60 are 

examples of map overlay options that the user may use.  

Figure 60 Create overlay 
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b. COMPLETE PROJECT PROFILE 

To complete the project profile, fill-in the additional details of the project then click submit 

profile as shown in Figure 61 to save the updated project profile. 

Figure 61 Complete profile page 

 

 

c. ADMINISTRATION DETAILS 

If the mode of project implementation is through LGU administration, supply the administration 

details as shown in Figure 62 then click Create to save. 
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Figure 62 Create administration details page 

 

 

d. CONTRACT DETAILS 

If the mode of project implementation is through a contract, supply the details of the contract as 

shown in Figure 63 then click Create to save. 
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Figure 63 Create contract details page 

 

e. PROJECT IMAGES 

To upload an image of the project, click Add Image (Figure 64) then browse the image to be 

uploaded by clicking choose file (Figure 65). A window will pop-up prompting the user to select 

an image file to be uploaded (Figure 66). Select the image to be uploaded then click Open. Fill-in 

the remaining details of the image then click Submit (Figure 65) to upload. On the other hand, to 

delete an image, click Delete and click OK to confirm.   
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Figure 64 Project image page 

 

Figure 65 Upload project image page 

 

Figure 66 Upload pop up window 

 

 

Once uploaded, the user will be able to view thumbnails of the project images in the project 

profile page as shown in Figure 67. Click the image thumbnail to view the gallery of the project 

(Figure 67). A short description of the image is shown in Figure 68-1. The user may scroll to 
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the right or left (Figure 68-2) to view more image.   To exit the gallery, click x as shown in 

Figure 68-3.  

Figure 67 Project image panel 

 

Figure 68 Image gallery 

 

 

f. MILESTONES 

To update the details of a project milestone, fill-in the start date and end date of a milestone 

(Figure 69) then click save to add the milestone.  

 

 

Project milestones are validated by the Provincial user and approved by the Regional user before it is 

vetted by the Administrator. Milestones returned for revisions, highlighted in red (Figure 70), should be 

revised by the concerned user accordingly by updating the project milestone. 

 

NOTE 
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Figure 69 Create milestone page 

 

Figure 70 Milestones panel 

 

 

 

g. PHYSICAL ACCOMPLISHMENT 

After saving the milestones of the project, an option to add major activities and physical 

accomplishments will become available. Choose the major activity and fill-in the necessary details 

(Figure 71) to update its physical accomplishment then click create to save.  
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Figure 71 Create Physical accomplishment 

 

To add an update of a physical accomplishment, click Add Accomplishments as shown in Figure 

72-1. Fill-in the necessary details of the physical accomplishment then click Create to update. 

Figure 72 Physical accomplishment panel 

 

h. OBLIGATION 

To create a financial obligation, fill-in the details of the obligation shown in Figure 73 then click 

Create to save.  

Figure 73 Add financial obligation 

 

To update or edit an obligation, click update found in the Financial Obligations – Progress 

Report Panel as shown in Figure 74. Edit the necessary details then click update to save. 

 

Physical accomplishments are validated by the Provincial user and approved by the Regional user 

before it is vetted by the Administrator. Physical accomplishments returned for revisions, should be 

revised by the concerned user accordingly. 

 

NOTE 
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Figure 74 Financial Obligations Sub-panel 

 

i. DISBURSEMENT 

To create a disbursement based on the financial obligation, fill-in the details of the 

disbursement shown in the Figure 75 then click create to save. 

Figure 75 Add financial disbursement 

 

To update or edit a disbursement, click update found in the Disbursement – Progress Report 

Panel as shown in Figure 76. Edit the necessary details then click update to save. 

 

Figure 76 Financial disbursement Sub-panel 

 

j. LIQUIDATION 

To add a liquidation based on the disbursement, fill-in the details of the liquidation shown in 

Figure 77 and click create to save. 
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Figure 77 Add financial liquidation 

 

To update or edit a liquidation, click update found in the Liquidation – Progress Report Panel as 

shown in Figure 78. Edit the necessary details then click Update to save. 

Figure 78 Financial liquidation Sub-panel 

 

 

 

 

Figure 79 Financial accomplishment for revision 

 

k. GOODS/MATERIALS PROCURED 

To add goods or materials procured by the LGU for the project, fill-in the necessary details of the 

procurement as shown in Figure 80 then click Create to save.  

 

Financial accomplishments such as obligation, disbursement and liquidations are validated by the 

Provincial user and approved by the Regional user before it is vetted by the Administrator. Financial 

accomplishments returned for revisions, highlighted in red (Figure 79), should be revised by the 

concerned user accordingly. 

 

NOTE 
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Figure 80 Create goods/materials 

 

 

 

l. CHANGES IN IMPLEMENTATION 

Should there be changes in the implementation of the project, fill-in the changes made in the 

implementation as shown in Figure 81 then click Create to save. 
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Figure 81 Changes in implementation 

 

To revise or edit the changes in implementation, click Update Change in Implementation (Figure 

82) and make the necessary changes then click Update to save. To delete the change in 

implementation, click Delete Change in Implementation and click OK to confirm. 

Figure 82 Changes in implementation panel 

 

 

m. PROJECT STATUS 

The Project Status panel provides the user a brief summary of the project. The panel includes the 

physical status of the project, project risk, project profile encoding status, and the status of the 

encoded contents (Figure 83).    
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Figure 83 Project Status panel 

 

 

5. PROJECT PROFILE AND ACCOMPLISHMENTS VALIDATION (Optional)  

There are instances when the LGU user encodes the project profile and accomplishments. When 

this happens, the C/MLGOO user is required to initially validate the details encoded by the LGU 

user before it can be validated further by the provincial user, approved by the regional user, and 

vetted by the PMO. 

 

The process of validating the details encoded by the LGU user is similar to the approval done by 

the regional level user. Chapter IV, Section B (Regional User), Subsection 5 discusses these step-

by-step validations.  

 

 

E. LGU USER (Optional) 

1. SYSTEM MENU 

The LGU user access account has two (2) major menus that can be found at the menu bar 

located at the left side of the system as shown in Figure 84. 
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Figure 84 Menu bar of the SubayBAYAN 

 

2. DASHBOARD 

The Dashboard Menu is included in the menu bar as shown in Figure 84-1. The Dashboard shows 

different reports of projects through graphical presentations (Figure 85). The Dashboard 

contains a combination of report generation filters (Figure 85-1), quick statistics (Figure 85-2), 

a stacked bar graph and a tabular presentation of the projects per program (Figure 85-3). It also 

includes a clustered bar graph and a tabular presentation of the financial status per program 

(Figure 85-4), a clustered column chart and a tabular presentation of the projects started and 

completed per month (Figure 85-5), a bar graph of the allocation per LGU (Figure 85-6), and a 

stacked bar graph of the physical status of projects per geographic location (Figure 85-7). 
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Figure 85 Dashboard of SubayBAYAN 

 

 

3. PROJECTS 

The Projects menu (Figure 84-2) allows the user to see the list of all created projects. To view 

the list of projects, click Projects and the user will be directed to the projects page as shown in 

Figure 86.  

 

To search for a project, fill-up the appropriate fields in the search filter and then click Apply 

Filters (Figure 86-1). To clear-out the filters, click Reset.  

 

To view the complete profile of a project, click the View Profile (Figure 86-2). After clicking the 

button, the user will be directed to the project profile page (Figure 88). 
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Figure 86 Project page of SubayBAYAN 

 

 

To generate reports, select the region and the batch report to be filtered for the report then click 

Apply Filters (Figure 86-1). The Export Masterlist button (Figure 86-3) will appear. Click this 

button and click Excel (Figure 87) to download the report in an Excel file. 

Figure 87 Export masterlist to excel 

 

 

 

4. PROJECT PROFILE  

The Project Profile page (Figure 88) allows the user to see the complete profile of the project. It 

is composed of the map overlay panel (Figure 88-1), images panel (Figure 88-2), basic 

information panel (Figure 88-3), implementation information panel (Figure 88-4), progress 

report panel (Figure 88-5), actions panel (Figure 88-6), and the project status panel (Figure 88-

7). 
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Figure 88 Project profile page of SubayBAYAN. 
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Figure 89 Action buttons panel 

 

The next chapters will discuss the function of each of the buttons in the Action Buttons panel 

(Figure 89). 

a. PROJECT MAPPING 

Figure 90 Map overlay page 

 

To view the details of a map overlay, click the View on the group of buttons (Figure 90-1) located 

at the right side of the screen. To update the details of the map overlay, click the Update and to 

delete the overlay click Delete. 
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To add map overlays (marker, polyline, polygon), click the button corresponding to the desired 

overlay on Figure 90-2. This will direct the user to the Create Overlay page. Click on the map to 

create overlays then click the Create (Figure 91) to save the overlay. Shown in Figure 91 are 

examples of map overlay options that the user may use.  

Figure 91 Create overlay 
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b. COMPLETE PROJECT PROFILE 

To complete the project profile, fill-in the additional details of the project then click submit 

profile as shown in Figure 92 to save the updated project profile. 

Figure 92 Complete profile page 

 

 

c. ADMINISTRATION DETAILS 

If the mode of project implementation is through LGU administration, supply the administration 

details as shown in Figure 93 then click Create to save. 
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Figure 93 Create administration details page 

 

 

d. CONTRACT DETAILS 

If the mode of project implementation is through a contract, supply the details of the contract as 

shown in Figure 94 then click Create to save. 
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Figure 94 Create contract details page 

 

e. PROJECT IMAGES 

To upload an image of the project, click Add Image (Figure 95) then browse the image to be 

uploaded by clicking choose file (Figure 96). A window will pop-up prompting the user to select 

an image file to be uploaded (Figure 97). Select the image to be uploaded then click Open. Fill-in 

the remaining details of the image then click Submit (Figure 96) to upload. On the other hand, 

click Delete to delete an image and click OK to confirm.   



 

SubayBAYAN User’s Manual 

67 

Figure 95 Project image page 

 

Figure 96 Upload project image page 

 

Figure 97 Upload pop up window 

 

 

Once uploaded, the user will be able to view thumbnails of the project images in the project 

profile page as shown in Figure 98. Click the image thumbnail to view the gallery of the project 

(Figure 98). A short description of the image is shown in Figure 99-1. The user may scroll to 
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the right or left (Figure 99-2) to view more image.   To exit the gallery, click x as shown in 

Figure 99-3.  

Figure 98 Project image panel 

 

Figure 99 Image gallery 

 

 

f. MILESTONES 

To update the details of a project milestone, fill-in the start date and end date of a milestone 

(Figure 100) then click save to add the milestone.  

 

 

Project milestones are validated by the Provincial user and approved by the Regional user before it is 

vetted by the Administrator. Milestones returned for revisions, highlighted in red (Figure 101), should 

be revised by the concerned user accordingly by updating the project milestone. 

 

NOTE 
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Figure 100 Create milestone page 

 

Figure 101 Milestones panel 

 

 

g. PHYSICAL ACCOMPLISHMENT 

After saving the milestones of the project, an option to add major activities and physical 

accomplishments will become available. Choose the major activity and fill-in the necessary details 

(Figure 102) to update its physical accomplishment then click create to save.  
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Figure 102 Create Physical accomplishment 

 

 

To add an update of a physical accomplishment, click Add Accomplishments as shown in Figure 

103. Fill-in the necessary details of the physical accomplishment then click Create to update. 

Figure 103 Physical accomplishment panel 

 

h. OBLIGATION 

To create a financial obligation, fill-in the details of the obligation shown in Figure 104 then 

click Create to save.  

Figure 104 Add financial obligation 

 

To update or edit an obligation, click update found in the Financial Obligations – Progress 

Report Panel as shown in Figure 105. Edit the necessary details then click update to save. 

 

Physical accomplishments are validated by the Provincial user and approved by the Regional user 

before it is vetted by the Administrator. Physical accomplishments returned for revisions, should be 

revised by the concerned user accordingly. 

 

NOTE 



 

SubayBAYAN User’s Manual 

71 

Figure 105 Financial Obligations Sub-panel 

 

i. DISBURSEMENT 

To create a disbursement based on the financial obligation, fill-in the details of the 

disbursement shown in the Figure 106 then click create to save. 

Figure 106 Add financial disbursement 

 

To update or edit a disbursement, click update found in the Disbursement – Progress Report 

Panel as shown in Figure 107. Edit the necessary details then click update to save. 

 

Figure 107 Financial disbursement Sub-panel 

 

j. LIQUIDATION 

To add a liquidation based on the disbursement, fill-in the details of the liquidation shown in 

Figure 108 and click create to save. 
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Figure 108 Add financial liquidation 

 

To update or edit a liquidation, click update found in the Liquidation – Progress Report Panel as 

shown in Figure 109. Edit the necessary details then click Update to save. 

Figure 109 Financial liquidation Sub-panel 

 

 

 

Figure 110 Financial accomplishment for revision 

 

k. GOODS/MATERIALS PROCURED 

To add goods or materials procured by the LGU for the project, fill-in the necessary details of the 

procurement as shown in Figure 111 then click Create to save.  

 

Financial accomplishments such as obligation, disbursement and liquidations are validated by the 

Provincial user and approved by the Regional user before these are vetted by the Administrator. 

Financial accomplishments returned for revisions, highlighted in red (Figure 110), should be revised by 

the concerned user accordingly. 

 

NOTE 
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Figure 111 Create goods/materials 

 

l. CHANGES IN IMPLEMENTATION 

Should there be changes in the implementation of the project, fill-in the changes made in the 

implementation as shown in Figure 112 then click Create to save. 
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Figure 112 Changes in implementation 

 

To revise or edit the changes in implementation, click Update Change in Implementation (Figure 

113) and make the necessary changes then click Update to save. To delete the change in 

implementation, click Delete Change in Implementation and click OK to confirm. 

Figure 113 Changes in implementation panel 

 

 

m. PROJECT STATUS 

The Project Status panel provides the user a brief summary of the project. The panel includes the 

physical status of the project, project-at-risk, project profile encoding status, and the status of the 

encoded contents (Figure 114).    
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Figure 114 Project Status panel 
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V. SYSTEM SETTINGS 

A. PROFILE SETTINGS 

The user has the option to update his/her profile and account using the User Module. To 

navigate, click the user account button as shown in Figure 115-1. To view details of the user’s 

profile, click Profile (Figure 115-2). To change the user’s password, click Settings (Figure 115-

2), type the new password and supply the current password then click Save to update. 

Figure 115 Log-out and profile settings 

 

B. LOG-OUT  

To end the current session, navigate to the user account (Figure 115) button located at the 

upper right corner of the application and click Sign out (Figure 115-3). 
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