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1. Internet Installation (With Equipment Available)
Provide Internet access to offices of the University.
	Office or Division:
	ICT Unit

	Classification:
	Complex

	Type of Transaction:
	G2G - Government to Government

	Who may avail:
	GSU Offices

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	Duly Accomplished Internet Installation Request Form (Form 5)
	ICT Unit via ICTU Services Desk

	CLIENT STEPS
	AGENCY ACTION
	FEES TO BE PAID
	PROCESSING TIME
	PERSON RESPONSIBLE

	1. Submit report to subscribe to Internet service via ICTU Service Desk
	1.1. Issues system generated acknowledgement
	None
	5 minutes
	ICTU Head

	2. Receives update
	2.1. Checks request
	None
	1 minute
	ICTU Head

	
	2.2. Checks network equipment availability
	None
	2 minutes
	ICTU Head

	
	2.3. Assesses the appropriate service for the subscriber through pre-inspection
	None
	30 minutes
	ICTU Head

	
	2.4. Conducts cable laying, commissioning and termination
	None
	5 days
	ICTU Head

	3. Receives the documents
	3.1. Issues post-inspection report
	None
	5 minutes
	ICTU Head

	TOTAL:
	5 days and 43 minutes


2. Internet Installation (Without Equipment Available)
Provide Internet access to the offices of the University.
	Office or Division:
	ICT Unit

	Classification:
	Complex

	Type of Transaction:
	G2G - Government to Government

	Who may avail:
	GSU Offices

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	Duly Accomplished Internet Installation Request Form (Form 5)
	ICT Unit via ICTU Services Desk

	CLIENT STEPS
	AGENCY ACTION
	FEES TO BE PAID
	PROCESSING TIME
	PERSON RESPONSIBLE

	1. Submit report to subscribe to Internet service via ICTU Service Desk
	1.1. Issues system generated acknowledgement
	None
	5 minutes
	ICTU Head

	2. Receives update
	2.1. Checks request
	None
	1 minute
	ICTU Head

	
	2.2. Checks network equipment availability
	None
	2 minutes
	ICTU Head

	
	2.3. Assesses the appropriate service for the subscriber through pre-inspection
	None
	30 minutes
	ICTU Head

	
	2.4. Issues system generated request for procurement
	None
	5 minutes
	ICTU Head

	3. Receives the documents
	3.1. Issues post-inspection report
	None
	5 minutes
	ICTU Head

	TOTAL:
	48 minutes


3. Printing of ID Card
Printing of Identification Card for GSU Employees
	Office or Division:
	ICT Unit

	Classification:
	Simple

	Type of Transaction:
	G2G - Government to Government

	Who may avail:
	GSU Employees

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	Duly Accomplished Personnel ID Application Form (Form 2)
	ICT Unit via ICTU Services Desk

	[New Employee ID] Employee ID Number
	Human Resource Management Office

	[Lost ID] Affidavit of Loss
	End user

	[Replacement ID] Old ID Card
	End user

	CLIENT STEPS
	AGENCY ACTION
	FEES TO BE PAID
	PROCESSING TIME
	PERSON RESPONSIBLE

	1. Fill out Personnel ID Application Form (Form 2) via ICTU Service Desk
	1.1. Prints system generated ID Card Application Form
	None
	5 minutes
	Information Systems Analyst I

	2. Presents requirements
	2.1. Checks requirements
	None
	5 minutes
	Information Systems Analyst I

	3. Have photo taken and e-signature captured
	3.1. Takes photo and captures electronic signature of the client
	None
	5 minutes
	Information Systems Analyst I

	4. Review Application
	4.1. Collates client's information, image and signature data
	None
	5 minutes
	Information Systems Analyst I

	5. Fill out the logbook and receive the printed ID Card
	5.1. Print and release the ID Card
	None
	3 minutes
	Information Systems Analyst I

	TOTAL:
	23 minutes


4. Requesting ICT Repair Maintenance
Provide repair and maintenance to all ICT equipment of the University.
	Office or Division:
	ICT Unit

	Classification:
	Simple

	Type of Transaction:
	G2G - Government to Government

	Who may avail:
	GSU Employees

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	Duly Signed Request Letter
	End user

	Actual ICT equipment for repair/maintenance (e.g. Printer, PC, Laptop)
	End user

	CLIENT STEPS
	AGENCY ACTION
	FEES TO BE PAID
	PROCESSING TIME
	PERSON RESPONSIBLE

	1. Send a communication via email at ict.group@gsu.edu.ph with the scanned copy of the request letter as the attachment.
	1.1. Acknowledges the service request.
	None
	2 minutes
	Information Systems Analyst II

	2.  Visit the ICT office, hand over the ICT resource concerned, and fill out the request form for ICT repair and maintenance.
	2.1. Conduct pre-inspection.
	None
	1 day
	Information Systems Analyst II

	
	2.2. Generates pre-inspection report.
	None
	5 minutes
	Information Systems Analyst II

	3. [If equipment is available]
Receives update about the status of the request.

	3.1. Conducts repair and maintenance activity.
	None
	3 days
	Information Systems Analyst II

	
	3.2. Generates post-inspection report.
	None
	5 minutes
	Information Systems Analyst II

	4. [If equipment is not available]
Receives update about the status of the request.
	4.1. Issues a request for procurement of the needed equipment.
	None
	5 minutes
	Information Systems Analyst II

	5. Purchase the necessary equipment.
	5.1. Conducts repair and maintenance activity.
	None
	3 days
	Information Systems Analyst II

	
	5.2. Generates post-inspection report.
	None
	5 minutes
	Information Systems Analyst II

	6. [If the equipment is classified as irreparable]
Obtain the ICT resource from the ICT office and forward it to the supply office with the resource declaration attached.
	6.1. Issues a certification of unserviceable ICT resource.
	None
	5 minutes
	Information Systems Analyst II

	TOTAL:
	7 days and 27 minutes


5. Requesting Google Workspace Account for Employees
Provide Google Workspace Account to the employees of Guimaras State University.
	Office or Division:
	ICT Unit

	Classification:
	Simple

	Type of Transaction:
	G2C - Government to Citizen

	Who may avail:
	GSU Employees

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	GSU Employee ID
	End User

	CLIENT STEPS
	AGENCY ACTION
	FEES TO BE PAID
	PROCESSING TIME
	PERSON RESPONSIBLE

	1. Fill-out application form via ICTU Service Desk
	1.1. Check the application
	None
	6 minutes
	Information Systems Analyst I

	
	1.2. Generates account details
	None
	2 minutes
	Information Systems Analyst I

	2. Save a copy of the account details
	2.1. Provide account details
	None
	2 minutes
	Information Systems Analyst I

	TOTAL:
	10 minutes


6. Requesting Online Meeting Services
Provide technical assistance on the hosting of virtual events using the subscribed video conferencing platform of the University.
	Office or Division:
	ICT Unit

	Classification:
	Simple

	Type of Transaction:
	G2C - Government to Citizen

	Who may avail:
	GSU Students

	CHECKLIST OF REQUIREMENTS
	WHERE TO SECURE

	Request Letter
	Dean's Office

	CLIENT STEPS
	AGENCY ACTION
	FEES TO BE PAID
	PROCESSING TIME
	PERSON RESPONSIBLE

	1. Books Online Meeting Services via ICTU Service Desk
	1.1. Issues system generated acknowledgement
	None
	5 minutes
	ICT Head

	2. Receives the meeting details
	2.1. Generates meeting details via Zoom and issues service confirmation slip
	None
	5 minutes
	ICT Head

	TOTAL:
	10 minutes
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