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l. Background

ona I Library of the
hentage of

'b

, the division was

ratlonahzatlon of National Library of the PHhili |
technologles for NLP

envisioned to implement information as
(based on the 2007 Rationalization' P
Information Technology Center (ITC),

A. Vision

ation“and communication technologies (ICTs) to

Central hub of developéd informa
iceés by Filipinos.

democratize access to'NLR

B. Mission Qﬁ?

Develop and"
products éﬁd ser

1.
2
3_ /ide
4. Development and maintenance of IT Systems
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ll. Organizational Structure

A. ITD in relation to NLP Organizational Structure

ITD is an organic division in NLP. Its relationship in t

structure is illustrated below.

whole agency
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B. ITD Organizational Structure

The division was created in the 2007 Rationalization Plan of thesag
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C. Current Organization

Regular employees under the IT Division have specific roles that are in
accordance to the functions of the division. With the - ementation of the
gated, comtractual staff

,; \

supplement the ITD manpower.

1 | Information Technology Officer Il W ,
Division Chief 4
In-charge, Research and Developn ent an 'on
Vacant

2 Leonardo P. Bernabe

3

4

o} rammer ||
! 4 e, ing Services
6. | Christopher T. Diaz
ﬁ‘EﬁE@ 5| Administrative Assistant I

Un-c e, Software Services
L Ty le Garcia
f}h ‘Administrative Assistant Ill

8

9

n-charge, Hardware Services
Administrative Assistant Ill

Vacant

Harris Estolano

Administrative Assistant Il

In-charge, IT Support Services

10 | Israel P. Mendoza

Administrative Assistant Il

In-charge, ICT Facilities and IT Help Desk
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lll. Products and services
A. ITD Products

ITD delivers the following products:

A.2 Tekno-Aklatan
A.3 Integrated Library System (Koh
A.4 Complimentary PVC ID for P
A.5 Barcode stickers for libra

B. ITD Services

ion assistance (cut-off time 4:45PM)
uter and Internet use

« Software installation, configuration, and maintenance
« Hardware installation, configuration, and maintenance
o |ICT Support for Projects

« |ICT Planning

B.3 Public Library Services

e ICT training and Consulting
« Data Conversion and Migration
« Software installation, configuration, and maintenance

and public library staff
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« Hardware installation, configuration, and maintenance
o |ICT Support
« |ICT Planning

B.4 Other Services

o IT Technical Support for Events
C. ITD Managed Facilities

ITD takes charge in the management of the"""'i'f*a{cilities"and certain equipment
located within the various areas of the NLP:;puiIding.' A

C.1 Data Center

The Data Center facility jsdocated at the Second Floor, East Wing of NLP.

It houses the servers‘and net\wo'rifia@gﬁﬁﬁces of the NLP. The Data Center
also has a standby generatomwith automatic fail-over in times of power
interruption and@utages. '
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C.2 ID Registration Station

The ID Registration stations service are located at Third Floor, East Wing

and Third Floor Mezzanine, East Wing.

system.

C.2.1 Third Floe

C.2.2 Third Floor Mezzanine, East Wing

C.3 Time Management Station

The computers are intended for self-registration of libi

sers to the library

MFivem

The Time Management stations are located at the AMS Hall, Main Lobby,
Second Floor East Wing and Second Floor Mezzanine, East Wing exclusive

for employees' use.
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The computers are intended for monitoring the daily attendance of

employees.

C.4 Internet Stat_i_oxi

The Internet tation Us, locat8d at Third Floor, Reading Area, East Wing

allotted for libraryspatronsiuse.

C.4.1 Third Floor, East wing
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C.5 Digitization Center : ) N u

The Digitization csmer is Io.lted at Second Floor, East Wing.

It houses dlgltlzatnon equment intended for digital conversion of print, audio
and video matenals It is‘also used for digital reprography, regular and large

format prmfihg and dlgltlzaﬁOn training as needed.
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C.6 IT Training Center

The IT Training center facility is located at Second Floor, East Wing.

The facility serves as a venue for in-house, public library staff, and NLP
partner staff training activities as well as for meetlngs aﬁtf %shops
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C7 Onllne Puﬁh{; Acc%ss Caﬁiog Station

‘4.-

ﬁ“‘*@g ess Catalog station is located at Third Floor, Reading
rary patrons use.

C.7.1 Third Floor, East wing
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C.7.2 Third Floor, Mezzanine, East Wing

C.8 E-Resources S tio

The E-Resourées station is ed at Third Floor, Reading Area, East Wing
for library atron shuse.

A .

C.8.1 Third Floor, East wing
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Welcnme to the National Library of
the Philippines. Read or download
your favourile titles via

C.8.2 Third Fioor, Mezzanine, Easti._mf?é‘f \"Y

IV. General POIICleS

In the conduct of busmesas, aII TTD personnel shall adhere to Civil Service
Commission rules and regulaﬁans in addition to NLP issuances.

ITD shall develop, Jmprcve and |mplement ICT standards, policies and guidelines
as approved mee agency

A. Fragyeﬁork

1. %'rsure that Thmatlon resources fit together in an agency system to provide
ready access to information, data, computer services, and communication

resoum

2. Apply to technologlcal hardware and software developed and/or acquired by all
units;

3. Use international and industry standards, whenever possible; and
4. Revised and expanded whenever technological advances are necessary.

The establishment of standards shall be based upon international, industry, and/or
de facto standards. Technology advances will necessitate periodic revisions and
additions to the standards adopted under this policy.

Emphasis will be on standardizing the multiple elements of the information
technology infrastructure. The goal of this approach is to reduce aggregate
operating costs and eliminate complexity while improving the effectiveness of
service.
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B. ITD Staff Development

Technology is rapidly changing and thus in order to provide a consistent quality
service to all stakeholders, all ITD personnel, without exceptlon are required to
undergo continuous capacity building activities .

It should include both in-house and external training ;It‘ﬁnes In h@use training
and re-training should always be enforced to coveg_, ’chncﬂog!es [mplemented
within NLP and PLs S 0 \/

External training should cover but is not Ilmlted to, critlﬁ«gl*‘technologses and those
that require certifications. W N &

L
= S
o b T

and implement ICT trainings. Tramn‘i’g mate __?_::‘. also be developed and be
made available to NLP and PLgpers

Technology sel L, i nd PLs should undergo research and testing prior
toi " 1. ; ' ShOUId always be:

-----

NLP 4
E. ICT Solutions Development

Documentation of any ICT service delivered should be practiced at all times, to
include solutions provided based on research and best practices, and
incorporation of effective solution packages. With emphasis on least
implementation time, less dependencies, and cost-effective solutions.
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VIl. Processes and Procedures

A. ICT Planning Process

A.1 Purpose

requirements for operations or prOJects to ITD forr
A.2 Policy

Divisions shall submit to ITD their IT requi ments ’f@r operatﬁbns or projects. ITD
will rewew subm155|ons based on _fe le and ‘msf beneficial information
that'integrate wn;q “and are in support of, the

agency’s business plan, budget requésts a teﬂ@%gy goals.

agency-wide budget precess ("__,_,,,,-.,_'nua‘t up,dates allow documentation of planned
responses to Ieglslatlve mandates#undlng situations, and new technologies.)

The Agency L Plah shalt mclude detailed information of all IT and
telecommumcatloms I|:n'4ajc=:t*:1;{s for the next fiscal year, including an estimate of the
agency’s total T, budget Summary information on IT initiatives that are in the three
(3) year planning® cycie must also be submitted in conjunction with the annual

Agency [T Plan

Thls annual IT Plah shall be submitted, allowing ITD time to review the IT
requitements ‘and consider the information during the annual agency budgeting
processiAdditionally, the IT requirements must be submitted as an electronic
document to: itd@nlp.gov.ph

ITD will select specific IT or telecommunications projects that require submission
of a project profile. The Agency IT Plan and project profiles will be evaluated by
ITD for compatibility with the agency-wide information technology and
telecommunications plans as well as ITD policies and standards. The ITD may
subsequently select specific projects for a formal, comprehensive review and
approval.

Proposed projects should also be included in the Agency’s IT Plan. If additional
initiatives and/or projects arise that are not included in the Agency’s annual IT
Plan, the Agency shall provide an updated list of IT and telecommunications
projects in a timely manner. Additional projects that are submitted separately from
the Agency IT Plan may require greater detail, upon request from the ITD.
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B. ITD Business Process

In the conduct of specific ITD businesses, the following should be observed as
necessary:

B.1 IT Support Services

IT support services should use the following proces '
1. Report Documentation
2. Case investigation

. Priority labeling
. Risk identification
. Solutions Identification

. Solutions testing
. Solutions implementati

3

4

5

6. Solutions development 4
7 <
8

9

1

Module development

Training proposal

Training plan development

Training kit preparation

Training advisory delivery

Training program or agenda preparation

O 0 S IENEON e o baEe

Training report preparation
10. Training certificate preparation
11. Training invitation letter delivery
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12. Training facility preparation
13. Lecture delivery
14. Training facilitation

B.3 ICT Research

ICT research services should use the following processes,@s

1. Research request documentation ;
Technology bibliography preparation
Technology literature review prepaati
Comparative technology assessi
Technology impact assessmen A

S L LA

Simission documentation
4."Scope o ork documentation
6. Risk assessment

7. Financial feasibility assessment
8. Technical feasibility assessment

9. Systems proposal preparation

10. Software requirements documentation
11. Software requirements analysis

12. Software requirements specification
13. Software requirements validation

14. Software architecture specification
15. Data architecture specification
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16. Network architecture specification
17.Process architecture specification

18. Database architecture specification

19. Graphical interface architecture specification
20. Software construction
21.Unit testing
22.Integration testing
23.System testing

C. ITD Reporting System

Statistics shall be gathered reguilasly fe
by NLP internally and as required 2r.goV
be collected at person Ievaf safhﬂareaapphcatlon level and portal Ievel

The indicators and their respectlv&pomts are indicated below:

C.1 Informatfon technology Serwces

Client transaauons ﬁ Number of client transactions
Client sygitem trangachons Number of client-system transactions
Digit °1I&L0f AV mgtenals Number of minutes of AV materials digitized
D_, _ tization of prmtétd materials | Number of pages of printed materials
E: digitized
Dlgtﬂzatlon of printed AV Number of printed AV materials digitized
| materialsgsd
Events technical support Number of events requiring technical
support
Information product production | Number of information product produced
C.2 IT Support Services
Report documentation Number of service requests
Case investigation Number of case investigated
Priority labeling Number of cases analyzed
Risk identification Number of risks identified
Solutions Identification Number of solutions identified
Solutions development Number of solutions developed




NATIONAL LIBRARY OF THE Ref No. NLP-087
PHILIPPINES
T.M. Kalaw Street, Ermita, Manila, 1000 Philippines Date of Effectivity m\{ W, w'lO
Information Technology Revision No. 2
Division
PROCEDURAL MANUAL | P& £ ki

Solutions test

Number of solutions tested

Solutions implementation

Number of solutions implemented

User acceptance

Number of solutions acwﬁed

Case terminal report

C.3ICT Training

Number of terminal, mports preparefd

Training needs analysis

Training request
documentation

Numbm of‘tralnlng réquests documented

[t i PSS P
LS . W 4

Module development

_'_:j_;-.._;Number of lﬁpdules developed

Training proposal

Numb&g@ﬁalmng proposals prepared

Training plan

“\{[Nufiber of iraining plans prepared

Training kit prepara;i_gﬁ

I"N:umber of training kits prepared

Training advis

Number of training advisory prepared

Training pregran'er agenda,

[ Number of training program/agenda

prepared

Number of training reports prepared

Tralf;mg cerﬁ?lcate

Number of certificates issued

Trainlng mv:tatlon letter

Number of letters (email) prepared and sent

Tralnln'g"faelﬂty prepared

Number of facilities prepared

Lecture conducted

Number of lectures delivered

Training facilitated

Number of training facilitated

C.4 ICT Research

Research request
documentation

Number of research request documented

Technology bibliography
preparation

Number of technology bibliography prepared

Technology literature review

Number of technology literature review
prepared
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Comparative technology
assessment

Number of comparative technology
assessment prepared

Technology impact
assessment

Number of technology impact assessment
prepared

Technology testing

Number of technology tested

C.5 Systems Development

Systems development request
documentation

Number of systems development request
documented :

System requirements

Number‘@f System{equirements prepared

Systems' mission

:Z@f wstems ‘mission prepared

Scope of work

Business case

meer of‘ﬁcoﬁ f work prepared

isiness case acted upon

Risk assessment

_ﬂ.

\ © Ntsmber of Rlsk assessment prepared

Financial feaS|b|I|ty Y N
assessment -

“PNumber of Financial feasibility assessment

prepared

Technical feastbihty
assessmenty,

q.é:‘\ . . age
"% Number of Technical feasibility assessment

prepared

Systems proposal

Number of Systems proposal prepared

Software reqmrememts |

Number of Software requirements prepared

Software req_unt-'ements

Number of software requirements analysis

anatySts prepared
Softwares requ:rements Number of software requirements
specification specification prepared

Software requirements
validation

Number of software requirements validated

Software architecture
specification

Number of software architecture specified

Data architecture specification

Number of data architecture specified

Network architecture
specification

Number of network architecture specified

Process architecture
specification

Number of Process architecture specified

Database architecture

Number of Database architecture specified
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specification

Graphical interface architecture
specification

Number of graphical interface architecture
specified

Software construction

Number of software constructed

Unit test

Number of unit testeg

Integration test

Number of Integr_ testlng made

System test

C.6 ICT Planning

Information Systems Strategic
Plan

Enterprise Architecture Plan o

0 & | *

Procurement Plan

er Procurement Plan prepared

Operational Plan X

umber of Operational Plan prepared

NSmber of Resource allocation planned

Resource allocation""ttl_gn

Process plan ™

I "Number of Process planned

Effort, scheduté and cost
estlmate _ :

Number of Effort, schedule and cost estimate
made

System Ilfe cy{;le de‘flnlt:on

Number of System life cycle defined

Statf__development plan

Number of Staff development planned

Number of ICT Policy prepared

Disaster management plan

Number of Disaster management planned

C.7 ICT Monitoring

Transaction log analysis

Number of transaction log analyzed

Software configuration status

Number of software configuration status
analyzed

System performance analysis

Number of system performance analyzed

System utilization analysis

Number of system utilization analyzed

Bandwidth consumption
analysis

Number of bandwidth consumption analyzed
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Network load analysis

Number of network load analyzed

Computer equipment
performance analysis

Number of computer equipment performance

analyzed

ICT facilities environment
analysis

Number of ICT facullttes enwnnment
analyzed

Disaster preparedness
assessment

Number of dlsastepmeparedness assessed

Computer Equipment
inspection

Software Inspection

Network connectivity inspection

C.8 ICT Auditing

Systems and applications, audlt e e

Information processmg aydn

Systems development and
enhancement audit

Nﬂmber of Systems development and
enhancement audited

management audi

Number of ICT and enterprise architecture

management audited

Cllent _and or server aud|t

Number of Client and or server audited

Telecommunmatlons audit Number of Telecommunications audited
Intr-anet audit. Number of Intranet audited
Extranetag;dit Number of Extranet audited

ICT facilities audit

Number of ICT facilities audited

C.9 ICT Procurement

Request for Proposal

Number of Request for Proposal

Technical specifications

Number of Technical specifications

Technical evaluation of bids

Number of Technical evaluation of bids

ICT purchase request

Number of ICT purchase requested

Delivery inspection

Number of Delivery inspected

Delivery test

Number of Delivery tested




NATIONAL LIBRARY OF THE | gefno. =i
PHILIPPINES
T.M. Kalaw Street, Ermita, Manila, 1000 Philippines Date of Effectivity MV “’ 20 20
Information Technology | RevisionNo. 2
Division
PROCEDURAL MANUAL | "™ D e

Delivery acceptance

Number of Delivery accepted

C.10 Systems Deployment

Application installation and
configuration

Number of Application mstaﬂed and
configured .

Operating system installation
and configuration

Number of Operatmg system lnstalled and
configured @ :

Accounts creation and
configuration

Number of chounts created and oonf igured

Network installation and
configuration

"‘IIed and configured

NUmber‘of Netw&rkm

ICT equipment driver

installation and configuration.gm,

awonrr a

and conﬂgurgad

Software functional test <

Numbw Q&goftware functionality tested

Security test

W Nﬂmber of Security tested

Load test

TNumber of Load tested

Performance,jggt N

Number of Performance tested

Fault test

Number of Fault tested

Soﬂwase conf guratren
|dennf|catlon and conf‘rguratlon

Number of Software configured, identified
and configured

C. 1?! Systems Mafntenance

Physmjmfelean equipment

Number of equipment physically cleaned

Software updates

Number of Software updated

File archive

Number of File archived

Driver updates

Number of Driver updated

Virus scan

Number of Virus scanned

Storage media integrity test

Number of Storage media integrity tested

Back-up power test

Number of Back-up power tested

Configuration integrity test

Number of Configuration integrity tested

Network integrity test

Number of Network integrity tested

Security test

Number of Security tested
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Software configuration control

Number of Software configuration controlled

Software retired

Number of Software retired

Data migrated

Number of Data migrated

System migration

Number of System mlg[;ated

Software integration

Number of Softwarqg'\tegtated b

Reverse engineering

Number of Reve@ engmeer‘ég

Forward engineering

System archived

Notification

C.12 Administrative servicesgm

Organizational meetingigﬁ'f?

. meetings attended

Events preparation 4

-

nber of events prepared

Risk managementy,

mmber of risks management score cards

prepared

Quality managementu,

Number of quality management score cards
prepared

Plan management,

Number of plan management score cards
prepared

Communications
mahagement

Number of communications management
score cards prepared

Staff ';ui‘jé'ff’g;r'nance review

Number of staff performance review
conducted

Unit performance review

Number of unit performance review
conducted

Facilities management

Number of facilities management score
cards prepared

Equipment management

Number of equipment managed

D. Work Procedure

D.1 Procedure in applying for NLP Transaction Stub (FREE)

1. Get a stub from the IT Division Front Desk.
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2. Fill up the online registration form.

3. Proceed to picture taking booth
3.1. Get a small white board that is provided and affix your signature
3.2 Fall in line for picture taking.

D.1.a NLP Transaction Stub application workflow

D.2 Procedure in Digitizing material for NLP Clients

1
2,
3.
4.
S.
6.

Check materials for digital reproduction (Scanning).

Give the client the Order of Payment form with transaction number.

Proceed to the Cashiers Section for payment.

Show receipt to IT Division (Digitization Room) for digital reproduction.

Give client schedule for release of digital image.

Reproduction/Printing: Scan the materials. Do image processing (cropping,
adjusting orientation, etc) and then save the image to CD/DVD or to a flash drive or
external storage of the client if requested.

7. Allow the client to view the digitized material before releasing the requested item/s.
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D.2.a Digitizing material for NLP Clients workflow
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D.3 Procedure in providing IT Support Services

Forms needed:
1. Report Documentation form
2. Case Investigation Report form
3. Pull out form (if the equipment cannot be repaired oné ite)
4. User Acceptance Report form & N

Jr"‘:é-'

1. When a client ask for technical support (face to face oﬁ%rough phone)
* Fill up the Report Documentation form = P

« ask for the name of the user or client

« ask for the location (division) of the,L

o ask what eqmpment or ltem has a

Mot by the User)
X the problem (note it in the

advise the user or client on wh

Possible Solutions) SRR,

« The client and the person who pro the call should sign the Report
Documentation form ™ ) |

fill-up 2 copies (for't

’ F|I| up the Case '

= nvestlgatlon Report form

fill up 1 copy (for ITD documentation only)

* Fill up the Pull out form if the equipment cannot be fixed on site
Indicate the problem why the unit needs to be pulled out (Remarks)
The client and the person who processed the call should sign the Pull out
form
fill up 2 copies (for the user and ITD)

* Fill up the User Acceptance form
Document all the work done in the equipment (pass or fail)
The client and the person who processed the call should sign the User
Acceptance form
fill up 2 copies (for the user and ITD)
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D.3.a Providing IT Support Services workflow
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D.3.b Providing IT Support Services workflow (Case Investigation)
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D.3.c Providing IT Support Services workflow (User Acceptance)
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VI. Contact Details
ITD Office is located at Second Floor, East Wing of theﬂ[ﬁ@unldmg at T.M.

Kalaw St., Ermita, Manila, Philippines %
& N\ )’
{(:r\__ \.‘-..‘I

Official email address: itd@nlp.gov.ph y 4 R
Office Telephone: +632 5336-7200 loc 201 20:5“ P N\
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VIil. Annexes

A. Annex 1 — NLP Portal Privacy Notice
B. Annex 2 - ITD Preventive Maintenance Procedur
C. Annex 3 - ITD Digitization Guide

D. Annex 4 - Koha 19.05 Installation, Basic
Manual

E. Annex 5 - Koha 19.11 on Ubuntu 10.
F. Annex 6 - Modified Koha 2.2.9

G. Annex 7 - Modified Koha 2.2.9 Hardware.z
Manual
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