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INTRODUCTION 
 
A. General Information 
 

The purpose of this manual is to provide users of the SAIS (Student Academic 
Information System) with a guide containing procedures and step-by-step instruction on 
navigating and doing specific tasks in SAIS.  
 
This manual covers operations that can be done under SAIS, which include the 
following: 
 
ADMISSIONS 

Application Fee Payment Processééééééééééééééé..ééé 6 

 
CAMPUS COMMUNITY 

Define Assignments……………………..………………………………….……… 6 
 
GRADEBOOK 

Create Grade Roster……………………………………………………………….. 7 

Final Grade and Remarks on Gradebook………………………...……………... 7 
 

REPORTS 

Report Generation………………………………………………………………….. 7 
 

SELF-SERVICE 

Student Self Service Enrollment…………………………………………………... 8 
 

STUDENT FINANCIALS 

Batch Tuition Calculation Processéééééééééééé.ééé..ééé 8 

Billing and Generate Invoice Processééééééé..éé.ééééééé.. 9 

Calculate Individual and Batch Application Feeééééééééééééé. 9 

Closing Processééééééééééééééééééééé..é.ééé. 10 

Collection of Loan Paymentéééé..éééééé.ééééé..é.ééé. 10 

Criteria Configurationéééééééééééééééééé..éé.ééé 10 

Posting of Loan Voucheréééééééééééééééééééééé. 11 

Individual Tuition Calculation Processéééééé.éééééééé.éé 12 

Non Assessment Fees Configurationéééééééééééééé.éé.. 12 

eOpen Cashier Processééééééééééééééééé.ééé.éé 12 

Payment of Assessment Chargeséééééééééééé.ééé...éé 12 

Payment of Non-Assessment Chargeséééééééééééé.ééé.. 13 

Posting and Reversing Non Assessment Paymentséééééé.éééé 13 

Posting Refundséééééééééééééééééééééééé.é. 14 

Refund Process of Dissolved Classesééééééééééééééé.... 14 

Print Invoice Processééééééééééééééééééééééé. 14 

Setting Up Course Lab Feesééééééééééééééééééé.... 15 

Socialized Tuition (ST) Individual Processingéééééééééééé... 15 

Socialized Tuition Batch Processingééééééééééééééééé... 15 

Tender Keyséééééééééééééééééééé.éééé..ééé. 16 

Term Feeséééééééééééé..éééééééé.éééééééé 16 

Term Set Upééééééééééééééé...éééééééé.éééé.16 

Third Party Contract Configurationéééééééé..é.éééééééé... 17 

Valid Cashierséééééééééééééééé...éééééééééé.. 17 

View Customer or Corporate Accountsééééééééé.ééé.éééé.17 

Voiding Receipts Configurationééééééééé.éééééééééé... 18 
 

STUDENT RECORDS 

 

Academic Calendar Set Upééééééééééééééééééééé... 18 

Adding Pre-requisiteséééééééééééééééééééééééé. 18 

Administrative Enrollmentéééééééééééééééééééééé.. 19 

Appointment Set Upéééééééééééééééééééééééé... 19 

Building Inputééééééééééééééééééééééééééé... 20 

Completion of INC Processééééééééééééééééééééé... 20 

Course Catalogéééééééééééééééééééééééééé... 20 

Creating Class Blockéééééééééééééééééééééééé.. 20 

Creating Student Blockééééééééééééééééééééééé.. 21 

Facility Inputéééééééééééééééééééééééééééé. 21 

Individual Appointment Assignmentéééééééééééééééééé. 21 

LOA Processééééééééééééééééééééééééééé.... 21 

Quick Enroll a Studentééééééééééééééééééééééé.... 22 

Removal of 4.0 (Removal of Class Enrollment)................................................ 22 

Removal of 4.0 (Removal of Result Input)........................................................ 22 
Term Activation Batch Processéééééééééééééééééééé. 22 
Term Activation Individual Processéééééééééééééééééé.. 23 
 

 
B. The Student Academic Information System 

 
The Student Academic Information System (SAIS) is a comprehensive data 
management system that encompasses the entire student lifecycle: from admission, 
registration, to enrollment to graduation and alumni tracking. As a system specifically 
designed to manage student records and processes, the system is capable of obtaining, 
processing, retrieving, and updating student, faculty, and alumni information, as well as 
academic master data such as curricula and course information. 

 
As one of the core information systems, it is also integrated with other systems, 
including the Human Resource Information System (HRIS), Financial Management 
information System (FMIS), iLib, UPCAT, ST, and Learning Management System. 
 
SAIS Modules 

 
SAIS is composed of a total of ten (10) components: 
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       Admissions 

       Registration 

       Advisement 

       Curriculum 

       Student Records 

       Graduation 

       Student Financials 

       Financial Aid 

       Gradebook 

       Contributor Relations 

 
Benefits of Using SAIS  

 

¶ Real-time online enrollment 

o Students can immediately see the classes they are enrolled in. 
o Management of class enrollment waiting lists, eliminating the need to 

line up for courses prerogatives. 

¶ Student Financials 

o Students are able to see their financial accounts at any time. 
o Integration with FMIS’ General Ledger 
o ST & Scholarship Management 

¶ Academic Advisement 

o  Pre-requisite checking 
o  System wide visibility of student records, classes offered, etc. in 

support of cross-registration and student transfers. 
o Support for advising including evaluation of scenarios for shifting 

¶ Report Generation 

o Generation of consolidated reports as well as reports organized by 
CU, college, major, etc. which can be made available to all authorized 
personnel. 

¶ Integration among UP Constituent Universities 

o Ease of Cross-Registration 

¶ Admissions 

o Online Application 
 
C. SAIS User Credentials  

 

¶ User accounts are usually distributed by the UP Constituent Unit (CU) 
which the student or faculty/staff is currently enrolled in or employed at. 

¶ User IDs issued will usually be taken from the user’s @up.edu.ph 
username or log-in. Passwords are selected using a randomizer, which the 
user will then acquire from his or her college.  
 

Should further assistance be needed, users may contact the:  
eUP System Helpdesk 

Contact no.: (02) 376-3100, loc. 2 

e-mail :  helpdesk@up.edu.ph 
                
D. Technical Guidelines 

 
It is important to ensure that the required software is installed on devices (e.g. 
laptop, desktop computer) for SAIS to run properly.  

¶ Browsers 

The SAIS Self Service runs best on the following web browsers:  
o Mozilla Firefox  
o Safari 
o Internet Explorer (version 10 and below only)  
o Google Chrome 

¶ Operating Systems 

SAIS works on all major operating systems (e.g. Windows7, Windows 8, Linux, 
Mac OS X). 

¶ Internet Connection 

Internet connectivity is necessary to access SAIS. This may be via 
campus/office network, home broadband, DSL, USB dongle, etc. 
Note: Any connectivity problem should be reported to the CU’s local IT Offices 

or internet provider (PLDT, Globe, Smart, etc).  
 On the other hand, system-related concerns should be reported to the local 
SAIS Technical Staff assigned in the CU.   

 
E. Logging in to SAIS 

 

1. Open a web browser (e.g. Safari). 
2. Go to sais.up.edu.ph.  
3. Enter the username and password, then click the Login button.  

The SAIS Homepage will then open.  
 

E. Logging in to SAIS 
 

1. Open a web browser (e.g. Safari). 
2. Go to sais.up.edu.ph.  
3. Enter the username and password, then click the Login button.  

The SAIS Homepage will then open.  
 
F.    Symbols and Conventions Used in the Manual  

 
To make them stand out a bit better, codes and Uniform Resource Locators (URLs) 
are written in monospace font. They will appear like this: sais.up.edu.ph. 
Some of the button and symbols which will be frequently encountered while using 
the system are listed below: 
 
 
 
 

http://www.mozilla.org/en-US/firefox/new/
http://www.apple.com/safari/
http://windows.microsoft.com/en-us/internet-explorer/download-ie
https://www.google.com/intl/en/chrome/browser/
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Icon Description 

 

Lookup Button: This button indicates that a field has a List of Values 

the user can select from. 

 

Calendar Button: These icons usually appear in fields that require 

dates. Clicking this icon will redirect users to another window which 
contains a calendar. Select the correct month, day and year from the 
calendar, and click OK to use that date. 

* 

Asterisk: Fields marked with an asterisk are required fields. Users 

need to fill out the required fields before they can proceed to the next 
step or to submission. 

 

Field Highlighted in Red: When a field becomes red, this means the 

value entered in the field is incorrect. 

 
 
LIST OF TERMINOLOGIES 
 

Academic Career is the level or type of education offered by the university. Examples: 
Undergraduate, Graduate  
 
Academic Group refers to a program-offering body. Academic Groups are responsible 
for arranging and executing degree programs. Example: College of Medicine  
 
Academic Institution - Value which refers to the UP Constituent University (CU) (e.g. 
UPD, UPVIS, UPCEB).  
 
Academic Level specifies a student’s academic progression. Examples: New First Year, 
Continuing First Year, Second Year  
 
Academic Plan is an area of study that is within an degree program. It can be a major, a 
minor, or a specialization. Example: Bachelor of Fine Arts, major in Painting  
 
Academic Program is the degree program a student is admitted into. Examples: 
Bachelor of Science in Biology, Bachelor of Arts in Organizational Communication  
 
Academic Standing refers to a student’s status in terms of scholastic delinquency. 
Examples: Warning, Probation, Dismissal  
 
Academic Sub Plan - Value which refers to areas of further specialization within the 
Academic Plan  
 

 
Account Type - refers to the type of payment and can be grouped into different Item 
types (e.g. Account type: Miscellaneous Fees; Item types: Library Fee, Registration Fee, 
Internet Fee) 
 
Advisement Module - The module which offers online advising features for both faculty 
and students. Through this module, faculty members can plan which classes the 
students will take throughout their entire stay in the University, as well as keep track of 
student progress.  
 
Applicant - refers to a person with pending admission application. 
 
Campus ID is the UP Student ID. It is the number given by UP (e.g., 2007-01939). This 
is the one found in a student’s identification card, as well as the one used in official 
documents.  
 
Class is a course scheduled for every term. It is identified with a unique Class Number 
within a term. Example: Chemistry 16 offered in the First Semester as Section XYZ  
 
Class Roster - Refers to the class list.  
 
Course Examples: Communications 1 (Comm 1), Chemistry 16 (Chem 16)  
 
Course ID is a unique 6-digit code used to identify a course.  
 
Employee ID or SAIS ID is the number generated by the Student Academic Information 
System.  
 
Enrolled - Refers to a student who has only been enlisted in subjects, but has not yet 
paid.  
 
External Subject - Refers to a subject taken outside the University  
 
Grade Roster - Refers to the grade sheet/report of grades  
 
Invoice is what continuing students know as the Form 5. It is the proof that a student is 
officially enrolled. 
 
Item Types - refers to the basic work unit of the Student Financials application which can 
be differentiated as charges and credits.  
 
Matriculated - A student is matriculated in SAIS after he/she has completed all 
necessary steps to become an active student in an academic program. Upon entering 
an action of Matriculation, the system creates student records for the student.  
 
Milestone is a requirement in a degree program that does not necessarily have units, but 
must be accomplished to complete the degree. Example: Comprehensive exam  
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Service Indicator is used to track a student’s penalties or rewards, whichever the case 
may be. A student will be tagged if he has made exemplary achievements or performed 
delinquencies. For example, a student will receive a notification in SAIS if he has not yet 
returned an overdue library book. The service indicator will also prevent a student from 
performing certain actions if he has not yet resolved his previous ineligibility tag(s).  
 
Paid - Refers to a student who has already paid the tuition fees, therefore he/she is 
considered officially enrolled.  
 
Subject Area is the specific area of study in which courses are offered. Examples: 
Accounting, Arts and Humanities  
 
Term - is a portion of an academic year, the time during which an institution holds 
classes (e.g. semester, summer, trimester). If a student is term-activated in SAIS, then 
he/she is considered eligible to enroll. 
 
Term Activation is required for a student to be able to enroll at the start of every term. 
The Office of the University Registrar is the one in charge of this.  
 
Tuition Calculation - Refers to the Assessment stage of enrolment, wherein fees the 
student will pay are calculated.  
 
Waivers are the discounts on the tuition fee. 
 
SAIS PROCESSES 
I. APPLICATION FEE PAYMENT PROCESS 
 
STEP 1. Enter your user credentials. 
Username: MN_OUR 
Password: MN_OUR 
Click the Sign In button. 
STEP 2. Click the Reporting Tools tab at the left side of the SAIS homepage. 
STEP 3. Click on BI Publisher. 
STEP 4. Click on Query Report Scheduler. 
STEP 5. On the Query Report Scheduler, click the Add a new Value tab and enter your 

desired run control ID. Any name will do. Click the add button after entering the run 
control ID. For this example, STFAP1 ID name was used. 
STEP 6. Choose the data source type of the report you will be generating. For this 

example, the data source type to be generated is a connected query. Click the small 
magnifying glass icon beside the Report name to search for the report to generate. 
STEP 7. You will be prompted to the Look Up Report Definition page. Search for the 

report name you would like to generate and click the Lookup button. Click on the Report 
name after you have done your search. 
STEP 9. As you can observe, a table named Query Parameters appears, indicating the 
details you have entered for the report. Click the Run button. 

STEP 10.  After running the report, you will be prompted to the Process Scheduler 
Request page. You can choose from the 4 available formats as an output for the report 

(HTM, PDF,  RTF, XLS). For this sample, PDF output format will be chosen. Click the 
OK button. 
STEP 11. Click on the Process Monitor Tab beside the Run button. You will see the 
run status of your report on the Process List table. Hit Refresh until the Run status is 

labeled as “Success” and the Distribution Status is labeled as “Posted”. 
Once the Run status is successful, click on the “Go back to Query Report Scheduler” 

button. 
STEP 12. Click on the Report Manager tab beside the Process Monitor tab. 
STEP 13. Click on the Administration tab and you’ll notice that the report with the 

format of your choice can be seen on the Report list table. 
STEP 14. Click on the Report name that can be seen on the Description label and it will 

automatically open/download the report for you.  
On the left is a sample of the report generated.  
 
II. DEFINE CLASS ASSIGNMENTS 

 
STEP 1. Log into SAIS using the provided credentials. 
STEP 2. Click the Self Service navigation. 
STEP 3. Click on the Faculty Center navigation. 
STEP 4. Click the Assignments navigation.  

On the bottom of the page, you can find the Class Assignment settings. You can use 
this panel to add, update, and view  class assignments.  
To see class details, click on the class to see the Days and Times, Room, Instructor, 
and Dates. 
To change classes, click Change Class. 
STEP 5: Click Copy Assignments to copy the assignments from another class to the 

current class. You can copy assignments only from other classes that are taught by the 
instructor of the current class. The copied assignments add to, rather than replace, any 
existing assignments in the current class. 
STEP 6: Select the Assignment Category. 
STEP 7: Uncheck Required checkbox if this assignment is optional. 
STEP 8: Select Assessed to specify that the assignment can be graded. Any 

assignment can be assessed, whether or not it is set to Required.  
If you clear this check box, no grade input field appears on the Class Gradebook page 
or the Grade by Assignment page 
STEP 9: Enter the desired information into the Maximum Points field. 
STEP 10: Enter the desired information into the Weight in Points field. 
STEP 11: Enter the assignment’s begin date, due date, and the extended due date (in 

case instructor decides to  extend the  deadline). 
STEP 12: Enter the desired information into the Assignment Category field. 
STEP 13: Enter the desired information into the Weight % field. Click Save. 
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III. CREATE GRADE ROSTER 
 
STEP 1. Log into SAIS using the provided credentials. 
STEP 2. Click on the Curriculum Management navigation. 
STEP 3. Click on the Grading navigation. 
STEP 4. Click on the Grade Roster navigation. 
STEP 5. Fill in the required parameters. Click Search. 
STEP 6. A list of classes will appear. From this list, click on the course for which you 

wish to create a grade roster. 
STEP 7. Click on the Drop-down list. 
STEP 8. Select Final Grade. 
STEP 9. Ciick the Create tab. 
STEP 10: Click on the Grade Roster Type tab. Click Save. 

 
IV. FINAL GRADE AND REMARKS ON GRADEBOOK 
 
Step 1. Log into SAIS using the provided credentials. 
Step 2. Click on the Self Service navigation. 
Step 3. Click on the Faculty Center navigation.  
 
Step 4. Click on the Gradebook navigation. 
Step 5. Enter the student’s final grade. Click Save. 
Step 6. Click on the Cumulative Grades navigation. 
Step 7. Click on the look-up button beside Select Grade Roster. 
Step 8. Under Grade Roster, click Final. 
Step 9. Click the look-up button below Overall Grade/Override. 
Step 10. Click on the grade number equivalent which corresponds to the student’s 

performance. 
Step 11. Below Overall Grade/Override, click Note. 

Step 12. Enter the Instructor’s Comments on the information field provided. Click OK. 
Step 13. Beside Final Grade, click Update. 
Step 14. Click OK. 
Step 15. Click Save. 

 
V. REPORT GENERATION 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Reporting Tools. 
Then, click BI Publisher. 
Afterwards, click Query Report Scheduler. 
STEP 3. On the Query Report Scheduler, click the Add a new Value tab and enter the 
desired run control ID. Any name will do. Click the Add button after entering the run 

control ID. For this example, STFAP1 ID name was used. 
STEP 4. Choose the data source type of the report that will be generated. For this 

example, the data source type to be generated is a connected query. Click the small 
magnifying glass icon beside the Report Name field to search for the report to generate. 
STEP 5. In the Look Up Report Definition page, search for the report name to be 
generated. Enter the name in the box, and then click the Lookup button. 

Click on the desired report name which will be found in the search results list. 
STEP 6. After clicking the Report, a pop-up prompt will appear. Enter the desired details 
for the report. For this example, Term 1133 (Summer) and Institution UPMNL will be 

used.  
After entering the details, click the OK button. There are instances wherein there will be 

more than one prompt to be answered especially for connected queries. 
STEP 7. A table named Query Parameters will appear, indicating the details entered for 
the report. Click the Run button. 
STEP 8. After running the report, the Process Scheduler Request page will appear. 

There are 4 available formats to choose from as an output for the report (HTM, PDF, 
RTF, XLS). For this sample, PDF output format will be chosen. Click the OK button 

after. 
STEP 9. Click the Process Monitor link beside the Run button. 
STEP 10. The run status of the report can be seen on the Process List table. Click the 
Refresh button until the Run Status is labeled as “Success” and the Distribution 
Status is labelled as “Posted.” 
Once the run status is successful, click on the Go back to Query Report Scheduler 

button. 
STEP 11. Click the Report Manager link beside the Process Monitor link. 
STEP 12. Click on the Administration tab. The report with the chosen format will be 

seen on the Report List table. 
Click the report name that is under the Description column. It will automatically be 

opened/downloaded. 
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VI. STUDENT SELF-SERVICE ENROLLMENT 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. The site will redirect to this page upon successful log-in. 
On the menu on the left side of the screen, click My Personalizations to see the SAIS 
ID. 
Click Change my Password if the password of the account will be changed. 
STEP 3. Click Self Service. 
Then, click Campus Personal Information. 
Afterwards, click Personal Data Summary. 
STEP 4. Under Personal Information, fill out: Names, Emergency Contacts, Internet 
Addresses, Demographic Data. 
Under Credentials, fill out: Languages, Licenses and Certificates, Memberships, 
Work Experience. 
Under Participation Information, fill out: Publications, Extracurricular  
STEP 5. Go back to Enrollment. Click this on the menu. 
Click Enrollment: Add Classes. 
STEP 6. Click the Search tab above. 
If the user knows the exact Course Subject and Course Number, enter those fields 

(ex: Bio 1). 
To search for all classes, click Search beside the Clear Criteria button. 
STEP 7. Click the Select Class button beside the class to be added. 
STEP 8. Once a class has been selected, the site will go to this page. 
Click Next. 
STEP 9. If the addition of a class is successful, a notification saying “[Subject] has 
been added to Shopping Cart” will appear. 
Click the Enroll tab above. 
STEP 10. The Select Classes to Add page will appear. 
Click the Proceed to Step 2 of 3 button. 
STEP 11. The Confirm Classes page will appear. 

Make sure to review the selected classes and their schedules. 
Click Finish Enrolling. 
STEP 12. The View Results page will appear. 
To view the final class schedule, click My Class Schedule. 
To add another class, click Add Another Class. 

 
VI. BATCH TUITION CALCULATION PROCESS 
 
Step 1. Enter your Username and Password  
Username: MN_College_Assessor 
Password: MN_College_Assessor 
Step 2. Click on the Sign In button. You will be redirected to this page. 
Step 3. Go to the following navigation: Student Financials > Tution and Fees > 
Calculate Batch Tuition 
Step 4. The link will redirect you to this page. 

Step 5. Click the Add a new value tab. Enter a user defined Run Control ID. Run Control 

ID is the name of the batch process. 
You  can use the same Run Control ID every time you run the same process. 
 
Step 6. After that step, you will be redirected to this page. 
Click on the Look up button beside the Business Unit label. 
Step 7. After clicking the Look Up button, the Look Up Business Unit window will pop up. 
Step 8. Choose the type of Run Options. Click on Calculate Tuition only. 
Step 9. Choose one of the Select options.  
All students: Calculates tuition for all students, regardless of when their tuition was last 

calculated.  
Required Only: Calculates tuition for students who meet the criteria in the page and for 

whom the tuition calculation required check box is set to yes. 
Click on Required only.  
Click the Look up Career Button. Click ‘UGSM’. 
Step 10. Clicking the look up career button will bring you to the Look Up Career window. 
Step 11. Click on the Look up Term button. Click 1134. 
Step 12. Click the Run button. 
Step 13. Click ‘OK’. 
Step 14. Process Instance ID will be shown below the Run button.  
Click on Process Monitor.  
Step 15. You will be redirected to this page. 
Step 16. Press the Refresh button again and again until the Run Status becomes Success 
and Distribution Status becomes Posted. 
Click the Go back to Tuition for Multiple Students link. 
Step 17. You will be redirected to this page.  
Click Run Option. 
Step 18. You will be presented with this list. 
Step 19. Click the Post Tuition only list item. 
Post Tuition only: Posts tuition that you have already calculated. 
Click the Run button. 
Step 20. You will be redirected to this page. 
Step 21. Click the Process Monitor link. 
Step 22. Press Refresh Button until Run Status becomes "Succcess" and Distribution 
Status becomes "Posted". 
Click the Go back to Tuition for Multiple Students link. 
Step 23. You will be redirected to this page. 
Click the Run Option list. 
Step 24. Click the Post Waivers only list item. 
Post Waivers only: Posts waivers that you have already calculated. 
Step 25. Click the Run button. 
Step 26. Click the OK button. 
Step 27. Click the Process Monitor link. 
Step 28. Press Refresh Button until Run Status becomes "Succcess" and 
Distribution Status becomes "Posted". 
Step 29. Click the Go back to Tuition for Multiple Students link. 
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VII. BILLING AND GENERATE INVOICE PROCESS 
 
Step 1. Enter your Username and Password   
Username: MN_OUR 
Password: MN_OUR 
Step 2.  You will be redirected to this page.   
Step 3. Click on the Student Financials link. 
Step 4. Click on the Bill Customers link. 
Step 5. Click on the Student Bills link. 
Step 6. Click on the Create Billing Request link.  
Step 7. Click on the Add a New Value tab then click on the Look up Business Unit 

(Alt+5) button. 
Step 8. Select ‘UPMNL’. 
Step 9. Click on the Look up Bill By Option (Alt+5) button. 
Step 10. The list of values for the Bill by Option will be shown. 
Click on the Bill All Not Yet Billed link. 
Step 11. The bill by option that you select specifies whether the billing process bills one 

specific student, all students meeting the criteria of the billing standard request that you 
select, or only those students for whom you have not already generated bills.  
The option that you choose also determines the selection criteria from the billing 
standard request that the system uses when generating bills. 
Click on the Add button. 
Step 12. You will be redirected to this page. Click on the Look up Billing ID (Alt+5) 

button. 
Step 13. Billing ID list will be shown.  
Click on the ALL001 link. 
Step 14.You will be directed to this page. 
Step 15. Click on the Look up Term (Alt+5) button. 
Click on 1134. 
Step 16. You will be directed to this page. 
Step 17. Click on the Due Days field. 
Step 18. Enter the desired information into the Due Days field. Enter a valid value (e.g. 
"14"). 
Step 19. Click the Billing Request 2 link. 
Step 20. Click the Look up Invoice Layout (Alt+5) button. 
Click the INV001 link. 
Step 21. You will be directed to this page. 
Step 22. Click the Override Address Info option. 
Step 23. Click the Print Schedule of Classes option. 
Step 24. Click the Address not required option. 
Step 25. Click the Look up for Term (Alt+5) button. 
Click 1134. 
Step 26. You will be directed to this page. 
Step 27. Click the Save button. 
Step 28. Click the Generate Invoice link. 
Step 29. Click the Add a New Value tab. 
Step 30. Click in the Run Control ID field. 

Step 31. Enter the desired information into the Run Control ID field. Enter a valid value 

(e.g. "001"). 
Step 32. Click the Add button. 
Step 33. Click the Look up Business Unit (Alt+5) button. 
Step 34. Click the UPMNL link. 
Step 35. Click the Look up Billing Request Nbr (Alt+5) button. 
Click the 13 link. 
Step 36. Click the Run button. 
Step 37. Click the OK button. 
Step 38. Click the Process Monitor link. 
Step 39: You will be brought to this page. 
Step 40: Press Refresh Button again and again until Run Status becomes "Success" 
and Distribution Status becomes "Posted". 
Click Go back to Generate Invoice. 

 
VIII. CALCULATE INDIVIDUAL AND BATCH APPLICATION FEE (BATCH)  
 
STEP 1. Enter your Username and Password. 
Username: MN_OUR                           
Password: MN_OUR 
Click the Sign In button. 
STEP 2. You will be redirected to this page. 
STEP 3. Go to the following navigation: Student Admissions > Application Fees and 
Deposits > Application Fees Process 
STEP 4. Click the Add a New Value tab. 
STEP 5. Enter the desired information into the Run Control ID field. Enter 
"Calculate_App_Fee". 
STEP 6. Click the Add button. 
Click the Look up Application Center (Alt+5) button. 
STEP 7. You will be redirected to this window. 
STEP 8. Click the OAML link. 
Click the Look up Admit Term (Alt+5) button. 
STEP 9. You will be redirected to this window. 
STEP 10. Click the 1134 link. 
Click the Run button. 
Step 11. You will be brought to the Process Scheduler Request page. 
Click the OK button. 
STEP 12. You will be brought back to this page. 
Click on the Process Monitor link. 
STEP 13. You will be brought to this page. 
STEP 14. Click the Refresh button until the Run Status is Success and Distribution 
Status is Posted. 
Click the Go back to Batch Application Fees link 
STEP 15. You will be brought back to this page. 
Click the Display Application Fees link. 
STEP 16. Application fees will be displayed. 
 



Doc Ref: eUP – SAIS User Manual – [02 Dec 2015] – v 1.3 

 10 

IX. CLOSING PROCESS 
 
Step 1. Enter your Username and Password. 

 Username: MN_Cashier 
 Password: MN_Cashier 

Step 2. Go to the following navigation: Student Financials > Cashiering > Cash 
Management > Close Offices 

Step 3. Click the Office you want to close. Click UPMNL CASHOFF. 
 
Step 4. Close the Register by ticking the ‘Close’ checkbox. 

When you select this check box, the system makes it unavailable. 
If you have multiple open registers, be sure to close them all because you cannot close 

the cashiering office for a given business day until you close all of its 
open registers. 

Step 5. To close the Cashier, go to the “Close Cashier” tab. 

When you select this check box, the system makes it unavailable. If you have multiple 
open cashiers, be sure to close them all, because you cannot close the cashiering office 
for a given business day until you close all of its open cashiers. 
Step 6: To close a Cashiering office, go to the “Close Offices” tab. 

 
Closing Balance: If you are balancing by cashier, enter the closing balance for each 

type of tender used during the business day. 
 
Over/Short Amount: When you enter a closing balance for a tender, the system 

calculates and displays the amount of any overage or shortage under 
this heading. If you processed any foreign currency transactions 
during the business day, the tender for each currency appears so that 
you can record a closing balance. 

 
Step 6: To close a Cashiering office, go to the “Close Offices” tab. 

 

X. COLLECTION OF LOAN PAYMENT 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Student Financials. 
Click the Charges and Payment folder. 
STEP 3. Click on the Post Student Transaction link. 
STEP 4. Populate the following fields: 
Business Unit: Institution where the transaction takes place 
ID: 

Student to grant loan 
Account Type 
Choose Loan (LON) 
Item Type 

Choose  
Loan Payment 
(200000000107) 

You may click on  to search for available values. 
STEP 5. Populate the following fields 
Amount 

The amount of loan granted to the student 
Term 

Semester for which the student is granted a loan 
Reference Number 

Supply reference data if any 
 
Item Effective Date 

Date when the loan was paid 
Charge Priority 

Choose Loan 
After verifying data input, click Post. 

You may click on  to search for available values 
 
XI. CRITERIA CONFIGURATION 
 
 Step 1. Log into SAIS using the provided credentials. Enter your User ID and 
Password to provided fields and click Sign In. This action will automatically bring you to 

the SAIS page. 
Step 2. Click on the Set Up SACR navigation.  
Step 3. Click on the Product Related navigation.  
Step 4. Click on the Student Financials navigation.  
Step 5. Click on the Tuition and Fees navigation.  
Step 6. Click on the Criteria navigation.  
Step 7. Click on the Add a New Value tab. 
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Step 8. To add a new value, input the Business Unit and Criteria then click the Add 

button. 
Step 9. Click on the Criteria tab. Fill in the required parameters by inputting the 
Effective Date, Status, Description, Long Description, and Criteria Type.  
The Effective Date indicates when the scholarship offered by the organization or 

institution was first established in the Constituent University. 
Step 10. Click on the Criteria Details tab. Fill in the required parameters by inputting 
the Description, Operator, Value/Node, and then click Save.  

 

 
 
XII. GRANTING OF LOAN 
 
A. POSTING OF LOAN VOUCHER 

 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Student Financials. 
Click the Charges and Payment folder. 
STEP 3. Click on the Post Student Transaction link. 
STEP 4. Populate the following fields 
Business Unit: Institution where the transaction takes place 
ID: 

Student to grant loan 
Account Type 
Choose Loan (LON) 
Item Type 

Choose  
Loan Voucher 
(200000000108) 

You may click on  to search for available values 
 
STEP 5. Populate the following fields 
Amount 

The amount of loan to be granted to the student 
Term 

Semester for which the student is to be granted loan 
Reference Number 

Supply reference data if any 
Item Effective Date 

Date when the loan was granted 
Charge Priority 
Choose Assessment 
After verifying data input, click Post 

You may click on  to search for available values. 
 
B. POSTING OF LOAN CHARGE 

 
STEP 1. On the menu on the left side of the screen, click Student Financials. 
Click the Charges and Payment folder. 
STEP 2. Click on the Post Student Transaction link. 
STEP 3. Populate the following fields 
Business Unit: Institution where the transaction takes place 
ID: 

Student to grant loan 
Account Type 

Choose Loan (LON) 
Item Type 

Choose  
Loan Charge 

(000000002000) 

You may click on  to search for available values 
STEP 4. Populate the following fields 
Amount 

The amount of loan to be granted to the student 
Term 

Semester for which the student is to be granted loan 
Reference Number 
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Supply reference data if any 
Item Effective Date 

Date when the loan was granted 
Due Date 

Date when the interest will start applying 
After verifying data input, click Post 

You may click on  to search for available values. 
 
XIII. INDIVIDUAL TUITION CALCULATION PROCESS 
STEP 1. Enter your Username and Password.  
Username: MN_College_Assessor 
Password: MN_College_Assessor 
Click on the Sign In button. 
STEP 2. Go to the following navigation: Student Financials > Tuition and Fees > 

Tuition Calculation 
STEP 3. After clicking on Tuition Calculation, you will be redirected to this page. 
STEP 4. Enter the ID of the Student. 
STEP 5. You will be redirected to this page. 
Click Calculate Tuition Fees Button.  
Tuition Calc Required - The system selects this check box when changes have been 

made to the student's enrollment or other attributes (such as placement in a student 
group) that require an initial or new calculation of tuition and fees. 
STEP 6. After clicking the Calculate Tuition Fees button, the Tuition Calc Required 

check box will be unchecked. 
Display Tuition and Fees - Click to access the Tuition and Fees page, where you can 

review charges for tuition and fees that have been calculated and charged to the 
student's account. 
STEP 7. Tuition and Other Fees have been calculated. To view the other details, go to 

the following link: 
Academic Information - Click to access the Academic Information page. 
Click Enrollment to view the Student’s Enrollment Summary. 
XIV. NONASSESSMENT FEES CONFIGURATION 
 
STEP 1. Log into SAIS using the provided credentials. Enter your User ID and 
Password to provided fields and click Sign In. This action will automatically bring you to 

the SAIS page. 
STEP 2. Click on the Set Up SACR navigation.  
STEP 3. Click on the Product Related navigation.  
STEP 4. Click on the Student Financials navigation.  
STEP 5. Click on the Item Types navigation. 
STEP 6. Click on the Item Types navigation again.  
STEP 7. Click on the Add a New Value tab.  
STEP 8. To add a new value, input the SetID and Item Type then click the Add button. 
STEP 9. On the Initial Setup tab, fill in the required parameters by inputting the 
Effective Date, Status, Description, and Short Description.  

Make sure that the GL Interface Required is unchecked. Then under Classification, 
click on Charge. 
STEP 10. Click on the Amount Edits tab. Fill in the required parameters by inputting the 
Description, Operator, Value/Node, and then click Save. 
STEP 11. Click on the Account Types tab. Fill in the required parameters by inputting 
the SetID and Account Type, and then click Save. 

 
XV. e-OPEN CASHIER PROCESS 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Student Financials. 

 
Then, click Cashiering. 
Afterwards, click Cash Management. 
Then, click Open Offices. 
STEP 3. Fill in the fields with the needed information, and then click the Search button. 
STEP 4. Click the Open Cashier Office button. 
STEP 5. Click the Open Registers tab. 
Click the Lookup button (the magnifying glass) in the Register field. 
STEP 6. A popup prompt will appear. Click the REG01 link. 
STEP 7. Click the magnifying glass button beside the Tender Key field. Enter a tender 

key to indicate the desired type of tender that the register will use in its transactions. 
STEP 8. Click the CASH link. 
STEP 9. Make sure that the Open checkbox is checked. 
STEP 10. Click the Open Cashiers  tab. 
Cashier - Enter the ID for the cashier that will be opened. 
Register - Enter the register that this cashier must use. 
Tender Key - Enter a tender key to indicate the desired type of tender that the cashier 

will use in its transactions. Only the tender keys assigned by the user to the selected 
open register are available to select. 
Deposit ID - This is an optional field to help track deposits. 
Opening Balance - If the user is balancing by cashier, enter an opening balance for 

each tender key. 
STEP 11. Click the magnifying glass button beside the Cashier field. 
A popup prompt will appear. Click the PS link. 
STEP 12. Click the magnifying glass button beside the Register field. 
A popup prompt will appear. Click the REG01 link. 
STEP 13. Click the magnifying glass button beside the Tender Key field. 
A popup prompt will appear. Click the CASH link. 
STEP 14. Make sure the checkbox of the Open option is checked. 
 
XVI. PAYMENT OF ASSESSMENT CHARGES 

 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
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STEP 2. On the menu on the left side of the screen, go to the following navigation: 
Student Financials > Cashiering > Post Student Payments. 
STEP 3. Enter the Student ID and other possible needed information in the fields, then 
click the Add button. 
STEP 4. The Student Payments page will appear. 
Click the Lookup button (the magnifying glass) beside the Target field. 
STEP 5. A popup prompt will appear. 

If the student is making Assessment charges payment via Cash then select 
ASSES_CASH. 

If the student is making Assessment charges payment via Check then select 
ASSES_CHCK. 
Click the Assessment Cash link. 
STEP 6. In the Term field, select the term that the student is paying for. Enter 1134. 
STEP 7. To select the Invoice Number of the student making the payment, click the 
Lookup button (magnifying glass) beside the Invoice ID field. 
STEP 8. A popup prompt will appear. Select ASSESSMENT00000000111. 
STEP 9. Write the total Peso amount. 
Enter the desired information into the Amount field. Enter 11572.5. 

 
STEP 10. To see the charges of the student, his/her account can also be opened via the 

Student Accounts link. 
Click the Student Accounts link. 
STEP 11. To see the detailed amount for each Account Type, click on the Account 
Details link. 
STEP 12. Click the Lookup button (magnifying glass) beside the Tender field. 
STEP 13. A popup prompt will appear. 

Select the mode by which student is making payment. Select Cash if he/she making 
payment with Cash. 
Click the Cash link. 
STEP 14. In the Amount field in the Tender Detail table, enter the amount that the 

student needs to pay in peso. 
Enter 11272.5. 
STEP 15. Click on the Plus (+) button to add a new row. 

Note: This will capture payments with currencies other than peso (e.g. Dollar for EDF) 
Enter the needed information in the Tender field in the new row. 
STEP 16. If the student also needs to pay EDF charges in Dollars, change the currency 
to USD. 

Click the magnifying glass beside the currency field (the one with PHP in it). 
A popup prompt will appear. Select USD. 
STEP 17. Notice that the Tender has become 11,572.50. This is the total amount that 

the student will pay. 
Click the Create and Print Receipt button. 
Then, click the Student Accounts link to display the payment details. 
STEP 18. Payment has been made against all the assessment charges. 

 
XVII. PAYMENT OF NON-ASSESSMENT CHARGES 

 

STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu found on the left side of the screen, go to the following navigation:  
Student Financials > Cashiering > Post Student Payments 
STEP 3. Click the Lookup button (magnifying glass) beside the ID field. 
STEP 4. A popup prompt will appear. Once the desired student ID has been located, 

click it. 
STEP 5. Click the Add button. 
STEP 6. Click the Lookup button (magnifying glass) beside the Target field. 
STEP 7. A popup prompt will appear. 
In order to pay Non-Assessment charges, select Non-Assessment Cash for cash 
payments, and Non-Assessment Check for check payments. 
Click the NASSESCASH link.  
STEP 8. Enter the needed information in the Term field. 
STEP 9. If the student needs to pay any specific non-assessment charge then click the 
Select Charges to Pay link. 
STEP 10. The user will be redirected to this page. 

If the student will be paying for the TOR charge, then put the needed information in the 
Pay Amount field. 

e.g. Enter 30. 
 
Then, click the OK button. 
STEP 11. Click the magnifying glass beside the Tender field. 
STEP 12. A popup prompt will appear. Select Cash as a mode of payment. Click the 
Cash link. 
STEP 13. Enter the needed information in the Amount field in the Tender Detail table. 

e.g. Enter 30. 
STEP 14. Click the Create and Print Receipt button. 
STEP 15. Click the Student Accounts link. 
STEP 16. This is the Student Accounts page. Click the Account Details link. 
STEP 17. Click the Item Details link. 
STEP 18. For a new transaction, click the New Transaction button. 

 
XVIII. POSTING AND REVERSING NON-ASSESSMENT CHARGES 

 
STEP 1. Log into SAIS using the provided credentials. Enter your User ID and 
Password to provided fields and click Sign In. This action will automatically bring you to 

the SAIS page. 
STEP 2. Click on the Student Financials navigation.  
STEP 3. Click on the Charges and Payments navigation.  
STEP 4. Click on the Post Student Transaction navigation.  
STEP 5. To add a non assessment fee, input the Business Unit, SAIS ID, Account 
Type (OPT), and the Item Type.  Just choose from the Look Up items. Then click the 
Add button. 
STEP 6. Input the Term, then click Post.  
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STEP 7. To check if the posting of the fee to the student is successful, click View 
Customer Accounts, under Student Financials. Input the Business Unit and ID. Click 
Search. 
STEP 8. Under the Account Type column, Optional account type should be reflected. 

It indicates that the charge is successfully posted. 
STEP 9. To reverse the charge, click on the Reversals navigation under the Charges 
and Payments. 
STEP 10. Click on the Reverse Charge navigation. Fill in the required parameters by 
inputting the Business Unit and ID, and then click Search. 
STEP 11. Click on the Account Details. 
STEP 12. Choose the particular Item Type to be reversed. Click the Reverse button. 
STEP 13. Fill in the required parameters by inputting the Description and Reason, and 
then click OK. 
STEP 14. To check if the reversal of the charge is successful, click on the View 
Customer Accounts navigation. The Optional account type should have a zero 

balance. 
 
XIX. POSTING REFUNDS 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Student Financials. 
Click Refunds 
Click Student Refund 
STEP 3. Fill out the Business Unit field, then click Search. 
STEP 4. Enter the ID of the Student (ex. 10038981) 

Select the Item you want to Refund 
 
Select Refund as the Refund Item Type. 
Select the address type assigned to the student (ex. HOME) 
Click Post Refund 
Note: If the student’s address type does not exist, let the student update his/her address 

and address type through self-service or use the add/update a person page to add the 
student’s address and address type 
 
XX. REFUND PROCESS OF DISSOLVED CLASSES 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Curriculum Management. 
Then, click Schedule of Classes. 
Then, click Maintain Schedule of Classes. 
STEP 3. Provide the needed information for the following fields: 
Academic Institution 
Term (e.g. 1134) 
Subject Area (e.g. COMM) 
Catalog Number (e.g. 1) 

Then, click the Search button. 
STEP 4. Click the Enrollment Cntrl tab. 
After that, make sure that the Cancel if Student Enrolled option is checked. 
Then, change the Class Status field to Cancelled section. 
Lastly, click the Cancel Class button. 
STEP 5. If class has been cancelled at any instance of time (enrollment period, before 

class start, or after class start), tuition of that course and IMF will be adjusted 100% 
This reversal will automatically reflect on the Student’s Self Service portal. 
 
XXI. PRINT INVOICE PROCESS 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Student Financials. 
Then, click Bill Customers and below it, click Student Bills. 
Afterwards, click Print Invoice. 
STEP 3. Click the Add a New Value tab. 
Enter the needed information in the Run Control ID field. 
e.g. Enter 001. 
Click the Add button. 
STEP 4. The user will be redirected to the Student Invoice Other page. 
Click the Lookup button (magnifying glass) beside the Business Unit field. 
STEP 5. A popup prompt will appear. Select the appropriate business unit/constituent 

university from the list. 
STEP 6. Click the Print Invoice by field. A list of all the options will appear. 
Billing Request Number: Print all student invoices with a specific billing request 
number. When this option is selected, the Billing Request Nbr field becomes available. 
Click the Billing Request Number list item. 
STEP 7. Click the magnifying glass button next to the Req Nbr field. 
STEP 8. A popup prompt will appear. Select the needed Request Number from the 

search results list. 
 
STEP 9. Make sure that the following checkboxes are checked: 
 [] Override Bill Request Layout 
 [] Print Schedule of Classes 
 [] Override Address Info 
STEP 10. Enter the needed information in the Term field. 
Enter 1134. 
The user may also click the magnifying glass beside the Term field, and select the 

appropriate value from the list that will appear. 
STEP 11. Click the Run button. 
STEP 12. Check the Print Invoices checkbox. 
STEP 13. Click the Save button. 
The Process Instance ID will be shown below the Run button. Take note of this 

number. 
STEP 14. Click the Process Monitor link. 
STEP 15. Look for the Process Instance ID.  
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Press the Refresh button repeatedly until the Run Status becomes “Success” and the 
Distribution Status becomes “Posted.” 

 
XXII. SETTING UP COURSE LAB FEES 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the left side menu, click the following navigation: Set Up SACR Ą Product 
Related Ą Student Financials Ą Course and Class Fees Ą Course Fees 
Course Fees: provides extra fees for courses with labs or lecture 
STEP 3(1). Click the Add a New Value tab. Fill in the SetID and the Course ID fields.  
Click the Add button. 
Course ID can be found in the Course Catalog. 
STEP 3(2). If the course already exists, fill in the fields with the needed information in 

the first tab. 
Click the Search button. 
STEP 4. In the Course Fees tab, click the lookup button (the magnifying glass) in the 
Component field. 
STEP 4. In the Course Fees tab, click the lookup button (the magnifying glass) in the 
Component field. 
STEP 5. A pop-up prompt will appear. If more than one component of the course exists, 
select the component for which you want to define the fee (Laboratory or Lecture). 
STEP 6. Fill in the Institution, Campus, Location, and the Term for which the fee is 

charged. 
 
STEP 7. Click the drop-down button next to Charged Method and select Always.  If you 
want to exclude the class from the term fee calculation, select Not include in term tuition. 
Copy Course Fee: Select this option if you want to copy from one term to another. 
STEP 8. In the Course Sub Fees tab, fill in the Account Type and the Item Type. 
Enter the Flat Amount to charge the class regardless of units taken. 
STEP 9. Select the Adjustment Code, Due Date Code and the optional Waiver Group 

that can associate and offset the course sub fee charges. 
 
XXIII. SOCIALIZED TUITION (ST) INDIVIDUAL PROCESSING 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Records and Enrollment. 
Then, click Career and Program Information. 
Lastly, click Student Groups. 
STEP 3. Input the student’s SAIS ID number in the ID field. 
Click the Search button. 
STEP 4. Fill out the following fields with the needed information: 
Academic Institution 
Student Group – this indicates the student’s tuition grouping or STFAP bracket. 
Effective Date – according to the date of enrollment 

Comments regarding the student’s bracket (e.g. pending bracket appeals, approvals, 
etc.) may be entered in the Comment box. 
Lastly, click the Save button. 

NOTE: Under Student Group, a student may also be classified as UP Employee 
Dependent, UP Employee Privilege, UP Faculty Dependent, UP Faculty Privilege. 
STEP 5. To test whether the bracket has become applicable, go to the following 
navigation on the menu: Student Financials > Tuition and Fees > Tuition 
Calculation. 

Enter the student’s SAIS ID in the search field. 
Click the Search button. 
STEP 6. The site will redirect to this page. 
Click the Display Tuition and Fees link. 
STEP 7. This page indicates whether the bracket has become applicable to the 

student’s term fees. 
 
XXIV. SOCIALIZED TUITION (ST) BATCH PROCESSING 

 
STEP 1. Log into SAIS using the provided credentials. 
STEP 2. Go to the following navigation: Records and Enrollment > Career and 
Program Information > Process Student Groups 
Enter the existing Run Control ID for this process. Click Search to list all the existing 

Run Control IDs. 
STEP 3. Select the appropriate Run Control ID for this process. 
If you do not have any Run Control IDs associated to this process, click on the Add a 
New Value tab. 
STEP 4. Enter any name or keywords for the Run Control ID.  
Click Add. 
STEP 5. The Process Student Groups page is used to select multiple students and 

assign a specific Student Group to the selected students. 
In SAIS, Student Groups allow the tracking of students based on the group or 
classification that they belong to. The Office of Student Affairs (OSA) uses this 
functionality to tag the student’s waiver (i.e. Socialized Tuition Bracket Assignment, UP 
Employee/Faculty Privileges, etc). 
In order to tag the students by batch, choose the Selection Tool first.  
Click on the Selection Tool Dropdown. 
STEP 6. Select External File. This means that you are getting the selection from an 
external file (csv file). 
STEP 7. The upload file button will appear inside the Population Selection Box. 
Click on the Upload File button. 
STEP 8. The system will prompt you to choose the file.  

Please take note that the file format should be Windows CSV and it contains only the 
SAIS ID of the Students. 
STEP 9. Click on the Upload button to upload the selected file. 
STEP 10. Select the appropriate file mapping.  
If this is the first time that you will run this process, click on the Create File Mapping 

link. 
STEP 11. Enter a unique File Mapping name. 
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Enter ‘1’ for the field Number. 
STEP 12. Click on the Apply button. 

Click OK. 
STEP 13. Click on the Student Group Lookup. 
STEP 14. The following is the list of available Student Groups in the system and their 

corresponding descriptions.  
Click on the appropriate Student Group for the selected students. 
STEP 15. After that, click on the Calendar icon to edit the Effective Date. 
Please take note that the Effective Date should be on or before Enrollment period, 

otherwise the waiver will not be calculated properly. 
STEP 16.  Select the Effective Date. 
STEP 17. Select Effective Status as Active. 
STEP 18. Click Run. 
STEP 19. You will be redirected to the Process Scheduler Page. On this page, you can 
schedule the Date and Time of execution for the process. 
Click OK. 
STEP 20. Wait until the Run and Distribution Status become Success and Posted. 
STEP 21. To check If the batch process was correctly executed, go to the following 
navigation: Records and Enrollment > Career and Program Information > Student 
Groups. 
STEP 22. Enter the SAIS ID of the student. 
STEP 23. You can now verify if the Student Group is correct.  

 
XXV. TENDER KEYS 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 

 
STEP 2. Follow this navigation: Set up SACR > Product Related > Student Financials 
> Cashiering > Tender Keys 
STEP 3. Click Search. Two modes of payment will appear: Cash and Check. Click the 

applicable mode of payment. 
STEP 4. Choosing either mode of payment will redirect you to a page. Click the Tender 
Key Valid Cashiers tab. 
STEP 5. To add a new cashier who can receive a specific mode of payment, click 
Correct History at the bottom rightmost of the page. Click on the Plus (+) sign beside 
the bottom-most cashier. A blank information field will appear. Enter the Username of 
the cashier, and tick in the In Allowed and Out Allowed boxes. Then, click Save. 

 
XXVI. TERM FEES 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. Follow this navigation on the menu found on the left side of the screen: Set Up 
SACR > Product Related > Student Financials > Tuition and Fees > Term Fees 
STEP 3. Make sure to click the Add a New Value tab. Fill out the Set ID and the Term 
Fee Code fields. 

The Set ID is filled out according to the corresponding Constituent University.  

Example: UPBAG for UP Baguio, UPCEB for UP Cebu, and so on. 
The Term Fee Code is filled out according to the type of mandatory fee to be paid and 

the type of student. The abbreviation for each Code follows their description.  
Example: ATH001 for Athletics Fee, CUL001 for Cultural Fee, and so on. 
Click the Add button. 
STEP 4. In the Term Fee Codes tab, fill out the required parameters. Input the 
following: Description, Long Description, and Fee Class. 
STEP 5. Click the Term Fees tab. Fill out the required parameters. Input the Term, 
Account Type, Item Type, Fee Trigger, Adjustment Code, and Due Date Code.  

Account types represent the Item Type classification. The user can utilize the 
preconfigured Account Types attached to his/her Institution. Item Type is the basic unit 
in Student Financials. It can act as a Waiver, Charge or a Payment depending on the 
transactions. 
The user can also utilize the preconfigured Item Types attached to his/her Institution or 
he/she can add new Item Types in the Item Types page. Criteria are used to identify and 
classify the different types of students (i.e. Student’s with Student # 2006 and below 
etc.).  
The existing criteria can be used, or the user can add new Criteria to match the 
Schedule of Fees requirements. 
STEP 6. Click the Term Sub Fees tab. Fill out the required parameters. Input the 
Amount/Unit and Flat Amount. The values to be inputted are dependent on the 

Constituent University. 
 
XXVII. TERM SET UP 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, follow this navigation: Set Up 
SACR > Foundation Tables > Term Setup > Term/Session Table. 
STEP 3. To look for a term to edit, just use the search criteria in the Find an Existing 
Value tab. To create a new one, click the Add a New Value tab. 
STEP 4. After clicking the Add a New Value tab, fill out the fields with the needed 

information. To search for valid values, click the magnifying glass beside each of the 
fields. Click the Add button. 
STEP 5. You will be redirected to the Term Table screen. From here, the next steps can 

be: 
A. To copy the details of the same term on another career  or; 
B. To input the details manually  

To copy from another career, only the Copy from Career field needs to be filled out. 
STEP 6. The rest of the fields will automatically be filled out based on the same term of 
the specified career. However, all dates need to be changed. Click on the Session 
Table tab. 
STEP 7. Edit the dates as needed. Click the Save button to finish this process. 
STEP 8. To input the details manually, fill out the following: Term Begin Date, Ending 
Date, Weeks of Instruction, Sixty Percent Point in Time, Max Program Effdt for 
Term, Display in Self-Service. The others may be left at their default values. 
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STEP 9. Click the Session Table tab. Fill out the following fields: Session, Begin Date, 
End Date, Open Enrollment Date, Last Date for Wait List, Sixty Percent Point in 
Time, Faculty Assignment Run Date 
STEP 10. Click the Term Table tab. Fill out the Default Session Code field. Click the 
Save button to finish the process. 

 
XXVIII. THIRD PARTY CONTRACT CONFIGURATION 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. Follow this navigation on the menu found on the left side of the screen: 
Contributor Relations > Constituent Information > Organization > Organization 
Information > Organization Table 
STEP 3. Click on the Add a New Value tab. 
STEP 4. To add a new value, input the External Org ID then click the Add button. 
STEP 5. Click on the Organization Table tab. Fill in the required parameters by 
inputting the Effective Date, Description, Long Description, Short Description, 
Organization Type, Proprietorship, and Status. 
The Effective Date indicates when the scholarship offered by the organization or 

institution was first established in the Constituent University. 
The Organization Type is an abbreviation which the system uses to identify 

organizations. 
The Proprietorship is chosen from a drop-down list of ‘Private’, ‘Public’, and ‘Religious’. 

This indicates the type of ownership of the institution. 
STEP 6. Click the Save button at the bottom leftmost corner of the page. 
STEP 7. Follow this navigation on the menu found on the left side of the screen: 
Student Financials > Payment Plans > Third Party > Create 
STEP 8. To add a new value, input the Business Unit and the Contract Number then 
click the Add button. 
The Business Unit is dependent on the Constituent University. Example: UPBAG for 

UP Baguio, UPCEB for UP Cebu, and so on. 
The Contract Number is the system’s suggested naming convention. 
Example: CEB_0000_DOSTMERIT <CU><TERM><SPONSOR> 
STEP 9. Fill in the required parameters on the Third Party Contract tab. Input the 
Description, Short Description, Long Description, External Org ID, Student Max, 
and Last Date. 
STEP 10. Click on the Third Party Item Types tab and fill in the required parameters. 
Input the Account Type, Charge Item Type, Credit Account Type, Credit Item Type, 
Contract Type, and Term. 
STEP 11. Click on the Third Party Item Charges tab. Under Eligible Nodes, click the 
Node Details tab and input the applicable Tree Nodes. Click the Save button. 
Eligible Nodes are the applicable fees which the organization sponsors. Example: If the 

organization sponsors only the student’s tuition fee, then only the tuition fee node should 
be filled up. 
STEP 12. Check existing values by inputting the Business Unit. When you have 
finished the model contracts, they must be activated for the current semester. 
STEP 13. To activate the model contract, click Copy. 

STEP 14. After clicking Copy, you will be brought to the Copy Contract screen. Input 
the New Contract Number and Description. Check Copy All Values. Click Next. 
The New Contract Number is dependent on the naming convention chosen by the 

Constituent University. 
STEP 15. Click on the Third Party Item Types tab. Fill in the Last Date.  
The Last Date indicates the last date of the current semester. 
STEP 16. Select the current Term code. Then click Save. 
STEP 17. To assign a scholarship to a student, click Assign under the Third Party 
Contract navigation. Input the Business Unit, then click Search. 
STEP 18. Click on the term activated scholarship. 
STEP 19. To assign student the selected scholarship, click on the ID Course list look up 

button. 
STEP 20. Select the name of the student. You can easily search the name of the 
student by inputting the student’s SAIS ID number. 
STEP 21. After selecting the name of the student, click Post. Finally, click the Save 

button. 
 
XXIX. VALID CASHIERS 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the screen, follow this navigation: Set Up 
SACR > Product Related > Student Financials > Cashiering > Valid Cashiers. 
STEP 3. To add a new cashier, click the Add a New Value tab. Input the Business 
Unit, and Cashier’s Office of the applicable constituent university. Enter the username 
in the Cashier field. Then, click the Add button. 
STEP 4. The Valid Cashiers page will be shown. Tick the boxes next to Supervisor and 
Approval Required Switch.  
Under the panel for Print Receipt Automatically, tick the boxes next to Student 
Payment, Corporate Payment, Department Receipt, and Cash Check.  
Under the panel for Valid Cash Registers, input REG01. Then, click Save. 
 
XXX. VIEW CUSTOMER OR CORPORATE ACCOUNTS 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the screen, click Student Financials. 
Click View Customer Accounts for students. 
Click View Corporate Accounts for external organizations. 
STEP 3. Fill out the Business Unit field, then enter either the ID, Campus ID, Last 
Name, or First Name of the student for View Customer Accounts. 
For the View Corporate Account, enter the Business Unit, then press Search. Look 
for the name of the External Organization to view the account. 
STEP 4. The Total Balance of the student or the external organization can be seen on 

the upper left corner of the page. You can also view the breakdown of the student’s 
balance. 
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You can click the links below (ex. Item summary) to view additional details about the 
students account. 
 
XXXI. VOIDING RECEIPTS CONFIGURATION 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the screen, follow this navigation: Student 
Financials > Cashiering > Cash Management > Void Receipts – All. 
STEP 3. Fill out the Business Unit field, then click the Search button. 
STEP 4. You will be directed to the “Void Receipts – All” page. Click the Void button. 
STEP 5. Input the Void Reason Code and then click the OK button. 

 
XXXII. ACADEMIC CALENDAR SET-UP 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the page, click Academic Calendar. 
STEP 3. Use the search criteria to select the institution and career to which you want to 

add an academic calendar. 
STEP 4. Select the desired career from the search results. 
STEP 5. Click on the Term Calendar 2 tab. 
STEP 6. Click the Plus (+) button to add a Term. 
STEP 7. Fill in the Cancel Deadline and Reason. The Reason would be attached to 

any dropped course as a result of term cancellation past the indicated deadline. These 
fields are optional. 
STEP 8. Fill in the Withdraw without Penalty Deadline and Reason. The Reason 

would be attached to any dropped course as a result of term withdrawal past the 
indicated deadline but before the deadline of withdraw with penalty. These fields are 
optional. 
STEP 9. Fill in the Withdraw with Penalty Deadline and Reason. The Reason would 

be attached to any dropped course as a result of term withdrawal past the indicated 
deadline. These fields are optional. 
STEP 10. Click on the Term Calendar 3 tab. 
STEP 11. Fill in the Confer Date. The Confer Date is when graduates are actually given 

their degrees. This field is optional but will be required when students need to be 
awarded their degree on the term. 
STEP 12. Fill in the Census Date. Census Date indicates the official cutoff date for 

census statistics for the term. This is optional. 
STEP 13. Fill in the Fully Enrolled Date. Fully Enrolled Date indicates the date when 

the student’s course work will appear on transcript. 
STEP 14. Fill in Show Enrollment on Transcript and Show Statistics on Transcript. 

These fields are similar to the deadline for dropping. Any course dropped past these 
deadlines will be shown on the transcript. 
STEP 15. Fill in Fully Graded Date. Fully Graded Date is the deadline for submission of 

grades. 
STEP 16. Click on the Term Calendar 4 tab.  

Note: Student Attribute Value for Cohort will not be used by UP. 
STEP 17. Graduation Application Dates indicate the start and end dates for the 

visibility of the Graduation Application screen in the student’s self service module. 
STEP 18. Click on the Session Calendar 1 tab. 
STEP 19.  Fill in the Cancel Deadline and Reason with the same information as those 

found in Term Calendar 2. These fields are required. 
STEP 20. Fill in the Withdraw without Penalty Deadline and Reason, with the same 

information as those found in Term Calendar 2. These fields are optional. 
STEP 21. Fill in the Withdraw with Penalty Deadline and Reason with the same 

information as those in Term Calendar 2. These fields are optional. 
 
STEP 22. Fill in the Withdraw with Greater Penalty Deadline and Reason. These 

fields are an extension of the Withdraw with Penalty fields. These fields are optional. 
STEP 23. Click on the Session Calendar 2 tab. 
STEP 24. Fill in the Drop (Delete Record) Deadline. Any course dropped on or before 

the deadline will be removed from the student’s record. 
STEP 25. Fill in the Fully Enrolled Date. Fully Enrolled Date indicates the date when 

the student’s course work will appear on transcript. 
STEP 26. Fill in the Drop (Retain Record) Deadline and Reason. The specified reason 

will be attached to courses dropped past the deadline but no grade will be given. The 
dropped course will appear in transcript. These fields are optional. 
STEP 27. Fill in the Drop with Penalty Deadline, Grd Basis and Grade. The specified 

grade will be attached to courses dropped past the deadline. These fields are optional. 
STEP 28. Fill in the Drop with Greater Penalty Deadline, Grd Basis and Grade. The 

specified grade will be attached to courses dropped past the deadline. These fields are 
optional. Then, click Save. 
 
XXXIII. ADDING PRE-REQUISITES 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu found on the left side of the screen, follow this navigation: 
Curriculum Management > Enrollment Requirements > Enrollment Requirement 
Groups. 
STEP 3. Click the Add a New Value tab. 
STEP 4. Click the Add button. 
STEP 5. Under the Course Requisite tab, fill out the Effective Date field. This will be 

the date when your Constituent University was established. 
STEP 6. In the Description field, enter the pre-requisite course/s you will create. (e.g. 

Math 11 and Math 14) 
STEP 7. Fill out the Academic Institution field. 
STEP 8. If the courses you entered are common pre-requisites for many other courses, 
do not fill out the Academic Group, Subject Area, and Catalog Nbr fields. If the 

courses you entered are pre-requisites for specific courses only, then fill out those fields. 
STEP 9. Click the Requisite Parameters tab. Under Connector Type, select the 

appropriate connector. For example, if both courses need to be taken as pre-requisites 
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for a higher course, then select AND. If only one of those courses need to be taken, and 
students can just choose either one, then select OR. 
STEP 10. Click the Requisite Detail tab. Fill out the Course ID field. To add the second 
course, click the (+) button. Fill out the Course ID field of the second course as well. To 
view the two courses alternately, just click the arrow buttons above the (+) and (-) 

buttons. 
STEP 11. Click the Save button at the bottom of the page. The Requirement Group 

number will be auto-generated; take note of this. 
STEP 12. In the main menu, follow this navigation: Curriculum Management > Course 
Catalog > Course Catalog. 
STEP 13. Search for the pre-requisite courses you created using the parameters. Fill out 
the fields, and then click the Search button. Then, select the courses from the search 

results that will appear. 
STEP 14. Click the Offerings tab. Scroll down to the bottom of the page, then click the 
Correct History button. 

 
STEP 15. In the Requirement Group field, click the Lookup button (magnifying glass). 

Select the pre-requisite courses you made. 
STEP 16. Click the Save button.  

 
XXXIV. ADMINISTRATIVE ENROLLMENT 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the screen, click Records and Enrollment. 
Then, click Enroll Students. Then, click Enrollment. 
STEP 3. Enter the ID of the student (ex. 10039441) 
Enter the Institution (ex. UPBAG / UPMIN) 
Enter the Term (ex. 1142) 
Click the Search button. 
STEP 4. Enter the Class Nbr of the desired subject or click the lookup button beside the 
Class Nbr to search for the subject. 
STEP 5. Choose the desired Course Subject and click Search. You can also limit your 
search results by filling in the Course Number and Course Career. 
STEP 6. Click the select class button of your desired subject. To search for a new 
subject, click the Start a New Search button. 
STEP 7. Notice that your chosen subject and its details now appear on the Enrollment 

Page. To add or delete subjects, just click the (+) / (-) button. Notice that students can 
also be manually graded per subject by filling in the Grade In/Official field. Click Save 

once done. Once saved, the subject will be automatically added to the student. It 
overrides any rule. (ex. Class is already full) 
STEP 8. Click the Last Enrollment Action tab to view the latest details regarding the 

student’s enrollment. This includes the person responsible for the enrollment of the 
student. Take note that Enrollment (Admin) overrides all the rules and instantly adds 
the subject to the student. Refer to the Quick Enroll a Student manual for enrollments 

that consider subject rules. 
 

XXXV. APPOINTMENT SET-UP 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
Notes: Multiple Appointment Blocks may be created for different student groups. 

Multiple appointments may also be created in lieu of appointment blocks to achieve the 
same effect. 
STEP 2. On the menu on the left side of the screen, Click Appointment Table. 
STEP 3. Search for the term and career you want to add an appointment to using the 
search criteria. Fill out the needed fields, then click Search. 
STEP 4. Select the result you want to add an appointment to. 
STEP 5. Click the Enrollment Appointments tab. 
STEP 6. Fill out the Appointment Block and Description fields as well as the Start and 

End Dates and Times. 
STEP 7. You may add or delete appointment blocks and appointments using the (+) and 
(-) buttons. 
STEP 8. Click the Save button to finish the process. 
XXXVI. BLOCK ENROLLMENT MERGING 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the screen, follow this navigation: Records and 
Enrollment > Enroll Students > Block Enrollments > Block Enrollment Merge 
STEP 3. Click the Add a New Value tab. 
STEP 4. Click the Look Up button for the Academic Institution field. 
STEP 5. Search results will appear indicating the available Academic Institutions. Click 
the applicable Academic Institution (e.g. UPBAG). 
STEP 6. Click the look up button for the Student Block field and click the desired 

student block to be merged with the class block. 
STEP 7. Click the look up button for Class Block and click the desired class block to be 

merged with the student block. 
STEP 8. Click the Merge button. 
STEP 9. Click the Submit button. 
STEP 10. Once the Request Status displays Success, click Save. 
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XXXVII. BUILDING INPUT 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. Click on the Building Table navigation.  
STEP 3. Use the search criteria to search for a building you want to edit. If you want to 
add a new one, click the Add a New Value tab. 
STEP 4. Fill out the Building Code. 
STEP 5. Click on the Add button. 
STEP 6. Fill in the Effective Date, Description and Short Description. 
STEP 7. Click on the Save button to finish the process. 

 
XXXVIII. COMPLETION OF INC PROCESS 

 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the screen, follow this navigation: Records and 
Enrollment > Enroll Students > Enrollment Request. 
STEP 3. Fill in the required parameters. Click the Add button. 
STEP 4. Click the Action field to see the drop-down list. 
STEP 5. Select Change Grade in the Class Nbr field with the Class code for which INC 

is incurred. 
STEP 6. Fill in the completed grade in the Grade Input field. 
STEP 7. Click on the Transcript Note link. 

STEP 8. Put INC in the Transcript Note ID. Click the OK button. 
STEP 9. Click on the Submit button. 

 
XXXIX. COURSE CATALOG 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the page, follow this navigation: Records and 
Enrollment > Curriculum Management > Course Catalog. 
STEP 3. Click the Add a New Value tab. 
STEP 4. Click the Add button.  
Note: Course ID is system generated. 
STEP 5. Fill in the following fields:  
Effective date: DD/MM/YYYY 
Status: Active or Inactive 
Description: Math 11 College Algebra 
Long Course Title: Math 11 College Algebra 
Long Description: Math 11 College Algebra 
Minimum Units: 3.00  
Maximum Units: 3.00  
Course Count: 1.00 
Course Contact Hours: 3.00 

Definition of terms:  
Course Count: Number of times the subject will be included during GWA computation.  
Course Contact Hours: Total contact hours per course.  
Minimum Units/ Maximum Units: Enter the minimum units the course is worth. This is 

always the same except for variable unit class where a student or administrator would 
select from within the range of units required. 
 
XL. CREATING CLASS BLOCK 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. Go to this navigation: Records and Enrollment > Enroll Students > Block 
Enrollment > Create Class Block. 
STEP 3. Click Add a New Value. 
STEP 4. Fill in the Academic Institution field by clicking the look up button (magnifying 

glass). Click the appropriate option. 
STEP 5. Enter the desired Class Enrollment Block code. Note: Class Enrollment Block 

code field accepts five (5) characters only. 
Click the Add button. 
STEP 6. Fill out the following: 
Description: ex. BSCS Block 
Term: ex 1142 

Click the following check boxes at the Overrides Field:  
Appointment  
Career 
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Closes Class 
Grading Basis 
Service Indicator 
Requisites 
STEP 7. To add courses in the class block click the (+) button. On the other hand, click 
the (-) button to delete an existing course row. 
STEP 8. Click the Save button when done. 

 
XLI. CREATING STUDENT BLOCK 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. Go to this navigation: Records and Enrollment > Enroll Students > Block 
Enrollment > Create Student Block 
STEP 3. Click the Add a New Value tab. 
STEP 4. Click the look up button (magnifying glass) for the Academic Institution 

field and choose the appropriate institution. 
STEP 5. Enter the desired student block code. Please be advised that the Student 
Enrollment Block field is limited to five (5) characters only. Click the Add button. 
STEP 6. Fill in the Description field with the full name description of the block. 
STEP 7. To add students in the block, click the ID look up button (magnifying glass). 
STEP 8. Enter the student’s credentials and click the Look Up button. 
STEP 9. Click the look up button (magnifying glass) for the Academic Career field. 
STEP 10. Click UGSM from the Academic Career search results. 
STEP 11. Click the (+) button to add student ID rows. Repeat steps 8 to11 to 
successfully add students in the block and click the (-) sign to delete student rows. 
STEP 12. Click the Save button after creating the student block. 

 

 
 
XLII. FACILITY INPUT 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. Click on the Facility Table navigation. 

STEP 3. Search for the facility you want to edit. If you want to add a new facility, click on 
the Add a New Value tab. 
STEP 4. Fill out the Facility ID field. 
STEP 5. Click the Add button. 
STEP 6. Fill in the Effective Date, Description, Short Description, Building, Location 
Code and Facility Type. Make sure that Check for Facility Conflict is checked. 

Otherwise, the system will not check if there is any conflict in classes scheduled on the 
facility.  
Note: Uncheck General Assignment only if the facility is exclusively for the use of one 

Academic Organization (cluster). This will prevent any other cluster from scheduling 
classes on the facility. 
STEP 7. Click the Save button to finish the process. 

 
XLIII. INDIVIDUAL APPOINTMENT ASSIGNMENT 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
Notes: Validation appointments will not be used by UP. 
STEP 2. On the menu on the left side of the screen, under Records and Enrollment, 
click on the Appointments navigation. 
STEP 3. Search for the student using the search criteria provided. Click the Search 

button. 
STEP 4. Select the desired student from the search results. 
STEP 5. You will be directed to the Student Enrollment Appointment page. Make sure 
that Only Use Term Limits and Use Program Term/Session Limit are selected. 
STEP 6. Click the Find Appointment link. 
STEP 7. You may specify some filters using the available fields to lessen the 
appointments that will be fetched. Click on the Fetch Appointments button. 
STEP 8. You will be presented with a list of appointment/s. Click the Select 
Appointment button adjacent to the appointment you want to assign to the student. 
STEP 9. You may add more appointments or delete some from the student using the (+) 
and (-) buttons. Click Save to finish the process. 
 
XLIV. LEAVE OF ABSENCE (LOA) PROCESS 
 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu found on the left side of the screen, follow this navigation: 
Records and Enrollment > Student Term Information > Term History. 
STEP 3. Enter the desired information in the Search Criteria fields. Then, click the 
Search button. 
STEP 4. Click on the Term Withdrawal tab. 
STEP 5. Select the option Withdrew on the Withdrawal/Cancel field. 
STEP 6. Fill in the Withdrawal/Cancel Date field and Last Date of Absence field. 
Then, click the Save button.7 
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XLV. QUICK ENROLL A STUDENT 

 
STEP 1. Log into SAIS using the provided credentials. After filling out the fields, click the 
Sign In button. 
STEP 2. On the menu on the left side of the screen, follow this navigation: Records and 
Enrollment > Enroll Students > Quick Enroll a Student. 
STEP 3. Click the Add a New Value tab.  
Enter the ID of the student (ex. 10038981) 
Enter the Career of the student (ex. UGRD) 
Enter the Institution (ex. UPBAG) 
Enter the Term (ex. 1142) 
Click the Add button. 
STEP 4. Choose Enroll in the Action field. Then, enter the Class Nbr of the subject or 

course to be added. In cases wherein the class number is unknown, click the look up 
button beside the Class Nbr field (magnifying glass button) to search for the desired 

subject. 
STEP 5. Choose the desired Course Subject and click Search. You can also limit your 
search results by filling in the Course Number and Course Career. 
STEP 6. Click the select class button of your desired subject. To search for a new 
subject, click the Start a New Search button. 
STEP 7. Notice that your chosen subject now appears on the Class Enrollment list with 
a status of Pending. To add / delete subjects, just click the (+) / (-) button. Click Submit 

once done. The Status of the Enrollment will change once submitted. 
STEP 8. In cases of errors, click the Error button to determine the reason. Make the 

necessary changes on the enrollment. 
Notes: Take note that Quick Enroll a Student does not override the rules unless 
changed on the General Overrides tab. Refer to the Admin Enrollment manual for 

administrative enrollments (Enrollment that overrides any rule). 
 
XLVI. REMOVAL OF 4.0 (REMOVAL OF CLASS ENROLLMENT) 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Records and Enrollment. 
After that, click Enroll Students. Then, click Enrollment Request. 

 
STEP 3. Click the Add a New Value tab. Fill out the required information in the fields. 
Then, click the Add button. 
STEP 4. Click the Lookup button (magnifying glass) beside the Class Nbr field. 
STEP 5. Click the Select Subject button. 
STEP 6. Click the Select button next to the course subject that the student incurred a 

4.0 in. 
STEP 7. Find the actual subject the student has incurred a 4.0 in, and click the Select 
Class button. 
STEP 8. Click the Submit button. 

 
 

XLVII. REMOVAL OF 4.0 (REMOVAL OF RESULT INPUT) 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Records and Enrollment. 
After that, click Enroll Students. Then, click Enrollment Request. 
STEP 3. Click the Add a New Value tab. Fill out the required information in the fields. 
Then, click the Add button. 
STEP 4. In the Action field, there will be a drop down menu. Select the Change Grade 
option. Next, fill out the Class Nbr field with the class code for which 4.0 is incurred. In 
the Grading Basis field, change it to NST. Then, put F in the Grade Input field. 
STEP 5. Click the plus (+) button to add a new row. 
STEP 6. Select the Add Grade option from the drop down menu in the Action field. 
Then, fill out the Class Nbr field with the class code of the removal class. Put 5 in the 
Grade Input field. Afterwards, click the Transcript Note link. 
STEP 7. Put 4.0 in the Transcript Note ID field. Then, click the OK button. 
STEP 8. Click the Submit button. 

 
XLVIII. TERM ACTIVATION BATCH PROCESS 
 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, click Records and Enrollment, 
then, Term Processing, then Term Activation, then Term Activation Batch Process. 
STEP 3. Click the Add a New Value tab. Specify a name for the new term activation 
batch process. Click the Add button. 
STEP 4. Fill out the Required Fields and any optional field as needed. 
STEP 5. Click on the Selection 2 tab. Fill out the Program Action and Action Reason 
fields. Click the Save button. Afterwards, click the Run button. 
STEP 6. Click the OK button. 
STEP 7. Take note of the Process Instance number. Click the Process Monitor link. 
STEP 8. Find the Process Instance number. Click the Refresh link to refresh the list 
until the Run Status is Completed and the Distribution Status is Posted. 
 



Doc Ref: eUP – SAIS User Manual – [02 Dec 2015] – v 1.3 

 23 

 
 
XLIX. TERM ACTIVATION INDIVIDUAL PROCESS 

 
STEP 1. Log into SAIS using the provided username and password. Click the Sign In 

button. 
STEP 2. On the menu on the left side of the screen, follow this navigation: Records and 
Enrollment > Student Term Information > Term Activate a Student. 
STEP 3. Fill out the fields with the needed information. Click the Search button. 
STEP 4. Fill in the Term field with the needed information. Click the Save button. 


