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Name Student Self Service Enlistment

Information System Student Academic Information System

Purpose The purpose of this document is to guide the student on how to
view the different class offerings and enlist their required
classes.

Definition Self Service Enrollment is a step-by-step wizard feature that guide the

students through adding, dropping of classes. Specifically, it guides
students through the steps of selecting classes.

Data Requirement None

Author Gerran Simacon
Stephen Kho

Date Created 28 July 2020

Accessing SAIS

1. Open any browser and go to: https://sais.up.edu.ph/
(Note: Do not forget to type https)

2. Loginto SAIS using your user credentials then click the Log In
button. (Note: Do not forget to include @up.edu.ph as your Username)
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ANNOUNCEMENTS PRIVACY POLICY CONTACT US

UNIVERSITY OF THE PHILIPPINES (UP) PRIVACY NOTICE FOR STUDENTS
(REVISED AS OF THE 2nd SEMESTER/TRIMESTER 2018-2019)

To exercise and safeguard academic freedom and uphold your right to quality education, the University
of the Philippines needs to process your personal and sensitive personal information-that is, information
that identifies you as an individual

UP is committed to comply with the Philippine Data Privacy Act of 2012 (DPA)
ici gov.ph/2012/08/ i 10173/ in order to protect your right to

p
data privacy.

This notice explains in general terms the purpose and legal basis for the processing of the typical or
usual examples of personal and sensitive personal information that UP collects from students like you,
the measures in place to protect your data privacy and the rights that you may exercise in relation to
such information. Please note that this document does not contain an exhaustive list of all of UP's
processing systems as well as the purpose and legal basis for processing

Read More

Enter your Single Sign-On credentials below

1 have read the University of the Phillopines’ Prvacy Notice
for Students

ingthe LOG IN buttan, | CONSENT TO and recognizs

USER!

PASSWORD

of the Philippines.
alInformation. pursuan fo

SAIS Login Page

Self Service Enrollment: Add Classes

1. On the left side of the screen, click Main Menu, navigate to Self Service — Enrolilment —

Enrollment: Add Classes
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2. Tick the current semester and click “Continue” button to proceed.

Home | Workist | MultiChannel Console |
Favovn'tes MainvMenu > Self Svewice > Enrollment > Enrollment: Add Classes

| go to ... ¥ @
( Search ][ Enroll ]f My Academics ]
| my class schedule “ add ” drop || term information |
Add Classes
Select Term

Term Career Institution

‘ () |Semester 1 2015-2016 |Undergraduate Semestral

() | Semester 2 2015-2016 |Undergraduate Semestral

CONTINUE

3. To add a class, click the “Search” button. (Note: Make sure that the current term is displayed. Otherwise,
click change term button).

Favgrites - Mah'Menu > SeIfS'ervice > Enro!nent > Enrollment: Add Classes

[ Search ]( Enroll ][ My Academics ]
| my class schedule || add ” drop || term information |

Add Classes B-E-5

1. Select classes to add

To select classes for another term, select the term and click Change. When you are satisfied
with your class selections, proceed to step 2 of 2.

Semester 2 2015-2016 change term
.Open O Closed A Wait List
Add to Cart:
Enter Class Nbr
I 1 anter I Your enrollment shopping cart is empty.
Find Classes
() Class Search

() My Requirements
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4. Click Select Subject to view all the class offerings in alphabetical order or key in the course name to see the
full list of available classes (Ex. “Math”) then click the “Search” button.

Favorites ' Main Menu > SelfService > Enrollment > Enrolment: Add Classes
Select at least 2 search criteria. Click Search to view your search results.

Class Search Criteria

Course Subject select subject | [aTH__]
Course Number [is exactly v
Course Career | Undergraduate Semestral v |

! Show Open Classes Only
|| Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

D Additional Search Criteria |

Return to Add Classes CLEAR CRITERW | SsarcH

5A. To add an open class in your shopping cart, click the “Select Class” beside the section status. To see other
sections under the same course click the navigation arrows on top of the “Select Class” button or click “View All

Sections”.

Favorites = Main Menu > Self Service > Enrolvlment > Enrolment: Add Classes
When available, click View All Sections to see all sections of the course.

UP Manila | Semester 2 2015-2016

My Class Schedule Shopping Cart
You are not registered for classes in this term. |Your shopping cart is empty.

The following classes match your search criteria Course Subject: Mathematics, Course Career:
Undergraduate Semestral, Show Open Classes Only: Yes

Return to Add Classes START A New ScaArcH

.Open O Closed A'.\’ait List

<7 MATH 17 - College Algebra and Trigonometry

2 g N Ll > |
View All Sections First 1of1 Last

Section A-LEC(1356) Status D select class

Session Regular
.Days & Times Room Instructor 'Meeting Dates |
TBA TBA Staff 01/18/2016 - 05/17/2016
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5B: If the course selected has another component (ex. laboratory) make sure to choose the desired section for
its component. Otherwise, proceed to next step.

Favorites = Main Menu > SeIfS'ervice > Enrol!nent > Enrollment: Add Classes
[ Search ][ Enroll ][ My Academics ]

| my class schedule || add || drop ” term information |

Add Classes B-E-5

1. Select classes to add - Enrollment Preferences

Semester 2 2015-2016 | Undergraduate Semestral | UP Manila

MATH 73 - Fundamentals of Analysis I

Class Preferences

MATH 73-G Lecture  @Open Wait List [ wait list if class is full
MATH 73-G1 Laboratory @0Open Permission Nbr
Grading Graded

Session Regular Academic Session
Career Undergraduate Semesteral Units 3.00

o

Section|Component| Days & Times | Room | Instructor Start/End Date |
G|Lecture 01/18/2016 - 05/17/2016
G1|Laboratory |TE ,

6. After selecting the desired class it will automatically appear in the student’s shopping cart. To finalize the
enrollment click the “Proceed To Step 2 of 3” button.

Favorites = Main Menu > SeffService > Enroliment > Enroliment: Add Classes
1. Select classes to add

To select classes for another term, select the term and click Change. When you are satisfied
with your class selections, proceed to step 2 of 3.

J MATH 73 has been added to your Shopping Cart.

Semester 2 2015-2016 | Undergraduate Semestral | UP Manila change term I

. Open [m] Closed A Wait List
Addto Cart:
Enter Class Nbr Delete  Class Days/Times | Room Instructor | Units Status
MATH 73-G
enter | o g TBA 3.00 @

Find Classes MATH 73-G1 | g, TBA ®

R (1525)

(@) Class Search

() My Requirements

search |

| Proceeo ToSter 2 0e3 ||
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7. Click the “Finish Enrolling” button to confirm the enrollment process.

Favgrites Ma'nyenu > Selszwice > Enrol.iment > Enroliment: Add dasses

JAMES CARAMOA [goto... I
[ Search ]( Enroll ]{ My Academics }
| my class schedule || add || drop ” term information l
Add Classes @5

2. Confirm classes

Click Finish Enrolling to process your request for the classes listed below. To exit
without adding these classes, click Cancel.

Semester 2 2015-2016 | Undergraduate Semestral | UP Manila

.Open .Cbsed A'A’a'rt List
Class Description | Days/Times |Grading Basis Room | Instructor |Units|Status
Fundamentals of ) )
mm)”'(; Analysis 1 GRD TBA 3.00) @
(Lecture)
Fundamentals of
m’;’; )73'61 Analysis 1 TBA GRD TBA @)
(Laboratory)
CanceL I Przvious |I Finizs ENrROLLING

8. The system will notify the student if the adding of class has been successful. If not, the system will explain as
to why the student failed to enlist the class.

[ Search ][ Enroll ][ My Academics ]

| my class schedule || add || drop “ term information |

Add Classes
[HzHEl

3. View results

View the following status report for enroliment confirmations and errors:

Semester 2 2015-2016 | Undergraduate Semestral | UP Manila

¢ Success: enrolled x Error: unable to add class
Class Message Status |
MATH 73 Success: This class has been added to your schedule. v 4

My CLAss ScHEDULE ADD ANOTHER CLASS I




