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Introduction

STUDENT’S ENROLLMENT MANUAL

This manual teaches you the whole enrollment process from selecting of classes up to
viewing your assessment fees as well as how to manage your enlisted courses during registration

period.

Login

Authorized users will be granted security access and a unique user 1D and password to
log into the Student Academic Information System (SAIS).

SAIS URL: https://sais.up.edu.ph

UNIVERSITY
OF
THE PHILIPPINES

We've detected that wour operating system is not
supported by this website. For best results, use one

of the

following operating systems:

Oracle Linux Enterprise

Mac

08 X (Leopard)

Windows 2003
Windows XP

Mac

08 X 10.6(Snow Leopard)

Windows 7 Welcome to the UP Student Academic
Windows Vista Information System

iPad
Mac

O8S X (Tiger)

User ID: |glennda

Password: sssssss|

If you have problems or concerns, please read our FAQs at http://e.up.edu.ph

[fag-sais/. You may contact the eUP Helpdesk via email at helpdesk{@up.edu.ph or

through phone at (02) 376-3100.

Student Academic Information System (SAIS)
Introduction


https://sais.up.edu.ph/
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Change Password

Once you are granted access to the SAIS you are able to use this page to change your
password.

Step 1 - Click on the
Change My Password
link.

Favorites | Main Menu :( Change My Password )

Change Password Step 2 — Fill-in the
required information.

User ID: glennda D
Description: GLEMMN DA

*Current Password (-"--" )
*New Password: sssesEe
*Confirm Passw-:rrd\|"““- D

Change Password

/

Step 3 - Click on the
Change Password button.

Student Academic Information System (SAIS)
Change Password
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Navigate SAIS Menu

The Navigational Path is your driveway to explore the SAIS. In this manual you will
encounter a lot of this path to be able to access different features of SAIS. Using the task below,
you will see how the navigational path works.

Task: Log-in to SAIS then click Self Service, then click Enrollment, then click Enrollment: Add
Classes buttons.

Step 1- Follow the Navigational Path
Main Menu = Self Service = Student Center

Favorites Main_l'u'lenuh
Search

Menu | ®) | (=] [x]

‘Search: -

I; [ Self Senvice ’

[;Sglfsa:g:il £ Worklist 3 Class Se.an:h ) B.| owse Catzlog 3

- Worklist  [£] User Defaults &3 Academic Planning g

— User Def: [=] Change My Password (3 Enrollment i’

:Hm (=] My Personalizations (3 Campus Finances _ ’

— 3 Campus Personal Information 3
7 Academic Records 3
3 Degree Progress/Graduation 3
3 Approval Workflow 3
3 Transfer Credit 3
3 Student Admission 3
E

Student Center b

Student Academic Information System (SAIS)
Navigate SAIS Menu
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CHAPTER 1: Self-Service Enrollment

Self-service enrollment enables you to select classes, confirm your selections and review
the result of your selected courses. The design of self-service enrollment also integrates the
various enrollment functions like dropping, swapping and editing classes.

A. Enroll Courses

Once the registration period starts, you are now able to search and enroll courses allowed

in your program provided that you have met the requirement for enrollment otherwise the
system will not allow you to confirm the course/s.

Follow the steps below to enroll lecture course.

Step 1- Follow the Navigational Path
Main Menu =2 Self Service = Student Center

Favorites | Main Menu > Self Service > Student Center

GLENN's Student C
Ll

Step 2 - Click on
the Enroll link.

Y Academics

SeArRcH For CLAssEs |

Dloc @ You are not enrolled in classes.

s =Cemics

enroliment shopping cart p. I-NIzlds

| other academic... v ,@

¥ To Do List

No To
Do's.

Y Milestones
No
Milestones

Y Enroliment Dates

Open Enrollment Dates

My Account

Account Inguiry

@ You have no outstanding charges at this
Payment Profile time.

Financial Aid

make a ment
View Financial Aid g >

‘ other financial... v !@
Program Advisor
None Assigned
Y Personal Information

Bansaashie Bats Contact Information
Emergency Contact
Names

User Preferences

Home Address

Billing Address
None

None

i_other_»personal... v i@ Home Phone E-Mail

None None

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Favgrit&c MainvMenu > Self svewice 5> Student Center

GLENN DA [goto .. M)
( Search ]( Plan ]( Enroll 1[ My Academics ]
| my class schedule | add | drop || swap | edit | term information |
Add Classes B__E}__E}

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.

Semester 1 2015-2016 | Undergraduate | UP Los Banos

.Open Eclosed A‘Hait List

Add to Cart: Semester 1 2015-2016 Shopping Cart

Enter Class Nbr

( | enter I Your enrollment shopping cart is empty.

Find Classes
(®) Class Search

OMy Requirements
Step 3 - Click on the Search button.

()My Planner Note: The following steps will teach you to
enlist lecture course.
search |

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Favojta Main vMenu > Self Svewice > Student Center

GLENN DA [goto ... vI®)
I Search )i Plan I Enroll [ wyAcademics |
I my class schedule || add || drop ” swap “ edit “ term information |
Add Classes i
Enter Search Criteria

Step 4- Enter the
subject you want to
enroll.

UP Los Banos | Semester 1 2015-2016

Select at least 2 search criteria. Click Search to view your sefr|

Class Search Criteria

Course Subject select subject I BGRT__J  Agriculture [ Step 5 — Enter the

course number.

Course Number [is exactly v L2l
Course Career | Undergraduate v|
Show Open Classes Only

D Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results,

Step 6 - Click on
the Search button.

D Additional Search Criteria r

Return to Add Classes CLEAR CRITERIA I SEARCH |

%]

earch Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Favorites . Main Menu 7 Sel‘S'emoe 7 Student Center
GLENN DA qoto .. V]

[ search )| Pian \( Enroll [ mMyacademics |

| my ciase schedule || aad | drop | swap | ealt || term Information |

Add Classes =131
Search Results Catas

When available, click View All Sections to see all sections of the course,

UP Los Banos | Semeater 1 2015-2016

My Oass Schedule show all I
[our shopging cart is empty.

AGRI 161 TaA

The following classes match your search cariteria Course Subject: Agriculture, Course Number is exactly
'121°, Course Career: Undergraduate, Show Open Classes Only: Yes

Retum to Add Classes START A NEW SEARCH |
@o= o) Closad '] Step 7 - Click on the
select class button of
W AGRI 121 - Introduction to Ecological Agriculture your selected section.

~
:

Last

View All Sections First K 1of1 >

SectionA-LEC{14537) Status @ select class
Session Regular
Days & Times Room Instructor lm' Dates
TBA TBA Staff [Tea
Return to Add Classes START A NEW SEAROHI

My Class Schedule Add Drop Swap Edit  Term Information

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Favgﬂtes MainvMenu > Self Svervice > Student Center

GLENN DA

[ search I Plan | Enroll [ MyAcademics |
] my class schedule || add “ drop || swap || edit ” term information |
Add Classes -5

1. Seleect classes to add - Enrollment Preferences

Semester 1 2015-2016 | Undergraduate | UP Los Banos

AGRI 121 - Introduction to Ecological Agr

Class Preferences

AGRI 121-A Lecture (@ Open Wait List [ Jwait list f class is full | Step 8 - Click on the
) . Next button to confirm

Grading Numeric Grade your selected class.

Session Regular Academic Session
Units 3.00

Career Undergraduate

CANCEL NEXT
Section | Component | Days & Times Room Instructor Start/End Date
A |Lecture TBA TBA Staff

Search Plan Enroll My Academics
My Class Schedule Add Drop Swap Edit Term Information

= 70

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment



STUDENT’S ENROLLMENT MANUAL

Favorites : Main Menu » Seff Service » Student Center

GLENN DA [goto... Vi)

( search Il Pian Il Enrol || myacagemics |

]uyemuenoaun” add |i drop H swap h edit || term Information |

Add Classes B “‘d

1. Select classes to add W™ A confirmation that

you successfully added a

To select classes for another term, select the term and click Change. When you are satisfied g
with your class selections, proceed Lo step 2 of 3. course will appear-

’ AGRI 121 has been added to your Shopping Cart. J

Semester 1 2015-2016 | Undergraduate | UP Los Banos

~ Clags :
.-..v_'v:r\ Bu.lz;r;f:u A Wait List

Add to Cart: Semester 1 2015-2016 Shopping Cart
Enter Class Nbr Delete | Class | Days/Times | Room | Instructor | Units Status
| _enter | j ASLZA | TBA Steff 30 @

Find Classes

(®) Class Search .

Step 9 - Click on the Search button
O My Requi to select another class.
O my Pz Note: The following steps will teach you

to enlist lecture-lab course.

PROCEED TO STEF 2 OF 3 |

¥ My Samester 1 2015-2016 Clasa Schedule

“En:‘:,‘-fv;-:: eDru;:-;)&J A Yait Listed

Class Description Days/Times Room Instructor |Units|Status|
Innovations &
—mmzlf 113 (Enuap nuer;Agn TBA TBA Stafr 300 o
Search Plan Enroll My Academics

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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B. To Enlist Bundled Courses (Lecture/Laboratory, Lecture/Recitation etc.)

Favc;r'rtes Main_Menu ¥ Serfs‘gwice »  Student Center

GLENN DA goto .. v|®
[ Search ][ Plan ][ Enroll ][ My Academics ]
| my class schedule ” add ” drop ” swap ” edit H term information |
Add Classes

DgH
Enter Search Criteria

UP Los Banos | Semester 1 2015-2016

Select at least 2 search criteria. Click Search to view your search results,

Step 10- Enter the subject

Class Search Criteria you want to enroll.
Course Su I}]\E‘Et select su Ili'El:t | BIO E||:|.||:|.g1!r
Course Humber (is exactly v J— Step 11- Enter the
Course Career | Undergraduate ._,| course number.
Shm\' Open Classes Only

D Show Open Entry/Exit Classes Only

Use Additional Search Criteria to narrow your search results.

[}Additinnal Search Criteria

Return to Add Classes CLEaR CRITERIA || SEARCH |

Step 12-Click on
the Search Button

Student Academic Information System (SAIS) 0
CHAPTER 1: Self-Service Enrollment



STUDENT’S ENROLLMENT MANUAL

Fau?'rites i Main_Menu ¥ SEIFSErvi::e »  Student Center

GLENN DA | go ta ... v (%)
( Search ]f Plan ]f Enroll ]r My Academics \I
| my class schedule || add ” drop ” swap ” edit ” term information |
Add Classes

@-=H3

Search Resulis

When available, click view All Sections to see all sections of the course.

UP Los Banos | Semester 1 2015-2016

Shopping Cart
My Class Schedule show all |

|‘r'|:|ur shopping cart is empty.
AGRI 121 TBA

The following classes match your search criteria Course Subject: Biology, Course Mumberis
exactly '2', Course Carser: Undergraduate, Show Open Classes Only: Yes

Return to Add Classes AR A M = e Al

Step 13 Click on the
select class button of
your selected section.

.':'psn B Closed Ay Wait Lig

% BIO 2 - General Biology II

View All Sections First 4] 1-3 of 6 a Last

Section 2-LEC[14925] status
Session Regular
Days & Times Room Instructor Maeting Dates |
TBA TBA Staff TBA
Section 22 1L-LAB(14530] Status @ select class|
Session Regular
Days & Times Room Instructor Meating Dates |
TBA TBA Staff TBA
Section £72L-LAB(14933) Status select class|
Session Regular
Days & Times Room Instructor Meeting Dates |
TBA TBA Staff TBA

Return to Add Classes StarT A NEW SEARCH

Search Plan Enroll My Academics
My Class Schedule dd Drop Swa Edit Term Information

lgota .. v|®

Student Academic Information System (SAIS)
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Favorites Main Menu » Self Service » Student Center

GLENN DA |gota.. w |2
[ Search ” Plan ]F Enroll ” My Academics ]
| my class schedule ” add || drop ” swap || edit ” term information |

Add Classes
B3

1. Select classes to add - Related Class Sections

SemMester S Ll L Lio | Banos

pro 2 Step 14 - Tick the radio
o =iz DUEtON OF your selected lab

section
@ Crpen @ Closed A Wait List
Select Laboratory =ection (Optional):
C'I‘TJ!;S Section Schedule Room Instructor |Status
@ 14930 A-il TEA TBEA Staff o
() 14933 A-2L TBA TEA Staff ]

View All Sections & First 4 1-3 of 3 n Last

CaNCEL I NE=xT I

Search Plan Enroll My Academics \
My Class Schedule Add Drop Swap Edit Term Information
lgoto.. v|® .
Step 15 - Click on the
Next button

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Faun_rites 5 Main_Menu y SEIFSEWi::e »  Student Center

GLENN DA gato.. v |
[ Search " Plan ]r Enroll " My Academics ]
| my class schedule || add || drop || swWap || edit || term information |

Add Classes
B33

1. Select classes to add - Enrollment Preferences

Semester 1 2013-2016 | Undergraduate | UP Los Banos
BIO 2 - General Biology II

Class Preferences

BID 2-A Lecture @ Open Wait List [ waitlistifclass is|  Step 16 - Click on the
BID Z-A-iL Laboratory @ Open Grading Numeric Grade Next button to confirm
your selected class.
Units 2.00
Session Regular Academic Session
Career Undergraduate
CaNCEL ME>T |
Saction | Component Days & Times Room Instructor Start/End Date |
A |Lecture TBA TBA Staff
A-1L |Laboratary |TBA TBA Staff

Search Plan Enroll My Academics
My Class Schedule Add Drop Swap Edit Term Information

|g-:| to .. yl@

Student Academic Information System (SAIS) 3
CHAPTER 1: Self-Service Enrollment
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Fa'w:irites i Main_Menu H Selfs_grvi::e »  Student Center

GLENN DA (goto.. v

[ Search ” Plan ]r Enroll | My Acader— < -

ot . :
| my class schedule || add ” drop ” swap ” edit ” e i \I\Wm‘ta A confirmation
that you successfully

Add Classes e added a course will

12

1. Select classes to add | appear.

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 BIO 2 has been added to your Shopping Cart.

Semester 1 2015-2016 | Undergraduate | UP Los Banos

@ Cren @ Closed A Wait List
pe—
Enter Class Nbr Delete |Class Days/Times |Room Instructor Units|Status
[ enter | m|ReZa TBA TBA Staff z.00 @
[14323]
Find Classes
(@) Class Search Step 17 — Repeat steps 3-8 to enlist your ®

() My Requirzmedts courses or if you wish to enlist lecture
courses and lecture-lab courses repeat

O My Pleper step 9-16. Then, proceed to step 18 to
search | enroll your enlisted courses.

I Proceeo To Ster 2 OF 3

N—

-

My Semester 1 2015-2016 Class Schedule

wenroli=2| Step 18 — If you wish to finish your
enlisted courses, Click on the Proceed to

Class Description R Step 2 of 3 button.
Introduction te
% Ecaological Agr |TBA TEA Staff =.00
e [Lecture)
Innowations B
SERLISLE Entrep in Agri  |TBA TBA Staff 3.00
—_— [Lecture)

Search Plan Enrcll My Academics

My Class Schedule dd Drop Swa Edit Term Information

lgoto.. v|®

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Fawirites i Main_Menu H SeIfSEr'u'i::e »  Student Center

v|®

GLENN DA [goto..
[ Search " Plan ]r Enroill ” My Academics ]
| my class schedule || add || drop || swap || edit || term informaticn |

Add Classes

g O El

2. Confirm classes

Click Finish Enrolling to process your request for the classes listed below.

To exit without adding these casses, dick Cancel.

Step 19 - Click on the Finish Enrolling

Semester 1 2015-2016 | Undergraduate | UP Los Banos N
button to confirm your slot.
@ Cren [ Closed i T T
Class Description Days/Times |Grading Basis Room Instructor | Units 5l:al:us|
BIO 2-4 General Biology
(14523) IT [Lecture) TBA GRD TBA Staff z.00( @
BIO 2-&-1L General Biclogy
(14920) 11 (Laboratery) | O GRD TBA Sa ®
CANCEL PrEVIOUS | FinieH EMROLUNG
Search Plan Ewoll My Academics Course/s with ( +)
My Class Schedule Add Drop Swap Edit Term Informatior | stgatus indicates successful
[gote - v ® enroliment while course/s with
(#® status will remain on your
shopping cart. Refer to the page
25 to see list of enrollment
errors and its resolution.
¥ My Semester 1 2015-2016 Class Schedule
fErrcIIe: @Drcppe: &L‘,‘ait Listed
Class Description Days/Times Room Instructor |Units| St,atu5|
Introduction to
AGRI 121-4 .
e —— Ecclegical Agr TBA TBA Staff 2.00Q f
(14937) [Lecture)
BIC 2-A General Biclogy .
(14523) 10 (Lecture) FBS Field Staff zoof o
BIO 2-A-2L General Biclogy
{14933) I (Laboratory) | B TBA Staff L
College Writing
EMG 2(AHI-A in Enali
nglish TBA TBA Staff o0l o
(13575) [Lecture) I
Search Plan Enroll My Academics

My Class Schedule

Add Drop Swap

|gu to ...

"I®

Edit

Term Information

Student Academic Information System (SAIS) 5

CHAPTER 1: Self-Service Enrollment
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C. How to Enroll Waitlist

Favgrites MainvMenu > Self S'ervice » Student Center

GLENN's Student Center

S Step 2 - Click on
SARDIICE the Enroll link.

@ You are not enrolled in classes.

SeArcH FoRr CLAssES I

" No
enrollment shopping cart p, Holds.
| other academic... ¥ I@ ¥ To Do List
No To
Do's.
My Account Nolest
Account Inguiry @ You have no outstanding charges at this koo
i time.
Payment Profile ¥ Enroliment Dates
Financial Aid
View Financial Aid s p, Qpen Enroliment Dates
v, :
| other financial... M |®
Program Advisor
None Assigned
¥ Personal Information
B caiie Bt Contact Information
Emergency Contact
Names Home Address Billing Address
User Preferences lNone None
| other personal... v [@ Home Phone E-Mail
None None

Student Academic Information System (SAIS) 16
CHAPTER 1: Self-Service Enrollment
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Favg'rites : Main vMenu > Self Svervice > Student Center

I go to ... x |®

GLENN DA
( Search ]f Plan ]f Enroll ]( My Academics 1
l my class schedule ” add ” drop ﬂ swap ” edit ” term information I

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.

Semester 1 2015-2016 | Undergraduate | UP Los Banos
.Gpen Clcsec A'.'.’ait List

Add to Cart: Semester 1 2015-2016 Shopping Cart

Enter Class Nbr

FiEssesenter I Step 3 _ Click on Ing cart is empty.
the Search Button.

‘® Class Search

~ My Semester 1 2015-2016 Class Schedule

You are not registered for classes in this term.

Favorites - Main Menu > Self Service > Student Center

lgoto... v ]@

GLENN DA

[ Search ” Plan ]( Enroll ][ My Academics ]
] my class schedule ” add ” drop ” swap || edit H term information [
Add Classes

Step 4 — Enter the
Subject you wish to

A The search returns no results that match the criteria specified, R
waitlist

Enter Search Criteria

Course Subject select subject | GRI Agriculture

= Step 5 - Enter
, the course number.

Course Career | Undergraduate ¥

[} Show Open Classes Only
|} Show Open Entry/Exit Classes Only

Course Number [is exactly

Use Additional Search Criteria to narrow your search results.

D Additional Search Criteria I

Return to Add Classes L=Am CRiTE=nA I

Term Information

[goto... LAl
Step 6 - Click on
the Search button.

Student Academic Information System (SAIS) 17
CHAPTER 1: Self-Service Enrollment
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Favorites - Main Menu > SeIfS_ervice > Student Center

GLENN DA [goto... v |3
[ Search ][ Plan ]( Enroll “ My Academics ]
| my class schedule ” add H drop “ swap ” edit ” term information I
Add Classes =1 =
B{=-{=1

Search Results
When available, click View All Sections to see zll sections of the course.

UP Los Banos | Semester 1 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 Sub;ect: Agriculture, Course Number is exactly
'161', Course Career: Undergraduate, Show Open Classes Only: No

Step 7 - Click on the
Select Class Button.

Return to Add Classes START A Nesw SearcH I/

Open Closed Wait List
@ O A

<7 AGRI 161 - Innovations and Entrepreneurship in Agriculture

View All Sections First B 1 of 1 B0 10 st

Section A-LEC{14526)

Session Regular

.Dayé & Times lRoom llnstrudor IMeeting Dates I

TEA [TBA |staff |TBa
Return to Add Classes START A New ScarcH I

Favgrites : Main'Menu > SeIfS'ervice > Student Center

GLENN DA [goto... D)
[ Search ]( Plan ” Enroll ][ My Academics ]
[ my class schedule || add “ drop H swap “ edit “ term information |
Add Classes .

EHzE

1. Select classes to add - Enrollment Preferences

Step 8 - Tick the
Waitlist box

Semester 1 2015-2016 | Undergraduate | UP Los Banos

AGRI 161 - Innovations & Entrep in Agri

Class Preferences

AGRI 161-A Lecture A Wait List Wait List ait list if class is full
Grading Numeric Grade
Session Regular Academic Session s S Step 9 —Click on
Career  Undergraduate the Next button
“Section | Component | Days & Times Room Instructor Start/End Date |
AlLecture [Tea TBA Staff

Search Plan Enroll My Academics
My Class Schedule Add Drop Swap Edit Term Information

[goto... v I@

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Favgrites - Main 'Menu ) SeIfS'ervice ) Student Center

GLENN DA [got0... ")
[ Search ” Plan ” Enroll ” My Academics ]
‘ my class schedule “ add H drop H swap H edit H term information '
Add Classes 2 R
| gEgfl
L. Select classes to add Step 10 — A confirmation

To select classes for another term, select the term and click Change. When you are fati ;
with your class selections, proceed to step 2 of 2. a course will appear.

| that you successfully added

l AGRI 161 has been added to your Shopping Cart.

Semester 1 2015-2016 | Undergraduate | UP Los Banos

. Open Closed A Wait List

Add to Cart: Semester 1 2015-2016 Shopping Cart
Enter Class Nbr Delete Class | Days/Times | Room Instructor | Units Status
AGRI 161-A

W e s ™ s 30 A
Find Classes

o) Class Search

1 My Requirements

() My Planner

search | Step 11 - Click

on the Proceed to
Step 2 of 3 Button

| Proceso ToSreP 2 0F 3 |

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Favorites ¢ Main Menu > SeIfS'ervice > Student Center

GLENN DA lgoto... v I@
( Search ” Plan ][ Enroll )[ My Academics l
] my class schedule [] add “ drop ” swap ” edit ” term information |
Add Classes -3

2. Confirm classes

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

Semester 1 2015-2016 | Undergraduate | UP Los Banos
.Open .Closed A'.\‘a‘rt List Step r:]I-ZF_ CIrI]Ck
=== —— , on the FInis
Class Description Days/‘l’ims_]Grading Basis Room I Instructor| TUmtsIStatusl EnI‘Ollin button
AGRI 161-A Innovations & 9
(1£926) (Ec.;tel?r;r; Agri TBA GRD TBA Staff 3.000 A
CanceEL I Prsvious I Finizs Engocting

Search Plan Enroll My Academics
My Class Schedule Add Drop Swap Edit Term Information

[goto... ®

Favovn'tes MainvMenu > Self Svervice > Student Center

GLENN DA Igo to ... v [@
[ Search ]f Plan 1( Enroll ]( My Academics ]
I my class schedule || add ﬂ drop || swap " edit n term information [

Add Classes
OH=H=]

3. View results

Step 13 —You will see
your waitlist status and
position number you

View the following status report for enrollment confirmations and errors:

Semester 1 2015-2016 | Undergraduate | UP Los Banos have been placed
« Success: enrolled x Error: unable to add class
Class Message Status
Message: Class 14926 is full. You have been been placed
AGREpi on the wait list in position number 2. “

My Ciass ScHEDULE Aoo AnoTHER CLASS |

Search Plan Enroll My Academics
My Class Schedule dd Drop Swap Edit Term Information

!go to ... v i@

Student Academic Information System (SAIS)
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D. How to Select Units

Step 1- Follow the Navigational Path
Main Menu =2 Self Service = Student Center

Favorites : Main Menu > Self Service > Student Center

GLENN's Student Center

Academics

: —
Step 2 - Click on S|

in classes.

the Enroll link. [~ | T —

| other acadenyf .. ] ~ Yo Do List

My Academics

No To
Do's.

B |
i (3) You have no outstanding charges at this A e

- Inguiry =
Pawvment Profile time.

~ Enroliment Dates
Financial Aid

Vigvs Eingncial Aid make a payment b Open Enrcllment Dates
~ Advisor
[other financial... v |33

Program Advisor
MNone Assigned

~ Personal Information

Contact Information

Demographic Dats
Emergency Contact

MNames Home Address Billing Address
User Preferences None Non.
| other personal... v | Home Phone E-taail

MNone MNone

Faveorites - Main Menu > Self Service > Student Center

GLENN DA [go to ... v |®
[ Search A7 Plan il Enroll il My Academics 1
I my class schedule ” add ” drop || swap ” edit ” term information I

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.

Semester 1 2015-2016 | Undergraduate | UP Los Banos

.Op&n Cl-:s—zd Q Wait List
Add to Cart: Semester 1 2015-2016 Shopping Cark

Enter Class Nbr

| e I Your enrollment shopping cart is empty.
Find Classes

@ Class Search Step 3 - Click on the Search button.

L Jmikaairarmsersy Note: The following steps will teach you to
select UNITS course.

) My Planner,

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment
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Favarites Main Menu > Self Service > Student Center
GLENN DA [goto .. v |G
r Search \Ir Plan \Ir Enroll \Ir My Academics \I
| my class schedule || add || drop ” swap ” edit || term information |

Add Classes

Step 4- Enter the
subject you want to
enroll.

[=1=]

Enter Search Criteria

UP Los Banos | Semester 2 2015-2016

Select at least 2 search criteria. Click Search to view your e

Class Search Criteria

Step 5 - Enter the
course number.

Course Subject select subject I

Communicati

eog

Course Number | is esxcacthy

Course Career | Undergraduats

Show Open Classes Only
I:l Show Open Entry )/ Exit Classes Only

Step 6 - Click on
| the Search button.

Use Additional Search Criteria to narrow your search results.

[* Additional Search Criteria

CLEAR CRITERIA || SEARCH

Eeturn to Add Classes

Favorites | Main Menu : SelfService » StudentCenter

o St St S A A Sy

Beturn to Add Classes

STaRT A Mew EEAFI:DHI

W Closed Ay Wait List

.Clpen

= COMA 200 - Undergraduate Thesis

View All Sections

First Bl 1-3 of 15 I

Step 7 - Click on the

ety oo select class button of
Section &TLEC(FOSS] Status ] select clasd -
) ) — | your selected section.

Session Regular Topic COMA Z00-1

Days & Times Room Instroctor Meeting Dates |

TBA TBA Staff TBA
Section2R1-LECI6787] Status @
Session Regular

Days & Times Room Instructor Meeting Dates |

TBA TB Staff TBA
Section 2R10-LEC[6788] Status . select CIEESI
Session Regular

Days & Times Rioom Insbtroctor Meeting Dates |

TBA TBA Staff TBA

Beturn te Sdd Classes

STarT A NMew EEAFI:BHI
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Favorites | Main Menu > Self Service > Student Center
GLENN DA [gota.. e |22
[ Search " Flan ]r Enrocll ” My Academics ]
| my class schedule ” add ” drop ” swap ” edit ” term informatiocn |

Add Classes

1. Select classes to add - Enrollment Preferences Step 8 - Click on the
Drop down button to
select units.

Semester 2 2015-2016 | Undergraduate | UP Las Banos

COMA 200 - Undergraduate Thesis

Class Preferences

COMA 200-A Lecture ¢ Open Wait List [Jwait list if class is full
Grading Mumeric Grade Step 9 - Click on the

Topic COoOMA Z200-1 N t b tt
Session Regular Academic Session Units 1.00 n ex utton
Career Undergraduate =.00

32.00

<4.00

5.00 L NeExT ]

&5.00
Section | Component Days & Times Roomn Instructor Start/End Date |

A [Lecture TBA TBA Staff

Mw Class Schedule dd Drop Swap Edit Term Information

geta ... v|®

Fawvorites | Main Menu : Self Service > Student Center

GLENN DA [goto... w |3

[ Search [ Plan ]f Enroll | My An:.acﬁni" 1

| my elass schedule “ add ” drop ” =i ” EE ” L ““pﬂtad

A confirmation that
Add C1
= O =1 you successfully added
a course will appear

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.

J CoMA 200 has been added to your Shopping Cart. \/

Semester 2 2015-2016 | Undergraduate | UP Los Banos

@ Cpen B <losed A Wait List
Add to Cark: Semester 2 2015-2016 Shopping Cart
Enter Class Mbr Delate Class Days/ Times Room Imstruwctor .
| enter | = COMA 200-A | g, — craf Step 10 - Click on the
S [FO65) =

Find Classes Proceed to Step 2 of 3
@ Class Search bUtton

D My Requirements

I:::' My Planner

sean:hl

I ProceEen To Ster 2 OF 3 II

Student Academic Information System (SAIS)
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Favorites MainMenu » Self Service : Student Center

GLENN DA |goto .. v
[ Search " Plan ]r Enroll " My Academics ]
| my class schedule ” add ” drop ” sSwWap ” edit ” term informatiocn |

Add Classes
OHEH=]
2. Confirm classes

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

Step 11 - Click on the
Finish Enrolling button

Semester 2 2015-2016 | Undergraduate | UP Los Banos

@ Cren [l Closed A Wait List to confirm your slot.
Class Description Days/Times |Grading Basis Room Instruc
COMA Z200-A Undergraduate
(7065) Thesis [Lecture) T L T Staff 100l @
CANCEL | FrEVIOUS | | Finisv ENROLUNG ° I|

Fa\-'g'_rites | Mair‘l_Menu ¥ SeIFSEr'u'ice »  Student Center

GLENN DA | goto... e (32
[ Search H Flan ]r Enroll H My Academics ]
| my class schedule || add ” drop ” swwap ” edit ” term informaticn |

Add Classes
1 {=11=a

3. View results v
Course/s with ( ) status
indicates successful enrollment

Wiew the following status report for enrollment confirmation

Semester 2 2015-2016 | Undergraduate | UP Los Banos

o Success: enrclled M Error: unable to add class >
Class Message Status
Swccess: This class has been added to your
COMA 200 cchedule. o

M CLa=ss SGHEDULEI ADD AHNOTHER Cl..a-.ssl

Search Plan Enrcll My Academics
My Class Schedule #&dd Drop Swap Edit Term Information

[goto.. v |3
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STUDENT’S ENROLLMENT MANUAL

If the result does not display “success”, there is an error that needs to be
corrected for you to be able to enroll. Below are some examples of the
enrollment messages that you might encounter.

Error Message

Explanation

Action To Take

Error: Unable to add this class - requisites have not
been met.

Chem 17 Pre/Co-Reqg

You are trying to add a
class with co-requisite
or pre-requisite course.

You must enroll the
course co-requisite
together with this
class for this term.

Enroll first the pre-
requisite course.

This class requires Instructor Consent Required
consent. You vill need to obtain permission to add
this class.

The class/es you are
trying to add require a
COl.

Submit your COI on
your college to

Error: This class is outside of your career of study.
You are not permitted to enroll in classes in this
career.

You are trying to enroll
course/s which outside
your curriculum or
career.

You cannot add this
class.

Error: Unable to add this class - term maximum
exceeded. Adding this class would exceed the
maximum number of units or courses allowed for
this term.

Error: You cannot add this class due to a time
conflict vith class 45. Select another class.

All courses with error status remains on your enrollment shopping cart.

Student Academic Information System (SAIS) )t
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A. Account Inquiry
After you confirm your classes, you should view and settle your assessment fees.

1. View your assessment fees

Follow the steps below to view your assessment fees.

Step 1- Follow the Navigational Path
Main Menu = Self Service = Student Center

Favgn‘tes MainvMenu > Self Svervice > Student Center

GLENN's Student Center

SearcH For CLAssES I

Search -
Plan Enrolled in classes.
Enrcll .
My i\cadﬂ Step 2 —ClICk on the No
- - nrollm hopping ¢
Account Inquiry Link b Holds.
| other ac Y To Do List

No To

Do's.
@ You have no outstanding charges at this

Y Milestones
Accoun No
o Milestones
Account Inguiry 2
— time.

= ¥ Enroliment Dates
Financial Aid

ke a ent
View Financial Aid make a payment p

Open Enrollment Dates

‘ other financial... v !@

Program Advisor
None Assigned

Y Personal Information

Contact Information

Demographic Dats
Emergency Contact

Names Home Address Billing Address
User Preferences None None
| other personal... v|®) | Home phone E-Mail

None None

Student Academic Information System (SAIS) 26
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Favorites Main Menu > Self Service > Student Center

GLENN DA [goto... M)
f Account Inquiry ]( Electronic Payments/Purchases ]
] summary ” activity ” charges due ” payments |

Account Summary

You owe 26,155.50. For the breakdown, access Charges Due

" Due Now 26,155.50 Step 3 - Note the total amount
Future Due 0.00

of your assessment fees.

** You have a past due balance of 26,155.50. **

Outstanding Pendin
Term Charges & P 9| Total Due
= ayments
Deposits
Semester 1 2015-2016

26,155.50 :
26,155.50 26,155.50

i Cﬁrfency.ﬁ-sed is--l:.’-hil.ippine Peso.
MAKE A PAYMENT

b2 Remittance Addresses

Financial Aid

Account Inquiry Electronic Payments/purchases

Summary Activity Charges Due Payments

go to ... v ]@
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Step 4 - Click on the charges

Favorites - Main Menu > Self Service > Student Cen due button.
/
GLENN DA Igo;/.. v ]@
f Account Inquiry ] ( Electtoniy(aymentslPurchases ]
I summary ” activity | charges due | payments |

Charges Due

Following is a Running Totals summary by due date of the charges and deposits that you owe. Review
either the Details by Due Date table or the Details by Charge table to see the specific charges.

Summary of Charges by Due 7

Date * 4 e Find | View All | First 4 1o0f1 n Last
Due Date Due Amount Running Total
04/22/2015 26,155.50 26,155.50

& First 4 1of1 2 Last

Currency used is Philippine Peso.

» Details by Due Date Step 5 - These are the
Currency used is Philippine Peso. breakdown list of your charges
due
View By IAII Terms VI iol /
¥ Details by Charge Find | View All | L First B 1-15 of 18 O Last
Charge Due Date Term Amount
Community Chest Fee 04/22/2015 Semester 1 2015-2016 0.50
Student Council Fee 04/22/2015 Semester 1 2015-2016 5.00
Entrance Fee - CA 04/22/2015 Semester 1 2015-2016 30.00
Registration Fee - CA 04/22/2015 Semester 1 2015-2016 40.00
College Publication Fee - CA 04/22/2015 Semester 1 2015-2016 40.00
Medical Fee 04/22/2015 Semester 1 2015-2016 50.00
Cultural Fee 04/22/2015 Semester 1 2015-2016 50.00
Athletic Fee 04/22/2015 Semester 1 2015-2016 75.00
Deposit Fee - CA 04/22/2015 Semester 1 2015-2016 100.00
ID Card Fee 04/22/2015 Semester 1 2015-2016 130.00
Internet Fee 04/22/2015 Semester 1 2015-2016 260.00
Energy Fee 04/22/2015 Semester 1 2015-2016 425.00
Library Fee - CA 04/22/2015 Semester 1 2015-2016 1,100.00
Tuition Fee Increment - CA 04/22/2015 Semester 1 2015-2016 1,350.00
Tuition Fee - CA 04/22/2015 Semester 1 2015-2016 9,000.00

Currency used is Philippine Peso.

MAKE A PAYMENT

Account Inquiry Electronic Pa ts/purchases
Summary Activity Charges Due Payments

go to ... v]@
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B. Manage Enlisted Courses

You can still be able to manage your courses during registration period up to the first two
(2) weeks of the study session, even after you confirm your courses or after you settle your

assessment fees.

C.1. Drop Course (Cancellation)

Use drop course if you opt to drop course/s from your schedule. No dropping of
courses reaching the minimum enrollment unit of 3 shall be allowed.

Follow the steps below to drop classes from your schedule.

Step 1- Follow the Navigational Path
Main Menu = Self Service = Student Center

Favo
-

Step 2 - Click on the Enroll
a1 link.

¥ Academics

Search EnnDeaclires

@ URL @ Gradebook
This Week's Schedule

Class Schedule

[, AGRI121-A

@ | Ec (14537)

55 AGRI161-8

@ Lec (14527)
[, (BIO 2-A

@ | Ec (14529)

[ BIO 2-A-1L
@ Lag (14920)

TBA

TBA
FBS Field

FES Field
weekly schedule .

enrollment shopping cart

My Account

Account Inguiry
Payment Profile

Account Summary

You owe 26,155.50.

Due Mow
" Future Due

26,155.530
0.00

Financial Aid
View Financial Aid

** ¥ou have a past due balance of 26,155.50. **

| ather financial...

*I®

Currency used iz Philippine Peso.

make a payment

SearcH For CLASSES |

Mo
Holds.

¥ To Do List

Mo To
Do's.

¥ Milestones

Mo
Milestones

™ Enrcliment Dates

Open Enrcllment Dates

Program Advisor

MNone Assigned

Student Academic Information System (SAIS)
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Fa\rtnvrites Mainvru'lenu S SeIvaer\rice > Student Center

Step 3 - Click on
the drop button

GLENN DA [ge to ... hd |®
r Search \Ir Enroll \Ir My Academics \I
| my class schedule ” add swap || edit ” term information |

Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change.

satisfied with yvour class selections, proceed to step 2 of 3.
Semester 1 2015-2016 | Undergraduate | UP Los Banos

.Dper‘

Add to Cart:
Enter Class Nbr

[ 1_ enter |

Find Classes

(@ Class Search
() My Reguirements

(1 My Planner

search I

Favorites | Main Menu > Self Service > Student Center

When you are

DCIcse: &'.‘.'ait List

Semester 1 2015-2016 Shopping Cart

Your enrcllment shopping cart is empty.

GLENN DA |gn to . v |®
[ Search ]( Plan ][ Enroll ][ My Academics ]
| my class schedule || add || drop || swap || edit || term information |
Drop Classes
1. Select classes to drop
Step 4 - SeIECt and ses to drop and click Drop Selected Classes.
tick on the box next
to the class/es you
W|Sh to drop 5-2016 | Undergraduate | UP Los Banos
“Er‘rclle: @Drcppe: &'.‘-.'ait Listed
Select Class Description Days/Times Room Instructor | Units | Status
v A—ffssszlgl'p‘ ?E:;E:E"]-"Pi“ TBA TBA Staff 1.00|
Introduction t f _Ch
- ﬁ—ﬂ?&%u'ﬁ‘ Eculogi:allngg: TBA TBA Staff .00 o Step 5 Click on
— (Lecture) the Drop Selected
— |AGRI 161-B e
=) EEEE;; Agri TBA TBA Staff 3.00| o Classes button
] E‘:llfgi'g‘“ "EIE(“LEE':U:‘;'DW FES Field Staff z.00| o
?11?5;‘;"1" ﬁ*tﬁﬂgﬂfﬁ" FBS Field Staff o

I DrRoP SELECTED CLASSES I

Student Academic Information System (SAIS)
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Fa\.rovrites Mainvh'lenu > SeIFSver\.rice > Student Center

GLENN DA |ge to ... v |®
r Search \Ir Plan \Ir Enrall 1( My Academics 1
| my class schedule || add Il drop I swap |l edit || term information |

Drop Classes

2. Confirm vour selection

Click Finish Dropping to process vour drop request. To exit without dropping
these classes, click Cancel.

==

Step 6 - - Click on
— the Finish Dropping

Semester 1 2015-2016 | Undergraduate | UP Los Banos button
“Er‘rclled .Drcpped &'.‘.'ait i
Class Description Days/Times Room Instructor | Urjits St.atusl

AERS 191-4 Special Topics

[1asss) [Lacture) TBA TBA Staff TDD o

CANCEL I PreEwviOous Finiss DrRoPPING

Search Plan Enrcll My Academics

My Class Schedule Add Drop Swap Edit Term Information
[goto ... v |®

Favorites | Main Menu > Self Service > Student Center

- B - -

GLENN DA (goto ... a0
[ Search ][ Plan 1[ Enroll ][ My Academics ]
| my class schedule || add [ drop | swap [| edit | term information |

Drop Classes

3. View results

OHEHE

View the results of your enrollment request. Click Fix Errors to make changes to your

request,

Semester 1 2015-2016 | Undergraduate | UP Los Banos

( Success: dropped

x Errer: unable to drop class

Class

Message

Status |

AERS 151

Success: This class has been removed from your

schedule.

o

My CLASS SCHEDULE |

Search Plan Enroll

My Academics

My Class Schedule Add

Crop Swap

|gntn

*®

Edit

Term Information

Student Academic Information System (SAIS)
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C.2. Swap Course

Swap course is used to change or transfer to a different section within the same
course.

Follow the steps below to swap courses.

Step 1- Follow the Navigational Path
Main Menu =2 Self Service = Student Center

Step 2 - Click on the Enroll
link.

¥ Academics

SearRcH For CLAassES |

Search E%Dea:lir'es @ URL @ Gradebook
_
Mo
Eﬂ — 121_!3;‘355 . Schedule Epn
[other academic... ¥ |(%) O |LeC (14537) ~ To Do List
B Lo (1as2m) oA B
E:il' E'IE?: ?;:929) FES Field T Milestones
Eb |Tas (14930) FES Fisld Ne

Milestones
weekly schedule .

™ Enroliment Dates
enrollment shopping cart .

Open Enrellment Dates

My Account Account Summary Program Advisor
Account Inguiry -
Es———— You owe 26,155.50. lare sesgred

" Due Now 26,155.50

Financial Aid

View Financial Aid

" Future Due 0.00

** You have a past due balance of 26,155.50. **

|nthEr financial... ¥ |® Currancy used is Philippine Peso.

make a payment -

Student Academic Information System (SAIS)
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Fa\rontes . Main Menu > SeIFSer\rlce > Student Center

GLENN DA [go to ... v |
r Search wlf Plam "”( Enroll \”f My Academics \|
| my class schedule || add |l drop |l swap |l edit || term information |

Swap a Class )
Step 4 - Click on the
1. Select a class to swap

Dropdown button and
iﬁ;lr?_‘:t the class you wish to swap then select the class yvou wish to replace it SeleCt the course you Want

to swap

Semester 1 2015-2016 | Undergraduate | UP Los Banos

Swap This Class

Select from your schedule AGRI 121: Introduction te Ecological Agr i d

With This Class

| Class Search v | ﬁ‘

Search for Class

Enter Class Nbr antar I

Step 5 - Click on the
* My Semester 1 2015-2016 Class Schedule Search button to
select class you wish
to replace with.

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information

go to ... v |®

Favorites = Main Menu > Self Service > Student Center

GLENN DA |gn to ... A |®
r Search ]r Plan ]r Enroll ]( My Academics 1
| my class schedule || add || drop || swap || edit || term information |

Swap a Class

Enter Search Criteria
Step 6 - Enter the
subject you want to swap

UP Los Banos | Semester 1 2015-2016

Select at least 2 search criteria. Click Search to view

Class Search Criteria
Course Subject

select subject I

Step 7 - - Enter
the course number.

Course Number | is axactly

Course Career | Undergraduate v |

1 Sheow Open Classes Only

) show Open Entry fExit Classes Only

Use Additional Search Criteria to narrow your search results.

Step 8 - Click on
the search button

Eeturn to Swap a Class CrLEar CRITERIA II SEARCH I

[*» Additional Search Criteria

Search Plan Enrall My Academics
My Class Schedule Add Drop Swap Edit Term Information

[goto.. ¥ |G
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Fa'l.rgrrites MainvMenu » Self S‘gnrice » Student Center

GLENN DA [goto... v
( Search ]( Plan ]( Enroll ]( My Academics ]
| my class schedule || add | drop | swap | edit || term information |

Swap a Class

Search Results

When available, click View All Sections to see all sections of the course.

UP Los Banos | Semester 1 2015-2016

Shepping Cart

show all I

My Class Schedule

|Ynur shopping cart is empty.

AGRI 121 TBA

The following classes match your search criteria Course Subject: English, Course Mumber is exactly '2

{AH)'. Course Career: Undergraduate, Show Open Classes Only: Yes

Return to Swap a Class

.Dper‘

% ENG 2({AH) - College Writing in English

View All Sections

START A NEW SEARCH

DC'CEEE

&'.‘Jait List

Step 9 - Click on the
select class button of
your selected section

First 4 1of1

Section A-LEC(13575) Status () m
Session Regular
Days & Times Room Instructor Meeting Dates |
TBA TBA Staff TBA

Eeturn to Swap a Class

START A NEw SEARCH

Search Plan Enroll My Academics
My Class Schedule Add Droep Swap Edit Term Information

()

| go to ...

Student Academic Information System (SAIS)
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Favorites | Main Menu > Self Service > Student Center

GLENN DA [go to ... * (3
[ Search )ii Plan iii Enroll il My Academics 1
| my class schedule || add || drop || swap || edit || term information |

Swap a Class
E{=H1{=1

1. Select a class to swap - Enrollment Preferemnce

Semester 1 2015-2016 | Undergraduate | UP Los Bancs

EMNG 2{AH) - College Writing in English

e Step 10 - Click on

ENG Z2(AH)}-A Lecture @ Open WWait List [ wait list if class is full the next button
Grading Mumeric Grade
Session Regular Academic Session
Units 3.00
Career Undergraduste
crcee e
Saction I Com ponent I Days & Times I Room I Instructor I Start/End Date
A | Lecture |TeA |TBA | Staff |
Search Plan Enroll My Academics
MMy Class Schedule Add Drop Swap Edit Term Information

go to ... v |35

Fa\rovrites MainvMenu > 5eIvaer\rice > Student Center

GLENN DA (oo to ... v )
r Search \Ir Plan Wr Enroll \Ir My Academics 1
| my class schedule || add [l drop |l swap |l edit || term information |

Swap a Class

2. Confirm vour selection

Click Finish Swapping to process your swap request. To exit without swapping
these classes, click Cancel.

Semester 1 2015-2016 | Undergraduate | UP Los Banos

~ You are replacing this class
“Er‘rclle: .Drcppe: i Wait Listed

Class Description Days/fTimes Room Instructor | Units Sl:atusl

Inmnowations B
SGRL1E1-B Entrep in Agri TBA TBA Staff 3.00| o

[143927) (Lectura) Step 11 - CIle on

the Finish Swapping

A Wait List button to process your

.Dper‘ -Clcse:
Class Description Days/Times Room Instructor |Units | Staty SWap reqUESt'
ENG Z{AH}-A College Writing in
13975) English (Lecture) ERS, EE Staff L .

—
CaAanNCEL II FinisH SwarriNG I

Student Academic Information System (SAIS) 5
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Favorites Main Menu > Self Service » Student Center

GLENN DA lgoto... v \@
( Search M Plan M Enroll M My Academics }
‘ my class schedule || add H drop ” sWap ” edit H term information ‘

Swap a Class EI_E"E

3. View results

View the results of your swap request. Click Fix Errors to try and correct the problems
listed below or change your swap choices.

Semester 1 2015-2016 | Undergraduate | UP Los Banos

¢ Success: Classes were swapped x Error: Unable to swap class

Class Message Status

Swap AGRI 1g1
with ENG  2{AH)

Success: Thiz class has been replaced. o

My CLass ScHEDULE |

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit  Term Information

o a0,

Student Academic Information System (SAIS)
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C.3. Edit Course

Follow the steps below to edit a class.

Step 1- Follow the Navigational Path
Main Menu = Self Service = Student Center

Favorites Main Menu > Self Service » Student Center

G
Step 2 - Click on
the Enroll link
SearcH For CLasses |
Search ﬁDea:Iires @ URL @ Gradebook
Plan
Wy Academics No
cl Schedul
AGRI 121 ﬁass o Felde.
[53 § TBA
| other academic... ¥ |® 0 LeC (14997) ¥ To Do List
4 AGRI 161-B
Ea LEC (14527) TeA fo o
Do's.
BIO 2-A )
33 FES Field
b Lec (u2s)
BIO 2-A-1L )
3 FBS Field Mo
Ca LAE (14530) ' Milestonas
weekly schedule

™ Enrollment Dates
enrollment shopping cart

Open Enrcllment Dates

 Advisor

My Account Account Summary Program Advisor
Account Inguiry :
Savmmert Profile You owe 26,155.50. aTEaEEIE
Financial Aid " Due Now 26,155.50

fnanea " Future Due 0.00

Wiew Financial Aid
** You have a past due balance of 26,155.50. **

other financial... v |® Currency used is Philippine Peso.

make a payment

Student Academic Information System (SAIS) 7
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Step 3 - Click on
the edit button.

Fawvorites | Main Menu > Self Service > St
- H - -~

go to ... - |®

GLENN DA \
( Search \I( Plan \I( Enrall Vr My Academics \I

| my class schedule || add || drop || swap ||I edit |' term information |
Add Classes

1. Select classes to add

To select classes for another term, select the term and click Change. When you are

satisfied with yvour class selections, proceed to step 2 of 3.

Semester 1 2015-2016 | Undergraduate | UP Los Banos

.Cper‘ -Clcses &'.‘.'ail: List

Add to Cart: Semester 1 2015-2016 Shopping Cart

Enter Class NMbr
I I enter I

Find Classes

@ Clas=s Search
| My Reguirements

) My Planner

saarch I

Your enrcllment shopping cart is emipty.

Favorites @ Main Menu > Self Service » Student Center

|gD to ... ¥ |®

GLENN DA

( Search ]r Plan ]r Enroll \I( My Academics \I
| my class schedule || add [ drop [ swap [ edit || term information |
Edit Class Enrollment Options J_E'_EI

Step 4 - Click on the
_ . Dropdown button and select
Select the class to modify and click Proce the CIaSS yOU Want tO edlt

preferences.

1. Select a class to edit

Semester 1 2015-2016 | Undergraduate | UP Los Banos

Claszes you are allowed to edit

Select from your schedule | BI1O 2: General Biclogy 11 g

Proceen To STer 2 OF 3

L My Semester 1 2015-2016 Class Schedule

::aﬁ;c" Sﬁ | En;:lll: ':v ‘ca:emics Edit T Iy i Step 5 ) CIiCk On the
dss chegule Agd o wid EdIt erm ormation
. = = | Proceed To Step 2 of 3

|gn to o il |®
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Fawvorites | Main Menu > Self Service > Student Center
- : - -

GLENN DA

footo o 20
r Search \Ir Plan Wr Enroll Wr My Academics 1
| my class schedule ” add ” drop || swap ” edit || term information |
Edit Class Enrollment Options
1. Select a class to edit - Related Class Section
Step 6 _ Tick On H5-2016 | Undergraduate | UP Los Banos
the Radio button  [ereral Biclooy 11
of the desired e Fieid
laboratory section — _
.Dper‘ -Clcse: &'-'-'Elt List Step 7 - CIICk On

Select Laboratory section (Optional):

the Next button.

Class

Nbr Section Schedula R o oom Instructor Statug
@ 14930 A-1L FES Field Staff @
o 14933 A-2L TBA TBA Staff L]

View All Sections

CANCEL I PreEwviOus I MExT l

Search Plan Enroll My Academics

My Class Schedule  Add Drop Swap Edit Term Information

I

go to ...

Fa\rovn'tes MainvMenu H Selfsvervice > Student Center

GLENN DA [goto ... )]
( Search \Ir Plan ]( Enroll ]r My Academics ]
| my class schedule || add [l drop [l swap [l edit || term information |

Edit Class Enrollment Options

1. Select a class to edit - Enrollment Preference

Semester 1 2015-2016 | Undergraduate | UP Los Banos

BIO 2 - General Biology II

Class Preferences

BID 2-A Lecture @ open Wait List ) wait list if class is full Ste 8 Cl k
p 8 - Click on
BIO 2-A-21 Lahoralor\r. Open Grading Mumeric Grade th N t b tt
€ INext putton.
Units 3.00

Session Regular Academic Session
Career Undergraduate

CancEL I Prewvious EXT
Section | Component| Days & Times Room Instructor Start/End Date

A | Lecture FBS Field Staff 04710/ 2015 - 06/ 30/ 2016
A-2L |Laboratory TBA TBA Staff

Search Plan Enroll My Academics

Add Drop Swap Edit Term Information

v|®

My Class Schedule

| go ko ...

Student Academic Information System (SAIS)
CHAPTER 1: Self-Service Enrollment



STUDENT’S ENROLLMENT MANUAL

Favorites Main Menu > Self Service » Student Center

GLENN DA [goto... v &)
[ Search ][ Plan ]( Enroll ][ My Academics ]
| my class schedule || add || drop | swap | edit || term information |

Edit Class Enrollment Options

2. Confirm vour selections

Click Finish Editing to process your edit request. To exit without making changes to this
class, click Cancel.

Step 9 - Click on
the Finish Editing
Class Attribute Original Value Mew Value button.

A-1L
Laboratory Section TEBA
FBS Field

Semester 1 2015-2016 | Undergraduate | UP Los Banos

FinisH EDITING

Search Plan Enroll My Academics

My Class Schedule Add Drop Swap Edit Term Information

|gutn 'l@

Fa‘w:vrites Mainvh-'lenu > Self Sver\rice > Student Center
GLENN DA [go te ... v |35
( Search \Ir Plan \Ir Enraoll \Ir My Academics \I
| my class schedule || add |l drop |l swap |l edit || term information |
Edit Class Enrollment Options E_E_EI

3. View results

Wiew the results of your enrollment request. Click fix errors to try and correct the
problems listed below.

Semester 1 2015-2016 | Undergraduate | UP Los Banmnos

“ Success: Class updated x Error: Unable to update class
Class Message Status |
BIO 2 Swuccess: This class has been updated. “

My CrLAass SCHEDULE I

Search Plan Enraoll My Academics

My Class Schedule  Add Drop Swap Edit Term Information
(oo ts ... )
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