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User ID: |MK_Department

Welcome to the UP Student Academic
Information Svstem

If you have problems or concerns, please read our FAQs at htip://e.up eduph/fag-
sais’. You may contact the eUP Helpdesk via email at helpdesk@up.edu.ph or through
phone at (02) 376-3100.

httpe//Ihrtechlogix.com:3490/ psp/ps/fcmd=login&languageCd=ENG
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STEP 1. Log into SAIS using the provided
credentials.
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STEP 2. Click the Self Service navigation.

[ [nvelvement
[ Faculty Center
> Advisor Center
[ Search
= AWS Senice Tester
-~ Community Directory Search
[» Campus Community
[ Curriculum Management
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[ Worklist

= My Personalizations
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— o STEP 3. Click on the Faculty Center
navigation.

@ Self Senice

[ Campus Personal Information
| Faculty Cente !

— Class Roster
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— Gradehook
— Assignments
I Advisor Center
[ Search
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[ Campus Community
[ Curriculum Management
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Home Workist || Add to Favorites Sign out

STEP 4. Click the Assignments navigation.

Search: |
|

® .
pdseie Class Assignments On the bottom of the page, you can find the
ampus Fersonal

b ohemert Class Assignment settings. You can use this

< Faculty Center

my schedule || class roster || grade roster || gradebook || class assignments |

Trimester 1 UGRD 2013-2014 | Regular Academic Session | UP Open University | Undergraduate .
- e ' panel to add, update, and view class
- Grade Roster (7 PEIHY-A(12) | changecass | aSSlgnmentS

PE 2 Hathz Yoga (Lecture)
vy s To see class details, click on the class to see

[> 8earch FrSa 2:00AM-3:004M UPOU VL Center, Offshors  Rilano Japson 05/04/2013 -

 Comfesmyiy Sach the Days and Times, Room, Instructor, and

[> Campus Community
I Curriculum Management Gotor  Class Cateqory Weight  Grading Scale Da'tes .
[ Set Up SACR

[ Worklist

- My Pessonlizations — To change classes, click Change Class.

Find | View All First B 1 of 1 B ot

+
*Assignment Category: Q =
*Description: [ “Short Description: ||

Required by Institution

Required Begin Date: i
Maximum Points:
[¥] Assessed aximum Points: e Dater ’—@
O tnclude for Mid Term Grade
Extended Due Date: [
Weight in Points:

[ tmport class Component Grades

Estimated Grading Date: i

Allow Students to View Grades

Notes:

Bave | L
I [ | &

Done € Intermet 7| Rume -
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_ § STEP 5: Click Copy Assignments to copy
Search: ) & .
:| ® ‘ my schedule ” class roster || grade roster || gradebook H class assignments the aSS|gnmentS from another C|aSS to the
[ Self Serice Class Assignments Current C|aSS
[» Campus Personal
[ Involvement
@ Faculty Center Trimestar 1 UGRD 2013-2014 | Regular Academic Sassion | UP Opan University | Undergraduate .
-y Schedulz : : You can copy assignments only from other
- Class Roster i .
- Grade Roster Y BEMY-A(12] changedass | classes that are taught by the instructor of
- Gradebook H H
PE 2t Yogs Lacure the current class. The copied assignments
DRETE e Deys and Times Room Testructor Dates add to, rather than replace, any existing
b Search FrSa 2:00AM-2:00AM UPQU VL Center,Offshare  Rilano Japsan 05/04/2013 - . .
- U8 S Tose S/aanta assignments in the current class.
= Community Directory Search
> Campus Community
I Curticulum Management Goto:  Class Category Weight ~ Grading Scale
b Set Up SACR
[ Worklist
I~ My Personalizations
Find | View All First B 1 0f 1 B act 3
+
*Assignment Catagory: Q B
*Description: *Short Description:
Required by Institution
T I
Required Begin Date: [
Assessed Waximum Points: || Due Dater |
[ tnclude for Mid Term Grade
fnclude for Hid Term Grad o . Extended Due Date: il
[ 1mport Class component Grades Weight in Points:
Allow Students to View Grades Estimated Grading Date: @
Notes: L |
sae | L
] i | B
javwascript:submitAction_win0{document.wind, DERIVED_55R_FC_535_CHE_CLS_LTHK); OIntemet LR s -
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7 Self Senice Class Assignments

[ Campus Personal Information

[» Involvement

7 Faculty Center
= Wy Schedule
= Class Roster
- Grade Roster
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b Advisor Center Days and Times Room Instructor Dates
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= AWS Senice Tester 06/27/2013
= Community Directory Search
[ Campus Community
[ Curriculum Management Goto:  Class
[ Set Up SACR
[ Worklist
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Trimestar 1 UGRD 2013-2014 | Regular Academic Session | UP Open University | Undargraduata

¥ PE2HY-A(12) change class

PE 2 Hathz Yoga [Lecture)

Category Weight Grading Scale

copy assignments

First B 1 0f 1 B st
HE

Find | View Al

*Assignmant Catagory:  |FINAL Q

*Description: [

Final
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Required by Institution

Required Begin Date:

Maximum Points:
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[ tnclude for Mid Term Grade
,_ Extended Due Date:

[ 1mport Class Component Grades Weight in Points:
Estimated Grading Date:
Allow Students to View Grades

Notes:

SAVE
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o STEP 6: Select the Assignment Category.
| ilzl
| Ruon -
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— My Schedule
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b Search i FrSa 2:00AM-3:004M UPOU VL Center,Offshore  Rilano Japson 05/04/2013 -
— AWS Service Tester 08/27/2013
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Go to: Class Category Weight Grading Scale
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Find | View All
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STEP 6: Enter the desired information in the
Description and Short Description field.
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D Search
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[ Curriculum Management
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i my schedule H class roster " grade roster H gradebook ” class assignments

Class Assignments

Trimester 1 UGRD 2013-2014 | Regulzr Academic Session | UP Open University | Undergraduste

¥ PE2HY-A(12) change class

BE 2 Hatha Yoga (Lecture)

Days and Times Room Instructor Dates
FrSa 2:00AM-3:00AM UPOU VL Center,Offshore  Rilanc Japson 05/04/2013 -
06/27/2013

Gote: Class Category Weight Grading Scale
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Find | View All First B 1 0f 1 I Lace
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Required by Institution
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STEP 7: Uncheck Required checkbox if this

assignment is optional.
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‘ 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
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> Set Up SACR
[ Worklist
|- My Persenalizations -
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STEP 9: Enter the desired information into
the Maximum Points field.
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— My Schedule
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[> Search
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~ Community Directory Search
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[ Curriculum Management
[ Set Up SACR
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Class Assignments

Trimester 1 UGRD 2013-2014 | Regular Academic Session | UP Open University | Undergraduate
¥ PE2HY - A (12) change class
PE 2 Hatha Yoga [Lecture)
Days and Times Room Instructor Dates
Fria 2:00AM-3:004M UPOU VL Center,Offshore  Rilano Japsen 05/04/2013 -
06/27/2013

Go to: Class Assignments Category Weight Grading Scale

copy assignments
Find | view Al First B 1 0f 1 B 1ot
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—
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STEP 10: Enter the desired information into
the Weight in Points field.
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Search: ® ‘ myscmx-iu\e H class roster H orade roster H gradebook H class assignments g date, d ue date, and the eXtended d ue date
> G orona Class Assignments (in case instructor decides to extend the
[ Involvement d d I .
@ Facutty Center Trimester 1 UGRD 2013-2014 | Regular Academic Session | UP Open University | Undergraduate €a Ine)'
- My Schedule

= Class Roster < PE2HY-A(12) v

— Grade Roster

BE 2 Hatha Yoga (Lecturs)

gnm

[> Advisor Center Days and Times Room Instructor Dates
I> Search FrSz 2:00AM-3:00AM UPQU VL Center,Offshore  Rilano Japsen 05/04/2013 -
06/27/2013

~ AWS Sepice Tester

~ Community Directory Search

> Campus Community
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STEP 12: Enter the desired information into

® Rilano Japsan the Assignment Category field.
[ Self 8¢
DECa;;;E;ePersona\ InRmatan f Faculty Center ” Advisor Center ” Search l
D Invobvement ‘ my schedule || class roster H grade roster H gradebook H class assignments |
=7 Faculty Center
~ My Schedule Class Assignments

= Class Roster
~ Grade Roster
— Gradehook

Trimester 1 UGRD 2013-2014 | Regular Academic Session | UP Open University | Undergraduate

gnm

D Advisor Center

b Search < PE2HY-A(12 Ferodt—

~ AWS Senvice Tester i

~ Community Directory Search PE 2 Hatha Yaga (Lecture)
g gampu‘s Col‘rﬂnmumty t Days and Times Room Instructor Dates

umeulm Aanagemen FrSa 2:00AM-3:00AM UPOU VL Center,Offshare  Rilzna Japson 05/04/2013 -
> Set Up SACR 08/27/2013
> Worklist
|- My Personalizations
Go to: Class Assi Category Weight Grading Scale

copy categary weight

‘Assignment Category *Weight %
el Q ] ‘ \E
FINAL Final

Faculty Center Advisor Center Search
My Schedule  Clzss Roster  Grade Roster Gradebook Class

| @ ternet Gy Huow -
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[> Campus Personal Information
[ Invalvement
< Faculty Center
= My Schedule
- Class Roster
~ Grade Roster
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[> Advisor Center

D Search

~ AWS Senice Tester

— Community Directory Search
[ Campus Community

> Curriculum Management

1> Set Up SACR

> Worklist

I~ My Personalizations

Rilano Japson

[ Faculty Center ” Advisor Center ” Search

my schedule H class roster || arade roster H gradebook ” class assignments

Class Assignments

iversity | Undergraduate

Trimester 1 UGRD 2013-2014 | Regular Academic

¥ PE2HY-A(12) change class

PE 2 Hatha Yogs (Lecture)

Days and Times Room Instructor Dates
FrSa 2:00AM-3:00AM UPOU VL Center,Offshore  Rilano Japson 05/04/2013 -
06/27/2013

Go to: Class. Cateqory Weight Grading Scale

copy category weight

*Assignment Category

FInaL Q
SAVE

Final
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Add fo Favoriles
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STEP 13: Enter the desired information into
the Weight % field. Click Save.
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