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

Click the Sign In button. 
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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 
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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. 



  Doc Ref: SAIS User Manual ï Setting Up Course/Laboratory Fees 

Setting Up Course/Laboratory Fees 
File Ref: eUP - SAIS - UM Setting Up Course/Laboratory Fees ï 16 March 2015 (ver. 1.1) 

8 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 3(2). If the course already 
exists, fill in the fields with the 
needed information in the first 
tab. 
 

Click the Search button. 
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STEP 4. In the Course Fees 
tab, click the lookup button (the 
magnifying glass) in the 
Component field. 
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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). 
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STEP 6. Fill in the Institution, 
Campus, Location, and the 
Term for which the fee is 
charged. 
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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. 
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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. 
 



  Doc Ref: SAIS User Manual ï Setting Up Course/Laboratory Fees 

Setting Up Course/Laboratory Fees 
File Ref: eUP - SAIS - UM Setting Up Course/Laboratory Fees ï 16 March 2015 (ver. 1.1) 

14 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 9. Select the Adjustment 
Code, Due Date Code and the 
optional Waiver Group that can 
associate and offset the course 
sub fee charges. 
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