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OF
THE PHILIPPINES

User ID: »

Welcome to the UP Student Academic
Information System

Password:

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

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

STEP 1. Log into SAIS using the
provided username and password.
Click the Sign In button.
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click the following navigation: Set
Up SACR A Product Related

A Student Financials A
Course and Class Fees A
Course Fees

Course Fees: provides extra

[Menu E‘
[
- Set Up SACR
—pmsar
b Security Course Fees
[ Foundation Tables
» Common Definitions Enter any information you have and click Search. Leave fields blank for a list of all values.
+ Product Related
> GO . .\
AccessiDirecory RS GR TR © Add a New Value
[ Campus Community
b Student Records
[> Financial Ald

< Student Financials b | o

b Charges and Payments ~ CourseID: | hegins with # | Q

[+ ltem Types e
[ Tuition and Faes Description: | begins with + |

- Sensitive
~ Course and Class Fees

- Class Fees R

— Class Fees Modal Search | Clear |Basic Search [E) Save Search Criteria
- Course Fees | ] R

- Course Fees Modal
- Course Lists
- Course List Fees
- Rate Tables for Find an Existing Value | Add a New Value
Course Fees
— Waiver Groups
- Class [ Course Fees
Roloer
[» Optional Fees
[ Billing
[» Cashiering
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fees for courses with labs or
lecture
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[Menu 5 STEP 3(1). Click the Add a

Search: New Value tab. Fill in the SetID
- and the Course ID fields.

[ My Favorites Course Fees

I g:rsqalt;ﬂustnmlmﬂnm Click the Add button.
b nterface

[» Student Learning Center " Find an Existing Value | [GUGEL TR i
> Seff Service = g Course ID can be found in the

[» Instructor Evaluation Course Catalog.
[ Campus Community

b Student Recruiting sei: [

[» Student Admissions Course ID: ’—
[ Records and Enrollment Q

> Curriculum Management
[ Financial Aid
[» Student Financials —
b Academic Advisement Al
[ Contributor Relations
[ SA Integration Pack
[» Set Up HRMS
— SetUp SACR
[ Install Find an Existing Value | Add a New Value
[» Security
[» Foundation Tables
[» Common Definitions
+ Product Related
[ Community
Access/Directory
[» Campus Community
[ Student Records
[ Financial Aid
[ Recruiting and Admissions
+ Student Financials
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‘Hanu B‘
Search:

[ My Favorites
[» General Customizations
[» SAIS Interace
[- Student Learning Center
[ Seff Service
[ Instructor Evaluation
- Campus Community
[> Student Recruiting
[+ Student Admissions
[» Records and Enroliment
[> Curriculum Management
[» Financial Aid
[» Student Financials
[ Academic Advisement
[> Contributor Relations
[ SA Integration Pack
[ Set Up HRMS
= et Up SACR
[> Install
> Security
[ Foundation Tables
[ Common Definitions
+ Product Related
[» Community
Access/Directory
[ Campus Community
[+ Student Records
[ Financial Aid
[ Recruiting and Admissions
— Student Financials

Course Fees

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value  JR:tGELETAE TN

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

Click the Search button.

s [ (=3) | N

Course ID] | begins with 4 |

Description: | begins with + |
[ Case Sensitive

Q

Search | Clear |Ba io Search ] Save Search Criteria

Find an Existing Value | Add a New Value
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Menu E‘

Search
) ’ Course Sub Fees STEP 4. In the Course Fees

- My Favorites

> General Customizatons tab, click the lookup button (the
b SAIS Interface SetiD: UPMNL CourselD: 000029  Cheisiry of Biomolecules magnifying glass) in the
[ Student Learning Center ke Component field.
> Instructor Evaluation .
[ Campus Community Gomponent: DO‘ HE
I Student Recruiting Institution: Q
[ Student Admissions
[ Records and Enrollment Campus: Q
> Curriculum Management . e |
b Financial Aid Location: Q | Copy Course Fee |
4 PR Torm | Sossion Find | View Al First K1 1001 O Las
[ Contributor Relations . +
b SA Itegration Pack “Term: — | HE]
Dﬁﬂi’:};ﬂgﬂs Session: [ :
7 SetUp . .
I» Install *Charge Method: | Always 3
; e s ) Charge for Wait Listed Class
I Common Definitions # Include in Pro-rata  Include in other Withdrawal
— Product Related
[> Community
Access/Directory
[ Campus Community : — . = ' —
1> Student Records [F Save  [Z] Notfy o Refresh [EyAdd 7 UpdateDisplay
> Financial Aid
[ Recruiting and Admissions ~ Course Fees | Course Sub Fees
= Student Financials
Setting Up Course/Laboratory Fees 9
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STEP 5. A pop-up prompt will
Look Up Component appear. If more than one
component of the course exists,
Course C nt: = :

ourse Component:| 3| (Laboratory or Lecture).

 LookUp | Clear | Cancel BasicLookup

Search Results
View 100 First [¢] t20f2 [j] Last
—s |

Laboratol
re
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Menu B‘

Search:
®)
[> My Favorites
[ General Customizations
[ SAIS Interface
[- Student Learning Center
[» Self Service
[» Instructor Evaluation
[ Campus Community
[ Student Recruiting
[» Student Admissions
[ Records and Enrollment
[> Curriculum Management
[> Financial Aid
[» Student Financials
[» Academic Advisement
[ Contributor Relations
[+ SA Integration Pack
[> Set Up HRMS
= SetUp SACR
[+ Install
[- Security
[ Foundation Tables
[ Commaon Definitions
= Product Related
[ Community
Access/Directory
[ Campus Community
[» Student Records
[» Financial Aid
[» Recruiting and Admissions
= Student Financials

unros JOTT TS
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SetlD: UPMNL

Component: [ Ta

Institution: [ &
Campus: I—O\

Location: [ a

Term / Sesslon

*Term: e

Session: l ;|
*Charge Method: [ Always 5 J
[_] Charge for Wait Listed Class

# Include in Pro-rata

Course ID: 000023  Chemistry of Biomolecules

Find | View All First 10of1 Last

[+[=]

| CopyﬂoumaFae]

Find | View All First 10of1 Last

[+ [=]

# Include in other Withdrawal

FEEr

Course Fees | Course Sub Fees
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[ErAdd 5] Update/Display

STEP 6. Fill in the Institution,
Campus, Location, and the
Term for which the fee is
charged.

11
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STEP 7. Click the drop-down

Menu -] button next to Charged Method

v 3 and select Always. If you want to

[ St Up HRMS exclude the class from the term fee

7 SetUp SACR P Course Sub Fees calculafti_on, select Not include in
[ Install -_ term tuition.

[» Seclrity
[» Foundation Tables SetiD: UPMNL CourseID: 000029  Chemistry of Biomolecules Copy Course Fee: Select this
- Common Definitions o r option if you want to copy from one
 Product Related Find | ViewAll First &1 101 12 Lot term to another.
Commun
’ Amassmlltryactnry Component: ’_0\ =]
b gﬂ:p“f’m””“y Institution; Q
[ Studen 5
[ Financial Aid Campus: Q
[ Recruiting and Admissions PE—
o Student Firancidls Location: Q  Copy Course Fee.
[ Charges and Payments -
b hem Types Term / Sesslon
[+ Tuition and Fees
b Admission Fees “Term: [ [
w7 Course and Class Fees ' L]
Session: | |
" LabFee —
- Class Fees *Charge Method; ¥ Always
- Class Fees Modal Not include in term tuition
D Ehﬂl'ge fﬂr walt i ———
- Course Fees hodal  Include In Pro-rata  Include in other Withdrawal
- Course Lists
- Course List Fees
- Rate Tables for
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e | Course Sub Fees

SetlD:

Find | View Al First - 1012 O Last
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IPMMNL

CourseID: 001261  The Chemistry of Biomolecules

Component: LAE Institution: JPMNL Campus: UPM Location:
Find | View Al First - 10f2 O Lagt
Term: Semester 2 2014-2015 Session: [ | Audit Rate specified
Find | View All First 1of1 Last
*Account Type:  |LAB Q Laborartory Fee [=]
“item Type: 000000000200 /@, LabFee
Fee Trigger: (®)Use Criteria () Use Equation
| Q
Course Rate ID: lio\ Fee Amt Equation: | Q
Amount/Unit: | 0.0 Flat Amount: | 451].1][)|
Amount/Unit 0.00 Flat Amount 0.00
(Audit): (Audit):
Minimum Amount; | 0.00 Maximum Amount: | 0.00 PHP
*Adjustment Code: [ADJO2  Q ggjﬁrsﬁténl_e;t Calendar-*Due Date Code:  |TERMDUE @ Term Due Date Calendar
Walver Group:  [ALL  |@ ALL
|| Exclude HECS Students
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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.
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( Course Fees | &L 31021

SetlD: UPMML CourseID: 001261  The Chemistry of Biomolecules STEP 9. Select the Adjustment
P S e
i, — optional Waiver Group that can
Component: LAB Institution:  UPMMNL Campus: UPM Location: associate and offset the course
! O sub fee charges.
Find | View All First " 10f2 & Last

Term: Semester 2 2014-2015 Sesslon: [ Audit Rate specified
Find | View All First 10f1 Last

*Account Type: LAB C Laborartory Fee E|

*ltem Type: (000000000200 @ LabFee

Fee Trigger: (®)Use Criteria () Use Equation

| Q

Course Rate ID: Q Fee Amt Equation: | Q

Amount/Unit: | 0.00 Flat Amount: | 45u,uu|

Amount/Unit 0.00 Flat Amount 0.00

(Audit): (Audit):

Minimum Amount; | 0.00 Maximum Amount: | 000 PHP
*Adjustment Code:  |ADJOZ 3, Adjustment Calendar- *Due Date Code: TERMDUE @ | Term Due Date Calendar
Course Ll
Waiver Group: ALL L ALL
[ Exclude HECS Students
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