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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 menu on 
the left side of the screen, 
click Records and 
Enrollment. 
 
Then, click Career and 
Program Information. 
 
Lastly, click Student 

Groups. 
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STEP 3. Input the 
studentôs SAIS ID number 
in the ID field. 
 
Click the Search button. 
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STEP 4. Fill out the 
following fields with the 
needed information: 
 
Academic Institution 
 
Student Group ï this 
indicates the studentôs 
tuition grouping or STFAP 
bracket. 
 
Effective Date ï 
according to the date of 
enrollment 
 
Comments regarding the 
studentôs bracket (e.g. 
pending bracket appeals, 
approvals, etc.) may be 
entered in the Comment 
box. 
 
Lastly, click the Save 
button. 
 
NOTE: Under Student 
Group, a student may also 
be classified as UP 
Employee Dependent, UP 
Employee Privilege, UP 
Faculty Dependent, UP 
Faculty Privilege. 
 
 



  Doc Ref: SAIS User Manual ï Socialized Tuition (ST) Individual Processing 

Socialized Tuition (ST) Individual Processing 
File Ref: eUP - SAIS - UM Socialized Tuition (ST) Individual Processing ï 13 Feb 2015 (ver. 1.1) 

9 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 5. To test whether 
the bracket has become 
applicable, go to the 
following navigation on the 
menu: Student Financials 
> Tuition and Fees > 
Tuition Calculation. 
 
Enter the studentôs SAIS 
ID in the search field. 
 
Click the Search button. 
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STEP 6. The site will 
redirect to this page. 
 
Click the Display 
Tuition and Fees 
link. 
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STEP 7. This 
page indicates 
whether the 
bracket has 
become 
applicable to the 
studentôs term 
fees. 
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