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1. Pre-requisite 
o UIS Account  

 
2. Log in to https://uis.up.edu.ph 

o Enter UIS credentials (username and password) > Login button 
 

3. UIS Home Page > Main Menu 
o  UPS HR Information System > People > Enter and Maintain > Alter date if 

needed > Input Assignment Number > Assignment > Entries 
 

4. Choose Regular Days 

o Click on the blank field  

o Click New button on the upper left  
o Type %Regular%Days  
o Press enter/ tab button 
o Input Number of Days 
o Input Effective Date  

o Click Save  
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