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’ UNIVERSITY OF THE PHILIPPINES

User ID:

Password:

Welcome to the UP Student Academic
Information System

If you have problems or concerns, please read our FAQs at hitp://e.up.edu.ph/fag-sais/.
You may contact the eUP Helpdesk via email at helpdesk(@up.edu.ph or through phone
at (02) 376-3100.
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STEP 1. Enter your user credentials.
Username: MN_OUR

Password: MN_OUR

Click the Sign In button.
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Menu B

= STEP 2. Click the Reporting Tools tab at the

Main Meny >

) R - left side of the SAIS homepage.
: 14 gporting Tools it Rapuring Teos Fldr
D My Favorites ‘ g
1 General Customizations Run, create, and manage queries and nVision reports,
[+ SAIS Interfaca Reporting Console Report Manager K] Query
D> Student Leaming Center E Reguring Consoa E Reviw eper Extractinformafion using visual representatons of your PS
[ Seff Senvice datahase,
[+ Ingtnctor Evaluation 1% Quary Maragar
> Campus Communiy 5 QueryViewer
[+ Student Recruiln
[» Stuent Adm\'ssioas —
b Records and Emlnent K]Connemd Query K]P&!nws\an K]B\Puhllsher
[» Clricuium Management Craate, edit, un and manage Connected Query objacts Disign and create MS Excel spreadsheet reports on PeopleSoft Register BIP-based report tamplates and tranglations. Run Query-
[» Financial Ald FF Comnectd Qury ik Stz dala based reports. Use enfanced saarch for BP raport nstances
[+ Student Hnanqals T Cometd Oy Mg 1% Dafng Report Bagk 1% Dala Source
E %ﬁ%fgﬂmﬁ:‘ 19 Comesed Query Vi E Eeﬁglsle; DrlHd:m Layout E (F;.egort ngnmon
1 SA Integration Pack I oot iy g ﬁm‘mt s Si:mﬂw
D SetUp HRAS S —
> SetUp SACR K] Pivat Grid
[» Enterpyise Companents ot Grd
Dokt = P it Wi
b gt Dete 19 Pl G Vit
e
[ Cuery
[» Connected Query
[ P3inVision
1 BI Publsher
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STEP 3. Click on Bl Publisher.

L@ Reporting Tools Edi "Reporing Toos* Folder
Run, create, and manage queries and nVision reports,
Reporting Console Report Manager W Query
E Reporting Console E Review report ist Extract information using visual represntations of your PS
database.
iz Query Manager
7] Query Viewer
= Schedule Query
W Connected Query ﬁ PSinVision | Bl Publisher
Create, edit, run and manage Connected Query objects Design and create M3 Excel spreadsheat reports on PeopleSoft [ Register bl Dased report templates and translations. Run Query-
& Connected Cuery Quick Start data. based reports. Use enhanced search for BIP report instances.
% Connected Query Manager ] Define Report Baok = Data Source
= Connected Cuery Viewer 1] Reaister Drildown Layout = Report Definition
% Schedule Connected Query 7] Define Report Request iz Content Library
7] Defing Scope 5 More..
ﬁ Plvot Grid
Pivat Grid
i) Pivot Grid Wizard
7! Pivot Grid Viewer
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:
Ll o STEP 4. Click on Query Report
er

ﬁ BI Publish

Register BIP-based repart templates and irangiations. Run Query-based reparts. Use enhanced saarch for BIP repart instances.
E Data Source . Report Definition . Content Library

Create and maintain reusable Suo-Template defintions.

Edit "Bl Publisher" Folder Scheduler.

Register schema and sample data files for Bl Publisher data De né reparts by assaciating Data Sources with ‘ayout Template

sUrees. files.
E Translations Query Report Viewer
Register Translation XLIFF files for Report RTF templates and Run Query-based BIP reports real-Gme. View in a window.
Content Library RTF sub-lempiates
= Ptostians ﬁ&_tun
Locate BI Publsher repart output using enhanced search criera, Prepare for using B Publisher.
17 Report Category
1| Giobal Properties
17| Dasian Helper
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Query Report Scheduler STEP 5. On the Query Report Scheduler, click
the Add a new Value tab and enter your

Find an Existing Value L Add a New V |I desired run control ID. Any name will do. Click

the add button after entering the run control ID.

For this example, STFAP1 ID name was used.

Run Control ID:|5-|—|:A|:|1|

Add

Find an Existing Value | Add a New Value
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Query Report Scheduler

Run Control ID: STFAP1
Language: English

Data Source Type: | Connected Query |

Report Name: | Q

Template ID: | a,
Template As Of Date: E{J Channel:

Eate BID Dareret Sonend
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Report Manager Process Monitor | Run
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STEP 6. Choose the data source type of
the report you will be generating. For this
example, the data source type to be
generated is a connected query. Click the
small magnifying glass icon beside the
Report name to search for the report to
generate.

10



I Look Up Report Definition I

*Search | Report Name : | beginswith  [STFAP
by:
Lookup Cancel | Advanced Search

Search Results Show Detail

# piet L 45005 | Last

Report Name Description T Data Source 1D

STFAPOE R STFAPOE_R Con. Query |UP_ACC_REPORT 006
STFAP1 STFAP 1 Tuition Fee By Source Con. Query |STFAPO1

STEAP11 STFAPN Con. Query | STFAP11

STFAP11C CAS Summer Tuition Breakdown Con. Query STFAP_11C

STFAP 03 By College By Source Con. Query |UP_ACC_REPORT 003
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Data Source
Owner

Public
Public
Public
Public
Public

STEP 7. You will be prompted to the
Look Up Report Definition page.
Search for the report name you would
like to generate and click the Lookup
button. Click on the Report name after
you have done your search.

11
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STEP 8. After clicking the Report, a pop-up
prompt will appear. Enter the details you want
for your report. For this example, Term 1133
(Summer) and Institution UPMNL will be used.

7 Help After entering the detalils, click the OK button.
Egnr:%l éo;t g:;r;_r B There are instances wherein there will be more
- - - than 1 prompt to be answered especially for

UP_ACC_REPORT_1B connected queries.
Institution: [ypMNL|Q

1133||Q

Term Description
I 1133 Summer 201

12
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Query Report Scheduler
Run Control 1D: stfap1 Report Manager Process Mnnitﬂr
Language: English

Data Source Type: Connected Query

Report Name: ISTFAP1 & STFAP 1 Tuition Fee By Source
Template ID: ISTFAP1_1 Q
Template As Of Date: 1 Channel:
ary i Prompt Name

1 UP_ACC_REPORT_01 INSTITUTION UPMML

2 UP_ACC REPORT_O1 1133

3 UP_ACC_REPORT_1B INSTITUTION UPMML

4 UP_ACC_REPORT_1B 1133
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STEP 9. As you can observe, a table named
Query Parameters appears, indicating the
details you have entered for the report. Click the
Run button.

13
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IProcass Scheduler Requastl
STEP 10. After running the report, you will be

UserlD: stko Run Gontrol ID: sifapt prompted to the Process Scheduler Request
Server Name: | . Run Date:[09/102014 | page. You can choose from the 4 available
Recurrence: | :) Run Time: [6:21:38PM . RessttoCurrent Date/Time formats as an output for the report (HTM, PDF,
Tirne Zone: Q RTF, XLS). For this sample, PDF output format
will be chosen. Click the OK button.
Select Description Process Name Process Type *Type | HTM | Distribution
@I Bl Publisher Query Report PSXPQRYRPT Bl Publisher Web Distribution
XL5
OK | Cancel
14
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70 New Window % |

UseriDftko  |Q  Type | | Last :
L ——
Server | | Name Q Instance | to |

Run Status| ™ Distribution Status | : | © Save On Refresh

P TP

Distribution

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Status Details
39540 Bl Publisher PSXPQRYRPT stko 098/10/2014 6:21:38PM PDT Success Posted Details

I Go back to %ueE ReEGn Schedulei
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STEP 11. Click on the Process Monitor
Tab beside the Run button. You will see the
run status of your report on the Process List
table. Hit Refresh until the Run status is
labeled as “Success” and the Distribution
Status is labeled as “Posted”.

Once the Run status is successful, click on
the “Go back to Query Report Scheduler”
button.

15
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FNewWindow 9 Help STEP 12. Click on the Report Manager tab
mf Exporer  Administation  Archives beside the Process Monitor tab.

View Reports For

Folder:E Instance: | to: |  Refresh

Name: Created lJr|:| B [ Last N 1 [pays ¢

Personalze | Find | View A1 | B | = Fit £ q014
ort Description Folder Name
16
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STEP 13. Click on the Administration tab and
you'll notice that the report with the format of your

View Reports For
UserID:  stko Type: | 41| Last ™ | 1 | Days
Status: | +| Folder: ¢ |Instance: | to: |

seloot 2% Pt Description RoquestDateTime  Format Status  Detalls
09102014 Acrobat

34254 39540 | STEAP1 - STFAP1.pdf Posted | Details

6:29:13PM (*.pdf) —

Application Fee Payment Process

File Ref: eUP - SAIS - UM Application Fee Payment Process -10 Feb 2015 (ver. 1.1)

choice can be seen on the Report list table.
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& Summary of Income From Registration — UP Manila (Summer AY 2013-2014)
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Student | Count Term University Career | Gross Income Discount

Group

SPC 404 Summer 2014 | University of the UGSM | 78366834.00 30305100.00
Philippines Manila

SPD 141 Summer 2014 | University of the UGSM | 25394439.00 15208725.00
Philippines Manila

DEP 43 Summer 2014 | University of the UGSM | 8450001.00 7467600.00
Philippines Manila

SPA 527 Summer 2014 | University of the UGSM |110735205.00 | 14027632.50
Philippines Manila

DEP2 7 Summer 2014 | University of the UGSM | 1357776.00 674520.00
Philippines Manila

SPE1 32 Summer 2014 | University of the UGSM | 5707569.00 4006275.00
Philippines Manila

SPE2 10 Summer 2014 | University of the UGSM | 1554630.00 1189650.00
Philippines Manila

SPB 824 Summer 2014 | University of the UGSM | 165533865.00 | 44495325.00
Philippines Manila

STFAP-1 Tuition Fee by Source REPORT as of 2014-09-10
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STEP 14. Click on the Report name that can be
seen on the Description label and it will
automatically open/download the report for you.

On the left is a sample of the report generated.
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