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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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STEP 2. Click the Reporting Tools tab at the 

left side of the SAIS homepage. 
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STEP 3. Click on BI Publisher. 
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STEP 4. Click on Query Report 

Scheduler. 
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STEP 5. On the Query Report Scheduler, click 

the Add a new Value tab and enter your 

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. 
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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. 

 



Doc Ref: SAIS User Manual –Application Fee Payment Process 

 
 

11 
Application Fee Payment Process  
File Ref: eUP - SAIS - UM Application Fee Payment Process -10 Feb 2015 (ver. 1.1)                           

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 

After entering the details, click the OK button. 

There are instances wherein there will be more 

than 1 prompt to be answered especially for 

connected queries. 
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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. 
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STEP 10.  After running the report, you will be 

prompted to the Process Scheduler Request 

page. You can choose from the 4 available 

formats as an output for the report (HTM, PDF,  

RTF, XLS). For this sample, PDF output format 

will be chosen. Click the OK button. 
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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. 
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STEP 12. Click on the Report Manager tab 

beside the Process Monitor tab. 
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STEP 13. Click on the Administration tab and 

you’ll notice that the report with the format of your 

choice can be seen on the Report list table. 

 



Doc Ref: SAIS User Manual –Application Fee Payment Process 

 
 

18 
Application Fee Payment Process  
File Ref: eUP - SAIS - UM Application Fee Payment Process -10 Feb 2015 (ver. 1.1)                           

 

 

 

 

 

 

 

 

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.  

 


