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UNIVERSITY OF THE PHILIPPINES

User ID: |MN_Department

Welcome to the UP Student Academic

Password: sesssssssssss| = . .
Information System

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

http://lhr.techlogix.com:3490/psp/ps/Tcrnd=login&languageCd=ENG ]
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STEP 1. Log into SAIS using the provided
credentials.



MultiChannel Console Add to .. orites I Sign out

|Honu
Search:

®

[ Approval Workflow

[ Self Senice

[» Records and Enrollment
I SetUp HRMS

I SetUp SACR

I Worklist

[» Reporting Tools

[ PeopleTools

L lmama e

= =B
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STEP 2. Click on the Curriculum Management
navigation.



[» Approval Workflow
[» Self Senvice
[» Campus Community
[» Student Admissions
[» Records and Enroliment
k=l Curriculum Management
[ Course Catalog
[ Schedule of Classes
[> Roll Curriculum Data
Forward
[» Class Roster
[ Grading
[» Contributor Relations
[» SetUp SACR
[» Worklist
[ Application Diagnostics
[» Tree Manager
[ Reporting Tools
[» PeopleTools
— My Personalizations

Home | Worklist |

Define Course Catalog and Schedule of Clazses, manage attendance and grading.

Course Catalogq
Maintain course catalog information.

=l Browse Catalog
= Catalog Summary
= Course Catalog Search

Class Roster
View and print class rosters.

= Class Roster

Schedule of Classes
Maintain schedule of classes information.
= Class Search

=l Schedule New Course
[El Maintain Schedule of Classes

r" Grading
aintain grade (locessing.
I=l Create Grade Rosters

= Grade Roster
= Student Grade Report

MultiChannel Console | Add to Favorites. | Sign out

Search _
©) @‘i Curriculum Management

Roll Curriculum Data Forward

Copy schedule and workload from term to term,
and update schedule with cataleg changes.

= Course Rol

172.20.3.254/psc/ps/EMPLOYEE/HRMS/s/WEBLIE_PTPP_5C. HOMEPAGE FieldFormula.l5c..AL_ROOT_OBJECT.HCSR_CURRICULUM_MANAGEMENT HCSR_COURSE_CATALOG&IsFolder=true
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STEP 3. Click on the Grading navigation.



Home \ Worklist \ MutiChannel Console | Add to Favorites | Sign out

Menu =

Search: Main Menu = Curriculum Management =
® ﬁ Grading

[ Approval Workflow o .

[» Self Senice Maintain grade processing.

[» Campus Community
[» Student Admissions
[» Records and Enroliment
ldCurriculum hManagement]
[» Course Catalog
[» Schedule of Classes
[» Roll Curriculum Data
Forward
[» Class Roster
[» Grading
[» Contributor Relations
[» Set Up SACR
[» Worklist
[» Application Diagnostics
[» Tree Manager
[ Reporting Tools
[ PeopleTools
— My Personalizations

reate Grade Rosters = Grade Roster =
eate grade rosters in order to assign grades| E Enter mid-term and final gradeff create a grade Produce grade reports for students by career,
students. program, or student group.

Student Grade Report

172.203.254/psp/ ps/EMPLOYEE/HRMS5/c/ESTABLISH_COURSES.RUNCTL_GRD_ROSTER.GBL...CURRICULUM_MAMNAGEMENT.HCSR_GRADING.HC_RUNCTL_GRD_ROSTER_GBLE&sFolder=false
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STEP 4. Click on the Grade Roster
navigation.
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UNIVERSITY OF
THE PHILIFFINES

Home | Worklist | MuftiChanne! Console | Add to Favorites | Sign out

STEP 5. Fill in the required parameters.

o 0 New Window B ittp Click Search.
> Approval Workilow Grade Roster
- Self Senice ) Enter any information you have and click Search. Leave fields blank for a list of all values.
[» Campus Community
[» Student Admissions
I» Records and Enroliment isting Value
= Curriculum Management
[» Course Catalog ~ Search Criteria

[> Schedule of Classes
[> Roll Curriculum Data

B Academic Institution: pegins with - |UF'DUP Q
[ C\as_s Roster Term: begins with - |1131| Q
O eReses | SWDlectArea  beginswith v
e Catalog Nbr: W,"M Trimester 12013-2014 201317
— Student Grade Report Campus: begins with = | Q,
[» Contributor Relations Session: -
> Set Up SACR ' = M M
> Worklist Course Offering Nbr: = v | Q
[» Application Diagnostics Class Section: begins with - |
[» Tree Manager D - -
I Reporting Tools Description: begins with ~ |
I PeopleTools Class Nbr: - v |

— My Personalizations

[ case sensitive

| Basic Search ﬁ Save Search Criteria
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Home | Workist | MuftiChannelConsole | AddioFavortes |  Sign out STEP 6 A I|St of Classes Wl” appear From
this list, click on the course for which you

Search: I New Window B http .

® wish to create a grade roster.
> Approval Worklow Grade Roster
[> Self Service

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

[> Student Admissions
[ Records and Enrollment Find an Existing Value
= Curriculum Management
b Course Catzlog
[> Schedule of Classes
[> Roll Curriculum Data

Forward Academic Institution: pegins with ~ [UPOUP Q
I Class Roster Term: begins with + [1131 Q
= Grading - - -
sesm= . Subject Area: -
— Create Grade Rosters ject begins with | Q
- Gra Catalog Nbr: begins with ~ |
— Student Grade Report Campus: begins with | Q
[> Contributor Relations Session: =
[> SetUp SACR. : - T hd
[ Worklist Course Offering Nbr: = - | a
[> Application Diagnostics Class Section: bagins with - |
[> Tree Manager o - -
> Reporting Tools Description: begins with + |
I PeopleTools Class Nbr: - - |
— My Personalizations
Case Sensitive

| Search | Clear :|EasicSearch ESa\ae Search Criteria

Searc Search (Alt+1)
l\liewAH First [ 120r2 [g] La.sﬂ

Academic Short Subject Catalog . |Course Class Course - Class
instituion "™ pescription  Area  Mpr  2MPUSSESSINogoingyp  Sectin gp  Descriefion Nor
UPOUP 1131 (201317 BIO _A ou Reqular|1 A 000012 Principles of Biology 3
UPOUP 1131201317 COMM 1 ou Reqular|1 A 000043 |Communication Skills 12

javascriptsubmitAction_winQ{document.wind, #ICRow(');
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UNIVERSITY OF
THE PHILIFFINES

Home | Worklist | MuftiChanne! Console | Add to Favorites | Sign out

Search: FNew Window [ Personalize Page nhrlp
@ Grade Roster Tyjpe  [MEENLECECION

[» Approval Workflow

[» Self Seni

b CZmpir:g:)mmunity CourseID: 000043 Communication Skills | Offer Nbr: 1 UP Open University

[» Student Admissions Catalog: COMM 1 Class Section: A 201317

[» Records and Enroliment . .

= Curriculum Management ["Juse Biind Grading Class Nbr: 2 Regular Academic Session

[» Course Catalog

[» Schedule of Classes

[> Roll Curriculum Data
Forward

[> Class Roster . . . . . .

< Grading B save | & RetumtoSearch  [1E] Previousinlist | *E Nextinlist | [=] Notify | s Refresh |
reate Grade Rosters

Grade Roster Type | Grade Roster

- r
— Student Grade Report

[» Contributor Relations

[» Set Up SACR

[» Worklist

[» Application Diagnostics

[» Tree Manager

[ Reporting Tools

[ PeopleTools

— My Personalizations

javascript:submitAction_wind{document.wind, #ICRowl ');
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STEP 7. Click on the Drop-down list.

11



Doc Ref: SAIS User Manual —Create Grade Roster

UNIVERSITY OF
THE FHILIFFINES |

Home Worklist | MultiChannel Console | Add to Favorites | Sign out

STEP 8. Select Final Grade.

Search: FNew Window [ Personalize Page nhﬁp
& el LRV Grade Roster |
[ Approval Workflow -
[» Self Service
b Campus Community Course ID: 000043 Communication Skills | Offer Nbr: 1 UP Open University
[ Student Admizsions Catalog: COMM 1 Class Section: 24 201317
[» Records and Enrollment . .
= Curriculum Management [ use Biind Grading Class Nbr: 2 Regular Academic Session
b CEE 0 *Grade Roster Type *Description

[» Schedule of Classes

[> Roll Curriculum Data 1 =l
Forward

[» Class Roster ! Final Grade . . . .

= Grading 1=k=cmnnar: PP 1E PreviousinList | ‘E Nextinlist | =] Notify | | Refresh

— Create Grade Rosters

— P Grade Roster Type | Grade Roster

— Student Grade Report
[» Contributor Relations

[» SetUp SACR

[> Worklist

[ Application Diagnostics

[ Tree Manager

[» Reporting Tools

[ PeopleTools

— My Personalizations
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UNIVERSITY OF

THE PHILIPFINES
Home | Worklist | MultiChannel Console Add to Favorites | Sign out

i ; ) B
ENew Window [& Personalize Page B hitp

-

@ Grade Roster Type  [EEN 0L

[» Approval Workflow

[» Self Senvice
& Campus Community Course ID: 000043 Communication Skills | Offer Nbr: 1 UP Open University
[» Student Admissions Catalog: COMM 1 Class Section: A 201317

[» Records and Enroliment
= Curriculum Management
[ Course Catalog
[> Schedule of Classes
[> Roll Curriculum Data
Forward 1 | Final Grade
[> Class Roster
= Grading
— Create Grade Rosters
= R r
— Student Grade Report
[» Contributor Relations
[» Set Up SACR
[> Worklist
[» Application Diagnostics
[» Tree Manager
[ Reporting Tools
[ PeopleTools
— My Personalizations

Class Nbr: 2 Regular Academic Session

["Juse Blind Grading

Partial

Post
o EE

| seve | | Retumto Search | 18] PreviousinList | [+ Nextinlist | [] Notfy | |7 Refresn |

Final Roster
Grading Status

i Grade Input H
- |F|na| Grade Allowed

Override

*Grade Roster Type *Description

Grade Roster Type | Grade Roster
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STEP 9. Ciick the Create tab.
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UNIVERSITY OF

'THE FHILIFFINES

[ Approval Workflow
[ Self Senvice
[» Campus Community
[> Student Admissions
[ Records and Enrollment
= Curriculum Management
[: Course Catalog
[» Schedule of Classes
[> Roll Curriculum Data
Forward
[> Class Roster
= Grading

— Create Grade Rosters

— Student Grade Report

[ Contributor Relations

[ SetUp SACR

[> Worklist

[ Application Diagnostics
[ Tree Manager

[» Reporting Tools

[ PeopleTools

— My Personalizations

" Grade Roster Ty

Term:

Session:

Roster Type

Final Grade

Approval Status:

Home | Worklist | MultiChannel Console | Add to Favorites | Sign out

) ; ' -
A New Window Personalize Page B nttp

Grade Roster

Find First ' 1 of 1
Section: A

Seq Nbr: 1

Class Nbr: 2
Catalog:

201317 Communication Skills |

Regular COMM 1

Final Grade O Display Unassigned Roster Grade Only

Mot Reviewed

D
1 0066

Create Grade Roster PB

Roster
Status

Pending

Final

Roster
Grade Detail

Detail

Note

Undergrad Graded Mote

Igbal,Omar

|[Z save | Returnto Search | [tE] Previousin List | |*El NextinList | =] notify | | s Refresh |

e | Grade Roster
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STEP 10: Click on the Grade Roster Type
tab. Click Save.
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- For questions, suggestions, and other concerns,
you may send an e-mail to helpdesk@up.edu.ph




