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Step 1: How 
to Preenlist

• Locate the Preenlistment module (left side part 
of your CRS page)

• Read the Privacy Notice carefully and then 
check the box in the lower portion of the 
interface.

• Upon checking the box, there will be username 
and password authentication. Fill out the 
password and then click the “Proceed” button.

• You will be redirected to the Student Profile 
module, fill out all necessary details correctly. 
Once you are done, locate the Student Pledge. 
Under it, check the box certifying all the 
information given are correct. After that, click 
the “Submit Profile” button.
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Step 1: How 
to Preenlist

• After you submitted your Student Profile, return 
to Preenlistment module.

• Locate the “Search for a class” box and type in 
the name of the course you desire.

• After you have searched a class, go to the 
Search results, select the course your desire and 
then click the “Add to my desired classes” 
button.

• Wait for the departments to process all the 
preenlisted classes.

*Note read the preenlistment mechanics first 
before preenlisting a class
https://crs.upd.edu.ph/downloads/Pre-
enlistment%20Mechanics.pdf

https://crs.upd.edu.ph/downloads/Pre-enlistment%20Mechanics.pdf




Step 2: How 
to Lock 
Enlistment

• Once you have finalized your enlistment, 
please click "Lock Enlistment“ button to 
queue yourself for online post advising. 
Once you have locked your enlistment, you 
will no longer be able to add or cancel 
classes and waitlists. Once post-advised, you 
may no longer unlock your enlistment. 

• Contact your program adviser for post-
advising. For Change of Matriculation, 
contact your home unit first for Change of 
Mat validation before you go to your adviser 
for post-advising.

• Contact your home unit for assessment





Step 3: How 
to print 
payment slip

• Locate the Settlement of Transaction module

• Inside the module, hover to the left side of 
the screen, then click the “New Payment” 
button

• Once you clicked the button, a new interface 
will pop up. Check the box beside the 
Transaction then click the “Save” button. 
Click the “Print Slip” button on the right side 
of the screen.

• Print or download and print the pdf file your 
payment slip.
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Step 4: How 
to Encode 
Payment 
Details

• If the payment is successful, you must 
encode your payment details. Just locate the 
“Add Payment” button in the lower portion 
of the screen, along “Proof of Payment”, and 
then a new interface will pop up.

• Fill out all the boxes in the interface 
correctly and then once you’re satisfied with 
the details, just click the “Save” button.

*Note please check the legend to see the 
status of your payment
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Step 5: How 
to print 
Form5

• After the payment details encoding, the 
Cashier’s Office validates your payment and 
you become officially registered.

• You can print your Form5 using your 
Settlement of Outstanding Transaction 
module. Inside the module click the 
“Completed Transactions” menu.

• Select the Academic Year of your payment 
and then click the “Load Completed 
Transactions” tab.

• Select the “Print Form” in the right side of 
the screen. 

• Print or download the pdf file your Form5.
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NEW NORMAL REGISTRATION FLOWCHARTS

• Registration Flowchart starting Midyear 2020

• Registration Swimlane Diagram starting Midyear 2020

• Residence Registration Flowchart starting Midyear 2020

https://our.upd.edu.ph/files/flowchart/regmy2020.pdf
https://our.upd.edu.ph/files/flowchart/swimlanemy2020.pdf
https://our.upd.edu.ph/files/flowchart/residence.pdf

