
REGISTRATION 

 

A student must be officially registered in order to receive credit for course work. The 
official registration form (UP Form 5) which is a record of classes for which the student has 
enrolled in is filed in the Office of the University Registrar. [UP Diliman Academic Information 
1997; Confirmed: 682nd EC meeting, 20 March 1978 and 683rd EC meeting.] 
 
No student shall be registered in any subject after one week of regular class meetings have 
been held, unless the Dean, on the basis of his scholastic record, permits his registration; 
Provided, that if registration is made outside the regular registration period indicated in the 
University calendar the student shall be subject to fine for late registration; Provided, further, that 
special students may register at any time without the payment of fine for late registration subject 
to other regulations of the University. Students may register for particular subject within a 
semester when permissible under the system of instruction adopted by the college. [Art 332, as 
amended at the 232nd UC meeting, 4 May 1967]. 
 
No fine for Late Registration shall be collected. [Memorandum No. PERR 06-22] 
 
Late Registration period shall no longer be observed. However, Chancellors are enjoined to 
allow a reasonable amount of time for registration. [1213th BOR meeting, 29 September 2006] 
 
In UPV, there will be no provision for Late Registration in the academic calendar. [79th EC 
meeting, 09 December 2011 
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Online Enrollment Flowchart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
* Please refer to the payment process through Landbank from the Cash Office 
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Assigning Student to Program Adviser by OCS/Division Staff 

 

 

On the OCS/Division Staff Menu, click on the ‘Assign Enlistment Adviser’ link. 

 

 

Select AY, semester, faculty name from the drop-down lists. To display all students under a specific degree 
program, select a program from the list. To narrow down the list of students, specify year start of the student number 
or the latest year level of the student. To specifically display a student, input the student number in the Student ID 
box. 

 

 

Click the ‘View List’ button to display list. 
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Click on the checkbox adjacent to the student name to select the student and click on the ‘Click Here to Assign 
Selected Student/s To Adviser’ button to assign all selected students to the specified faculty. 

Once the program adviser has been assigned, the checkbox next to the student name will not appear. 
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Validation of all the Confirmed Subjects of Students by Program Adviser 

 

On the Faculty Menu, click on the ‘Validate Enlisted Subjects’ link. 

 

 

Click on the ‘GO!’ button to display all students assigned to the faculty.  
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A list of students assigned/tagged to the faculty will be displayed. To filter the list that will be displayed, input 
either the student number, last name, or the first name of the student before clicking the ‘GO!’ button. If the name 
of the student cannot be found, contact the OCS/Division staff for them to assign/tag the student to the faculty. 

 

 

Click on the ‘Enlistment Advising’ link adjacent to the student name to display all subjects enlisted by the student. 
A list of all subjects enlisted by the student will be displayed with the corresponding status of the subject. 

 

 

Below are the status values per enlisted subject by the student: 

Waitlisted The student is currently waiting for a slot in the subject 

Unconfirmed The student has not confirmed the subject yet even though he/she is not waitlisted. It is 
either the pre-requisite/s has/have not been satisfied or the student did not confirm 
during the scheduled confirmation. 

Confirmed The pre-requisite/s of the specific subject has/have been satisfied and the student was 
able to secure a slot. Only confirmed subject can be validated. 

Validated The subject is already validated by adviser and is ready for processing by the 
OCS/Division staff for billing 

Assessed The subject is already included in the billing 

Paid The subject is already tagged as paid by the cashier or the scholarship staff 

Printed Form5 The subject was included in the generated Form5 

Officially Enrolled The student is now officially enrolled in the subject 
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Only confirmed subject will have a ‘Validate’ link. Program Adviser can check the conflict of the enlisted subjects 
and can add a subject in behalf of the student. Before validating the subjects, the adviser can click on the ‘View 
Checklist’ button the see the academic progress of the student in the program. 

 

 

A window will appear where the summary of enrollment of the student is reflected. The adviser can proceed to 
the checklist by clicking on the ‘Curriculum Checklist’ link. 

 

 

A pop-up window containing the checklist will be displayed. 

 

Just close the pop-up window to exit the checklist. 
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To validate a subject, click on the ‘Validate’ link adjacent to the subject name. 

 

 

Take note that only subjects with VALIDATED status will be included in the assessment 

 

 

After validation, the student may now contact the Office of the Student Affairs for those with scholarships or may 
directly proceed to contact the OCS/Division office to have the billing processed. 
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Billing of all Validated Subjects by OCS/Division Staff 

 

On the OCS/Division menu, the OCS/Division staff will have to check the number next to the link ‘List of students 
for Assessment’. The number represents the number of students with already validated subjects and are still 
waiting to be processed for assessment. Click on the link to view the list. 

 

 

Select on the AY, semester and the College/Division and click the ‘View’ button to display the list. 

 

 

A list of students will be displayed.  
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On another window, open the ‘General Registration’ module and paste the student number in the field provided 
then click ‘GO!’. 

 

 

The student should have an updated enrollment data for the specified enrollment period and should have no 
existing accountability to be able to process the billing. 

 

If the student has not updated his/her student enrollment data yet, a note like below will be displayed. 

 

 

If the student has unsettled account, below will be displayed. 
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If the student has an updated enrollment data for the specified enrollment period and has no existing 
accountability, below will be displayed. Click on the ‘Process Assessment Here’ link to continue with the billing 
process. 

 

 

Scholarships encoded by the OSA/Scholarship office staff will appear. If the student has no scholarship, NONE 
will appear. For Undergraduate students who are eligible for CHED RA10931, select Free Tuition and Other Fees 
from the drop-down list.  

 

 

Select the program adviser from the list. Only program advisers who validated the subjects of the student will 
appear in the list. The selected adviser will be the one who can confirm the form5 of the student.
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After clicking on the ‘Proceed with Assessment’ button, below will be displayed 

 

 

Take note that only validated subjects will be included in the billing. Check the generated billing if accurate and 
make necessary changes in the breakdown entries. Counter check the total units with the total amount of tuition if 
it tallies. Make sure that the scholarship entry is correct.  

Click on the ‘Click Here to Finalize Assessment’ button to finalize the Statement of Account (SOA) that will be 
reflected on the account of the student and on the Cashier’s account. 

The status of the all subjects will be changed to ASSESSED if the student needs to be pay through Landbank. 
The status will be changed to FEES PAID for students with full scholarship benefits and the student does not 
need to pay anymore. 

 

The student will be notified in his/her account that a billing statement has been generated. The number next to 
the ‘My Current Enrollment Status’ button in the Student’s Menu will change to 1. 
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Clicking ‘My Current Enrollment Status’ button will display the status of the student’s enrollment and a button 
labeled “Open” will appear next to the Generated Statement of Account label if the billing statement has been 
generated. 

 

 

To open the billing statement, the student will just click on the Open button. 

 

The student status will have entry in the ‘Confirmed Payment’ portion if the cashier has already confirmed or has 
encoded the Official Receipt (OR) number or the student has a full scholarship. 
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When the ‘Open’ button in the ‘Confirmed Payment’ portion is clicked, the OR number and payment details will be 
displayed at the bottom of the billing statement. 
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Payment in Landbank by Student 

 

School Fees may now be paid through Land Bank using Online Bank Transfer Payment facility. Follow this 
process to pay school fees: 

 

1. Read and follow the instructions of your bank for online bank transfer. 
 

2. Account details of U.P. Visayas. 
Bank Name: Landbank of the Philippines, Miagao Branch 
Account Name: U.P. Visayas 
Account Number: 3052-1015-13 
 

Account details for UPV Tacloban College 
Bank Name: Landbank of the Philippines, Sagkahan Branch, Tacloban City Branch 
Account Name: UPV Tacloban College 
Account Number: 

For payment of tuition and other fees: 0182-1056-19 
For payment of Darangpan Loans ONLY: 0182-1063-30 

Bank Swift Code: TLBPPHMMXXX 
 

• Amount paid should equal to the amount shown in the billing statement at the Computerized 
Registration and Student Information System (CRSIS) 

• Partial payment is not allowed. 
 

3. Take a screenshot of the successful transaction made (or the confirmation message sent by your bank to 
your email) and email/forward it to cash.upvisayas@up.edu.ph (for Iloilo and Miagao campus) or 
cash.tac.upvisayas@up.edu.ph (for Tacloban campus) with the following details: Student number, Full 
name, Program, College, Semester and Academic Year.  
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Generation of Form 5 by OCS/Division Staff 

 

On the OCS/Division menu, the OCS/Division staff will have to check the number next to the link ‘List of students 
for Form 5 Generation. The number represents the number of students with available Form 5 ready to be 
generated. Click on the link to view the list. 

 

 

To generate list, select the Academic Year, Semester, and College then click the View button. 
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A list of students will be displayed. The OCS/Division staff opens the General Registration link to another browser 
window and copies the student number.

 

 

On the ‘General Registration’ window, paste the student number in the field provided then click ‘GO!’ button.

 

 

The list of all the subjects enlisted by the student will have ‘Fees Paid’ values under the status column. Note that 
the ‘Print Paid Form5 Here’ link is enabled. Once clicked a generated form5 will be displayed. 
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This is now the generated Form 5.  

 

 

Click on the back button of the browser and refresh the page. Take note that the status changes from ‘Fess Paid’ 
to ‘Printed Form5 Only’. 

 

 

The student’s account will also be updated and a confirm button will be displayed. 
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Confirmation of Form 5 by Student 

 

On the Student Menu, ‘My Current Enrollment Status’ button is available. This will display the enrollment status of 
the student. The number adjacent to the button changes to 1 notifying the student that there is an update in his/her 
enrollment status and that a Form5 has been generated and needs confirmation by the student. 

 

 

The student should confirm the correctness of the Form 5 generated by clicking the Confirm button next to the 
‘GENERATED FORM5’ label. 
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The Form 5 will be displayed. The student should click the ‘Confirm Form 5’ button to confirm and certify that all 
entries are true and correct.  

 

After clicking the ‘Confirm Form 5’ button, a digital signature of the student will be generated signifying that the 
student has reviewed the Form 5, confirmed its correctness and has agreed to the student statement on the 
bottom part of the Form 5.  
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To go back to the status window, click on the ‘Back’ link found on the top-right corner of the page. 

 

 

The ‘Confirmed/Signed Form 5 (By Student)’ will be updated and a button labeled Open confirmed form5 will 
appear. To view the confirmed Form 5, click on the Open confirmed form5 button. 
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Note that there is no entry yet in the Adviser portion. The program adviser can now sign/confirm finished Form5. 
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Confirmation of Form 5 by Program Adviser 

 

On the Faculty Menu, the number next to the ‘Sign/Confirm Student Form 5’ button indicates the number of 
Form5 that the faculty needs to confirm. When the button is clicked, a list of all students with Form 5 that should 
be ‘Signed/Confirmed’ by the faculty will be displayed. 

 

 

To view the list the faculty should click on the ‘Sign/Confirm Student Form5’ button, specify the academic year 
and semester then click the View button. 

 



ONLINE ENROLLMENT PROCESS 

Office of the University Registrar (OUR) 
Computerized Registration and Student Information System (CRSIS) 

A list of all students assigned to the faculty will be displayed. Unconfirmed Form 5 has no entry under the 
‘Adviser Confirmation Details’ column. Click the corresponding Confirm/Sign button to the student to confirm the 
Form 5. 

 

 

The Form 5 of the student will be displayed. The program adviser should review and check the accuracy of the 
Form 5. The program adviser may input Remarks on the field provided then click the ‘Confirm/Sign Form 5’ 
button to confirm the Form 5. 
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Once the Form 5 is confirmed, the details under the ‘Adviser Confirmation Details’ column will be updated.  

 

 

On the student menu, the enrollment status on the ‘Confirmed/Signed Form 5 (By Adviser)’ will be updated. The 
confirmed Form 5 may be viewed by clicking the ‘Open’ button. 
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A digital signature of the program adviser will be generated signifying that the program adviser has reviewed the 
Form 5 and confirmed its correctness. 

 

 

The OCS/Division staff can now accept/confirm the finished Form5 to officially tag student as enrolled. 
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Confirmation of Form 5 by OCS/Division Staff 
 

On the OCS/Division Staff menu, the ‘Form 5 Confirmation’ link will display a list of all students with Form 5 that 
should be accepted/confirmed by the OCS/Division staff to officially tag student as enrolled.  

 

 

Click on the ‘Form 5 Confirmation’ link and specify the academic year, semester, and college then click the ‘View’ 
button.  

 

 

A list of all students under the specified college will be displayed. Unaccepted/unconfirmed Form 5 has no details 
under the ‘College Confirmation Details’ column. Click the ‘Accept’ button corresponding to the student to accept 
the Form 5.  
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The Form 5 of the student will be displayed. The staff should review and check the accuracy of the Form 5. The 
staff may input Remarks on the field provided then click the ‘Confirm Form 5’ button to confirm the Form 5.  

 

 

Once the Form 5 is confirmed, the details under the ‘College Confirmation Details’ column will be updated. 
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On the student menu, the enrollment status on the ‘Confirmed Form 5 (By College)’ will be updated.  

 

 

The student is now officially enrolled in all classes reflected in his/her form5. 

 


