GRADUATE STUDIES
ONLINE ENROLLMENT




STEP
II AL 0 ORI A

Ensure that you have submitted the following admission credentials at Counter 2 of the Registrar’s Office.
Failure to do so will result in your account being placed on hold, preventing you from proceeding with online
enrollment.

1. Proof of Graduation/Degree Earned
« Original Transcript of Records and Certificate of Transfer Credentials (From the school most recently attended)
 Authenticated/Apostilled Official Transcript of Records and Diploma
(For students who attended school outside the Philippines)
« Photocopy of Diploma for the highest degree earned

2. Proof of Citizenship
For Filipino Students
« PSA-issued Birth Certificate
« PSA-issued Marriage Certificate (for married female students)
For Foreign Students
- Authenticated/Apostilled Birth Certificate
- Photocopy of valid passport

3. Others
« Recent 2X2 or Passport-sized photo
« Accomplished Statement of Undertaking



Step 1.1 Admissions Portal

e Login to the DLSU-D Admissions Portal:

http://admission.dlsud.edu.ph/admission/login.aspx
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http://admission.dlsud.edu.ph/admission/login.aspx

Step 1.2 Admissions Portal

Make sure that your application status is at STEP 6: ENROLLMENT.

DLSU-D | Admissions Portal ~

Appiication Portal L.

# Dashbosrd

ol o © o o o o

O swp 2 VALDATION APPLICATION VALIDATION EXAMINATION DELIBERATION CONFIRMATION ENROLLMENT
& step 3: DAMINATION

o step 4 DELIBERATION Application Details

Program Code PHD
o Step 5 CONFIRMATION 4

GRADUATE TRIMESTER 1 Prograr Doctor of Philosophy in Business Administration

Step 6: ENROLLMENT

i : Enrollment Process
245732
k& Cliek this link

2024

3rd Trimester
g‘uzu‘uzzu Important Rem inders

Congratulations! You have successfully secured a slot at De La Salle University - Dasmarifas!




Step 1.3 Admissions Portal

Click the link Click here to continue the online enrollment process.
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STEP

Register subjects through your Online Enrollment Account.




Registration

Read the Enrollment Terms and Conditions and click Accept & Continue.

& DLSU-D Enroliment

B

- BEFORE YOU PROCEED
Enrollment Terms & Conditions
Review the updated enrollment conditions carefully. You must accept these
terma bafore you ¢ - with online reqlstration

B Terms of Enrollment

with the new enroliment procedure, the following conditions are added for clarification:

1 Payments will be posted within five (5) working days after payment of at least 40% during regular semester or 50% during trimester and special term. This also holds for late enroliment. Only
students who accomplish this provision will be considered OFFICIALLY ENROLLED.

2 Dropping of all subjects will entail sending an e-mail to ntromasoc@disud.edu.ph to process dropping.
3 Students will print the Officlal Certificate of Registration (COR) online.

Verify with the Records Section (Office of the Registrar) whether or not you have submitted complete admission requirements — e.g. Permanent Record (Form 137), PSA Certified Birth Certificates,

etc.

g Pleose use our ONLINE INQUIRY FACILITIES from B:00 AM to 4:00 PM: DLSU-Dasmanifias Office of the University Registrar Focebook Page.

1 have read and understood the above terms and conditions.

By -::'-u‘.lr:n'.g Acc@pt & Continue, you confirm you have read and agree (o the terms abovea.




Step 2.2 Registration

Click the Registration button.
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Step 2.3 Registration

e From Subject/Class Offering, type the course code (e.g. GREM215) or course title in the search box and

click OK.
e In the Class ID column, click the Class ID of the subject to view the schedule, then click the Add Subject

button.
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Add Subject

Are you sura you want to odd this subjact to
your currant subjects?
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Step 2.4 Registration

If the subject has been added successfully, it will appear in My Current Subjects.

- TOTAL ONITS & INTEMSIVE UNITS - ROK- ACADEMGT MAY DMITS DELOAD UNITS
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Step 2.5 Registration

e From My Current Subjects in the Class ID column, click the Class ID of the subject you want to drop, then
e Click the Remove Subject button to drop the subject.
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Closs D Courss Code Section Code Coursa Tithe Umnits Avoilabla Slot
4362 GRERZIIL [ TECHNOLDOY N EDLCATHOMN W) AR | o
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Remove Subject
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Step 2.6 Registration

The message Removed successfully will appear if the subject has been removed.




Step 2.7 Registration

1. From My Current Subjects, ensure that all the subjects you want to enroll in have already been added, then

2. Choose a payment scheme: Full or Installment. 4. Confirm Registration by clicking the Register button.

3. Click the Register button.

SATE FORTED TRANE NO

Y [Date Posted] " b

VIEW POSTED: No posted tronsoction E} )

Confirm Registration

Registering your subjects

This s your transaction. Changas can be
made aftar payment. Ba sure to finalize all
¥ Your sugpects ane Dedng committec 1o
subjects to ba takern. 3y ;
tha systaem. Fleasa do not closa this

£ Choose Payment Scheme

Full Imatallnreent

Cage.

O PROJECTED ASSESEMENT

o e

Mise 235100

Ciher

= PAVMENT SCHEME

TOTEL ARREREMENT

0 3,484.00
[ 1y Please choose your paoyment scheme.

L ~=

impartant: This oction is final for this ransoction. Changes can only ba
minde ofter poymeant. Be sure off subdects ore comect before registering



Step 2.8 Registration

1. Read the reminders, then check | have read and understood the above reminders.

2. Click on Print Confirmation Slip to print the Confirmation Receipt. For online payment, click Proceed to
Payment.
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Step 2.9

Registration

Sample Confirmation Receipt

Online Enrollment Confirmation Receipt
D L3 Salle Uniw = Dasmarifias » Office of the University Registrar

STMESTER / TERM SCHOOL YERR
First 2028 . 2027
STUDENT HO. REFURENCE MO
200404545
RAME TRANSACTION NO,
1
PROGEAN CODE / VEAR LEVIL / S1ETION DATE REGISTRRID
GMGAT B/3/2026 4:31:22 PM
ToTal afdisimEnT UpOM ENROLLATNT
P 346400 1742.00

TMADSOOBF1EEA534840000090383441P

Enroliment Frocedure

1. Registet ubgects &n Ons.
2 Prnt Confirmation Receipt. Ths document thall be presented when malong oved-the-0ourter paymaenis ¢ithes
through e accepeed payment channals

ATy Cashisrs.

3 Py feet trough the fallowing aption
o Swudent’s Payment Portal — Maya (Maya Walsr debin and cred card) or ORph [other e-na
banis)
= Bills Payment via BD0 B3, Matroba
working dayz
\5za BYLLS AGYTEENT FO8M, not the Chedc'Cash Deposit Form, Use
DASMARINAS 33 the marchant nama

e Credit card through the

UmigrBank (onfi

Hl"l:;l"il or gver the: counter] — processad w

ot Student Mumber 21 reference and DLSU-

sdent Bortal inuithon fess onty). Candhoider must be present with <ard and valid 1D

o Bul Chedloourt Page — supply your compless Snudens Name. Suudent Number, and Pupese of Payment.

& Ondite payment §f Ayontamientc o Gonzales Eidg. Cowntic: 14, 15 of 16 IF paymint nelites 5o potting of
enreliment or unhalding of pormi being yeiwr sfizal receipn 1o Counters 12 or 13,

L AIaREEntS Budding). Caih IRIBoHoed Snk no longer

OME-FAN-PRC-001 feffecive Sep 15. 2025)

4 Pring OOR once envoliment has been posied end you are official

4% Rebate: 7ol pyroem upon envoliment entities you 1o 8 2% rebate on tution fee ondy, credined 10 the nest semester's
enmliment

Surchange For insafiment paymen

% from Ciay 1 of Miduerm Bxams 1o the Lam Day of F zame 45 feom she

Last Dy of Fingl Eamyg 1o the Last Day of Term Srsalc 5% from the Opening Day of the naw term until full setdement,
Additional Fees: Tu 25 shall be added o the uition and other fees. a3 applic

Payment Scheme: Full payment upon enroliment of inrtaliment — 507¢ upon enrciiment (Fequined 1o post envclment) -
one waek before Midberm Bamination

L3zt day of Peyment 08032026 m



STEP

Payment Schemes

e Full payment upon enrollment (with 4% rebate on tuition fee only,
that will be credited to the next semester’s enrollment)

e Installment basis
50% on or before Midterm Exam
50% on or before Final Exam

Payment Channels

e Maya (Payment Portal)
e DLSU-D BUx (www.dlsud.edu.ph/offices/finance/bux.htm)
e Credit Card (DLSU-D Portal)

Click this link for the detailed payment procedure:
https://www.facebook.com/share/p/1F28mCiQRR/


https://www.facebook.com/share/p/1F28mCiQRR/

STEP
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Certificate of Registration

Sample Certificate of Registration (COR).

©

DLy Salle Livericy

De La Salle University - Dasmarifias

Office of the University Registrar
OFFICIAL CERTIFICATE OF REGISTRATION

STUDENT NO NAME SEX REFERENCE NO. PROGRAM [ YEAR f SECTION COLLEGE
TR b ATafidan Female 200404645 GhG41 PGS
SEMESTER / TERM SCHODL YEAR TRANSACTIOMN HOD.
First 2026 - 2027 1
T e T [ e O N
4362 GREMZ2T1L len] TECHNOLOGY 1M EDUCATION W/ LAB 3.00 0 a ‘ 5 SAMPLE
4363 | GREMZ1S | G | THESIS WRITING | G500 | 200 | 1100 ‘ 5 | SAMPLE |
TOTAL UMNTS INTENSIVE UMITS MNON-ACADEMIC LINITS
5.00 0.0 0.0

TOTAL ASSESSMEMT

PAYMENT SCHEME
B

® P 3,484.00

FEE BEREAKDOWMN PAYMEMT SCHEDLULE

| Fea | Amount | | Drescription | Amount |

| Blisc | 2351.00 | | UPOM EMROLLMENT | 1742400 |

| Orher | 113300 | | FINALE | 174200 |
BROTE: The above schedule/fer may change without prior notics

Fees are nat inclusive of aboratary and practicum fees.
CORRESPONDING PEMALTIES SHALL BE IMPOSED IF OUTSTANDING BALAMCE IS PAID AFTER DAY 1 OF THE MIDTERM EXAM PERIOD.

Student is considered OFFICIALLY ENROLLED if payment {50.00% of total assessment) has been made on or before 09003/ 2026,



STEP
5 ADLC AND DROPF

e |f you need to make changes to your enrolled subjects, you may modify your registration until the
third transaction.

e Before you can add or drop subjects, ensure that you have paid the initial tuition fee and that
your payment has been posted. Once your payment has been posted, the New Transaction
button will be enabled.

e Students who intend to drop all enrolled subjects must secure and accomplish a Dropping Form
from the Office of the University Registrar (Counter 6) before the request can be processed.
Refer to the enrollment schedule for the deadline of dropping subjects.



Adding and Dropping Subjects

e Once payment has been posted, the date and time will appear in the list of enrolled subjects along with the
transaction number. The New Transaction button will then become available. Click the link to proceed.
e Repeat the procedure for adding and dropping subjects.




Step 5.2 Adding and Dropping Subjects

e From My Current Subjects, ensure that all the subjects you want to enroll in have already been added, then
e Click the Register button to complete the registration of your added and dropped subjects.

SATE FORTED TRANE NO

Y [Date Posted] " b

VIEW POSTED: No posted tronsoction E} )

Confirm Registration
This s your transaction. Changas can be Eﬂgiﬂtﬂriﬂg Your su hiE'f-'itE

made aftar payment. Ba sure to finalize all

£ Choose Payment Scheme ko
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7 PAYMENT SCHEME

i TOTEL ARBEREMENT
L

- 3,484.00

[ 1y Please choose your paoyment scheme.
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impartant: This oction is final for this ransoction. Changes can only ba
minde ofter poymeant. Be sure off subdects ore comect before registering



Step 5.3 Adding and Dropping Subjects

Once payment has been posted, generate and print COR by clicking the Print Official COR button.




STEP

Syncing the Learning Management System (LMS) with the school’s enrollment system and MyDLSU-D Portal
ensures real-time accuracy and immediate access to course materials. It eliminates delays, prevents data
duplication, and minimizes the administrative workload associated with manual data entry.



LMS Syncing

e The Sync Enrolled Subjects to LMS button appears ONLY AFTER your registration transaction is posted.
e Once visible, click Sync Enrolled Subjects to LMS to begin syncing.

4:40:58 PM
Choss 10 Course Code Sact Codo Course Tithe Units Froem To ooays Rooam
w Teanz
- ¥ New Transoction
. TOTAL UM Q' sy
< 8.00 0.00 0.00 9.00 0.00
B Assessmen t

P 3,484.00

o & boee for this Badm




Step 6.2 LMS Syncing

e |If the Date Synced field is blank, the subject has not been synced yet. To sync it, click the subject's Class ID, then click Sync.
e To check your synced subjects, log in to your LMS account through this link: https://dlsud.edu20.org/
e For LMS syncing inquiries, contact: helpdesk@dlsud.edu.ph 1 046.481.1900 loc. 3225



https://dlsud.edu20.org/

STEP

7 D ARLD APF A 0

Present the official copy of your Certificate of Registration at the Office of the
University Registrar, Counter 7 to apply for Student ID.
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