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ADMISSIONS PORTALADMISSIONS PORTAL
STEP
1

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



Admissions PortalStep 1.1

Log in to the DLSU-D Admissions Portal:

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

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


Admissions PortalStep 1.2

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



Admissions PortalStep 1.3

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



REGISTRATIONREGISTRATION
STEP
2

Register subjects through your Online Enrollment Account.



RegistrationStep 2.1

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



RegistrationStep 2.2

Click the Registration button.



RegistrationStep 2.3

From Subject/Class Offering, type the course code (e.g. GREM215) or course title in the search box and
click OK.
In the Class ID column, click the Class ID of the subject to view the schedule, then click the Add Subject
button.



RegistrationStep 2.4

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



RegistrationStep 2.5

From My Current Subjects in the Class ID column, click the Class ID of the subject you want to drop, then
Click the Remove Subject button to drop the subject.



RegistrationStep 2.6

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



RegistrationStep 2.7

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.



RegistrationStep 2.8

1.  Read the reminders, then check I 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.



RegistrationStep 2.9

Sample Confirmation Receipt



PAYMENTPAYMENT
STEP
3

Payment Schemes

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

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

Payment Channels

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


CERTIFICATE OF REGISTRATIONCERTIFICATE OF REGISTRATION
STEP
4

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



Certificate of Registration

Sample Certificate of Registration (COR).



ADDING AND DROPPING SUBJECTSADDING AND DROPPING SUBJECTS
STEP
5

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

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.

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 SubjectsStep 5.1

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.
Repeat the procedure for adding and dropping subjects.



Adding and Dropping SubjectsStep 5.2

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



Adding and Dropping SubjectsStep 5.3

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



LEARNING MANAGEMENT SYSTEM (LMS)LEARNING MANAGEMENT SYSTEM (LMS)
STEP
6

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.



Step 6.1

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

LMS Syncing



Step 6.2

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.
To check your synced subjects, log in to your LMS account through this link:
For LMS syncing inquiries, contact: helpdesk@dlsud.edu.ph I 046.481.1900 loc. 3225

1

3

2

https://dlsud.edu20.org/

LMS Syncing

https://dlsud.edu20.org/


ID CARD APPLICATIONID CARD APPLICATION
STEP
7

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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