
UPPERCLASSMEN
ONLINE ENROLLMENT

PROCEDURE



Register subjects using Student Portal Account.

STEP
1



Read the Waiver and click Accept.

RegistrationStep 1.1



Read the Enrollment Terms and Conditions
and click Accept.

RegistrationStep 1.2



RegistrationStep 1.3

Click the Pre-registration button.



RegistrationStep 1.4

Click the Reserve button to be assured of a slot
for each subject.

This link shows the list of advised subjects. Check
the color scheme for the cancelled, available, and
closed subjects.



RegistrationStep 1.5

After reserving your subjects, this line will appear
Pre-registration Completed.

View pre-registered subjects by clicking View
PreReg Subjects link.

Click Plot Schedule link to check whether there
are conflicts in your schedule.



RegistrationStep 1.6

Click Proceed to Registration or Registration link.



1. Check the pre-registered subjects on the screen.

2. Click the Register button.

RegistrationStep 1.7



RegistrationStep 1.8

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

2. If you wish to pay through accredited payment
centers or at school's Accounting Office, click Print
Confirmation Slip to print the Confirmation
Receipt.

3. If you wish to pay online, print the Confirmation
Receipt before you click Proceed to payment.



Sample Confirmation Receipt

RegistrationStep 1.9



 Online credit card payment through DLSU-D portal
 Accredited payment centers
 DLSU-D Accounting Office

Payment Options:

1.
2.
3.

STEP
2



Payment Option 1: Online Credit Card Payment

Online Credit Card payment thru
DLSU-D student portal account -
BDO Gateway.



Online Credit Card PaymentStep 2.1

1. Choose Payment Description.

2. If the amount you wish to pay is higher than the
minimum required, please input the amount.

3. Click Next.



1. Read the Terms and Conditions.

2. Click the checkbox button.

3. Click Pay Now.

Online Credit Card PaymentStep 2.2



Choose and click the logo of your credit card.

Online Credit Card PaymentStep 2.3



Payment transaction will be posted within 3 working
days. In case your payment is not yet posted after 3
working days, please verify with the Accounting
Office if your payment has been received.

1. Input your credit card details and click Pay.

2. Wait for confirmation.

Online Credit Card PaymentStep 2.4



Present the Confirmation Receipt upon payment.

Make sure that the ID number indicated in the deposit slip is
correct otherwise, your payment may not be posted.

Payment transaction will be posted within 3 working days. In
case your payment is not yet posted after 3 working days, please
verify with the Accounting Office if your payment has been
received.

 SM Bills Payment (Cavite area only)
 Bank Payment (BPI, UnionBank, Metrobank)

Accredited Payment Centers

1.
2.

Payment Option 2: Accredited Payment Centers

Account Name: De La Salle University-Dasmariñas
Reference Number: Student ID Number



Present the Confirmation Receipt upon payment to
Counters 14, 15, or 16 of the Accounting Office
(Ayuntamiento de Gonzalez Building).

Payment Option 3: DLSU-D Accounting Office



Once payment has been posted by the Accounting Office,
generate COR from student portal account.

STEP
3



STEP
4

Only irregular students can add/remove
subjects from 2nd transaction onwards.

Regular students or those who did not incur
any academic deficiency, will not be able to
add/remove subjects.

   REMINDERS:



New Transaction

Once the payment has been posted, the date and
time will appear in the list of enrolled subjects
together with the number of transaction. The
New Transaction link then becomes available.

Adding and Dropping of SubjectsStep 4.1



From My Current Subject/s in the Class ID
column, click the class ID of the subject you
want to remove, then

Click the Remove Subject button to remove
the subject.

To remove subject:

Adding and Dropping of SubjectsStep 4.2



From Subject/Class Offering, type the course
code or course title in the search box and click
OK button.

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

To add subject:

Adding and Dropping of SubjectsStep 4.3



If the subject was successfully added, it will
appear in My Current Subject/s.

Adding and Dropping of SubjectsStep 4.4



From My Current Subject/s, check if all the
subjects that you want to enroll were already
added, then

Click  the Register button to finalize the
adding and dropping of subjects.

Click the Register button:

Adding and Dropping of SubjectsStep 4.5



Generate and print the latest copy of official
Certificate of Registration (COR).

Adding and Dropping of SubjectsStep 4.6


