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STEP 1. Log into SAIS 
using the provided 
username and password. 
Click the Sign In button. 
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STEP 2. The site will 
redirect to this page upon 
successful log-in. 
 
On the menu on the left 
side of the screen, click 
My Personalizations to 
see the SAIS ID. 
 
Click Change my 
Password if the 
password of the account 
will be changed. 
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STEP 3. Click Self 
Service. 
 
Then, click Campus 
Personal 
Information. 
 
Afterwards, click 
Personal Data 
Summary. 
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STEP 4. Under 
Personal Information, 
fill out (mandatory): 
Adresses, Phone 
Numbers, Email 
Addresses and 
Emergency Contacts. 
 
Under Credentials, fill 
out (optional): 
Languages, Licenses 
and Certificates, 
Memberships, Work 
Experience. 
 
Under Participation 
Information, fill out 
(optional): 
Publications, 
Extracurricular 
Activities, Honors 
and Awards. 
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STEP 5. Go back to 
Enrollment. Click this 
on the menu. 
 
Click Enrollment: Add 
Classes. 
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STEP 6. Click the 
Search tab above. 
  
If the user knows the 
exact Course Subject 
and Course Number, 
enter those fields (ex: 
Bio 1). 
 
To search for all 
classes, click Search 
beside the Clear 
Criteria button. 
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STEP 7. Click the 
Select Class button 
beside the class to be 
added. 
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STEP 8. Once a class 
has been selected, the 
site will go to this page. 
 
Click Next. 
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STEP 9. If the addition 
of a class is successful, 
a notification saying 
“[Subject] has been 
added to Shopping 
Cart” will appear. 
 
Click the Enroll tab 
above. 
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STEP 10. The Select 
Classes to Add page 
will appear. 
 
Click the Proceed to 
Step 2 of 3 button. 
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STEP 11. The Confirm 
Classes page will 
appear. 
 
Make sure to review the 
selected classes and 
their schedules. 
 
Click Finish Enrolling. 
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STEP 12. The View 
Results page will 
appear. 
 
To view the final class 
schedule, click My 
Class Schedule. 
 
To add another class, 
click Add Another 
Class. 
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