
STEP 2STEP 1

STEP 3 STEP 4

- Present UST ID and 
request for clearance.

- Fill out pre-enrollment 
form.

- Present copy of grades 
and accomplished 
pre-enrollment form to the 
Program Lead.

- Seek Program Lead's 
advice and approval.

- Submit approved pre-
enrollment form to the 
encoder.

Refer to MyUSTe Portal for 
ONLINE 
SELF-ASSESSMENT 
procedure.

Refer to MyUSTe Portal 
for ONLINE payment 
instructions. 

Important Note: After encoding, 
foreign students must proceed to 
the Registrar's Office (2/F Main Bldng.)
for clearance. Look for Sir Bongee.

ENROLMENT REQUIREMENTS:

(OLD STUDENTS)

PROCEDURE
First Term 2024-2025 

July 30 - August 1, 2024 
(8:00-11:30am; 1:00-5:00pm)

Classes start on 
AUGUST 9, 2024

STEP 5

CLEARANCE

ENCODING ASSESSMENT PAYMENT

ADVISING
(BOARD ROOM, 3/F)

(Rooms 202-205, 2/F)

Important Reminders: 

For students with Thesis Writing/ 
Dissertation Writing course/s, online 
self-assessment is NOT applicable. 
Kindly proceed to the Treasury 
Department, Room 207, 2nd floor, Main 
Building for manual assessment. 
Look for Mr. Gerard. 

Students who cannot access their 
MyUSTe Portal should proceed to the 
Computer Laboratory (G/F, TARC) to 
speak with our STePs representative.

-  UST ID

-  Printed copy of grades downloaded from 
      MyUSTe Portal 

-  If applicable, printed copy of:
    -  Approved request for extension/readmission for 
       students with lapsed residency.
    -  Approved Change of Status Form for 
       probationary students.
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SCAN ME

ENROLLMENT HOTLINES: +63-2-8731-5396; +63-2-3406-1611 loc. 8247



STEP 2STEP 1

STEP 3 STEP 4

-  Present valid ID and request for 
clearance.

-  Submit required ORIGINAL documents 
for admission (if not yet submitted).

-  Fill out pre-enrollment form.

- Present copy of 
acceptance letter and 
accomplished 
pre-enrollment form to 
the Program Lead.

- Seek Program Lead's 
advice and approval.

- Submit approved pre-
enrollment form to the 
encoder.

Refer to MyUSTe Portal for 
ONLINE 
SELF-ASSESSMENT 
procedure.

Refer to MyUSTe Portal 
for ONLINE payment 
instructions. 

Important Note: After encoding, 
foreign students must proceed to 
the Registrar's Office for clearance. 
Look for Sir Bongee.

ENROLMENT
REQUIREMENTS:PROCEDURE

STEP 5

CLEARANCE

ENCODING ASSESSMENT PAYMENT

ADVISING
(301, 3/F, TARC)

(Rooms 202-205, 2/F)

-  VALID ID

-  Printed copy of acceptance letter

-  ORIGINAL documents required for admission 
   (if not yet submitted)
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Table 

of Fees.

SCAN ME

(NEW STUDENTS)
First Term 2024-2025 

July 30 - August 1, 2024 
(8:00-11:30am; 1:00-5:00pm)

Classes start on 
AUGUST 9, 2024

Important Reminders: 

For students with Thesis Writing/ 
Dissertation Writing course/s, online 
self-assessment is NOT applicable. 
Kindly proceed to the Treasury 
Department, Room 207, 2nd floor, Main 
Building for manual assessment. 
Look for Mr. Gerard. 

Students who cannot access their 
MyUSTe Portal should proceed to the 
Computer Laboratory (G/F, TARC) to 
speak with our STePs representative.

ENROLLMENT HOTLINES: +63-2-8731-5396; +63-2-3406-1611 loc. 8247



USTGS Office Operations Schedule:

COURSES 
ARE SUBJECT TO 

AVAILABILITY OF SLOTS
Enlistment shall be on a first-come, first served basis.

Regular enrollment will continue until
August 8, 2024.

NOTE: Enrollment Advising starts at 1:00pm

Venue beginning AUGUST 2, 2024:

August 2, 2024  -   1:00-5:00pm
August 3, 2024  -   8:00-11:30am

1:00-5:00pm

August 5, 2024      -   CLOSED
August 6-7, 2024  -   8:00-11:30am

1:00-5:00pm

August 8, 2024      -   CLOSED (Solemnity of of St. Domin ic de Guzman)

CLEARANCE  -  Old and New Students, Room 201
ADVISING      -  USTGS Dean�s Office
ENCODING     -  Room 202
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