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1. Login 

 
1.1 Register an Account (Freshmen). 

 
Steps on how to register an account: 

 
1.1.1 Open your browser and type http://www.benilde.edu.ph/SGIS 

 
1.1.2 Click “Freshmen? (Generate Password)” link in Student Grants Information 

System (SGIS) Page. 

 

 
Figure 1.1 Student Grants Information System Login Page – Freshmen? (Generate Password) 
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1.1.3 Enter the necessary information needed, then click “Create” button.   

 

 
Figure 1.2 Registration Page 

 

 

 
NOTE: Please remember the information you provided because they will be 
asked by the system when resetting password. 

 
Note that Account Creation is successful once the system has displayed a 
message “Email Account created. Generated Password will be sent to your 
Email.  Please use the Generated Password for your first login to this system.” 

 

 
1.1.4 Upon successful Account Creation, get the Generated Password sent to your 

Email.  You will use the Generated Password to login to SGIS. 
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1.2 Login to Student Grants Information System. 

 
Steps on how to login to SGIS: 

 
1.2.1 Go to SGIS Login Page http://www.benilde.edu.ph/SGIS.   

 
1.2.2 Enter your Email and Password.   

 
Please note that if you are a Frosh Student and you have just created your SGIS 
account, enter the Generated Password sent to your Email. 
 
If you are an Upper Student, please enter your CSB Infonet Account. Users 
should add “0000” on the beginning of their username. 

 

 

     
Figure 1.3 SGIS Login – Frosh           Figure 1.4 SGIS Login - Upper 
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 Upon logging in, the user will be directed to the Home Page of SGIS (Student) 
 

 
Figure 1.5 Home Page 
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2. Scholarship Application Registration 
 
2.1 Add Scholarship Application 
 

Steps on how to fill-up scholarship application: 
 

2.1.1 Click Add Scholarship Application button. 

 

 
Figure 2.1 Home Page 

 
2.1.2 To verify application, enter the user’s valid Application number and Case 

number. Note that Application number and Case number can be retrieved by the 
user from the Admissions Office. 

 

 
Figure 2.2  Application Verification 

 



 
INFORMATION TECHNOLOGY DEPARTMENT 

Prepared by:          
 

Reviewed by: 
 

John Cedrick P. Bugarin Maricris V. Mercado 

Business Systems Analyst Scholarship Program Assistant 

Date: Date: 

 

Student Grants Information System Version 1.0 Page 9 of 26  

2.1.2.1 Click Add button to continue. 

 
2.1.2.2 Click Clear button to clear fields. 

 
Note that if a user is an Upper student, Application No. and Case No. will not 
be asked anymore, instead, the user will automatically be directed to Degree 
Program Screen (Figure 2.3 Degree Program Screen) 

 
2.1.3 Add Degree Program. 

 
Note: 

 For freshmen, the user should enter the same Degree Program with the 
Admissions Office.  

 For upper, the user’s latest degree program will automatically be 
displayed on the field. 

 Please fill all required fields. Required fields are marked with * symbol. 
 
2.1.3.1 Choose Degree program from the dropdown (figure 1.7) 

 

 
Figure 2.3 Degree Program Screen 
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2.1.4 Add Scholarship Type to apply for. 

 
Note that for freshmen, scholarship type is based and filtered from the 1st Choice 
Degree Program. For upper, scholarship type is filtered from the latest degree 
program 
Please fill all required fields. Required fields are marked with * symbol. 

 
2.1.4.1 Choose Scholarship Type and its Scholarship Sub Type from the 

dropdown. Note that Sub Types are filtered from the chosen Scholarship 
Type. 

 
2.1.4.2 Click Add button to add scholarship type. Chosen Scholarship Type will 

be added inside the Scholarship Type table. 

 
2.1.4.3 To Update a chosen Scholarship Type, click the Scholarship Type from 

the table. After updating, click the Update button 

 
2.1.4.4 To Delete a Scholarship Type, click the Scholarship Type from the table 

then click Delete button. 

 
2.1.4.5 Click Clear button to clear fields. 

 

 
Figure 2.4  Scholarship / Grant 

 
2.1.4.6 Click Back button to return to previous page. 
2.1.4.7 Click Next button to continue.  
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2.1.5 Input personal information on Personal Data Screen 

 
Please fill all required fields. Required fields are marked with * symbol. 
 
2.1.5.1 To upload a photo/document, click Browse button (Browse window will 

appear), choose desired photo/document and click Upload button. 

 
2.1.5.2 To save the application, click Save button. 

Note that clicking the Save button will save the application made and will 
be allowed for modification. 
 
Upon saving the application, the system will enable the Post button. 
 

2.1.5.3 To Post the application, click Post button. 
Post button allows the system to send the application for approval. 
 
Note that upon clicking the Post button, the user will not be able to 
modify all the information anymore.  
 
If Online Grant Application Form is required for a user, Post button will 
only be enabled after answering the form. 
 

2.1.5.4 To answer Grant Application Form (GAF), click Fill up Grant Application 
Form (GAF) link. 
 

2.1.5.5 To print the application made, click the Print button. 

 
2.1.5.6 To return from the previous page, click the Back button. 

 

 
 (Please see Figure 2.5  Personal Data Screen on the next page) 
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Figure 2.5 Personal Data 
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3. Online Grant Application Form 
 
Steps on how to fill-up Online Grant Application Form 
 
3.1 Read and understand GAF Disclaimer 

 
3.1.1 After reading the GAF Disclaimer, click Proceed button to continue. 

 
3.1.2 Click Back button to return from the previous page. 

 

 
Figure 3.1 GAF Disclaimer 
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3.2 Fill-up Section 1: Personal Data 
 

 

 
 

Figure 3.2 Personal Data 
 

3.2.1 To add dependents/immediate family members, add them in the Dependents 
work area. 

 
3.2.2 Click next button to continue. 

 
3.2.3 Click Back button to return from the previous page. 
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3.3 Fill-up Section 2: Contact Numbers 

 
 

Figure 3.3 Contact Numbers 

 
3.4   Fill-up Section 3: Domicile 

 

 

 
Figure 3.4 Domicile 
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3.4.1 Click next button to continue. 

 
3.4.2 Click Back button to return from the previous page. 

 
 

3.5   Fill-up Section 4: Schooling 
 

 

 
Figure 3.5 Schooling 

 
3.5.1 Click next button to continue. 

 
3.5.2 Click Back button to return from the previous page. 
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3.6   Fill-up Section 5: Work 

 

 

 
Figure 3.6 Work 
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3.6.1 Click next button to continue. 

 
3.6.2 Click Back button to return from the previous page. 

 

 
3.7 Fill-up Section 6: Other Data 

 

 
Figure 3.7.1 Other Data 
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Figure 3.7.2 Other Data 
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Figure 3.7.3 Other Data 

 
3.7.1 Click next button to continue. 

 
3.7.2 Click Back button to return from the previous page. 
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3.8 Fill-up Section 7: Family Data 
 

 

 

 
 
 

Figure 3.8.1 Family Data 
 

3.8.1 To save parents’ information, click Save button. 
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Figure 3.8.2 Family Data 

 
3.8.2 To add Brother/Sister or Companion, click Add Companion button 
3.8.3 To add another Brother/Sister or Companion, click the + symbol button. 
3.8.4 Click next button to continue. 
3.8.5 Click Back button to return from the previous page. 
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3.9 Upload GAF Attachments 
 

Please fill all required fields. Required fields are marked with * symbol. 
 
3.9.1.1 To upload a photo/document, click Browse button, choose desired 

photo/document and click Upload button. 

 
3.9.1.2 To save the application, click Save button. 

Note that clicking the Save button will save the application made and will 
be allowed for modification. 
 
Upon saving the application, the system will enable the Post button. 
 

3.9.1.3 To Post the application, click Post button. 
Post button allows the system to send the application for approval. 
 
Note that upon clicking the Post button, the user will not be able to 
modify all the information anymore.  
 

3.9.1.4 To print the application made, click the Print button. 

 
3.9.1.5 To return to the Home page, click the Back to Home Page button. 

 
 

 
Figure 3.9 Upload GAF Attachments 
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4. To log off from the system 

 
4.1.1 Click “Log off” link (upper right of your window) for security purposes.   

 

 
Figure 4.1 Log off 
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5. How to reset your password 

 
5.1 From SGIS Login Page, click “Reset Password” link.   

 

 
Figure 5.1 Reset Password 

 
5.2 Enter your Email, then click “Continue” button. 

 

 
Figure 5.2 Reset Password – Step 1 of 2: Enter your email 
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1.1 Enter necessary information, then click “Reset Password” button. 

 

 
Figure 5.3 Reset Password – Step 2 of 2: Security Check 

 
 

 
Note that Password Reset is successful once the system has displayed a message 
“Password Reset successful. A new generated password will be sent to your Email.  
Please use the generated password to login to the system. 
 

 
1.2 Upon successful Password Reset, get the Generated Password sent to your Email.  

You will use the Generated Password to login to Student Grants Information System. 
 
 
  


