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OSAM System

• Stands for Office of Student Affairs 

Management (OSAM) System

• Used to manage online OSA services (SA, 

SLB, Org Membership, Org Activities, etc.)



Reasons for Development

Delayed SA Salary

#1



Reasons for Development

SA/Supervisor Violations

#2



Reasons for Development

Not Enough Staff

#3



Reasons for Development

Manual Records

#4



Reasons for Development
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EVENTS IN THE

S.A. PROGRAM OF UPLB15



Offices request for SAs.

1



Allocate hours to offices.

2



“Allocated Hours”

• One (1) SA slot = 120 hours

• In UPLB, we call this “allocated hours” 

or simply AH.

• Five (5) SA slots = 600 AH



Send AH to Unit Coordinators for SA.

2



Institute of Computer Science

Alice

Unit Coordinator for SA

AHOSA allocated 600

EXAMPLE



Unit Coordinator shares AH to colleagues.

3

Alice

Bob

Cherry

AH600

After sharing to

Bob and Cherry,

Alice will have

AH360 left.



Bob has 120

from Alice.

He can use this to hire SAs or share it 

with a colleague.

AH

EXAMPLE



Bob decided to share

30        to Charlie and retain 90        .AH

EXAMPLE

AH

Bob

90

Charlie

30AH AH



AH = “Allocated Hours”

• Supervisors are assigned AH.

• If you have AH, you can hire SAs.



Supervisor creates SA item codes and answers 

the SA Quiz.

4
Bob

ITEM CODE ITEM CODE

ITEM CODE



SA Item Codes

• A 9-character code which serves as 

proof that supervisor can hire a 

student assistant.

• Example: B151234GQ



Sample Quiz Question
• Which of the following are SAs allowed to do?

A. Check quizzes of students

B. Record grades of students

C. Buy snacks for the supervisor provided the supervisor 
shares the snacks

D. Fetch children from school if it is nearby

E. Check attendance of students
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Supervisor creates SA item codes and answers 

the SA Quiz.

4
Bob

ITEM CODE ITEM CODE

ITEM CODE





5

Student checks list of vacant SA positions.

Dave

Applicant

Visit 
www.uplbosa.org/jobs



6

Supervisor gives SA Item Code to accepted 

applicant.

Alice

Supervisor

Dave

Applicant

B151234GQ



7

Applicant uses SA Item Code to generate 

application form.

B151234GQ

Dave

Applicant



8

Signed SA form must be submitted to OSA.

Dave

Applicant



9

OSA processes form and generates 

appointment slips.







OSA scans QR 

Code in the form 

using webcams.



OSA generates appointment slips.



10

OSA notifies supervisor and SA via SMS 

regarding appointment effectivity.



11

OSA registers holidays and class/work 

suspensions.



12

SAs generate DTRs online using the OSAM 

System.



13

OSA scans DTRs and generates payroll 

documents.
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Students can check SA salary status by texting 

SWELDO to 29290200.



15

OSA asks SAs to rate supervisors and the SA 

program before the term ends.



osam.tk/uplbsaga
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