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INTRODUCTION

In the efforts of the Corporation to improve its core business processes, the
development of the Electronic Premium Reporting System (EPRS) was
initiated. Through this system, pertinent employer information can be
viewed via the Internet.

The EPRS is a web-based application designed to allow employers access in
the preparation and submission of monthly remittance report. Security
features are put in place to ensure the confidentiality of information.

Once an employer authorized representative has successfully logged-on into
the system, features such as online POR posting, employee management,
employee tagging, transaction monitoring and others will be available.
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SYSTEM REQUIREMENTS

For better performance and better access experience, the following
minimum system requirements for hardware and software are required.

Hardware
Pentium IV computer
64MB RAM
20GB Hard disk
Video Graphics Card
LAN Card

Monitor
1024 x 768 graphics resolution

Software
Windows XP OS
SSL Certificate
Firefox Browser 2.5 or
Internet Explorer version 6.0
PDF Viewer

Others
Intranet/Internet Access
General knowledge on any web-based application
A valid email address
PhilHealth Employer Number (PEN)
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PROCEDURAL GUIDELINES

EMPLOYER AUTHORIZED REPRESENTATIVE

To gain access to the Electronic Premium Reporting System, employers shall
have to comply with the registration process before they can be allowed to
access the system.

The employer’s authorized representative shall attend the training and
submit the accomplished PhilHealth Online Access Form (POAF) to
PhilHealth for registration.

An encrypted password will be sent to his/her email address. This must be
used — together with the PEN — on initial login into the EPRS.

Likewise, the attached SSL certificate need to be downloaded and saved to
your computer as this is a connection security and authenticity mechanism
implemented by PhilHealth for web-based applications.

PHILHEALTH MCIS USER

PhilHealth MCIS user will register the employer authorized EPRS user
through the Employer Online Registration Module of the MCIS for the
generation of password.

MCIS user shall advise the employer representative that he/she needs to
check the email for the password that will be sent. This will be used to gain
access to the EPRS.
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SYSTEM FEATURES

> USER SETTINGS

This is the module for resetting a user’s password with the validation check
put in place. Password must pass the validation before password change
takes effect.

-> NOTIFICATION

Important reminders and notification coming from the PhilHealth Office will
be posted here such as Member validation result and PhilHealth’s important
events.

> LOG OFF

This logs the user out of the system. Users must always click this option to
ensure security of user’s account.

> EMPLOYER PROFILE

This feature is for viewing employer profile, displays information such as:

= PEN

=  Name of Employer

=  Business Address

=  Employer Type

=  Employer Sub-Type

=  Tax Identification Number
=  Name of Head

=  Contact Number

=  Email Address
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> EMPLOYEES MANAGEMENT

This feature is for viewing employees and the status of their PHIC
membership (either PHIC number is confirmed, or is still for confirmation).

= PIN
= Name of Employee (Last Name, Suffix, First Name, Middle Name)
=  Birthday

=  PHIC Status

Employees Management sub-features include:

» Employee Search

= ByPIN
= By combination of Last Name, First Name and Middle
Name

» Add new employee

®  Edit employee basic information (for newly added
employee NOT yet confirmed by PHIC)

®  Delete employee information from the roster (for newly
added employees only and NOT yet confirmed by PHIC)

» List employees with pending PHIC approval

> Viewing of employee profile
> EMPLOYEES REMITTANCE STATUS
Display list of employees with PIN, Employee’s Name, Birthday, Employment

Status and Monthly Salary Bracket as the default display. Sub-features
include:

» Employee Search
=  ByPIN
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= By combination of Last Name, First Name and Middle
Name

> Edit employee’s employment status and monthly salary bracket

> Display list of employees based on employee status (Active/No
Earnings/Separated/All)

-> PAYMENT POSTING

This feature is for printing of PhilHealth Premium Payment Slip and online
posting of employer remittances.

> Printing of PhilHealth Premium Payment Slip
=  Edit Applicable Period
=  Premium Payment Slip generation
o Date Generated
o PEN
@ Business/Agency Name
o Employer Type
o Applicable Month
@ Total Personal Share
o Total Employer Share

o Total Amount Payable

> PhilHealth Official Receipt Posting

Data Entry fields provided to post the POR:
=  POR Number
= POR Date
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> TRANSACTION MONITORING

This feature is where the employer can easily monitor the transactions
made to PhilHealth through the “Status Report” and “Date Posted”. Other
information included:

=  Transaction Date
= POR

=  POR Date

=  Month Covered
=  Total Employees
=  Total Amount
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NAVIGATION

Employer representative, upan
recaipt of generated password, logs
ininto the EPR System

On stccessiul login, the
representative is presenied the
default or the homepage

ELECTRONIC PREMIUM REPORTING
SYSTEM (EPRS) NAVIGATIONAL MAP

¥ !

¥

%

User 9 Noification

Settings

& oo

! !

Profile & Change
Password Facility

Display PHIC
notifications

}

Tab pages (the Employer Profile is the default page that is displayed)

Employees
Management

Remittance Status

I Employees

| Payment Posting | |

Transaction
Monitoring

——

Employees Management options

Employee
Search

Employee Data

Add Emplayee [ Entry Screen

Employees for
Approval

Wiew Employes
Profile

Edit Member
Frofile Screen *

Edit Member
Profile

Delete Employee
corfirmation

Delete Employes
Profile

* For added employees still pending
confirmation

Employee Remittance Status options

Employee
Search
Edit Employes Edit Employes
buttonflink Status Screen

Remiance
Report

Generation

r

Online Posting options

Edit Applicable
Period

Premum
Payment Slip
Generation

POR Posting
and Validation

POR Posting
Scresn
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CONTROLS

This section lists the controls used in the development of the Electronic
Premium Reporting System. The user will come across these controls all
throughout the usage of the system. Being familiar with these controls will
be a great help in the usage and navigation of the system.

Textbox

Last Name

First Name

the user needs to input values by typing
through the keyboard

Dropdown List Box

Employment Status : => Active v|

Active

this control has a pre-defined set of
values that can be selected by the user to
provide a value where needed; when
clicked, the list drops down, enabling the
user to select a value

Date Picker

=]

aids in selecting a date, with less chance
for erroneous date being entered

Submit

Action Button

Reset

buttons calls another program or script,
processing other data present in controls
such as the textbox

P Next Page button
-4 Previous Page button
I44 First Page button
MM Last Page button

Action Icon like action buttons, it calls another
program or module but usually has no

T N data from a control that will be processed

Navigation Icon normally cycles through the pages that

are present from a listing or display
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SYSTEM ACCESS AND LOGON

Access to the EPRS is through the web.

PROCEDURE

1.
2.

employer/) on the address bar.

temet Explorer

linesv/portal_employer/

Open an Internet browser (Firefox or Internet Explorer).
Enter EPRS address (http://onlineinquiry.philhealth.gov.ph/

Softonic_nglish Cu:

d WebSe £~

Y Gt [O comelung

% v B v @ v [ Rege v (iTooks v

Address bar

[ v2Phippines | iy Yahoo

YaHoO!, |

Make Y1 your homepage ou

Web  Images Video Local  Shopping  More

Web Search

gnedout. | Signln | Have somethingtoshare?  Page Options.

YAHOO! SITES

@ Finance
B cames
& crows
[ Horoscopes
HotJobs
Maps

@ messenger
Movies
@ om
personals

Shopping

sports
Travel
Updates
3 weatner

Wore Yahoat sites
MY FAVORITES £ Edit
@ csay
Facebook

Twitter

& Edit

TODAY - July 26, 2010

NBA star takes shot at LeBron's new team

Boston's Rajon Rondo says there’s only |, ore on Rajon Rondo
one team that he's worried about, and  + Durant stars n scrimmage
it's not Miami. They ain't done nothing’ » + Kobe has knee suroery

mn? Sk JEE

ICEI  Hichpov.no Buzzy weekfor  Exodus ahead of
EUPURTN ccorcerequres  sea creatures Ariz.law

1 2 TR
NEWS WORLD LOCAL  FINANCE t

* Hayward leaving behind daunting tasks at BP 8 Photos
* Venezuela's Chavez threatens to cut U.S. oil supply
* Leaks provide ground-level account of Afghan war
* Al-Qaida in North Afrca says French hostage killed
* Hitmen behind Mexico massacre were inmates 8 Photos
1 Angelina Jolie wows fans at premiere of fim  Ful story
+ Trees come crashing down as heat gives.
*In Rhinebeck, N.Y., Sealed Lips about a
* Granderson Homers Twice As Yankees Beat Royals
NBA - NHL - MLB - Tennis - Gof - Soccer - NASCAR

More: News  Popular | Buzz

Markets: Dow: 1

99% Nasdaa

Get Quotes

0 1.00%

TRENDING NOW

1. ZsaZsa Gabor 6. Michelle Obama
2 Chelsea Clinton 7. Hany Potter and
3. Liev Schreiber 8 Foreclosures
4. Rachelle Lefevre 9. Rick Riordan
5. Home Budget 10, Intemships

Preview Facebook™and more
/A viththe new Yahoo! Toolbar.

YaHoo!

Dynamic duos: Latest movie photos @1 Movies
Brangeina at Efon &
S premiere of Hudgens at
A s LA screening
Chan & Smith §] Co-stars
inLondonfor 3 Rufialo &
Karate kis AV Moore in NYC
Tors <ls

DAILY OFFERS

Feed your appetite at Yahoo! Games
Burger Shop 2

is fastp:

0d making fun!

Save 25% on web hosting with Yahoo!. Includes domain

Waiting for http://onlinesvi/portal_employer/.

@ Intemet [ Protected Mode: Off

Figure 1 - Internet Explorer web browser

The default page of your browser may differ from this captured

|
EPRS login page.

®10% -

image. After typing in the URL for the EPRS, you will be brought to the
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This is the logon page for employer representative accessing the PhilHealth
Electronic Premium Reporting.

hitpu//aniinesvr/portal_employer/default.asp

[ © =8 ) News | & ®semm

Ur 0| @ sPrilbeaith Online Services f

slc & w|Seacch| [ TotalCare [ Shop | 8 Mai A AN

ONLINE SERVICES

Electronic Premium Reporting System

PEN :

Password

Login

€& Local intranet | Protected Mode: Off €100% ~

Figure 2 — EPRS login page

3. Enter PEN and the password on the appropriate textboxes.
Click Login button to continue.

5. In case of errors, check the entered PEN and password. Correct the
errors and click Login button to continue.

P
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Upon successful login, you will be brought to the system’s default page.
Figure 2 shows the default/home page for the user.

|72 Phiticaith Employer Portal - Windows Intemet Explorer

~ | 49 | X § Softonic English Customized Web Se 2~

KolesRdl ¢ fitei//oniincinquiry/employer/employerasp.

@5 &t | @ PhilHealth Employer Portal = B v B v @ v [Rage ook v ”

ONLINE SERVICES

Elechonic Premium Reporfing System

Employer representative username — L
EPRS tab pages
System options

( Employer Profile | [ Employees Management | | Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring | ]
7

Employer Profile
PhilHealth Employer Number (PEN) : 004000003809
PHILIPPINE HEALTH INSURANCE CORPORATION-CAR
4F SSS BLDG HARRISON-CLAUDIO CARANTES BAGUIO CITY BENGUET

Name of Employer

Business Address

Employer Type GOVERNMENT
Employer Sub-Type GOVERNMENT CORPORATION
Tax Identification Number (TIN) - 003505401006

Name of Head LEO DOUGLAS V CARDONA IR
Contact Number 4448361

Email Address < melvillamar@yahoo.com

Done € Local intranet | Protected Mode: OFf ®100% ~

Figure 3 - EPRS default page

The logged-in user full name, together with the system options and EPRS
tabbed pages is shown upon successful login to EPRS.
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HOME

75 Phikcaith Employer P

. IITT

& | Phitiath EmployerPoral | B~ 8 - B - rege Groos-”

ONLINE SERVICES
Elechonic Premium Reporfing System

Click to access EPRS homepage —&) & @

Employer Profile | | Employees | | Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring |

Employer Profile

PhilHealth Employer Number (PEN) : 004000003809

Name of Employer PHILIPPINE HEALTH INSURANCE CORPORATION-CAR

Business Address 4F SSS BLDG HARRISON-CLAUDIO CARANTES BAGUIO CITY BENGUET
Employer Type GOVERNMENT

Employer Sub-Type : GOVERNMENT CORPORATION

Tax Identification Number (TIN) - 003505401006

Name of Head LEO DOUGLAS V CARDONA IR

Contact Number 4448361

Email Address melvillamar@yahoo.com

@ Localnranet Protected Mode: OF R0 -

Figure 4 - EPRS homepage

The Employer Profile tab page is the default page or the homepage of the
EPRS. This displays information about the employer.

PROCEDURE

1. To access the homepage, click the Home icon/button (/“\). From
any level within the system, the user will be forwarded to this page
(refer to Figure 4) if the Home button is clicked.

Your name is displayed from this page and all throughout the modules being
accessed.
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USER SETTINGS

Clicking the User Settings opens the User Setting module. This module
displays the page containing your information as the employer
representative. Likewise, this is also the page where password can be
changed.

PROCEDURE

1. Click User Settings icon/button (refer to Figure 5).

@

- ) = 57| | setonic Engish st

V¢ & | @ PhilHealth Employer Portal B v B v @ v [Page v ook~ ”

ONLINE SERVICES

Elechonic Premium Reporting System

Click this icon to access| . .
. s & 0
User Settings module 2 Sl

[ Employer Profile | [ Employees Management | | Employees Remittance Status | | Payment Posting | | Transaction Monitoring

Employer Profile
PhilHealth Employer Number (PEN) : 004000003809
Name of Employer PHILIPPINE HEALTH INSURANCE CORPORATION-CAR

Business Address 4F SSS BLDG HARRISON-CLAUDIO CARANTES BAGUIO CITY BENGUET
Employer Type GOVERNMENT

Employer Sub-Type GOVERNMENT CORPORATION

Tax Identification Number (TIN)  : 003505401006

Name of Head LEO DOUGLAS V CARDONA IR

Contact Number 4448361

Email Address melvilamar@yahoo.com

G Local intranet | Protected Mode: Off ®100% ~

Figure 5 - User Settings/Password Reset page

2. The User Settings/Password Reset page opens (see Figure 6)

Page 18 of 71



3. Enter password on the New Password textbox. Only alphanumeric
(A-Z, a-z, 0-9) will be accepted.
4. Re-enter password on the Re-type New Password textbox.

Click Submit button to save the new password.
6. To clear the passwords entered, click Reset button.

e

NOTE:

If the passwords do NOT match, an error message will be
| displayed. In this case, make the necessary correction by doing
steps 3 to 5.

/2 Philkieaith Employer Portal - Windows Interet Explorer

KRRl = http://onlineinquiry/employer/user_profilesp

Ve | @ PhilHealth Employer Portal

ONLINE SERVICES
Elechonic Premium Reporting System
s L ew
USER INFORMATION
User Name 004000003809
Last Name ‘TABERDO
First Name RENANTE
Middle Name : CORPUZ
Designation mor
Email Address it.procar@phiealth.gov.ph
Date of Activation 7/8/2010
USER RESET PASSIORD Enter password
New Password & tiv u
Re-type New Password : tive/a u
() (sl Re-enter password
& Local intranet | Protected Mode: OFf R100% ~

Figure 6 — Change/Reset Password module
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NOTIFICATIONS
PROCEDURE

1. To access Notifications module, click Notification icon/button (refer
to Figure 7).

@

| 43| x [ softonic english Customized Web se £ ~

B = it/ /oniinesv81/portal_employer/employerasp

% & | @ PhiHealth Employer Portal ) v B v @ v [:rBage v {JTooks v~

ONLINE SERVICES

Eiechonic Premium Reporing System Click this icon/button to
access Notifications module 585 QP

[ Employer Profile | [ Employees Management | | Employees Remittance Status | | Payment Posting | | Transaction Monitoring

Employer Profile

PhilHealth Employer Number (PEN) : 004000003809

Name of Employer PHILIPPINE HEALTH INSURANCE CORPORATION-CAR
Business Address 4F SSS BLDG HARRISON-CLAUDIO CARANTES BAGUIO CITY BENGUET
Employer Type GOVERNMENT

Employer Sub-Type GOVERNMENT CORPORATION

Tax Identification Number (TIN)  : 003505401006

Name of Head LEO DOUGLAS V CARDONA JR

Contact Number 4448361

Email Address melvilamar@yahoo.com

G Local intranet | Protected Mode: Off ®100% ~

Figure 7 - Notifications icon/button

2. To expand the list of Notifications, click the “View Notification
History” link (please see Figure 8).

The Notifications module is accessible from anywhere within the EPRS
where important announcements, reminders, and result of member’s
validation can be found and can be checked from time to time.
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4 Philliealth Employer Portal - Windows Intemet Explorer |l R h o B

[<ISND] i Lemployer/er_notificati 2 ~ . +] 4 % |[ softonc Englsh Customized Web 5 P <]
B

v % v [k Page v &3 Tools v

% &b | Phitestth Employer Portal

ONLINE SERVICES

Elechonic Piemium Reporing System I
Online Posting Notification

Date : 07/26/2010 00:01:00

sul: The provided Bhikealth Identiication lumber (PIN) of DKD) KOFKW SANTCS s not vald. Please
alth Office nearest you.

Date - 07/26/2010 00:01:00

Member Validation Result: The birthdate of CELSO ROXAS MACATANGAY is inconsistant vith PhilHeslth's membership
datat st vith Phillisalth Office nearsst you.

t” ' Click "View Notification History"
to expand the notifications list

G Local intranet | Protected Mode: Off ®100% ~

Done.

Figure 8 - Notifications page

The default list of Notifications is compressed. Click View Notification
History to display all notifications sent by PhilHealth.
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LOG OFF

Upon clicking the Log Off icon/button (%), you shall be logged off from
EPRS — clearing transaction trails in the process.

[ phieaith Employer Portal - Windows Intemet Explorer

.8 - O e m—

T ¢ | @ PhilHealth Employer Portal

ONLINE SERVICES

Elechonic Priemium Reporing System

Online Posting Notification

Date : 07/26/2010 00:01:00

 The birthdate of CELSO ROXAS MACATANGAY is inconsist tant vith Philiealth's membership
iate vith Philiealth Office nearest you,

View: Notifiestion iston

Done G Local intranet | Protected Mode: Off R100% ~

Figure 9 - Notifications icon/button

Windows Internet Explorer =5

A dialog box pops up when the Log-off
) areyousureyouwantte logout? icon/button is clicked, asking for confirmation
of the log-off action. Click OK button to

continue log off process.

After logging off from the system, you will be brought back to the EPRS login
page. Please see figure 2.
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TAB PAGES/MODULES

The different modules of the Electronic Premium Reporting system are
accessible through its five (5) tab pages, which you can navigate on, to
accomplish different tasks such as viewing the employer profile, employee
management, employee remittance status, payment posting and
transaction monitoring.

Employer Profile I ‘ Employees Management ‘ ‘ Employees Remittance Status ‘ ‘ Payment Posting ‘ ‘ Transaction Monitoring ‘

The EPRS tab pages defaults to the “Employer Profile” tab upon logging-in

into the system. Likewise, it also appears when the Home icon/button (/‘”\)
is clicked.

The succeeding sections and images describe the sub-modules which are
available from each module represented by the different tab pages. This
manual divides these five (5) tab pages accordingly.
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EMPLOYER PROFILE
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Employer Profile Employer Profile tab page

This is the default tab page when you log-in to EPRS. No other sub-module is
accessible from this tab page. This page contains information such as:

=  PhilHealth Employer Number (PEN)
=  Name of Employer

= Business Address

=  Employer Type

=  Employer Sub-Type

=  Tax Identification Number (TIN)

= Name of Head

=  Contact Number

=  Email Address

Click on the Employer Profile tab page to access the module (refer to Figure
10).

& Philliatth Employer Portl - Win

-8
K™ 21 s omineeportal smpleyeemplyerasp

¢ ¢ | @ PhilHealth Employer Portal = B v B v @ v [Page v {Tools v

ONLINE SERVICES

Elechonic Premium Reporing System

I |CIick this tab to access Employer Profile module s Lew

Employer Profile | [ Employees | [ Employees Remi Status | [ Payment Posting | | Transaction Monitoring |

Employer Profile

PhilHealth Employer Number (PEN) : 004000003809

Name of Employer PHILIPPINE HEALTH INSURANCE CORPORATION-CAR

Business Address. 4F SSS BLDG HARRISON-CLAUDIO CARANTES BAGUIO CITY BENGUET

Employer Type - GOVERNMENT

Employer Sub-Type GOVERNMENT CORPORATION

Tax Identification Number (TIN) 003505401006

Name of Head LEO DOUGLAS V CARDONA JR

Contact Number 4448361

Email Address melvilamar@yahoo.com

Done. & Local intranet | Protected Mode: Off ®100% -

Figure 10 - Employer Profile tab page
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EMPLOYEES MANAGEMENT
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Employees Management | Employees Management tab page

This section is for Employees Management module/tab page (refer to
¥  Figure 11).

The following sub-modules are available:
L 4
L 4
L 4
L 4
L 4
L 4

75 Phiticaith Employer Port m——

Employee Search

Add New Employee
Employees for Approval
View Employee Profile
Edit Employee Profile
Delete Employee Profile

Ele Edit View Favorites Tools Help

W% & | @ PhiHeslth Employer Portal [ B~ B v v [ Page = G Taols v,

ONLINE SERVICES

Elechonic Premium Reporfing System

Click this tabpage to access the ]

| [Employees Management module

Employer Profile ||| Employees || Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring |
«——|Search icon/button
- - wosrame ¥

IR

Meny :[add new

for Approval ||

View employees S e o o6
for approval J 130812031803 |SANTOS DKD1 KDFW
(ABELLANOSA VINCENT ITUTOR &

:

2 )

z

4| osozs0esaosz |ABELLERA RICHARD RILLERA [

5| ososoaiasars |acosta RosEMARIE SANIDAD @

6| 150000536634 |aDAWEY CATALINA c @ ]
7| 150892218005 |aR1AS MIRAsOL eLicio @ o
8| 150008421114 |AGNAPAN via avaona @ o
5| os02s0034263 |aLacon MaRAH emeurr @ o
10| os0zs0384078 |ALIeA 1oRDANNE MenDozZA @ o
11| 040250151170 | ANDAWI SALLY DAWN anonGos @ o
12| 190001981572 |aNonGoS LEIZLE BANDONILL ] o
13| 040000188092 |ARANCA RoMMEL NGO @ o
14| 0s0230222140 |ATIOAN GEMMA ANNE PuGONG @ o
15| osozsozzzais |eaawa = PALANGDAO @ o
16| 040300373623 BABKEG Romy sarAwIL @ o
17| 040250210584 |BAGAOISAN sentano soRIANG @ o
18] 040230215152 |BAGTINGAN nesTOR nrrRoN @ o
15| 040250385734 wu mos @ o

Done € Local intranet | Protected Mode: Off ®100% ~

Figure 11 — Employees Management tab page
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Upon clicking the Employees Management tab page, the list of employees
and available sub-modules are presented.

> Employee Search sub-module

Employee Search can be done in two ways — either by Employee’s PIN or
Employee’s Name.

B Search by PIN:

1. Enterthe PIN on the space provided
2. Click the search icon/button (please see figure below)

(@ Phillealth Employer Portal - Windows Internet Explorer

@ () - [ €] nttp7oniinesyr81/portal employer/employerasp

W 40| @ PhilHeatth Employer Portsl = % v B) - & v [rPage v (3 Tools v

ONLINE SERVICES

Elechonic Premium Reporiing System ‘

[
[
©
¥

Employer Profile | [ Employees | [ Employees Remittance Status | [ Payment Posting | | Transaction Monitoring |
Enter PIN of employee o serch o After PIN entry, click the
to search o 190000936654 « Search icon/button
Castlame Frst tame Widdle iame
Q

Menu : Add New Emplovee | Employees for Approval |

> »
= o Ceeteme [ outi | retiame Wddiename | Birthday | pHICStatus
1| 040250495775  MACATANGAY CELSO ROXAS 07/11/1965 ] o el®
2| 130812031803 |SANTOS DKDJ KDFKW 07/22/1976 ) Ole|®
3| 040250389746 |ABELLANOSA [vincent TUTOR. 10/29/1980 ] o el®
4| 040250663082 |ABELLERA RICHARD RILLERA 05/10/1983 5] o el®
5| 080502143419 |ACOSTA ROSEMARIE SANIDAD 11/07/1977 il =R -
@ Local intranet [ Protected Mode: Ot Rioo% -

Figure 12 — Empla;ee Search — by PIN
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B Search by Employee Name:

1. Enter the last name, first name and middle name of the employee.
2. Click the search icon/button (please see Figure 13).

All the fields are required for the name-search to work. A wildcard

character (which is the percent symbol [%]) can be used. Using this

character shall execute a search that matches the alphabetic
characters to the left of the wildcard character, plus any combination of
characters from the position of the wildcard on the search string. To
illustrate, consider the following:

& Philliath Employer Portal - Windows Internet Explorer

@‘\/" [ ] httpy//oniinesvr1/portal_employer/employerasp

W 4 | @ PhilHealth Employer Portal

ONLINE SERVICES
Elechonic Premium Reporing System

L ew

[ Employer profile | [ Employees | [ employees Remi Status | [ Payment Posting | | Transaction Monitoring | ‘
Fill-up all the fields for employee name.
Wildcard can be used (%) After employee name
data entry, click Search
[emome MOL% SA% &S icon/button

Employee Search

Menu : Add New Employee | Employees for Approval |

v
4

No. PN LastName | Suffix First Name Middle Name Birthday | PHICStatus
040250495775 | MACATANGAY ceso roxAs 07/11/1965

130812031803 |sanTOS ko3 KoFkw 0772211576 o
040250385746 | ABELLANOSA vIncenT TuTOR 10/28/1580 [
040250663082 | ABELLERA RICHARD RiLLERA 05/10/1983 [

ol lwlnle
=
i[RI R
=) =) =] @@

080502143415 |ACOSTA ROSEMARIE sanIDAD 11/07/1577 @

G Local intranet

Figure 13 — Employee Search — by Employee Name

Protected Mode: Off %100%

1. The search will execute on employees with last name “GILMORE",
plus

2. Any employee whose first name begins with “MOL” plus any
combination of characters to the right of the wildcard, plus

3. Anyemployee whose middle name starts with “SA”, plus any
alphabetic characters to the right of the wildcard.
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The number of matching records found will be displayed at the bottom of
the page. Please refer to Figure 14.

The search is NOT case-sensitive; “mol” works the same as
= lIMoLII

& Philkealth Employer Portal - Windows Internet Explorer | 110

o8 o DT pr— SRS

Yo e[ phitieath Employer Portal [ B v B v # v [psge v G Tooks v

ONLINE SERVICES
Elechonic Premium Reporing System 14
<lcome TABEROO, RENANTE CORPUZ 5508

Employer Profile | | Employees | [ Employees Remittance Status | | Payment Posting | [ Transaction Monitoring |

Employee Search

P Q
Last Name First Name. Middle Name
g
Menu : Add New Employee | Employees for Approval |
No. | pin Last Name Suffix First Name Widdle Name Birthday PHIC Status

0 Rmcord /% Focind <-|_ Search result, with the number of

matching rows displayed at the
bottom of the page

& Local intranet | Protected Mode: Off #100% ~

Figure 14 — Example 1, Employee Search result by Employee Name

Done

The wildcard will not work for searches on PIN.
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Another example of a search using wildcard character (%)

(& Phillealth Employer Portal - Windows Internet Explorer

-~ .
~[ 9 ][ Sotonic £nglih Customized

(<19 O re—

5 | Phitbeath Employer Portal = fi - B - & - [reege - ( Tooks ~
|| Elechionic Premium Reporfing System L
Velcome TABEROO, RENANTE GORPUZ
Employer Profile | | Employees Management | | Employees Remittance Status | | Payment Posting | [ Transaction Monitoring | o
| Righpiabinn Click to search
I Q
| a
Losttame st tame iddle name
| BALLI% % % ru\
Menu : Add New Employee | Employees for Approval |
> »i
(' No.. PIN Last Name Suffix First Name Middle Name Birthday PHIC Status
| 1| 040250495775 |MACATANGAY ceLso ROXAS 07/11/1965 o ERPAE]
2 SANTOS DKDI KDFKW 07/22/1976 J o el®
3| 040250389746 |ABELLANOSA | VINCENT TUTOR. 10/29/1980 o ole|w
4| 040250663082 |ABELLERA RICHARD RILLERA 05/10/1983 o O e|®
| 5| 080502143419 |ACOSTA ROSEMARIE SANIDAD 11/07/1977 [ EAFa]
6| 190000936654 |ADAWEY CATALINA c 09/15/1965 9 Ole|®
7| 190892218009 |ADRIAS MIRASOL ELIGIO 08/26/1977 o ole|w
8| 190008421114 |AGNAPAN viLMA BAYAONA 07/03/1973 ] =R
9| 040250034263 |ALAGON MARAH BINGUIT 02/03/1980 ] oel® -
G Localintranet | Protected Mode: Off ®100%

Figure 15 — Another example of employee Search

{@ PhilHealth Employer Portal - Windows Internet Explorer
ploye

o=
@™ vt roninesmsilpor smplyeyempoysaso EORE
% & [ phitrctth Employer Portl [ B v B v & v [psge v Tooks v
Elechonic Piemium Reporing System L
& @ F |
I
| Employer Profile | [ Employees | [ Employees Status | [ Payment Posting | [ Transaction Monitoring | it
Il
Employee Search
P Q
— — ——
&
Menu : Add New Employee | Employees for Approval |
I 1
[e. [ PN [ LastName | Suffix | FirstName | MiddieName | Birthday | PHICStatus | |
[ 1| ososooossies [eaiiitoc [amapo eariocan [oesenses | @ Blef®
[ 2| ceozsezazizz fearmoc | [caroLiov [carrT [wmsn | © [@lelw
<—[Search result of records found]
Done € Local intranet | Protected Mode: Off H®100% v

Figure 16 — Example 2, Employee Search result

Figure 16 with a display of the matching rows from the search using
wildcard characters on the First Name and Middle Name fields.
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P Add New Employee

Click on the link (refer to Figure 11- Employees Management tab page) to
display the form for adding a new employee. The screenshot below displays
the form for adding a new employee.

The fields marked with asterisk (*) are required, and must be filled
# into be able to save the new employee information.

€ Philliealth Employer Portal - Windows Internet Explorer

QO (e <[4 x |[sofionic ngls Customia
% g [5]+] 5 windows Live Hot..| & warst [ & [@prittesth onine | @ PhibeathEm.. x | | %) v B) - @ v [hBage v { Tooks v "
ONLINE SERVICES
Elechonic Premium Reporing System =
: ' 5 G ew
Employer Profile | [ Employees | [ Employees Remi Status | [ Payment Posting | [ Transaction Monitoring i

Fields marked with
asterisk (*) are
required

Member's Basic Information

Last Name
suffix
First Name "

Middle Name *

Sex * SelectSex ~

Birthday * 3l v 27 v 20100 [
Mobile Number

Email Address

Date of Employment * 1ul ~ 27 ~ 2010 [

salary Bracket * SelectBracket -

Done

@ Intemet | Protected Mode: Off ®R100% -

PROCEDURE

Figure 17 - Add New Employee

1. Onthe Add New Employee module (see Figure 17), enter the
values for the following:
=  CRN (if any)

= PIN

=  Employee Name

Page 32 of 71




o Last Name
o Suffix (if any)
o First Name
@ Middle Name
= Sex
=  Birthday
=  Mobile Number (if any)
=  Email Address (if any)
= Date of Employment
=  Salary Bracket
2. After inputting the information mentioned on Step 1, click Submit
button.

Click Reset button to reset all fields at once.

o

& Philiesith Employer Portal - Windows Internet Exporer

00 o [ mer

W G |23]~ |5 Windows Live Hot...| € WAT Streaming A... | 4, phpMyAdmin @ Welcome to Phil.. | @ Philkealth Online | & PhilHeath Em.. X | ‘ B v B v & v [:Page v & Toolks v

ONLINE SERVICES

Elechonic Premium Reporfing System £
&L ew

Employer Profile | [ Empl | [ Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring

Member's Basic Information

* Fields are Required

R

PIN .

Last Name »

Suffix

First Name .

Middle Name »

Sex * SelectSex v

Birthday * v 27 v 2010 EH[4 2w B After clicking the
sHTwTEs 3

Mobile Number [ r23e—| [@icon/button,

Emaljpddiess i e s the calendar
151 2 21 22 25 24

Date of Employment * T~ 37 < 2070 [ 2 2LAR 2B 2 opens.

Salary Bracket * SelectBracket -

@ Internet | Protected Mode: Off ®100% ~

Figure 18 — Calendar is activated after clicking the date picker icon/button

The date picker (El) allows you to easily select the date from the
#  display calendar.
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Future dates for Birthday and Date of Employment are not
acceptable, hence, this will be rejected by the system.

P Employees for Approval
This module lists employees that have pending approval from PhilHealth.

PROCEDURE

1. Click the Employees for Approval link (refer to Figure 11) to show
the list of employees with pending PhilHealth approval. Figure 19
shows the form with the list of employees for approval.

Employees marked by an @ are for approval by PhilHealth — their
# profiles can still be edited or deleted.

2. Available actions for each employee are the following:
=  View Employee Profile
*  Edit Employee Profile &
* Delete Employee Profile ®
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ol o= [

/€ Philtiealth Employer Porial - Windows Internet Explorer
& () - [) tosroninesrsi/portal employer/employersp [ 49| || seftonic_ngish Customized web s
A v B v @ v [chPage v {hToos v~

[

% &0 | Philkealth Employer Portal

ONLINE SERVICES

Elechonic Premium Reporiing System
A & L ew

Employer Profile | [ Employees Management | | Employees Remittance Status | | Payment Posting | [ Transaction Monitoring

Employee Search
N
Middle Name

Lastiame First Name
X

Wen ¢ At s cotaves 1 Enpioyecs for st [ETPIOYe s for PhilHealth approval

”
i e [ T ';_IJ
ROXAS 07/11/1965 LJ oOle
o 512 e+ —{Delete profile

PIn
MACATANGAY cetso
KoKW o7/22/1576

1] oa0as0ass77s
2| 130812031803 |sanos [ o0y
2 Record/s Found View prof\le Edit pro

@ Locel intranet | Protected Mode: O

®100% ~

Figure 19 - Employees for Approval

The icons/buttons are across each name of employee (refer to Figure 19).

If the status is “approved” ("*-»_jl ), the profile can no longer be edited or
deleted — otherwise, an error message will be displayed.

L 4 View Employee Profile

Viewing of employee profile with a status of either Approved ("*-:j') or
Pending for Approval (&) are allowed. Please refer to Figure 20.
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i | Piteot Employer portol [} B v B v & - [ Rege v GToos - "
ONLINE SERVICES
Elechonic Premium Reporfing System
sz oW |
Employer Profile | | Employees | [Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring
Employee's Profile

040250389746

20000000000000010611

ABELLANOSA

VINCENT

TUTOR

10/29/1980
Done intranet | Protected Mode: Off ®100%

Figure 20 - Em;loyee Profile

> Edit Employee Profile +*

The page divides employee information between Static Information and
Other Information (please see Figure 21). The following fields can be edited
under Static Information:

= PIN
= Employee Name
o Last Name
o First Name
o Middle Name
= Sex
=  Birthday

While on the Other Information, the following are editable:

= CRN
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= Suffix (if any)

=  Mobile Number

=  Email Address

=  Date of Employment

& & - [ htotroniinesrst/portal employer/employerasp =[] x [ sotonicengiish cus -
% & | phitrctth Employer Portl [} B v B v @ v |2 Page v & Tools v~
ONLINE SERVICES
|
Elechonic Premium Reporiing System L
& L ew
Employer Profile | [ Employees | [ Employees Remit Status | [ Payment Posting | [ Transaction Monitoring L '
Edit Employee's Information

Edit Static Information & < I

PIN 040250495775

Last Name :  MACATANGAY

First Name CELSO Click here to edit

el o Static Information

Sex MALE

Birthday 7/11/1965

Edit Other Information & 1

cRN Click here to edit

Suffis &

o Other Information

Mobile Number

Email Address

Date of Employment:  7/8/2010
Done. @ Locel inranet | Protected Mode: Off R100% ~

Figure 21 - Edit Emp_loyee Information

The following steps ONLY apply to employees whose status is pending-for-
approval since those who are already approved by PhilHealth can no longer
be edited.

o An error message will be displayed when an attempt to edit a
confirmed (PHIC-Member-Status-Okay) employee is executed.

To access either of the two sub-modules (Static Information and/or Other
Information) please click on the & icon/button beside the text denoting the
sub-module itself (Please see Figure 21 — Edit Employee Information) for
further reference.
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) 51 i onincseiipons cpiyiemplserasp

@8 & | @ Philkealth Employer Portal [

ONLINE SERVICES \

Elechonic Premium Reporing System ‘

Employer Profile | | Employees | [ Employees Remittance Status | [ Payment Posting | | Transaction Monitoring | I

Edit Employee's Static Information

* Fields are Required

PIN * 040250495775
Last Name * MACATANGAY
First Name * CELSO

Middle Name ~ * ROXAS

sex * MALE

Birthday =l v 1 v 1ees @

@ Local intranet | Protected Mode: O Rioox -

Figure 22 - Edit Employ_ee Static Information
PROCEDURE

1. Click the & icon/button beside the Edit Static Information text
(refer to Figure 21).

2. The form opens and displays the static information of the
employee (refer to Figure 22).

3. Edit the fields that need editing.

4. Click the Submit button to save the changes.

Fields marked with asterisk (*) are required, and therefore should
4 not be left blank.

5. After saving the changes, click the tab page link, or you may hit the
Back button from your browser.
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¢ Edit Other Information

{6 Philkiealth Employer Portal - Windows Internet Explorer
& () - [ nttp/ronineinguiy/employer/employerssp [ 4] x ][ softor
¥% 4 | @ PhilHealth Employer Portal T B v B v & v [srage v GTools v
ONLINE SERVICES
Elechonic Piemium Reporiing System
& L e
Employer Profile | [ Employees Management | | Employees Remittance Status | | Payment Posting | [ Transaction Monitoring
Edit Employee's Other Information

* Fields are Required

RN

Suffix

Mobile Number

Email Address

Date of Employment * ul ~ 8 ~ 2010 8
/i Done € Local intranet | Protected Mode: Off ®100% ~

Figure 23 - Edit Employee Other Information
PROCEDURE

1. Click the & icon/button beside the Edit Other Information text
(refer to Figure 21).

2. The form opens and displays information for the employee (refer to
Figure 23).

3. Edit the fields that need editing.

4. Click the Submit button to save the changes.

Date of Employment is required, and therefore should not be left
4 blank.

5. After saving the changes, click the tab page link, or you may hit the
Back button from your browser.
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P Delete Employee Profile T

To delete an employee profile, click the ™ icon/button across the name of
the selected employee.

PROCEDURE

1. Click the T icon/button for to delete the employee profile (refer to
Figure 24).

/75 Phiticaith Employer Portal - Wi ———

ttp://onlineinquiry/employer/employer.asp

U8 &t | @ PhilHealth Employer Portal [ B v B v & v [ Rage v & Tools v
Elechonic Premium Reporing System
Employer Profile | | Employees | [ Emptoyees Remittance status | [ Payment Posting | [ Transaction Monitoring
Employee Search
P A
Last Name First Name Middle Nama
Q
Menu : Add New Employee | Employees for Approval |
> o

No. 0 LastName | Suffic | FirstName Widdle Name | Birthday | PHICStatus

1| 040250435775 |MACATANGA ceiso Roxas 077117198 Be
2| 130812031803 |SANTOS DKDI KDFKW 07/22/1976 <] Ole
3| osozsozas7as |ABELLANOSA Vincent TuToR 1072971380 Ble
4| osozsossaosz |AsELLERA RicHARD RiLLena 07107198 Ble
5| ososoziasais |AcosTA RoSEMARIE sanioa> tw/orrisTr Ble
6| 150000538654 |ADAWEY caTaLIvA B os/13/1985 Ble
7| 190892218008 |ADRIAS MIRASOL cLicio 0872671977 Ole
o[ 150008421114 [AcnAPAN Vit aavaona o7/03/1978 Ble
5| osozsooaszsa |ALacon AraAN amcurr 02/03/1980 Ble
10| osozsoasa0rs |ALieA oRDANNE wenooza 0771871581 Ble
11| os0zs0151170 |ANDAWT SALLY DAWN aoncos 037277198 Ble
12| 150001981572 |ANONGOS ez aanoonLL ou/21/1974 Ble
13| 04000018092 |ARANCA RommEL AmanGao 102211573 Ble
14| osozsozzaian |ATIOA GEmmA ANE Pucone 12071589 Ble
15| osozsozzaaia [smawa e PALANGDAD o1/07/1977 Ble
16| 040500573823 [BABKEG Romy SarAwIL 08/08/1583 Ole
17| oa02s0210384 [eAcAoISAN eeniano sortano o2/12/1971 Ble
18| os02s0215152 [eAcTINGA nesToR urRon 0372771980 Ble
15| os02s0389734 [eALem socem mosia 122971587 Ble
20| 040500088183 |BALLITOC AmAdo aaLiocan os/18/1988 Ble
21| _nanssna2122 [marirmoc ~arni 10V camirT 1202101872 ale 2

@ Localintranet Protcted Mode:OF R0~

Figure 24 — Select employee profile to delete and click the © icon/button

You will be prompted with a confirmation message. Click OK button to
#  confirm deletion of the employee profile, else, click Cancel. The
deletion process proceeds immediately once the OK button is clicked.
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EMPLOYEES REMITTANCE STATUS
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Employees Remittance Status Employees Remittance Status tab page

/75 Phiticaith Employer Portal m——

hitp://onlineinquiry/employer/employer.asp.

W% & | @ PhiHeslth Employer Portal [ 0 v B) - @ v rPage v (Tooks v
Elechonic Premium Reporfing System
Employer Profile | | Employees | [ Employees Remittance status | [ Payment Posting | [ Transaction Menitoring
List Separated employees Employee Search
Q
st ame iddie Name
Q
Fitar by: Active s Earmings separated a1 4= LISt All employees
> »
Covtwame [Suffie | Fsthame | WiddieName | Birthiny | tatus | Wonthy Selary Bracket
4 1| 040250389746 |ABELLANOSA VINCENT TUTOR. 10/29/1980 A 6,000.00 - 6,999.99
£ | 2| 040250663082 |ABELLERA RICHARD RILLERA 05/10/1983 A 17,000.00 - 17,999.99
- 4 3| 080502149413 |ACOSTA ROSEMARIE SANIDAD 11/07/1977 A 22,000.00 - 22,999.99
Remittance £+ svovosasess |ronwer caraLina c oorisioss | A | 22,000.00- 22,599:59
4 5| 190892218009 |ADRIAS MIRASOL ELIGIO 08/26/1977 A 23,000.00 - 23,999.99
2] o[ isovesziiie |acuaran i savaoma oriosiors | A | 1900000~ 19,5959
4 7| 040250034262 |ALAGON MARAH BINGUIT 02/03/1980 A 13,000.00 - 13,999.99
4 8| 040250384078 | ALIBA JORDANNE MENDOZA 07/16/1981 A 11,000.00 - 11,999.99
4 9| 040250151170 |AnDAWI SALLY DAWN ANONGOS 03/27/1963 A 21,000.00 - 21,999.99
S | & | 10| 190001981572 |ANONGOS LEIZLE BANDONILL 01/21/1974 A 15,000.00 - 19,999.93
elect AR T RommeL worzansrs | a | 2200000223999
employee to P £ | 12| 040250222140 |ATIOAN GEMMA ANNE PUGONG 11/28/1969 A 22,000.00 - 22,999.99
P 2| 13| 040250222213 [BAAWA JEAN PALANGDAC 01/07/1977 A 22,000.00 - 22,999.99
edit remittance e | cssosrsses |saeces romy cerosrisss | A | so0000- seaeenss
d | k th £ | 15| 040250210584 |BAGACISAN BENIGHO. SORIANO 02/12/1971 A 22,000.00 - 22,999.93
and ClICK TNIS 4 71 osoasozssise |sacincan NesToR iTRON os/271580 | A 17,000.00 - 17,999.99
\Con/button &£ | 17| 040250389754 |BALEIN JOCELYN INOPIA 12/29/1967 A 21,000.00 - 21,999.99
P2 BALLITOC AwADO BALLOGAN os/is/ises | A 23,000.00 - 23,595.95
£] 5| owcasoazain [saniroc canoL o7 o e | & | 1600000 1639998
&£ | 20| 190002847543 |BALMACEDA MA. WILMA SECILLANO 12/03/1971 A 22,000.00 - 22,999.99 =
@ Local intranet | Protected Mode: OFf R100% ~

Figure 25 - Employees Remittance Status tab page

The sub-modules available on the Employees Remittance Status tab page
are the following:

P Employee Search (by PIN, or Employee Name)
P Edit Employee Status

For the listing filtered by criteria, the following are available:

View Active Employees

View Employees with No Earnings
View Separated Employees

View All Employees

YV VY
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P Employee Search

Employee Search sub-module is the same as discussed in Employees
Management tab page. Please refer to pages 28-31, Employee Search sub-
module.

> Edit Employee Status

Edit Employee Status sub-module allows editing of employee’s employment
status, salary bracket, date separated (if applicable) and date when the
member has no earnings. It can be invoked by clicking on the &
icon/button beside the name of employee (refer to Figure 26).

(& Philkealth Employer Portal - Windows Internet Explorer

QU [e e e e e -[a]x][

% 4 | @ PhilHealth Employer Portal = B v B v @ v |2 page v & Todls v

ONLINE SERVICES

I

Elechonic Piemium Reporiing System
s G ew

Employer Profile | | Employees | [ Employees Remit Status | | Payment Posting | [ Transaction Monitoring | '

Employee Search

Click this icon/b = |
ick this icon/button ‘
.
Filter by: Active No Eamnings Separated All
L ]

@ Locel intrane [ Protcted Mode: OF o0 -

Fi i‘g;re 26 — Click the icon to edit employment status

After clicking the & icon/button beside the name of employee, the edit
form opens. From here, you can set the changes to be done to the
employee, pertaining to his employment status (see Figure 31).
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Regardless of the listing you are in (e.g. Active, No Earnings,

Separated or All), when you click the & icon/button beside the name

of employee, the form for editing the employment status will be
available (see Figure 27).

78 PhilHealth Employer Po
SO 1/portal_employer/employer.asp
% e [ Phitclth Employer Portal T v B v @ v 2 Page v & Taok =
Elechonic Premium Reporing System
a5 e
Employer Profile | | Employees | [ employees Remittance Status | [ Payment Posting | [ Transaction Monitoring | -
Employee Profile

PIN + 040250034263

LastName  : ALAGON

Suffix

First Name  : MARAH

Middle Name  : BINGUIT

Birthday : 02/03/1980

Sex F

N

sss

Gsis

RN

Employment Status : B
Salary Bracket :  =>13,000.00-13.99999 ~

Done € Local intranet | Protected Mode: Off H10% v

Figure 27 — The edit employment status page

The following changes concerning an employee’s employment status can be
done:

L Change Salary Bracket
P Change Employment Status
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«* Change Salary Bracket

PROCEDURE

1. Select the employee to change salary bracket and click the &
beside employee’s name (see Figure 25).

2. After the edit employment status page opens (see Figure 27), click
on the Salary Bracket listbox and select the new salary bracket for
employee (see Figure 28)

3. Click Submit to save changes.

4. The change will take effect immediately, and returns back to the
listing of employees.

/5 Philkcalth Employer Portal - Windows ntemet Explorer

(R = it/ /oniinesvrst portal_employer/employer.asp
% 4 | @ philHealth Employer Portal | %) v B) - @ v :Page v () Tools v
Employer Profile | | Employees | [ Employees Remittance status | | Payment Posting | [ Transaction Monitoring |

Employee Profile

o : 040250389746
Last Name  : ABELLANOSA

Suffix

FistName  : VINGENT

Middle Name : TUTOR

Birthday : 10/29/1980 =
Sex i

™ : —

sss : Make sure that the "Active” value

o is selected for Employment Status

Employment Status :| Active - Id—’

Salary Bracket 1 =>6000.00-6.99999 ~

9.000.00-9.999.99
10,000.00 - 10.999.99
11,000.00- 11.999.99
12,000.00 - 12.999.99
13,000.00- 13.999.99
Select the new salary bracket | |io000- 1450350
- 15,000.00 - 15.999.99
from the drop-down listbox | |1600000- 1698939
17.000.00- 17.999.99
for employee 1800000- 1899999
19,000.00 - 19.999.99
120.000.00 - 20.999.99

124.000.00 - 24.999.99

125,000.00- 25.999.99

126,000.00 - 26.999.99

127.000.00-27.999.99 4
000.00-23999.99

Done |29.000.00- 2999999 | G Local ntranet | Protected Mode: Off w100% ~

Figure 28 — Select the values for Employment Status and Salary Bracket
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+* Change Employment Status

PROCEDURE

1. Select the employee to change employment status and click the &
beside employee’s name (see Figure 25).

2. Click on the Employment Status listbox and select the new status
for the employee (see Figure 29).

If employment status changes from “Active” to “No Earnings”
o or “Separated”, the Salary Bracket drop-down list box will be
substituted by “Effectivity Date” .

/2 Philkealth Employer Portal - Wi

5. o

W <t | @ PhilHealth Employer Portal o 5 v B - # v [ Page v {Tools v

ONLINE SERVICES

Elechonic Premium Reporfing System

L ew

Employer Profile | | Employees | [ Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring

Employee Profile
PIN : 040250389746
Last Name  : ABELLANOSA
Suffix
First Name  : VINCENT
Middle Name : TUTOR
Birthday + 10/29/1980
Sex M
TN :
sss
GSIS
CRN

Select either "No Earnings" or
"Separated" from Employment
Status dropdown listbox

Employment Status : J—

Effectivity Date : 07142010 Sy

Then enter Effectivity Date
on the textbox provided

o @ Localnranet Protected Mode: OFF R0~

Figure 29 — Select the values for Employment Status and Salary Bracket
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When date picker icon is
# clicked (on this screenshot),

Employment Status : No Eamings +

. . Effetivity Date : x|
the caIe‘ndar gets actlvatfad. It is an CKNE-TTH S—
alternative way of supplying dateon L, éfn M:
the textbox. o =

The Effectivity Date textbox (together with the date picker icon El)
# only gets activated if the employee’s Employment Status is changed
from “Active” to either “No Earnings” or “Separated”. Please refer to
figures 30 and 31.

o e |8 Phiticath Employer Portal [} B v B v @ v |2 Page v & Tools v~
ONLINE SERVICES
Elechonic Premium Reporing System L
s G ew
Employer Profile | | Employees Management | | Employees Remittance Status | | Payment Posting | [ Transaction Monitoring )
Employee Profile
o : 040250034263
Last Name : ALAGON
Suffix
First Name - MARAH
Middle Name : BINGUIT
Birthday : 02/03/1980
P T
™ ;
sss ] If Employment Status = Active,
= Salary Bracket listbox is activated
Employment Status : —
s G Localintranet | Protected Mode: Off ®100% ~

Figure 30 — Effectivity Date not active, since Employment Status is “Active”
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W < | philHealth Employer Portal ) B B v @ v [ Pagev ooy

ONLINE SERVICES

Elechonic Premium Reporfing System
NN

Employer Profile | | Employees | [ Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring

Employee Profile

o : 040250389746
Last Name  : ABELLANOSA

Suffix

FistName  : VINGENT

Middle Name : TUTOR

Birthday : 10/29/1980 _ “ . o

sex M Select either "No Earnings" or
TIN " u

e Separated” from Employment
Gsis Status dropdown listbox

-

Employment status : [TIZTIE ~ €

Effectivity Date : Juc] Da—

\J

activated when Employment

The Effectivity Date gets
Status is not equal to "Active”

@ Localntranet Protcted Mode: OFF R0~

Figure 31 — Effectivity Date active - “No Earnings” was selected for Employment Status

[

An error message will be displayed if a future date will be entered
as “Effectivity Date”.

To cancel the changes or to restore the original values on the
o+ textboxes, click the Reset button. Note however that if the Submit
button was clicked, the value is already saved, and old values must be re-
encoded to revert back the original values.
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> View “Active” Employees

The default page for Employees Remittance Status is the list showing
employees with Active status denoted by an “A” on the Status column (refer
to Figure 25 for the link to click). Other information available are:

= PIN
=  Employee Name
o Last Name
o Suffix (if any)
o First Name
o Middle Name
=  Birthday
= Status (A)
=  Monthly Salary Bracket

e

age v {3 Teols v

% & | @ PhilHealth Employer Portal [

ONLINE SERVICES

Elechonic Premium Reporfing System

Employer Profile | | Employees | [ Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring
Employee Search
P
Last Name Fist Name Midale Name
Filter by: Active No Eamings Separated All
L

wo. v LastName | Suffix | FirstName Middie Name | Birthday | Status | Monthly Salary Bracket
2| 1| osozsozssras |AmeLLAnOSA vincent TuTor wo/25/19%0 | A 5,000.00 - 6,595.95
£| 2| osozsoseavez |AeLiena RicHARD RiLLERA os/i0/is83 | A 17.000.00 - 17,595.55
2| 3| ososozraseis |acosta RosEMARIE SANIDAD worerr | A 22,000.00 - 22,995.95
£| 4| 150000936654 |ADAWEY CaTALINA < os/i5/1563 | A 23,000.00 - 23,999.99
&| 5| 1s0ss2215005 |aRIAS MiRASOL ecio os/ze/1977 | A 23,000.00 - 23,999.99
£| 5| 150008421114 |AGuaPAN iwa aavaONA orjoaisra | A 19,000.00 - 19,999.99
2| 7| 00230034263 |ALacon ARAH emaurr o2/03/1580 | A 13,000.00 - 13,999.99
£| 5| osozsoasaora |Autes oRDAMNE ENDoZA o7/te/iser | A 11,000.00 - 11,999.99
£| 5| os0zsosii70 |Anpawt SALLY DAWN onGos oa/z7/ises | A 21,000.00 - 21,999.99
£| 10| 150001981572 |Anoncos a7 sAnDOMILL ovzi/iera | A 19,000.00 - 19,999.99
2| 11| os0000186092 |Aranca RoMMEL AmanGAO w2973 | A 22,000.00 - 22,999.99
£| 12| osozsozzzis0 |amioan GEna A PuGoNG 1wzs/ises | A 22,000.00 - 22,999.99
2| 13| os0zs0222213 |manwa sean PALANGDAD ovorisrr | A 22,000.00 - 22,995.95
£| 14] 00500373823 |paekea Romy saFAwIL osjos/isea | A 30,000.00 - 399,999.99
2| 15| osozsoziossa |eaaoisan semano soRiAND oxziies | A 22,000.00 - 22,999.99
£| 15| os0230215152 |mAcTiNGAN nesTOR wrTRoN os/27/1s80 | A 17,000.00 - 17,999.99
2| 17| 00250385754 |eaLem socem mopiA s22s/1967 | A 21,000.00 - 21,9999
| 15| os0s0008s163 |eaLrToc ) eALoGAN oc/te/1568 | A 23,000.00 - 23,999.99
£ | 13| 040250222132 |BALLITOC caroL 10v caRLIT 12/31/1973 A 16,000.00 - 16,999.99
£ 20| 150002847543 |BALMACEDA WA, Wit seciLLao 2031971 | A 22,000.00 - 22,995.95 o

Q. Lol mranet | Protected Mode: Off w100% -

Figure 32 - Active employees list
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>

View “No Earnings” Employees

Similar to the listing for Active employees is the list of employees with No
Earnings (refer to Figure 33 for the sample list). The difference is that
instead of monthly salary bracket, Effectivity Date is shown on the list.
Details include:

PIN
Employee Name
o Last Name
o Suffix (if any)
o First Name
o Middle Name
Birthday
Status (NE)
Effectivity Date

T | @ PhilHealth Employer Purlal

ONLINE SERVICES

Elechonic Premium Reporfing System

s & @ W
Employer Profile | | Employees Management | | Employees Remittance Status | [ Payment Posting | [ Transaction Monitoring
Fmployes Search
A
,,,,,,,,,,,,, i
i
Fiter by: Active No Eamings Scparated Al
= outbc | FirotMame | middleome | Bithday | stotus | Effectvity Date
V3 DLV il o 126/ /17
e
Number of records
@ Local intranct | Protected Mode: OfF H100% -

Figure 33 - No Earnings list of employees
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P View “Separated” Employees

Similar to the listing for No Earnings employees is the list of Separated
employees (refer to Figure 34 for the sample list). The difference is that
instead of effectivity date, Date Separated is shown on the list. Details

Last Name
Suffix (if any)
First Name
Middle Name

include:
= PIN
=  Employee Name
o
=  Birthday

=  Date Separated

ONLINE SERVICES

Elechonic Premium Reporing System

Employer Profile | | Employees | [ Employees Remittance status | | Payment Posting | [ Transaction Monitoring

Employee Search

Last Name First Name Middls Name

Filler by: Aclive No Esinings Separated All

<—‘

(Number of records for Separated)

@ Local mtranet | Protected Mode: Ut R0 -

Figure 34 — Separated list of employees
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o View “All” Employees

The All listing of employees displays the following information:

= PIN
=  Employee Name
o Last Name
o Suffix (if any)
o First Name
o Middle Name
=  Birthday
= Status (A, S, NE)
=  Monthly Salary Bracket

Please refer to figure below for the sample listing of All employees.

forer’

()~ | &) https/oniinesvr1/portal employer/employeras [ 42 | X || Softo
) P o ployer/employer.asp

W & [@vmmea\m Employer Portal [7‘ M v B v @ v [ Page v (FToos v

ONLINE SERVICES

I

Elechonic Premium Reporfing System
anTE CoRpUZ PN )

Employer Profile | [ Employees | [ Employees Remit Status | [ Payment Posting | [ Transaction Monitoring
Employee Search
o Q
Lot e it lame Wil ame
.
Filter by: Active No Earmnings Separated All
L Al
e Costame [ suffi | Fusthame | Wddianame | Bithday | Status | Monthy salary racket
£ | 101| 190000937170 |VALENCIA GRACE MARIE ZANDUETA 07/30/1964 A 25,000.00 - 25,999.99
& | 102| 150001981424 |VIDUYA JOEFFREY LLOREN 11/26/1969 NE 0.00 - 0.00
£ | 103| 040000028825 | VILLAMAR IMELDA CRISTETA DULATRE 10/27/1965 A 27,000.00 - 27,999.93
& | 104| 040250538539 |VIRAY INGRID VILLANUEVA 11/20/1962 A 17,000.00 - 17,999.99
£ | 105| 040250039036 |WAKIT WILLEY. MABITO 01/25/1975 A 29,000.00 - 29,999.99
£ | 106| 130000937353 |WAYAN MILDRED ALICE 03/24/1967 3 0.00 - 0.00
“ o«
e+
[Number of records found for "All Ilstlng]
b @ Localintranet | Protected Mode: Off ®100% ~

Figure 35 — All list of employees
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PAYMENT POSTING
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| Payment Posting Payment Posting tab page

This section is for Payment Posting module/tab page (refer to Figure
4 36).

75 Phitcaith Employer Por P ————

S - =

portal_employer/employer.asp ~ |4 | x | softonic_tngish Customizea web se £ +

% &t | prilkeath Employer Portal \7\ % v B - & v [ page v { Tools v

ONLINE SERVICES

Elechonic Premium Reporfing System

Payment Posting tabpage I

Employer Profile | | Employees | | Employees Remittance Status ||| Payment Posting |[| Transaction Monitoring |

Member Status oo Eptorens | Tomies f crand Tl sopicasie o [ = (Premium Payment Slip

Bracket Code | | 108 [ 64,150.00

Personal Share
Employer Share o L s [ CoHEs

POR Posting /

Total 040250663082 | ABELLERA. RICHARD RILLERA A E
Contribution t3o00c3ssE5A |RoRWEY Gt c o
sxczsoisiire (oA ET TR A
saca00573825 saekes o E A
sicasoasaiss (samoc canoLiov coaur Ao

e @ Localintranet [ Protected Mode: Off S100%

Figure 36 - Premium Payment Slip

The following are the available sub-modules:

o Editing of Applicable Period
L Generation of PhilHealth Premium Payment Slip
P POR Posting and Validation
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> Edit Applicable Period s

This module allows to set the Applicable Period (Applicable Month and Year)
of the remittance report.

8 Philtcalth Employer Portl - Windows Internet Explorer

& ) - [ hprro

/portal_employer/employer.asp

File Edit View Favorites Tools Help
Y6 @t | @ hilkealth Employer Portal ) B v B v @ v [page G Tools v
ONLINE SERVICES
Elechonic Premium Reporing System
s G ew
Employer Profile | | Employees | [ employees Remi Status | [ Payment Posting | | Transaction Monitoring |
Edit Applicable Period
Month]] [ \Year
=>JULY v =2010 ~
Submit Reset

Done € Local intranet | Protected Mode: Off ®100% ~

Figure 37 — Edit App_licable Period module

PROCEDURE

1. Click the & icon/button to open the form for editing the
Applicable Period.

2. Select the value for Month from the drop-down list box (please see
Figure 38)

3. Select the value for Year from the drop-down list box (please see
Figure 39)

4. Click Submit to save the new Applicable Period.
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Philtealth Employer Portal - Windows Inernet Explorer [
& () - [ ) htoroninesr/portl_employer/empleyerasp v[ s ] x |[[ a0L Search R
03 aoLh A Google 8| search| ¢ ([} Towlcare ([ shop | EB mal - AL AM v [ News [ [#] ©sann
Yo e |8 Phiticath Employer Portal = B v B v & v [2bage v & Tools v 7
Employer Profile | [ Employees | [ Employees Remittance Status | [ Payment Posting | | Transaction Monitoring | =
Edit Applicable Period
July ¥ 2010 ¥
=>JUNE
January
February
March
Select Month o
It M:
from the listbox posd
August
September
October -
December & Local intranet | Protected Mode: Off ®100% ~

Figure 38 - Edit Applicable Period (Month)

(& Philkealth Employer Portal - Windows Internet Explorer =l E
ORETTR i oineorilooralErpieyeempeyeass « 69| |[softonic gt Cusamzea web e B <]
5 | Phitbeath Employer Portal = B v B - B - [ Bege~ (Tools~
ONLINE SERVICES
|| Elechonic Premium Repofiing System
I Welcor RENAI uz
I a8
Employer Profile | | Employees | [ employees Remi status | [ Payment Posting | [ Transaction Monitoring |
Edit Applicable Period
=>JULY -
Select Year from
the listbox.
o @ Local intranet | Protected Mode: OFf w100%

Figure 39 - Edit Applicable Period (Year)

q The values that were set will be reflected in the summary of
@ PhilHealth Premium Payment table, as well as in the POR posting

form (please see Figures 40 & 41).
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CrRS

(@ PhilHealth Employer Portal - Windows Inemet Bxplorer h [ESEEN)
& () - [2) htoironiinesrsl/portsl employer/employerasp <[ 43] x| Softonic English Customized Web 52+
5 | Phitbath Employer Portal = f v B - B - [ Bege v (Tools»

ONLINE SERVICES H

Elechonic Piemium Reporing System

Walcome TABERDO, RENANTE CORPUZ

[ Employer profile | | Employees | [ Employees Remi Status | [ Payment Posting | [ Transaction Monitoring |
— ‘Summary of PhilHealth Premium Payment
Premium Payment RO uUY (T o s
Summary - [ - 63,450.00 A Applicable
MS=Member Status | BC=Bracket Code | PS=Personal Share | ES=Employer Share | TC=Total tribution Month after
—— | the change

pIn [ LastName |  Fistame | middiename |mslsc| ps | e | 1c done.

040250385746 |ABELLANGSA [ VINCENT [tuTor [ve[ o[ o000 o0 o000

040250663082 |ABELLERA [RicHarD [Ritiera [ 3] 7500 75.00] 150.00

nnnsAncanain | Py camrnan e 3 mcanl  weoan I cenoan =

= G Localintranet | Protected Mode: Off ®100%

Figure 40 - Applicable Period as reflected after the change

lth Employer Portal -

jorer 2 | B )
@Ov 2] hitp://onlinesvr&l /portal_employer/employer.asp ~[ s [ [ softonic English Customized Web se & ~

Yo 40| Phiticatth Employer Portal = A8 age ~ (G Taoks v 7

ONLINE SERVICES

Wadnesday, July 28,

Elechonic Premium Reporing System

Walcome TABERDO, RENANTE CORPUZ

|=

@
©
*

mployer Profile | | Employees Management | [ Employees Remittance Status | [ Payment ing | | Transaction Monitoring
Employer Profile | [ Empl [ it | [ Empl Remittance Status | [ Pe it Posting | [ Transaction Monitori

PhilHealth Official Receipt Posting

_ Enter POR Number

FOR Date
28 v 2010 @

Online Tnformation .
Premium Payable = 63,450.00 Change in
Applicable Month > | Juty 2010 4= "Applicable Month"
Torst oy o Koo 5 105 reflected

Done

€ Local intranet | Protected Mode: Off ®100% ~

Figure 41 - Applicable Period as reflected after the change
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L 4 Preview PhilHealth Premium Payment Slip ¥ :

This module allows generation of PhilHealth Premium Payment Slip. The
following are the information:

= Date Generated

= PEN

=  Business/Agency Name
=  Employer Type

=  Applicable Month

=  Total Personal Share

=  Total Employer Share

=  Total Amount Payable

To generate the PhilHealth Premium Payment Slip, click the - icon/button
(see Figure 36). It is available for printing or for saving to the local hard disk.

Please see image below.

rial_employ 2
| &) nttpy/onlinesv/portl employer/fpcf/order_paysip.asp A
o e | mapjonineswporal employer/pc/order pay... | | e e b
BFEa vy ool D0 eo-eo-FR([ONREER -FHB-e©-~-0-
—— -
I Click to print the report @
- PHILIPPINE
¥ Click to save to your hard drive) HEALTH 7
INSURANCE
PHILHEALTH PREMIUM PAYMENT SLIP CORPORATION
Date Generated : 07/30/2010 11:23:30
PEN : 004000003809
Business/Agency Name : PHILIPPINE HEALTH INSURANCE CORPORATION-CAR
Employer Type: Government
Applicable Month : JULY 2010
Total Personal Share : 31,775.00
Total Employer Share : 31,775.00
Total Amount Payable : 63,550.00
14 4 1ot - b bi|l© ©[1esex - []= H File: order_payslipl1]pdf (8.2
Unknown Zone | Protected Mode: OFf

Figure 42 - Premium Payment Slip
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PROCEDURE

1. From the Payment Posting tab page, click the

.

icon/button (see

Figure 36).
2. Anew window opens, where a preview of the report is displayed.
The screenshot (see Figure 42) shows the Premium Payment Slip.
3. To print the report, click on the printer icon (see Figure 42).
4. To save the report to the hard drive, click the floppy disk button
(see Figure 42).
& save Az (===
Savein: [ Deskiop - @f -
- Name Size Type Date modified -
RE(E';/F;MES pT‘ Crisostomo I, Ignacio G.
Y
If you want.to save the | . =
4 report, a dialogue box o
opens after clicking the Save T A o
button Il on the report (see Cq;;f;gg"‘l LaH netuore
. . -
Fl'gure 42) - you can define a A || (Supply fiename here
different filename for the Conccil N 5
report you are saving. g o =< - ==
Save What: Document and Annotations -

>

PhilHealth Official Receipt Posting

¢
o

Click the % icon/button to activate the PhilHealth Official Receipt Posting

module (please refer to Figure 36).
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& Philliath Employer Porta - Windows Internet Explorer

9 )~ [ &) nt//onlinesvrs1/portal employer/employerasp ~ | #9 | X || Softonic English Customize
Y

% 4 | PhilHealth Employer Portal T B v B v & v [ Page v (G Tools v

ONLINE SERVICES
Elechonic Premium Reporing System

s L ew

Employer Profile | | Employees | [ Employees Remittance Status | | Payment Posting | [ Transaction Monitoring |

PhilHealth Official Receipt Posting Enter POR Number

T
Enter POR Date

Online Infc
premium payable ::mmmssﬂso.m) <« Premium Payable
Applicable Month = maY 2010, "W | Applicable Month
Total No. of Employees => 105 <-|_ Total Number of
Employees

@ Local intranet [ Protected Mode: Of o0 -

Figure 43 — PhilHealth O}ficial Receipt Posting page

PROCEDURE

1. Enter the POR Number (please refer to the validated PhilHealth
Official Receipt). Refer to Figure 43 for the screenshot.

2. Fill up POR Date (please refer to the date of transaction in the
validated PhilHealth Official Receipt).

3. Check the other information available (Premium Payable,
Applicable Month and Total Number of Employees) if it match with
the information indicated in the validated POR.

4. Click Submit button to post the POR.

The system validates the information supplied for POR Number and
¥ POR Date and returns an error when one is found when the Submit
button is clicked by the user. For error notifications, please see Annex
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TRANSACTION MONITORING
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| Transaction Monitoring Transaction Monitoring tab page

> Online Posting Transaction History

The Transaction Monitoring tab page can be used to monitor validated and
posted PORs. All PORs posted can be viewed from this page together with
the status of posting and date when it was posted. The following are
viewable from the display:

=  Transaction Date
=  POR

=  POR Date

=  Month Covered
=  Total Employees
=  Total Amount

= Status Report

= Date Posted

{€ Philiiealth Employer Portal - Windows Internet Explorer

G- e it foninesrSfportalemploye/empleyerazp <[4 [ % | Softonic £nglsh C:

e 4 | @ PhilHeslth Employer Portal ] B v B v & v [page Toos v

ONLINE SERVICES

Elechonic Premium Reporing System

(Transaction Monitoring tabpage]_§ ceaew

Employer Profile | | Employees || Employees Remittance Status | [ Payment Posting ||| Transaction Monitoring ||

Oniine Posting Transaction History

Transaction Date | _POR PORDate | Month Covered Date Posted
07/16/2010 _[s8810051]  7/8/2010 062010 108 64,575.00 | Received

Records 1 to 1 of 1 Transaction/s

(Click to preview Employer Remittance Report ]

o= @ Locslintrane [ Protected Mode: OF R0 -

Figure 44 - Transacti;n Monitoring tab page
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> Electronic Employer Remittance Report

From the screen (see Figure 44), the user can click on a particular POR
number to display the Employer’s Remittance Report.

PROCEDURE

1. From the Transaction Monitoring tab page, click the POR number

on the list to display the report (please see Figure 44).

2. A new window opens, where a preview of the report is displayed.
The screenshot below shows the employer’s remittance report.

Interet Explorer

Click to print the report PHILIPPINE HEALTH INSURANGE CORPORATION
v, philheaith. gov.ph
(Ciiok to save to your hard drive] e ——
Date/Time Generated 0712972010 08:52:29
Received 07B2010 10:23:35
. Report Type Reguiar
EMPLOYER'S REMITTANCE REPORT
PhilHealth Number : 004000003809
Employer Name :  PHILIPPINE HEALTH INSURANCE CORPORATION-CAR
Employer Address : 4F SSS BLDG HARRISON-CLAUDIO CARANTES BAGUIO CITY BENGUET
Employer TIN 003505401006
Employer Type:  Government
o Priltealth No. Sumame Guen Name Hiddle Nerme Jpolicatie Period | Eracket | __PS &s Satus | Remarks
020250389746 | ABELLANOSA VINGENT TUTOR 062010 o 5750 w750 [A
2 0:0250563082__| ABELLERA RICHARD RLLERA 062010 E 21250 21250 [A
5 080502149419 | ACOSTA ROSEMARIE SANIDAD 062010 i 27500 27500 [A
0 190000936654 | ADAWEY GATALINA c 062010 K 2750 25750 [A
5 190892216009 | ADRIAS WIRASOL ELIGIO 062010 K %750 %750 [A
5 90008421114 __| AGNAPAN VILWA BAYAONA 062010 G 25750 25750 [A
7 020250034263 | ALAGON VARAR BINGUIT 062010 x 6250 w250 |A
5 020250384078 __| ALIBA JORDANNE VENDOZA 062010 5 3750 780 |A
o 020250157170 __| ANDAWI SALLY DAWN ANONGOS 062010 i 26250 2250 [A
o 90001961572 | ANONGOS TEzLE BANDONILL %2010 G 25750 25750 [A
040000186082 | ARANGA ROMMEL ANMANGAQ 062010 i 275,00 27500 [A
2 020250222140 __| ATIOAN GEMIMA ANNE PUGONG 062010 i 27500 27500 [A
5 00250222213 | BAAWA JEAN PALANGDAO 062010 1 27500 27500 [A
I BABKEG ROMY SAFAWIL %2010 3 7500 7500 [A
s 020250210584 __| BAGAOISAN BENGNO SORIAND 062010 i 27500 27500 [A
5 0:0250215152__| BAGTINGAN NESTOR NITRON 062010 E 21250 21250 [A
7 020250389754 __| BALBIN JOCELYN INOPIA 062010 i %250 %250 [A
5 020500086163 | BALLITOC [AMADD BALLOGAN, 062010 K 2750 25750 [A
g 0250222152 | BALLITOG GARGL 1Y CARLIT 062010 o 20000 20000 [A
20 190002647543 BALMACEDA. WA WILWA SECLLANG 062010 i 27500 27500 [A
21 020250034360 |BELLO NOELLE i 26250 2250 [A
5| oswe |wmam Seiesn| Clck to cycle through the pages |22 1o
23 040000260799 | BIMUYAG rRevao | | ocoman |IE 2 J 27500 27500 |A
e SHINGRACE] [romas oz T 30000 | %0000 [A a
g 4 1ot - b bY@ noer% - = File: erfl-mm-yy[L].pdf [116¢

Unknown Zone | Protected Mode: Off

Figure 45 - Electronic Employer Remittance report

3. To print the report, click on the printer icon (see Figure 45).
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4. To save the report to your hard drive, click the i button (see

Figure 45).
& Save As (=%
Savein: [ Deskiop - 022 E
o Name Size Type Date modified =
If you want to save the ST [ ——— ‘
report, a dialogue box ) e ‘
opens after clicking the Desiop n
save icon/button on the R

report (see Figure 45) —you || “eemer 5. e

can define a different & (Supply filename here
I

. omputer § -
filename for the report you comeet -
- File name: SO <= - Save
are saving. R 5 [

SaveWhat: Documentand Annotations  «
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ANNEX A — ERRORS AND ACTIONS

Module Error Notification Reason / Possible Action

Windows Internet Bxplorer  EES

User Settings -> Reset

The Submit button was clicked without
Password I, Pessword is Required!

supplying a password. Enter values for for
”New Password" and ”Re-Type New
Password” before clicking Submit button.

Windows Internet Explorer [
The values entered for “New Password“
User Settings -> Reset 1, Passwords donot match! and "Re-Type New Password" did not
Password match. Enter matching values for the new

password.
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Employee Management )
-> Add New Employee B, Valid PINis12 digits, please veriy your input The PIN should be a valid 12-character

. numeric input. Correct the error and
resubmit.

Employee Management Al 5212 Bracketis Required! Select a value from the drop-down list
-> Add New Employee provided on the form then re-submit.

Employee Management i Lot MName s Required: Supply last name for employee before
-> Add New Employee hitting submit button.
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Employee Management
->Add New Employee

Message from web

I, First Nameis Required!

Supply first name for employee before
hitting submit button.

Employee Management
->Add New Employee

' \ Middle Name is Required!

Supply middle name of employee before
hitting submit button.

Employee Management
-> Add New Employee

! ,  Genderis Required!

Select from values listed (Male/Female)
before hitting submit button.
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Employee Management
-> Add New Employee

Make sure that the date being entered is
not greater than the current date. Re-enter
date and click Submit.

Employee Management
-> Add New Employee

I h Advanced Date of Employment not Allowed!

Make sure that the date being entered is
not greater than the current date. Re-enter
date and click Submit.

Employee Management
-> Edit basic information

Message from web;

Edit and Deletion not permitted, employee already confirmed by
24 PhilHealth
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Employee Management
-> Delete employee
information

Message from webj

Edit and Deletion not permitted, employee already confirmed by
24\ PhilHeslth

Employees Reporting
Status -> Edit
Employment Status

l h Advanced Date of No Earnings not Allowed!

Effectivity Date must be within the
applicable period of the report.

Employees Reporting
Status -> Edit
Employment Status

l h Advanced Date of Termination not Allowed!

Effectivity Date should accept previous
date, and/or date must be within the
Applicable period of the report
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