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1.0 PURPOSE:

This policy is a set of logical steps on issuing the PhilGEPS Certificate of Registration to PhilGEPS
registered merchants. Under the workflow in the issuance of the PhilGEPS Certificate of
Registration, an employee will be guided on the steps to be taken when there is a request from a
merchant for a PhilGEPS Certificate of Registration.

2.0 SCOPE:

The provisions of this procedure apply to the Marketing Division (MD) and concerned employees.

3.0 RESPONSIBILITIES:

The staff of Marketing Division is responsible for implementing and updating the procedures of this

Policy.

4.0 GENERAL GUIDELINES:

PROCEDURES RESPONSIBLE TURN AROUND
PERSON TIME
4.1.Take the telephone call (if applicable)
Project
e Refer to the desk job procedures 4.1 to 4.4 on | Management
Taking Telephone Calls for the process. Officer (PMO)
4.2 Verification of Registration Membership
Project
4.2.1. Access the PhilGEPS User Guide Manual Management
Officer (PMO)
1. Goto “Computer” folder
2. Click “MD” Fileserver
3. Open “PhilGEPS User Guide Manual”
4. Go to www.philgeps.gov.ph
5. Click “Log-in” link and enter assigned User ID
and password
6. Click “Log-in”
7. Verify the registration membership type of the
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client by following the procedures in Section
21 of the PhilGEPS User Guide Manual
4.3 How to Register in PhilGEPS Project

Management
4.3.1 Request Received Through Phone Officer (PMO)

4.3.1.1 Access the PhilGEPS User Guide

Manual

1.
2.
3.

4.3.1.2 Dictate the procedure following the

4.3.2Request Received Through Email

43.2.1
1.
2.
3.

4.3.2.2

43.2.3

4324

4.3.2.5

433

43.3.1

Go to “Computer” folder
Click “mMD”
Open “PhilGEPS User Guide Manual”

steps stated in Section 2.1 of the
PhilGEPS User Guide Manual

Access the PhilGEPS User Guide Manual
Go to “Computer” folder

Click “MD”

Open “PhilGEPS User Guide Manual”

Click “Reply” button in the opened email
message.

Copy the steps on how to register as
stated in Section 2.1 of the PhilGEPS User
Guide Manual.

Paste it in the body of the email.

Click “Send” button

Walk-In

Get a hard copy of the Supplier




FRONTLINE SERVICE ANNEX 6
P 30f 10
ISSUANCE OF PHILGEPS CERTIFICATE OF peMSP-006
REGISTRATION
(CUSTOMER SERVICE — MARKETING DIVISION)
Registration Form from the front desk.
4.3.3.2 Instruct merchant to accomplish the form.
4.3.3.3 Access the PhilGEPS User Guide Manual
1. Goto “Computer” folder
2. Click “mMD”
3. Open “PhilGEPS User Guide Manual”
4.3.3.4 Process the registration following the
procedures in Section 2.2 of the PhilGEPS
User Guide Manual
4.4. End Phone Call
Project
o Refer to the desk job procedure 4.5 on Taking Management
Telephone Calls for the process. Officer (PMO)
4.5. Issuance of the Advisory on the PhilGEPS Membership
Project
4.5.1 Request Received Through Phone Management
Officer (PMO)

4.5.1.1 Open Outlook Mail

4.5.1.2 Create new email message

4.5.1.3 Input the client’'s email address in the
“To” field

4.5.1.4 Access the Advisory on the PhilGEPS
Membership Scheme file

1. Goto “Computer” folder

Click “MD” Fileserver

3. Open “Advisory on the PhilGEPS Membership
Scheme”

N

4.5.1.5 Copy content of the file
4.5.1.6 Paste in the body of the email
4.5.1.7 Click “Send” button

4.5.2 Request Received Through Email

4.5.2.1 Click “Reply” button in the opened email
message.

4.5.2.2 Access the Advisory on the PhilGEPS
Membership Scheme file
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Go to “My Computer”

Go to “Networks”

Click “mMD”

Open “Advisory on the PhilGEPS Membership
Scheme”

el

4.5.2.3 Copy content of the file
4.5.2.4 Paste in the body of the email
4.5.2.5 Click “Send” button

4.5.3  Walk-In Request

4.5.3.1 Get a hard copy of the Advisory on the
PhilGEPS Membership Scheme from the
front desk.

4.5.3.2 Issue it to the client.

4.6 Issuance of the Procedure in Viewing and Printing of PhilGEPS
Certificate of Registration Project

Management

4.6.1 Request Received Through Phone i
Officer (PMO)

4.6.1.1 Open Outlook Mail

4.6.1.2 Create new email message

4.6.1.3 Input the client’s email address in the
“To” field

4.6.1.4 Access the How to View and Print
PhilGEPS Certificate of Registration

1. Goto “Computer” folder

Click “MD” Fileserver

3. Open “How to View and Print PhilGEPS
Certificate of Registration”

N

4.6.1.5 Copy content of the file
4.6.1.6 Paste in the body of the email
4.6.1.7 Click “Send” button

4.6.2 Request Received Through Email

4.6.2.1 Click “Reply” button in the opened email
message.

4.6.2.2 Access the Advisory on the PhilGEPS
Membership Scheme file
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1. Goto “My Computer”
2. Goto “Networks”
3. Click “MD” Fileserver
4. Open “How to View and Print PhilGEPS
Certificate of Registration”
4.6.2.3 Copy content of the file
4.6.2.4 Paste in the body of the email
4.6.2.5 Click “Send” button
4.6.3 Walk-In Request
4.6.3.1 Get a hard copy of the How to View and
Print PhilGEPS Certificate from the front
desk.
4.6.3.2 Issue it to the client.
4.7 Record in Log Book (for walk-in only)
Project
j;; Glet log book fkrlom the fron':jdesl;. o book Management
. truct tt int
nstruc m'erc.an o] rgco.r in the log boo Officer (PMO)
the following information:
1. Full Name
2. Company Name
3. Purpose
4. Signature
4.8 End Phone Call
Project
e Refer to the desk job procedure 4.5 on Management
Taking Telephone Calls for the process Officer (PMO)

5. RELATED PROCEDURES:

None
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6. EXHIBITS:
a) Forms

1. PhilGEPS Merchant Registration Form

Republic of the Pllippines

Department of Budget and Management

Procurement Service

Philippine Government Electronic Procurement System

PHILGEPS MERCHANT REGISTRATLION FORM

HOTES:

= Fielcs marked with asberisk [*] are required, Put “NA” if not applicaile. Wrke clearly, use printed lstbers.
Please complete sl nformation on this form and gmail o suppiier@philgeps.gov.ph.
Wait for the confirmation notificatian, which will also contain the User 1D and passward, to be send (o the
amail specified in the registration fomm within one (1) working day.
This documant i only T new suppliers and shoukd nol be used | submitted far updating of exigting

; Farm of Drganization®: Organization Typa*:
|

_ Cooperatier  _ Single Progrietorship | Dedwiotor _ Manofacturer _ Consubtancy _ Sennces
| Corporation _ Parmershin __ Trading . Geraral Morchandise  _ Eeroubvn) Sole Distributor
| ___ Indracual Local Consultant ___ enesal Conbractor Lol Dhranly ezl
. Foreign - Company/Conporation | Irformation Techeodogy  _ Mon-Govemment Organizshons
—_ [rdresdual Faremgn Consukant |  System [rtegrator _ Tekomimamcations: Solubiores Provider
Nature of Business / Product Line*: | Business TIN®1
: 1
DT Registration Members: SEC Registration Mumbsts: CDA Roegistration Number®:
|':Fn'5-'l€hw ||Rr|:nrpmbm| | [For Cooperairee) |
Busingss Ragistration Date*: o ) Capitalzation”:
| - _ . |
_Business Address . ! S —
Caunbry: Regioat: Prosimce™; |
“City/Mumicipality®: | Stroct AddressT: o S — |
Contact Information o coopy st e sgeed o or Sappier Cooriastor of the L D, o e
| Salutation Tithe*; |ﬂnrpumnu-[m1-:
[ _ Ma, |
First Mame*: | Mickdle Mame*; Last Mame®;
Tolephome Number®: | Walid Emall Address™:

For inguiries, you may contact the PhilGEPS Supplier Groug ak:

Trunk line: (02) 530-6900 locals B302 - 8313 Babile Mos: 0917-6203426
E-rnail Address: supplienidps-phllgeps.gov.ph 0217-6202606
0908-3031 785
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2.

Advisory on the PhilGEPS Membership Scheme

, — e

‘ADVISORY TO ALL PHILGEPS MERCHANTS &®

Pursuant to Section 8.5.2, under the 2016 Revised Im@lementing Rules and Regulations of the Republic Act 5184,
we woukd ke to inform all merchants thap efectvoe Movernber 01, 2016, PhilGEPS will only maintain the Platinum
Membership and therefore will no longer accept upgrade to Blue Membership

' RED MEMBERSHIP

(Free Membership)

BENEFITS

i Equipment

gl Matching
Prirt Big

Procurement Modes that require only the PHILGEPS REGISTRATION /ORGANIZATION NO.

Section 50 Direct Contracting Section 53.6 Scientific, Schalarly, or
Bection 52.1 (6] Shopping of Ordinary Artistic Work, Exclusive Technology
Office Use Supplies and and Media Services
Egulpment not avallable In the Section 53.7 Highly Technical Consultants
Procurement Service | Sectlon 53.9 Small Value Procurement

Section 53.3 Take-Dwer of Contracts | Section 53.10 Lease of Real Property
Saction 53.11 NGO Pnrﬁclnaunn

PhilGEFS it ratbomS tiom no. may be viewed
at www,philgeps.gbv.ph under My l:lrn-nluliun tab upon logging in.

- PLATINUM MEMBERSHIP
1 * (Php 5,000.00 Annually)

senznrs :

o Thinss 13}Aﬁﬂ|lﬂ-ﬁh Uisers for The E'TI-EP*BI;ID'F
1 upum.m of Ekgililty Deciments, 1n compliznon to
A Gint, 853 A bicders shall wuplosd and maintain
AN PHINGERS & curmmt o updeted fie of the
m Chass A7 wligibility docarments:
Registration Gariticste, - - 1
Mayor's /Busipess Parmit pr it Ewwk-nr Dorument

PUBLIC BIDDING
LIMITED SOURCE
NEGOTIATED PROCUREMENT

{2 Failed Biddings)

#0148 Freard Inplamentng Buies. snd Regultion wea pubbshgd an bhe Ol Saartis dited Acguit 25, J0LE

" For queries and clarifications, you may send an email to suppliar@philgepsgov. ph
ar call aur helodesk at {027 640-6300 locals 8302 to 6313,
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3. How to View and Print PhilGEPS Certificate

HOW TO PRINT YOUR CERTIFICATE ONLINE:

Before trying 1o print your certificate, please makea sure that you have dawnloaded
and installed the latest version of Adebe Acrobat Reader (ver. 107X or higher).
Also, delete your browsing history or internet cache before proceeding with the steps
provided. If the applicabon already exists, uninstall, re-download and re-install it

again,
You must log in as the Supplier Coordinator to have additional functionalities. To

check who holds that account, ehck My Organzation tab then Organization Contact
List limk, 1t will display the complete listing of your user accounts and their respectve
robes.

Disable the pop-up blocker of Mozilla Firefox Browser:
Open Mozilla Firefox

Press and hald “Alt” then *T" on the keyboard

Choose "Options” then go lo “Content” tab

Uncheck the box of "Block pop-up windows”

Cliek “Ok" then refresh the page before try to print again

Check the default PDF Web Viewear:

("ou may skip Steps 1 to 3, if you're still under the “Options” menu af Firefox and

just chck “Applications” tab)

Open Mozilla Firefox

Fress and hald “Alt" then “T" on the keyboard

Choose “Options” then go to *Applications” tab

Scroll down until you reach the Content Type: “Portable Document Format (PDF)

. On the Acton side, choose “Use Adobe Acrobat (in Firefox)” from the Eist of the
dropdown arrow

. Close the Mozilla Firefox browser and all its tabs if it prompls {also, make sure
you are bogged out of PhilGEPS websita)

o L R

ke fa b

o

To print your ceriificate, pleass use i r OMLY then follow
these steps:

. Log-im at veww. philgeps gov.ph using your Usar 1D and password

. Goto MY ORGANIZATION tab

. Click VIEW CERTIFICATE link {at the upper center of the screen)

. If a link shows “Actvate Adobe Acrobat.”, click it (if none, skip to Step B)

Then if a pop-up window ‘Allow... 1o run “Adobe Acrobal’? appears, click “Allow
and Remember” button

. A pop-up window will appear, your Membership Certificate will be displayed

. Click PRINT button (upper right of pop-up window)

. Printer Setup window will appear (notice that the PREVIEW waterrnark in the
certificata quick look has vanished), click “Print” button

Bl L R —

= =]
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b) Process Flow

i Release of PhilGEPS Certificate of Registration (CoR) for Merchants (Phone/Email)

RELEASE PHILGEPS CERTIFICATE OF REGISTRATION (CoR] FOR MERCHANTS (PHONE/EMAIL)

PROCURMENT MANAGEMENT OFFICER

INFORM THATORLY|
FECEVED 22 e v e ELLE L PLATHUM
THAOUGH




ANNEX 6

Page 10 of 10
PS-QMSP-006

ii. Release of PhilGEPS Certificate of Registration (CoR) for Merchants (Walk-In)

RELEASE PHILGEPS CERTIFICATE OF REGISTRATION (CoR) FOR MERCHANTS (WALK-IN)

PROCURMENT MANAGEMENT OFFICER MERCHANT

REGETERED N
PHLSEFS

RECENEREOQUEST
FOR CERTIACATE OF

REGSTRATION
(WRLEAN]

1 CERMACATE OF

ASK IF RECUNRED REGSTRATION
DOQUMENTSCAN 2 FROCEDURE IN
EEFROVDED PRNTING CoR

URGRADE
MEVBERSHP
RECEIVED
REQUIFED
DOCUMENTS,

1 ADVEDRY O
HOW TO UPGRADE
| THER MENEERSHF |
ITO PLATINUM

2 PROCEDUFE IN
PRINTING (R




