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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 

PERSON 

TURN AROUND 

TIME 

 
4.1. Take the telephone call (if applicable) 

 

 Refer to the desk job procedures 4.1 to 4.4 on 
Taking Telephone Calls for the process. 

 

 

Project 

Management 

Officer (PMO) 

 

 
4.2 Verification of Registration Membership  
 

4.2.1. Access the PhilGEPS User Guide Manual  
 

1. Go to “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 

 

Project 

Management 

Officer (PMO) 

 

http://www.philgeps.gov.ph/
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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 
 

     4.3.1 Request Received Through Phone 
 

               4.3.1.1 Access the PhilGEPS User Guide  
Manual 
 

1. Go to “Computer” folder 
2. Click “MD”  
3. Open “PhilGEPS User Guide Manual” 

 
4.3.1.2 Dictate the procedure following the 

steps stated in Section 2.1 of the 
PhilGEPS User Guide Manual 

 
4.3.2 Request Received Through Email 

 
4.3.2.1 Access the PhilGEPS User Guide Manual  

 
1. Go to “Computer” folder 
2. Click “MD”  
3. Open “PhilGEPS User Guide Manual” 

 
4.3.2.2 Click “Reply” button in the opened email 

message. 
 

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

 
4.3.2.4 Paste it in the body of the email. 

 
4.3.2.5 Click “Send” button 

 
 

4.3.3 Walk-In 
 

4.3.3.1 Get a hard copy of the Supplier 

 

Project 

Management 

Officer (PMO) 
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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. Go to “Computer” folder 
2. Click “MD”  
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 

 

 Refer to the desk job procedure 4.5 on Taking 
Telephone Calls for the process. 

 

 

Project 

Management 

Officer (PMO) 

 

 
4.5. Issuance of the Advisory on the PhilGEPS Membership  
 

4.5.1 Request Received Through Phone 
 

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. Go to “Computer” folder 
2. Click “MD” Fileserver 
3. Open “Advisory on the PhilGEPS Membership 

Scheme” 
 

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 

 

Project 

Management 

Officer (PMO) 
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1. Go to “My Computer” 
2. Go to “Networks” 
3. Click “MD” 
4. Open “Advisory on the PhilGEPS Membership 

Scheme” 
 

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 
 

4.6.1 Request Received Through Phone 
 

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. Go to “Computer” folder 
2. Click “MD” Fileserver 
3. Open “How to View and Print PhilGEPS 

Certificate of Registration” 
 

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 
 

 

Project 

Management 

Officer (PMO) 
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1. Go to “My Computer” 
2. Go to “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) 

 
              4.7.1 Get log book from the front desk. 
              4.7.2  Instruct merchant to record in the log book   
                         the following information: 

 
1. Full Name 
2. Company Name 
3. Purpose 
4. Signature 

 

 

Project 

Management 

Officer (PMO) 

 

 
4.8 End Phone Call 

 

 Refer to the desk job procedure 4.5 on 
Taking Telephone Calls for the process 

 

 

Project 

Management 

Officer (PMO) 

 

 

5. RELATED PROCEDURES: 
 

None 
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6. EXHIBITS: 
 

a) Forms 
 
1. PhilGEPS Merchant Registration Form 
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2. Advisory on the PhilGEPS Membership Scheme 
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3. How to View and Print PhilGEPS Certificate 
 

 
 
 
 
 



 

FRONTLINE SERVICE 
 

ISSUANCE OF PHILGEPS CERTIFICATE OF 
REGISTRATION 

(CUSTOMER SERVICE – MARKETING DIVISION) 
 

ANNEX 6 
 
Page 9 of 10 
PS-QMSP-006 

 
 

b) Process Flow 
 
i. Release of PhilGEPS Certificate of Registration (CoR) for Merchants (Phone/Email) 
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ii. Release of PhilGEPS Certificate of Registration (CoR) for Merchants (Walk-In) 

 
 

 
 
 
 
 
 
 
 
 


