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Step 1. Log in using the 

email and password you 

have registered with. 

 

 

 
 



Step 2. Click on the (ODS) 

Importation Clearance 

link. 

 

 

 

 

 

 

 

 

 



Step 3. For new 

applications, click on the 

New ODS Importation 

Clearance button. 

For Amendment, an 

appropriate button will be 

available as part of the 

approved application list 

provided in this page. 



Step 3. Accomplish the 

form. 

 



Step 3. Once done, click on 

the Proceed button to go to 

the next step. 



Step 4. Fill in the form. 

 

 

 

 

 

 

 



Step 5. Once done, click on 

the Proceed button to go to 

the next step. 



Step 6. Actual Arrival of 

Shipment data entry will be 

available once ODS 

Importation Clearances 

have been approved. 



Step 7a1. There are two 

ways to input Summary of 

Transactions. 

The first is by batch upload. 

Click the Download CSV 

Template button to get a 

copy of the template you 

may use for uploading data. 



Step 7a2. Once the csv file 

has been filled in, click on 

the Upload CSV File button 

and select the csv file 

containing the data. 



Step 7a3. The data upload 

should proceed. Shortly 

after, a progress report will 

be show on the top of the 

page saying how many 

records have been saved. 

The table towards the 

bottom of the page will also 

reflect any transactions 

saved from the file. 

In case of an error with 

reading the file, the notice 

at the top of the page will 

detail which specific rows 

and columns are at fault as 

well as how to correct them. 



Step 7b1. Alternatively, 

data may be entered 

manually through a form. 

Click on the Add button to 

show the form. 



Step 7b2. Fill up the form. 



Step 7b3. Click on the 

Save button to save the 

inputted data. 



Step 8. Click on the 

Proceed button to go to the 

next step. 



Step 9a1. There are two 

ways to input List of 

Intended Users. 

The first is by batch upload. 

Click the Download CSV 

Template button to get a 

copy of the template you 

may use for uploading data. 

 



Step 9a2. Once the csv file 

has been filled in, click on 

the Upload CSV File button 

and select the csv file 

containing the data. 



Step 9a3. The data upload 

should proceed. Shortly 

after, a progress report will 

be show on the top of the 

page saying how many 

records have been saved. 

The table towards the 

bottom of the page will also 

reflect any transactions 

saved from the file. 

In case of an error with 

reading the file, the notice 

at the top of the page will 

detail which specific rows 

and columns are at fault as 

well as how to correct them. 

 



Step 9b1. Alternatively, 

data may be entered 

manually through a form. 

Click on the Add button to 

show the form. 



Step 9b2. Fill up the form. 



Step 9b3. Click on the 

Save button to save the 

inputted data. 

 

 

 

 

 

 

 

 

  



Step 10. Click on the 

Proceed button to go to the 

next step. 



Step 11. Notarization is 

only required once payment 

has been made so skip this 

step for now. Click on the 

Proceed button to go to the 

next step. 



Step 12. To add files, click 

on the Add files button. 

Alternatively, you may drag 

and drop files into the page 

and they will be added as 

well. 

 



Step 13. Once a file has 

been added, set the 

requirement which that file 

satisfies. 

Click on the Save button to 

upload the file. 



Step 14. Repeat the 

previous step for all the 

required documents. 



Step 15. Once all the 

required attachments have 

been uploaded, the 

application may be 

finalized. 

Click on the Finalize 

application button. 

 



Step 16. Read the Terms 

and Conditions. 



Step 17. Click on the I 

agree button to agree to the 

terms and finalize the 

application. 



The application has now 

been submitted to EMB 

for screening and 

processing. 

Click on the My 

Applications link to view 

status of your 

applications. 



Status for all submitted 

applications may be 

viewed in the My 

Applications page. 



Step 18. Once the 

application has been 

verified, the application will 

be returned to you for 

payment. 

Just log into your account 

and you will find an item on 

your worklist. 

Click on the Update 

Payment Info button to get 

started. 



Step 19. Click on the 

Download Order of 

Payment to view the order 

of payment for your 

application. 



Step 20. Download and pay 

for the order of payment. 



Step 21. Log back into 

OPMS the click on the 

Update Payment Info 

button again. 



Step 22. Fill in the payment 

information. 



Step 23. Click on the 

Proceed button to save. 



Step 24. Select the 

appropriate action taken 

choice then add a remark. 



Step 25. Click on the 

Submit button to forward 

the application to an EMB 

staff. 



The payment information 

will now be verified by an 

EMB staff. 

Once done, the 

application will again be 

returned to the applicant 

for notarization of 

application form. 



Step 26. Click on the 

Update button. 

 



Step 27. Click on the Next 

button until you reach Step 

6. 



Step 28. Click on the 

Application Form button to 

view a printable version of 

the application form. 

Print the form and have it 

notarized. 



Step 29. Log back into 

OPMS. Click on the Update 

button. 



Step 30. Click on the Next 

button until you reach Step 

7. 



Step 31. Click on the Add 

files button then select the 

notarized application. 



Step 32. Select the 

appropriate file type then 

click on the Save button. 



Step 33. Click on the 

Finalize application 

button. 



Step 34. Read the Terms 

and Conditions. 



Step 35. Click on the I 

agree button. 



Step 36. Select the 

appropriate action taken 

choice then add a remark. 



Step 37. Click on the 

Submit button to forward 

the application to an EMB 

staff. 



The application has now 

been submitted to EMB 

for processing. 

You may check the status 

of your application 

through the My 

Applications page as 

show above. 



 

 

 

 

 

 

 

 

 


