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Step 1. On the sign in 
page, enter the email 
address you are using 
for the OPMS, and 
your password as well. 
 
Click the Sign In 
button. 
 
 
	

	
	
	
	



Step 2. Once you are 
in the OPMS, click the 
(ODS) Registration 
for Importer 
navigation found on 
the menu on the left 
side of the page. 
 
 
 
	

	
	
	
	



Step 3. Click the New 
ODS Importer 
Registration button. 
 
 
 
	

	
	
	
	



Step 4. The first 
step is Basic 
Information.  
 
You will be directed 
to the Application 
Form page. Fill out 
all the fields in the 
page. Scroll down 
the page to see all 
the fields. 
 
 
 
	

	
	
	
	



Step 5. Once you 
have entered all 
the needed 
information, click 
the Proceed 
button at the 
bottom right part to 
go on to the next 
step of the 
process.  
 
 
 
	

	
	
	
	



Step 6. The next 
step is Chemical 
Information. 
 
Click the Add button 
to add the chemicals 
in use. 
 
A prompt will 
appear. Fill out the 
fields, and then click 
the Save button. 
 
 
  
 
 
	

	
	
	

	



Step 7. Click the 
Proceed button. 
 
 
 
  
 
 
 
 
 
 
	

	
	
	
	



Step 8. The next 
step is to 
Download the 
Application Form. 
Follow the 
notarization 
instructions 
displayed on the 
page. 
 
Click the 
Application 
Form button. You 
will be directed to 
a new tab where 
you can download 
the filled out form. 
 
Return to this 
page and click 
Proceed. 
 
 
 
 
  
 
 
 
 

	
	
	
	



Step 9. The next 
step is to Upload 
Requirements. 
 
Read the 
instructions 
carefully to know 
what the required 
documents are for 
the Importer 
Registration.  
 
 
 
 
 
  
 
 
 
 
 
 
	

	
	
	
	



Scroll further 
down the page. 
You will see a 
checklist of the 
required 
documents. The 
boxes of the 
checklist will be 
automatically 
ticked when you 
upload the 
corresponding 
documents. The 
items with an 
asterisk (*) are 
the ones you 
need to provide 
to finalize the 
online 
application. 
 
Click the Add 
Files button to 
upload your 
requirements.	

	
	
	
	



Step 10. When you 
upload a file, select 
which among the 
requirements it is. 
Click the dropdown 
arrows to select from 
the list of 
requirements. 
 
Click the Save 
button for all the files 
you upload. 
 
The Finalize 
application button  
can only be clicked 
when you have 
uploaded and saved 
all the items with the 
asterisk (*). 
 
Click the Finalize 
Application button.	

	
	
	
	



Step 11. The 
Terms and 
Conditions will 
appear. Read 
these carefully 
before clicking 
the I agree 
button. 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
	

	
	
	
	



Your application 
is now submitted 
and pending for 
approval. 
 
 
 
 
 
 
  
 
 
 
 
 
 
	

	
	
	
	



	
	
	


