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THE POEA OFW RECORDS ONLINE APPOINTMENT SYSTEM INTERFACE

This system allows either the Overseas Filipino Worker (OFW) or their relatives to file an online request for
issuance of OFW's Information Sheet or Record. The system has the following features:

e Can be accessed via the internet

e Can be accessed anywhere, anytime and within the comfort of their homes

e User will be given their own Appointment Reference Number (ARN) to access their account
e User can cancel an appointment

e User can file another appointment

e Online appointment confirmation form is printable

Before using this system, make sure that the following System Requirements are met

System Requirements
*  Windows7 or higher
Dual Core or higher
Memory at least 2 Gigabytes
Internet connection at least 1 Mbps
One of the following internet browsers:
Google Chrome 5.0 and above, Firefox 46

L S
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GETTING STARTED

How to access the POEA OFW Records Online Appointment System

1. Open Google Chrome or Firefox

2. Type in the address field http://ofwrecords.poea.gov.ph or go to POEA Official website,
www.poea.gov.ph and click OFW Records Online Appointment System.

3. The POEA Advisory will be displayed, take time to read it before registering because this will give
you the requirements and some points to remember when transacting to this system (refer to Fig.1)

4. Next, click the “Close” button below or the “x” letter found in the upper right of the screen to
proceed to the Login Screen.

Philippine
POEAOFW:Records Online Appointment System ém““‘

Employment
Administration

POEAGOVPH  ABOUTPOEA

ONLNESERVICES ~ NEWSRELEASES ~ STEMAP  GONTACTUS

24 Login
HLIPPINE Login using your previous Appointment

Reference Number ARNL OurServiees  OVERSEAS AL

) BwLovMen
B\ LOMNISTRATION

ARE YOU REQUESTING FOR
OFW INFORMATION SHEET/RECORD?
(KUKUNA KA BA NANG OFW INFORMATION SHEET/RECORD?)

“SAVEYOUR TIE POEA online services

Quick and easy

JUAKE AN APPOINTMINT DN INE

Book appointments, register, get exit
clearance, submit documents online
for your convenience.

Figure 1
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Login Screen
Not yet Registered?

1. Click the New user button to register (refer to Figure 2)

POEA OFW Records Omline Appoiitment System

=@ Login
PHILIPPINE Login using your previous Appointment
OVERSEAS Reference Number (ARN).

- EMPLOYMENT
ADMINISTRATION

ARE YOU REQUEST'NG FOR Previous Appointment Reference Number
OFW INFORMATION SHEET/RECORD? e W

(KUKUHA KA BA NANG OFW INFORMATION SHEET/RECORD?)

“SRYEYPUR TIME men

First Name

MAKE AN APPOINTMENT DNLINE R W

doesn't please refrash this page.

YOU NEES NOTIGOTOMOBAMAIN OFFICE TGO EARLY O HEFDRE
BFFICE HOLRSTO GET YOUR NUMBER. COME TQ FOEA NV [IFFICE n

AT YOUR CHOGSEM SCHEBD L
I'm not a robot
RCAPTOHA

(HINDI NA KAILANGAN PUMUNTA NG POEA' MBINOFFICE NG P
SOBRANG AGA O BAGC MAGBUKAS ANG OPISINA. PUMUNTA PO .

SA'POEA MAIN OFFICE SA NAPILING ARAW AT DRAS |
Login

Forgot Appointment Reference Number
(ARN)?

No ARN number yet?

& New User

Figure 2
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2. Read first the requirements for filing an online appointment under each type of Requester* (refer
to Figure 3)
*Request by OFW
*Request by Family/Relatives of the OFW
*If Request by Other Parties, submit the Letter Request to the POEA Office, this cannot
be submitted online.

3. Click button Register/Make an Appointment.

Choose your request type and bring the corresponding requirements whean securing vour OFW records at POEA main office

Request by Family / Relatives of the OFW Request by Other Parties

1. Online Appointment Form 1. Cnline Appointment Farm 1. Letter of request address to the Chief of
2. ID document with picture 2. Proof or relationship with OFW Central Records Division
(Passport,Driver's License, PRC Card, NEI (Original/Authenticated/Certified True 2. Others
Clearance, Company ID, etc.) Copy) o Persons autharized by the OFW -

© Spouse (Asawa) - marrage contract Special Pawer of Attorney

o Government

¢ Children {Anzk) - birth certific ivate Agencies - Proof

Reqgis f Make an appointr § . - . : .
egister / Make an appointment the OPW's child of Authority of representative to

rd

se filed in court - Court

© Parties with ¢

Crder to the POEA

3. ID document with picture

3. ID document with picture (Passport, Driver's License, PRC Card MEI
(Passport, Driver's License, PRC Card NEI Clearance, Company ID, etc.)
Clearance, Company 1D, etc.) 4, Proof of any circumstances under Section

13 of the Privacy Data Act of 2012
5. Other legal documents as may be needed

Register / Make an appointment

Sitel Philippines Mar
Recruitment Center

POEA OgigasE ;
Gaoogle Robinson's GalleriaEl
Miap daca £2078 G

Figure 3
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Who can file online request for the OFW’s Information Sheet/ Record?

A. Overseas Filipino Worker (OFW)

1. Fill-out the form with the complete information (refer to Figure 4)

e OFW Details

¢ Maiden Name for Female
e Mode of Deployment

e Years of records needed
¢ Mother’s Middle Name

(Please remember this information because you will use this in logging-in to your

account)
e Purpose of Request
e Appointment schedule

Check the box below if agrees to the TERMS OF SERVICE
Check the box for the I'm not a robot CAPTCHA security
Click the Submit button to submit the request

vk wn

Make your appointment

Pay attention when choosing the Branch Office, Appointment Date & Appointment Time

Select your desired date and time according to the availability of appointment slots. Complete the details and then submit after choosing your schedule. After a
successiul submission, the appointment form or Request for Verification / Certification of OFW Records will be displayed, then click "Print™.

- OPFW Details # Maiden Name for Female

Last Mame First Mame Middle Name
reyes olympia santos
Gender Birthdate immy'dd ) Pdobile Number Email Address
Female v 1272771974 09185285520 vangzvillar@gmail.com
OFW Type Agency Mame
LandBased v TRIPLE OME HUMAMN MANPOWER RESOURCES CORPORATIOMN
Jobsite

saudi arabia

& Year of records needed frecords available starting 2001 only}

(From) Year {To) Year

2015 2007 fields

&) Purpose of Request

Suffix Mame

2= Employment

Mew Application

Returning to the same employer
= Assistance

Burial / Insurance

Repatriation

Whereabouts

Legal (SupportComplaint/Case Filing)
2= Requirement

DFA

TESDA

CWWA Program
Indicate Program Details

E= Applications
© Visa
Reduced Travel Tax (RTT)
Loan
ndicate Loan Details

Crthers
ndicate Details

Figure 4
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Last Mame

MMiddle Name

Mote If depdoyed wsing maiden name

= Mode of Deployment

Agency Hired
Direct Hired
Balik-Manggagawa
Others

§ Mother's Middiename

Mother's Maiden Mame A You will use this

n

r SCooUnt

Q, Select Appointment

Select Branch Office
POEA Ortigas Office v
Select Appointment Date

1272872018 o

(© Select Appointment Time

1:00 pm 2:00 pm @ 300 pm
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NOTE:
1. The system can verify if you have an existing Account and appointment. An
error message will pop-out if you're trying to submit another appointment
without logging-in to your account. (Refer to Figure 5)

B Sorry. but you =till have an existing
Appointrment Schedulecd on

Jdmrvuaary O7. 1970 8:00 A at
PO EA Ortigas Office branmnach To reschecddule

Your appointment please login below
with your ARMN

€@ Click hare to login.

Figure 5

The Request for Verification/Certification of OFW Records form or Appointment Form will
be displayed. Review carefully if everything is correct and in order (refer to Figure 5)

Pay attention to the Appointment Reference Number (ARN). This will be used in logging-in to
the OFW’s account, together with the Mother's Maiden name, Last Name, First Name and

Maiden Name. Without these 4 important requirements, one cannot Login to the system.
Print 2 copies of the POEA Appointment Confirmation by clicking Print button at the top and
bottom of the screen.

Bring the printout on the day of your scheduled appointment.

Philippine Owerseas Employment Administration
Administrative Bramch
Central Recaros Dinvdision

REQUEST FOR VERIFICATION ¢ CERTIFICATION OF OFW RECORDS

FERSOMAL INFORMATION
REYES OLYMPILA SANTOS

oo 20 12,27/1974 SAUDI ARAEBILA

TRIPLE OME HUMAN MANPOWER RESOURCES 2015 2017 LE
CORPORATION ARLEN RECTNDS REEDED pre

MODE OF DEPLOYMEMNT (raario rax as

PURPOSE OF REQUEST .-
EMFLOWTAENT

R AERT P e -
FOR THE AUTHORIZED REPRESENTATIWVE (frg bumukute ng i
This is to pertify that the OFW recond)s being reguested shall be used OMNLY for the purpose stated above.
cwwssswss < DO MNOT FILL OUT THIS PORTION: FOR POEA - CRD PERSOMNEL ORMLY = > == = == >

DOOUMENTS PRESENTED ACTION TAKEN

e
[aalle]lzo]l 21 ]l 2z][2a]] 22]
MMUMBER OF RECORDS RIEVED / PRINTED
~ [ | e | e | e | e s
[2allz2][25]]24]

EEEeEE
[17] 15 ] [2o] [z4] [22]

RECEIVED EVALLTED & WERIFIED: BY REWIEWED & APPROVED BY RELEASING

IEIIEIIEIIZIIEI

O RECORD RELEASED

TIBAE BT LAL TIBAE BT LAL TIME
TOTAL PCT: Witk him PC

REMARKS: REASORMN IF TARGET PCT IS NOT ACHIEVED
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Figure 6
B. If Request by Family/Relatives of the OFW

1. Same procedure with the request made by an OFW, but with an additional category of
information to fill-out, the system will require the Full Name of the “Authorized Representative”

(refer to Figure 7). Then go back to page 6, procedure no.1 to no. 9 to complete the online
application.

Make your appointment

Select your desined date and time according ta the availabdity of appointment slots. Complete the details and then submit after choosing your schedule. After a
successful submissian, the appointment farm or Request for Venfication § Cestification of OFW Records will be displayed, then dick “Print”.

Last Mamne First Name Mickdle Mame
Lpocam [Aassms Lhild {Anak Parwni P squlang Libling [Rapatic Vo b (3 sty - B s
A OPW Details § Maiden Mame for Female
Last Mame First Mame Middl= Mame Suffix Mame Lzt Mame
Gender Birthoate fmmydd iy M obile Mumber Email Address Middlie Mame
v oy oid ey
OFW Type Agency Mame {ote If deployed caing msden rame

A examphs agencyl, agency2, agencyd.. 2 hode of Deployment
Jete Agency Hired
axamgple: Baheain, Catar, Saudi Arabia . Direct Hired
Bailike-kang gagaas
Othes

B Year of records needed pecards svmisbie sharting 2081 oy § Mother's Maiden Mame

1oy Yemar 1o Year Mother's biddle Mame 'y = th

= Employment = Applications
hew Application Wisa g e o=
Retuming to the same employer Reduced Travel Tax (RTT)

i= Amsistance La=n ¥

Burial / Irswrancs Indicats Loan Details
Repatriation
‘Whereabouts
Legal iseppori ompleins/Laae liling,

£2 Reguirement Others
DEA, Indicate Details
TESDw,
OWMWA Pragram P

ndicate PFrogram Details e

by the tenms and con

itions of the ofw records online appointment system agreement. | bereby also adinowledge to heee
read and fully understood the =sid terms and conditiors. TERME OF SERVICE

I'm not & robol i
TWCARTHA
Erivezys Tee—a

dh Please review your details before cliddng the submit button

Figure 7

Page 8 of 17



POEA OFW Records Online Appointment System Manual

C. Request by Other Parties

1. If the request is made by Other Parties not related to the OFW, please read the requirements
below: (refer to Figure 7)

Request by Other Parties

1. Letter of request address to the Chief of
Central Records Division
2. Others

© Persons authorized by the OFW -
Special Power of Attorney (SPA)

o Government/Private Agencies - Proof
of Authority of representative to
receive the record

o Parties with case filed in court - Court
Order to the POEA

3. ID document with picture
(Passport,Driver's License, PRC Card,NEBI
Clearance, Company ID, etc.)

4. Proof of any circumstances under Section
13 of the Privacy Data Act of 2012

5. Other legal documents as may be needed

Figure 8
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How to login if already registered?

1. At the Login Page, type your previous ARN, Mother’s Maiden Name, Last Name and First
Name. (refer to Figure 9.1)

2. Check the box showing I'm not a Robot.

3. Next click the button Login.

POEA OFW Records Onlline Appoiitment System

<& Login
PHILIPPINE Login using your previous Appointment

OVERSEAS Reference Number (ARN).

s EMPLOYMENT
i ADMINISTRATION

ARE YOU REQUESTING FOR
OFW INFORMATION SHEET/RECORD?

Previous Appointment Reference Number

Mother's Maiden Name

{KUKUHA KA BA NANG OFW INFORMATION SHEET/RECORD?)

“SRYEYDDR TIME e

First Name

Plaase wait for the reCaptcha to appear befow. If it

MAKE AN APPOINTMENT ONLINE

YOU NEES NOTIGOTOROBAMAIN tfk(»{ T30 EARLY 34 HEFORE
OFFICE HELIRSTO GET YOUR NUMBER. COME TQ POEA NN [IfFICE
AT YOUR CHOGSEM SOHIDb

dossnt pleaze refrezh this page.

&t Im not a robot
(MIND A GAN PUMUNTA NG POEA' MBIN OFFICE NG
A MAGBUKAS ANG OPISINA. PUMUNTA PO

MAIN OFFICE SA NAPILING ARAW AT DRAS |
Login

Forgot Appointment Reference Number
(ARN)?

rtezcy-Terms

No ARN number yet?

&+ New: User

Figure 9.1
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What to do if Forgot ARN?

1. If Forgot ARN, click Forgot Appointment Reference Number (ARN) link. (Refer to Figure
8.1 above)

2. A Login Form will be displayed, type the required information such as the Last Name, First

Name, Middle Name, Birthdate and Mother’s Maiden Name. (Refer to Figure 9.2)

Next, check the box showing I'm not a Robot.

Then check the box Agree to the terms of Service.

5. Lastly, click the button Login.

W

«& Login
Last Name First Mame Middle Mame
Birthdate Mother's Maiden Mame

mm/dd vy

m not a robot

Agree to the terms of service.

Figure 9.2
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Features of User Account Profile

A. View your Profile. The User Account Profile included here are the OFW'’s primary details. The
entries here can be edited/updated. Just click inside the box of the information that you want to
edit/update. Then type the information then click Save Changes to save.

@& Dashboard

& Profile

£ Appointment

= Logout

Last Name ™ First Name * Middle Name * Suffix Name *
reyes olympia santos

Gender * Birthdate * Mobile Number Email Address
FEMALE v 1974-12-27 09185285520 vangzvillar@gmail.ct

Mother's Maiden Mame

Maiden name for female
fields _
Last Name Middle Name

* This entries can only be edited by POEA-CRD evaluators. Visit your nearest POEA branch office.

& Save changes

Figure 10
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B. View current and previous appointment/s. In the Appointment section, the details of the
current appointment are displayed, such as ARN, OFW Name, Appointment Date, Appointment
Time, Office and Status. (refer to Figure 10)

1. Click the View previous appointments link.
2. To reschedule, click the button Reschedule otherwise click the button Cancel.
3. To print, click the button Print.

C. Make New Appointment

1. In the Make New Appointment box, select the Office Branch Location from the dropdown list.
2. Next, select the Appointment Date and Time that you want to set.
3. Choose the Mode of Deployment.
4, Select the Purpose of Request.
5. Next, specify Agency Name and Jobsite.
6. Then select OFW Type.
7. Specify Starting and Ending year of records needed.
8. Lastly, click the Submit button.
] & Dastocas AT Make new appointment
| Current Appointment
£ Aopointment # Schedule
0 User's Manual Select Office Application Date Select Appointment Time
) POEA Ortigas Office v Ha ] 300 pm
& Logaut ARN OFW Name ng:‘mm"t ?i‘:rp:mmm Office Status e i - D
¥ Mode of Deployment
10004 reyes, olympia Feb 18, 2019 03:00 PM POEA Ortigas Active
santos Office
) ency Hires Direct Hired ) Balik-Manggagawa Qthers
"D View previous appaintments mh | seeney e i
B Print Bi Purpose of Request (seizct ony one
New Burial / Insurance DFA TESDA
Application Repatriaticn OWWA Program
© Retuming to Wiereabouts -
the same Legal 4
employer
\';e Reduced Trave! Tax (RTT) Cthers
Loan
#
4
% Others
Agency Name Jobsite
TRIPLE MANPOWER italy
OFW Type OFW Type Request Year (Fron Request Year
Figure 11
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9. Confirmation message will be displayed that you have successfully created an appointment.
(refer to Figure 12).

10. Print 2 copies of the POEA Appointment Confirmation by clicking Print Appointment link.
(Refer to Figure 12).

Congratulations, you hawve successTully created an appointment.

Click tofPrint A

Close

Figure 12

NOTE:

2. The system can verify if you have an existing appointment. An error

message will pop-out if you're trying to make another appointment.
(Refer to Figure 13)

A Sorry, but you still have an existing Appointment Scheduled on
at branch. To reschedule your

appointment please login below,

Figure 13

D. Print Appointment Form

1. Click the button Print in the Profile Page to print your current appointment. (Refer to Figure
14)

Appointment
Current Appointment

Appointment Appointment

ARMN OFW Name Date Time Office Status
10004 reyes, olympia Feb 15, 2019 03:00 PM POEA Ortigas Active
santos Office

Figure 14
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The screen will display the ONLINE REQUEST FOR VERIFICATION/CERTIFICATION OF OFW

RECORDS FORM, the relevant information regarding the OFW is shown here. (refer to Figure

15)

Click the button Print. Bring the 2 printouts on the day of your scheduled appointment at the
chosen POEA Branch location.

Click Exit to Logout.

ntment Reference Mo (ARM) 1[":"]4

@5 . Philippine Overseas Employment Administration Appaintm f 3
Admanistrative Branch Branch Cffice: POEA Ortigas Office
Central Recards Diision Appointment Diater Febnany 18, 2015
Appointment Time: 3400 PR
OMLINE REQUEST FOR VERIFICATION / CERTIFICATION OF OFW RECORDS

PERSOMAL INFORMATION

REYES OLYMPIA SANTOS
091352 35521} 12/27/1974 ITALY
TRIF"I.E MAN P‘GW EFl 2017 2018 BM

MODE OF DEPLOYMENT (pas i nakasL

PURPOSE OF REQUEST msam CalaMITIN AN KINIELRANG FELLILD

EMPLOYMENT AEESTANCE RECUIREMENT AFFLICATION OTHERS

FOR THE AUTHORIZED REPRESEMTATIVE (2ng kumibeha ng

1 ¥

Thits iz ta certify that the OFW recardys being requested shall be wsed ORLY for the purpose stated above

ﬂL‘l’MFIA SANTOS RE"I"E
LPAATLUME OVER PIUNTED MA)
Les wrond page for Gode Hlequrerments & Froced ure,
cce<ccsc< DO MOT FILL OUT THIS PORTION: FOR POEA - CRD PERSONNEL ONLY =55z s s
DOCUMENTS PRESENTED ncn:-m TAKEN i

l!llill R

HUMBER OF RECORDS RETRIEVED / PRIMTED

Ry o

OFW RECORD RELEASED

RECEIVED EVALUATED & VERIFIED BY REVIEWED & APPROVED BY RE E“S N=
LECEREL L KRN
TIME IMITLAL TIKAE BITLAL TIWAE
SIGHATURE TIME
TOTAL PLT- Nithin PCT More than PCT

REMARKS: REASOMN IF TARGET PCT 15 NOT ACHIEVED

Figure 15
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NOTE:
1. You cannot print a "CANCELLED"” appointment. An error message will
pop-out and will advise you to re-schedule by making a new
appointment, refer to Fig. 16.

Sy, ths appaintment was rancelled

Figure 16

2. You cannot print a "LAPSED or EXPIRED"” appointment. An error
message will pop-out because the system does not allow it, refer to Fig.
17.

For example:
Date of Printing: January 20, 2019
Appointment Date Set: January 10, 2019

Sorry. date for ths appaintment was shieady fapsed

Figure 17
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Read/Download User’s Instruction Manual

e For help in using the system, click the button User’s Manual located at the left side of the

screen.

@& Dashboard
& Profile
4 Appointment

1
0 User's Manual I
|

® Logout

Appointment

Current Appointment

OFW Appointment

ARN  Name Date
2155 reyes, Jan 30, 2018
alympia
santos

‘D View previous appointments

Appointment
Time

03:00 PM

Office

POEA
Ortigas
Office

Status

Inactive

Make new appointment

1 Schedule

Select Office

A Mode of Deployment

Mode of Deployment

Agency Hired

Direct Hired Balik-Mangoagawa Others

Bi Purpose of Request (Select orly one)

Employment
New
Application
Returning
ta the
same
employer

Assistance
Burial /
Insurance
Repatriation
Whereabouts
Legal
(Support/Complsint/Case
Filing)

Requirement
DFA TESDA
OWWA Program

Indicate OWWA

Figure 18

-end-

Page 17 of 17




