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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:  

• Can be accessed via the internet 

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

• User will be given their own Appointment Reference Number (ARN) to access their account 

• User can cancel an appointment 

• User can file another appointment  

• 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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



POEA OFW Records Online Appointment System Manual 
  

Page 3 of 17  

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.  

 

 

 

 

Figure 1 
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Login Screen 

 

Not yet Registered? 

 

1. Click the New user button to register (refer to 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. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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) 

• OFW Details 

• Maiden Name for Female 

• Mode of Deployment 

• Years of records needed 

• Mother’s Middle Name 

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

account) 

• Purpose of Request 

• Appointment schedule 

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

3. Check the box below if agrees to the TERMS OF SERVICE 

4. Check the box for the I’m not a robot CAPTCHA security 

5. Click the Submit button to submit the request 

 

 
 

 

 

 

 

 

Figure 4 



POEA OFW Records Online Appointment System Manual 
  

Page 7 of 17  

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) 

 

 

 

 

 

 

 

 

 

 

                                        Figure 5 

 

6. 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) 

7. 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.  

8. Print 2 copies of the POEA Appointment Confirmation by clicking Print button at the top and 

bottom of the screen. 

9. Bring the printout on the day of your scheduled appointment. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 7 
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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) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

Figure 8 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

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) 

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

4. Then check the box Agree to the terms of Service. 

5. Lastly, click the button Login. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

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. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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). 

 

 
 

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) 

 

 

 

 

 

 

 

 

 

 

 

   Figure 13 

 

D. Print Appointment Form 

 

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

14) 

 

 

 

 

  

 

 

  

 

 

 

 

 

 

 

 

Figure 14 
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2. 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) 

3. Click the button Print. Bring the 2 printouts on the day of your scheduled appointment at the 

chosen POEA Branch location. 

4. Click Exit to Logout. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

                                       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 

 

 

 

 

 

 

 

 

 

 

 

 

                             Figure 17 
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Read/Download User’s Instruction Manual 

 

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

screen. 
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Figure 18 
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