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Log-in to your ACTS account at https://acts.ictsi.com/

VAT Refund/Adjustment Request Process in ACTS

From the REFUND tab, click on REQUEST REFUND - VAT
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OPTION 1: Input the ACTS E-OR number and corresponding Payment ID

VAT Refund/Adjustment Request Process in ACTS

1 21

2

Payment Identification (PID)

Electronic Official Receipt (E-OR)

1234567 000006789012

ACTS E-OR 000006789012 1234567

REMINDER: 
The verification fee (if applicable) 

will automatically be deducted 

from the refundable amount.
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OPTION 2: Input the ACTS E-BS number and provide the CCOA number for the Invoice

VAT Refund/Adjustment Request Process in ACTS

1

2

Electronic Billing Statement

Cargo Charges On-Account No.

1

2

000000678901

000000123456

REMINDER: 
A Service Reference Number (SRN) for personnel fee will be 

sent to the customer’s ACTS-registered email (if applicable). 

After settling the amount in ACTS, the customer should send 

their proof of payment or the Official Receipt to our Billing 

Team by replying to the email.

ACTS E-BS 0000000678901 2023 - 0000000123456
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Upload the necessary documents such as Request Letter, ACTS E-OR copy, and other related 

documents. Once done, click on the       button. 

VAT Refund/Adjustment Request Process in ACTS

Personnel Fee for VAT Refund on e-Billing Statement shall be processed through SRN and proof of payment 

or official receipt shall be uploaded as other supporting documents.

REMINDER: 

✓ All documents to be uploaded must be 

in PDF format

✓ Request letter and ACTS E-OR copy 

are required to be submitted
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Should there be a need to upload more than one receipt, click on ADD SOURCE. Input the ACTS E-OR or E-BS Number 

and CCOA number and then click on the       button. After doing so, upload the necessary documents. 

VAT Refund/Adjustment Request Process in ACTS

REMINDER: 

✓ All E-OR or E-BS for 

VAT refund requests 

should be under the 

same Customer Name 

or Consignee/Shipper 

Name.

✓ You can upload a 

maximum of 15 ACTS E-

OR or ACTS E-BS 

numbers at once.

✓ You may only submit a 

request per type. If the 

initial request is E-OR, all 

following added source 

should also be E-OR.

ABCD Company Inc.

123-456-789-000

ACTS E-OR 000006789012
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Click on the SUBMIT button and confirm submission by clicking the       button. An email notification 

confirming that your request has been successfully submitted will be sent to your registered email address.

VAT Refund/Adjustment Request Process in ACTS

Personnel Fee for VAT Refund on e-Billing Statement shall be processed through SRN and proof of payment 

or official receipt shall be uploaded as other supporting documents.CRF12312311

ABCD Company Inc.

123-456-789-000

ACTS E-OR 000006789012
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Below is a sample email that you will receive in your registered email address once you have 

successfully submitted your VAT refund request via ACTS.

VAT Refund/Adjustment Request Process in ACTS

Personnel Fee for VAT Refund on e-Billing Statement shall be processed through SRN and proof of payment 

or official receipt shall be uploaded as other supporting documents.

CRF12312311

Juan Dela Cruz,

ACTS E-OR 000006789012

ABCD Company Inc.

123-456-789-000

Representing VAT refund for transactions paid under ABCD Company Inc. Customer is 

tagged as VAT Zero-Rated in ACTS effective January 05, 2023 to December 31, 2023 in 

accordance with BIR RR No. 3-2023

Request for a 
refund/adjustment 

via ACTS

Billing team to 
review your 

refund/adjustment 
request

Monitor your 
refund/adjustment 
request status via 

ACTS

Receive the result 
of your request via 

your ACTS-
registered email



Should you wish to save it as draft, just click on the SAVE DRAFT. Confirm by 

clicking the       button and you will be prompted with the Refund Request Number.

VAT Refund/Adjustment Request Process in ACTS

Personnel Fee for VAT Refund on e-Billing Statement shall be processed through SRN and proof of payment 

or official receipt shall be uploaded as other supporting documents.

CRF12312311

REMINDER: 

Please note that refund requests that are saved as draft will 

not be submitted to MICT Billing Group for review.

ABCD Company Inc.

123-456-789-000

ACTS E-OR 000006789012
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If you need to cancel your current request, click on       button and confirm the cancellation by 

clicking the       button. Once done, a prompt will show confirming that the refund request has been 

successfully cancelled. 

VAT Refund/Adjustment Request Process in ACTS

Personnel Fee for VAT Refund on e-Billing Statement shall be processed through SRN and proof of payment 

or official receipt shall be uploaded as other supporting documents.
CRF12312311

CRF12312311

CRF12312232

CRF12312322

CRF12312333

CRF12312411
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Login to your ACTS account at https://acts.ictsi.com/ From the REFUND tab, click on SEARCH

Monitoring Your Refund/Adjustment Request Status
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From the SEARCH tab, input the submission date and click on     to view the status of your 

refund request/s.

CRF12312311

CRF12312312

CRF12312334

CRF45678994

CRF43456754

Monitoring Your Refund/Adjustment Request Status
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Refund Request Status descriptions

Monitoring Your Refund/Adjustment Request Status

DRAFT

This status indicates that the refund/adjustment request is still saved in drafts and can still be edited for submission or cancellation.

SUBMITTED

Indicates that you have entered the necessary information and documents to initiate the refund/adjustment request. The request is in queue for review and approval by the MICT Billing 
Group.

CANCELLED

The refund/adjustment request has initially been saved as draft and eventually cancelled by the user.

FOR APPROVAL 

Indicates that the request is currently under review by the MICT Billing Group.

REJECTED 

The request has been reviewed but does not meet the criteria for VAT refund/adjustment. An email notification will be sent to the registered email address indicating the reason for rejection of 
the request.

APPROVED

The refund request has been reviewed and approved by MICT Billing Group. An email notification will be sent to the registered email address with E-ADR Reference Number and links to 
download the New ACTS E-OR, ACTS Cancelled E-OR, and ACTS Verification Fee E-OR.
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If your request has been approved, an email notification will be sent to your registered email address with E-

ADR Reference Number and links to download the AR, New ACTS E-OR, ACTS Cancelled E-OR,

and ACTS Verification Fee E-OR.

Monitoring Your Refund/Adjustment Request Status

Juan Dela Cruz,

CRF12312311

0123456

Representing VAT refund for transactions paid under ABCD Company Inc. 

Customer is tagged as VAT Zero-Rated in ACTS effective January 05, 2023 to 

December 31, 2023 in accordance with BIR RR No. 3-2023

ACTS E-OR 000006789012

123-456-789-000

ABCD Company Inc.

You may visit these 
links to download 

the AR, New E-OR, 
Cancelled E-OR, 

and Verification E-
OR.
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If your request has been rejected, an email notification will be sent to the registered email address 

indicating the reason.

Monitoring Your Refund/Adjustment Request Status

Personnel Fee for VAT Refund on e-Billing Statement shall be processed through SRN and proof of payment 

or official receipt shall be uploaded as other supporting documents.

Juan Dela Cruz,

ACTS E-OR 000006789012

ABCD Company Inc.

123-456-789-000

CRF12312311

Representing VAT refund for transactions paid under ABCD Company Inc. Customer is 

tagged as VAT Zero-Rated in ACTS effective January 05, 2023 to December 31, 2023 in 

accordance with BIR RR No. 3-2023
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Juan Dela Cruz,



Prompt Messages in ACTS for VAT Refund/
Adjustment Requests

03



This message will be prompted if the Customer Name in 

ACTS E-OR or ACTS E-BS is not tagged as VAT ZR.

Prompt Messages in ACTS for VAT Refund/ Adjustment Requests

This message will be prompted if the Payment Date is not 

within the VAT ZR effectivity date.

This message will be prompted if the current request is 

already being processed by another user. 

This error message will be prompted if your TIN cannot be used to request a 

refund. Kindly check with the Billing Team at actscmgroup@ictsi for further 

inquiries.

ACTS E-OR 000006789012
ACTS E-OR 000006789012Customer TIN does not exist for OR/E-OR# 

ACTS E-OR 000001234567.  Please contact 

Billing Team at actscmgroup@ictsi.com for 

clarification.



This message will be prompted if the payment date is within VAT ZR 

effectivity, but the refund request was submitted beyond the cutoff 

date set by the Tax Accounting in the system.

This message will be prompted if there is no remaining 

balance to refund.

Prompt Messages in ACTS for VAT Refund/ Adjustment Requests
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