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STEP 1: LOG IN TO YOUR ACTS ACCOUNT

• Go to https://acts.ictsi.com/.

• Enter your log in credentials. 

• For first time users, log in credentials are 
provided in the email confirmation sent 
after registration.

https://acts.ictsi.com/


STEP 2: GO TO SERVICES INQUIRY

• Click on the SERVICES INQUIRY tab.

• Select IMPORT in the drop-down list. 



STEP 3: ENTER CONTAINER DETAILS

• Input the Entry Number and then click the 
search icon.

• Input the last four (4) digits of the Bill of 
Lading Number and click SUBMIT. 



STEP 4: CHECK NECESSARY APPLICATIONS AND 
ADJUSTMENTS TO THE CHARGES

• Select all containers that you would like to pay 
for. 

• For withholding tax and zero VAT applications, 
tick on the applicable box/es.

• For adjustments on weighing, reefer validity 
and storage validity, tick on the applicable 
box/es and indicate your preferred validity 
dates. 

• Once all is checked and applied, click VIEW 
CHARGES.



STEP 5: REVIEW ALL CHARGES

• If all details on port charges are correct, 
click ADD TO SUMMARY.



STEP 6: CHECK TRANSACTION SUMMARY

• Tick the box on the left side of the transaction. 

• If you would like to proceed with payment, 
click PAY.

• If you would like to defer payment for another 
time, click SAVE TRANSACTION. Make sure 
you take note of the Transaction Reference 
Number that will appear on the screen after 
saving the transaction. 

• If you would like to re-do the processing, click 
CLEAR. 



STEP 7: SELECT MODE OF PAYMENT

• You may pay through either of the following:

ü Online Banking

§ Select your partner bank in the drop-down list. 
Once selected, page will be automatically be 
redirected to the bank’s portal. Please make 
sure you have requested the linking of ACTS 
Online to your online bank account with your 
bank partner.  

ü Advance Deposit Receipt

§ Tick the ADR box. Input your TIN, AR number 
(to be provided by our Billing Team upon 
deposit confirmation) and ADR amount (total 
amount due).



STEP 8: PRINT ELECTRONIC OFFICIAL RECEIPT (E-OR)

• After a successful payment transaction, 
an e-OR will automatically be generated 
and be available for printing under 
Transaction Inquiry.



STEP 8: SAMPLE E-OR

• ICTSI issuance of e-OR is officially 
approved by BIR. Every e-OR generated 
includes our CAS Permit Number -
2001_0125_PTU_CAS_000774.



STEP 9: PRINT ELECTRONIC GATEPASS 

• To print gatepass, go to SERVICES 
INQUIRY and select PRINT GATEPASS.

• Input the Billing of Lading Number or the 
Container Number and then click the 
search icon.



END
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STEP 1: LOG IN TO YOUR ACTS ACCOUNT

• Go to https://acts.ictsi.com/

• Enter your log in credentials. 

• For first time users, log in credentials are 
provided in the email confirmation sent 
after registration.

https://acts.ictsi.com/


STEP 2: GO TO SERVICES INQUIRY

• Click on the SERVICES INQUIRY tab.

• Select EXPORT in the drop-down list. 



STEP 3: ENTER CONTAINER DETAILS

• Input the Booking Number and then click 
the search icon.

• Input your Broker’s TIN and click 
SUBMIT. 



STEP 4: CHECK NECESSARY APPLICATIONS AND 
ADJUSTMENTS TO THE CHARGES

• Select all containers that you would like to pay 
for. 

• Fill out the required fields for Broker's Name, 
TIN, Declaration No, Shipping Line, Vessel and 
Commodity.

• For withholding tax and zero VAT applications, 
tick on the applicable box/es.

• Once all is checked and applied, click VIEW 
CHARGES.



STEP 5: REVIEW ALL CHARGES

• If all details on port charges are correct, 
click ADD TO SUMMARY.



STEP 6: CHECK TRANSACTION SUMMARY

• Tick the box on the left side of the transaction. 

• If you would like to proceed with payment, 
click PAY.

• If you would like to defer payment for another 
time, click SAVE TRANSACTION. Make sure 
you take note of the Transaction Reference 
Number that will appear on the screen after 
saving the transaction. 

• If you would like to re-do the processing, click 
CLEAR. 



STEP 7: SELECT MODE OF PAYMENT

• You may pay through either of the following:

ü Online Banking

§ Select your partner bank in the drop-down list. 
Once selected, page will be automatically be 
redirected to the bank’s portal. Please make 
sure you have requested the linking of ACTS 
Online to your online bank account with your 
bank partner.  

ü Advance Deposit Receipt

§ Tick the ADR box. Input your TIN, AR number 
(to be provided by our Billing Team upon 
deposit confirmation) and ADR amount (total 
amount due).



STEP 8: PRINT ELECTRONIC OFFICIAL RECEIPT (E-OR)

• After a successful payment transaction, 
an e-OR will automatically be generated 
and be available for printing under 
Transaction Inquiry.



STEP 8: SAMPLE E-OR

• ICTSI issuance of e-OR is officially 
approved by BIR. Every e-OR generated 
includes our CAS Permit Number -
2001_0125_PTU_CAS_000774.



END



Thank you


