
ACTS ONLINE PAYMENT WHARFAGE EXEMPT USER GUIDE
How To Apply Wharfage Exemption During Export Payment Transaction



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.

• Tick the WHARFAGE EXEMPTION box. 

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

v



STEP 5: TAG TRANSACTION AS WHARFAGE EXEMPT

• If you are sure to tag the transaction for 
wharfage exemption, click YES. If not yet, 
click NO.



STEP 6: INPUT THE COMMODITY

• Input an applicable commodity in the left 
field. Right field will auto-populate based 
on the input in the left field. Click ADD 
once fields are filled out. 

• If you are transacting for multiple 
containers with multiple commodities, 
add all the applicable commodities to the 
list by following above step.

• Once all commodities are added, click 
OK. 



STEP 6: MODIFY COMMODITY

• To modify commodities, click on 
SELECTED COMMODITY in the upper 
right section of the page. 



STEP 6: MODIFY COMMODITY

• To add a commodity, input commodity in 
the left field and click ADD.

• To remove a commodity, click on X at the 
left side of the commodity that you would 
like to remove from the list.

• Once all modifications are completed, 
click OK.



STEP 7: PROCEED TO VIEW CHARGES

• Review all inputs and click VIEW 
CHARGES to proceed. 



STEP 7: POP-UP NOTIFICATION

• A notification will pop up if selected 
commodity is not yet registered as 
wharfage-exempt in the PPA Online Port 
Charges Exemption (OPCE) system.

• Please make sure that you have 
registered your commodities with PPA 
before selecting the wharfage exemption 
in ACTS Online. To register, please 
contact helpdesk@ppa.com.ph.

mailto:helpdesk@ppa.com.ph


STEP 8: REVIEW ALL CHARGES

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



STEP 9: 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 10: 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 11: 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 11: 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.

SAMPLE ONLY



END



Thank you


