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II INTRODUCTION 

 

This manual is aimed towards existing users (customer/approver/API subscriber) of OPCE, going to the new version of 

OPCE Version 2.0. 

 

Majority of the operations are similar or exactly the same as the previous OPCE, however with additional helpful 

features. Such as customer modifying the request before it has been reviewed, returning a request aside from cancelling it by 

the approver, UI enhancements among others. 

 

III PREREQUISITES 

 

In order to use the Customers’ Commodity Request feature, below requirements should be prepared: 

 

1) Operating Systems – Windows 10, macOS-X or Linux. (Windows 11 preferred). 

2) Internet connection, at least 1MB/s (1024KB/s) speed. 2MB/s preferred. 

3) Either of the following browsers supporting HTML5 functionalities, arranged by most preferred, respectively. 

Browser Name 
Required Version / 

Release Date 
Current Version 
(as of this writing) 

Google Chrome  Version 45 / Sept 1, 2015 Version 117 / September 2023 

Mozilla Firefox Version 25 / Oct 29, 2013 Version 118 / September 2023 

Microsoft EDGE (available only under Windows 10) Version 12 / Mar 30, 2015 Version 117 / September 2023 

Opera Version 32 / Sept 15, 2015 Version 102 / September 2023 
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Mac Safari  
Version 7.1 / Sept 18, 2014 
(macOS only) 

Version 16.6 / July 2023  
(macOS only) 

NOTE: These browsers have automatic updates and most likely you have the latest version. Please check with your I.T. 

personnel on what version or browsers is/are installed in your workstation machine. 

 

  

WARNING: DO NOT use Microsoft Internet Explorer (IE) (any version) as this browser is no longer supported and may impose 

vulnerability and security issues. The replacement browser for IE is Microsoft EDGE, available only under Windows 10. 

 

4) CPU speed at least 1GHz (Dual) / preferred Quad (2GHz+) (for HTML5 feature-set processing) 

5) Display monitor of minimum resolution of 1366 x 768 (HD), preferred 1920 x 1080 (Full-HD). 

 

  



 

PHILIPPINE PORTS AUTHORITY 
Online Ports Charges Exemption System Version 2.0 
Customers Request Module | Role-play Based User Guide 

Document Version  :  2.0.0
  PAGE : 3 of 56 
Date Written :  February 04, 2025 
Date Modified  :  November 10, 2025 

 

 

IV Using the new version of OPCE (aka OPCE2) 

 

Current or existing users (customers, approvers, API subscribers) of OPCE have been migrated to the new version. Using an 

internet browser, go to https://opce.ppa.com.ph. The user will be redirected to the new Account Center of PPA. From this screen, 

click on the link Forgot your password?, as seen in the screenshot below. This is a requirement, since newer authentication method is 

effective in the new version of OPCE. 

  

 

https://opce.ppa.com.ph/
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After clicking the link, the next screen will be shown similar below. Enter the email address registered in the previous 

version of OPCE.  

 

Click the NEXT button after inputting the email. The next screen will appear. 
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After clicking the NEXT button from the previous screen, a succeeding similar page will appear. Check your email address to 

view the OTP or One-Time-PIN to be inputted in the entry below. Check your Spam folder if the email did not go inside your Inbox. 

 

  

 Proceed to the next step. 
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If the OTP is correctly validated, screen left will be 

shown. Enter a new password for your account in the new 

version of OPCE.  

 

Unlike the older version of OPCE, the new password has a 

stricter policy, for better security. It should be strong 

as stated in the screenshot. 

 

After the password has been successfully changed, go back 

to https://opce.ppa.com.ph  by typing it in your browser 

address bar (this is important), the login screen will be 

introduced again. Enter your email, and the new password 

chosen. If the password is correct, the user will be 

redirected to the new page of OPCE.  

 
 

  

https://opce.ppa.com.ph/
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V USING THE CUSTOMERS’ COMMODITY REQUEST MODULE 

 

While on the My Account page, click the COMMODITY REQUEST as pointed out by the red arrow guide shown Figure below. 

NOTE: The commodity request module can only be used by users with the role OPCE Customer. 

Figure: Commodity Request Link (Customer) 

------------------------------------------- 
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Similar to page below, customers can file for the commodities listed in the Certificate of Exportable from PEZA. 

Exactly the way how they file commodities in the legacy version of OPCE, with a newer screen, “similar” below. 

 
Customer’s Commodity Request page  
-------------------------------------------- 
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5.1 Adding and requesting commodity items under new HS CODE (Customer) 
 
To add and request a commodity for approval from PPA CSD, perform the following, similar to the older version of OPCE: 
 

1) Click on the NEW REQUEST button found in the previous page. Below window will appear. 
 
Figure: NEW REQUEST (Customer) 
------------------------------- 

 
 
 

a 

b 
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a) Click on the option File under existing HS 
CODE in the screen above (also the default 
selection upon going to this tab). 
 

b) User can select any HS Code already 
available for which she can file the 
commodities. 
 

c) Click the second option “File under new HS 

CODE”.  

d) The asterisk/star (*) as indicated in each 

entry means they are all required. 

 

 

 

 
 
  

c 

d 
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Enter all the information needed for the new 

request. 

 

 

  

 

 

 
 
 
 
 
  

 

e 
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In the completed form figure right side, the 

customer can still modify the entries. Such 

as descriptions and remarks, etc. 

 
Additional files can be added by clicking 

the ATTACH DOCUMENT button again. Files 

already in the list can be removed by 

clicking the [x] buttons alongside each 

file.  

 
In case the customer needs to reset the form 
to blank, the RESET FORM can be clicked at 
any time. 
 
 
To submit the form to PPA OPCE Server for 

CSD approval, click the button SUBMIT. 

  
 
  

h 
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 Once the SUBMIT button has been clicked, a modal 

dialog box will be shown, right side. 

 

 Clicking Cancel will close this dialog box and 

returns to the request form, allowing the user to 

modify further details about the request. 

 

 Clicking Submit button will initiate the 

submission of the commodity request addition. Refer 

to Figure on the next page for the next action 

performed by the OPCE Web Application. 

 Figure: Submission Confirmation 
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FIGURE – On Progress Request Submission (customer screen). After clicking the button SUBMIT, the system will upload all 
the information in the form as shown below figure. The form will be completely disabled while on progress so that further 
modification is prevented while submitting the data. Depending on the speed of the internet connection, and the size of 
the files being uploaded, the time to complete submission will vary on each request made. 
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FIGURE: Transmitted Request Data (customer) 
-------------------------------------------------- 
 
If the submission is successful, below screen will be shown to the customer. 
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Figure: Submitted Request (customer) 
------------------------------ 
 
The previously filed request of adding the commodity to PPA is listed here dynamically (real-time) right after the 
submission has completed. 
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Figure: PPA’s Commodity Request Approval page (Approver) 
------------------------------------------------------------ 

If one or more PPA CSD/Approver is logged-in inside the Commodity Request Approval module, that PPA CSD user will receive 
the request immediately on the screen, dynamically and in real-time. 
 
 
Figure: Approver’s menu 
selection. 
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Figure: Expanding the record of requested commodity (customer / approver) 
-------------------------------------------------------------- 
 
The Customer or Approver, once the row record is clicked, it will expand and show the details of the request. 
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Figure: Viewing file attachments (Customer / Approver) 
------------------------------------------------------- 
 
Viewing the files attached, is similar to the previous OPCE version. 
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In case if the HS Code already exists, there will be a warning message which is stated below: 
 

 
 

  Because the system has detected a previously 
requested new HS CODE, OPCE has temporarily 
recorded this information even if the request is 
not approved by PPA CSD yet. This approach is made 
so that the user will not type nor key-in the same 
HS Code and description over and over while filing 
new additional commodities under a new HS CODE. 
 
In order for the user to continue adding the rest 

of the commodities, she now needs to click the 

option “File under existing HS CODE” radio button 

(Figure 6-2-o right side). The new HS CODE item 

will be listed as the first item of the HS CODE 

item list. 

 
 

EXCEPTION: If another employee will login into 
another computer or browser, e.g. Arturo 

Bruscos, our second MGI employee, he will need to 
file the commodity under the option “File under new 
HS CODE”. 
 
 

  
Figure: (Customer’s Screen) 
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Figure right side is a complete form for 
the next addition of the commodity. 
Continue all the addition by submitting 
each request, and attaching the 
necessary files needed. 
 

● NOTE: Same file attachment is 

detected by the system. Based on 

specification, any file uploaded 

with similar or exact same 

content, regardless of the 

filename, will be treated the same 

and will be referenced by any 

request using that file. 

 
Perform the addition of commodities 
until all the items are added under HS 
CODE under user’s account.  
 
 

 Figure – (Customer’s Screen) 
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Figure: List of filed requests (Approver / Customer Screen) 
--------------------------------------------------------------- 
 
Similar to previous version of OPCE, below is the list (sample only) of filed commodity requests from the customers. These 
records are initially sorted by date (most recent) with the column (a).  Total records indicated (b) is thirteen. The 
caption ITEMS/PAGE (c) is set initially to 10, which can be clicked and select up to 50 items per page. The total pages 
are now 2 (d). Clicking on the page boxes will show the rest of the requested records Figure next page (e).  
 

 

b 

c 

d 

a 
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Figure: Next page records (Approver / Customer Screen) 
------------------------------------------------------ 
 
 

 
 
 

Clicking on the caption headers (f) will sort the records either ascending or descending, first click and second click 

respectively. 

  
 

e 

f 
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5.2 Attach an existing commodity to Company for exemption 

 

Any customer or company can add a 

commodity to their own list of products if 

that commodity already exists, similar to 

the older version of OPCE. Clicking the 

button SHOW RELATION PANEL allows them to 

attach certain commodities. 

 

 
 

Figure: Customer screen 
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5.2.1 The Relation Panel (customer’s screen) 

 The relation panel will display the connected commodities, from such HS Code, again, similar to the legacy version of 

OPCE. 

 

 

  

  

a 

b 

c 

d 
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5.2.2 Detach or Discontinue Commodity (Customer) 

 The attachment, detachment of certain commodity are exactly 

the same, as with previous version of OPCE. 
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5.3 Cancelling a request (Customer) 
 

 If a certain request is somehow a 

mistake or filed by accident, it can be 

cancelled, however, if and only if that 

request’s assessment status is P or Pending. 

If PPA has already started viewing it, then 

it will be marked V for verification and 

cancellation is no longer possible. 

 

 To cancel a request, simply click on the 

command button CANCEL REQUEST as shown figure 

right. 

 

  
Figure: Customer’s Screen 
 

 
 

The two command buttons above, CANCEL REQUEST and MODIFY are only 
visible if the request’s assessment status is P or Pending. 

   

 A confirmation dialog box will appear, 

figure right. Click on the YES button to 

cancel the request. The row record of that 

request will be removed from the list of 

requests, as well in the PPA CSD screen list, 

dynamically in real-time. 
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5.4 Following up a request (Customer) 

 A request can be followed up if the need 

is necessary or immediate. To follow up on a 

request, simple click on the command FOLLOW 

UP right figure. 

 

 The command button FOLLOW UP is only 

visible if the request’s assessment status 

is P or Pending, or V for Verification. 

 

 Figure (customer) 
 

 
 

   

 A notification box will appear on the 

customer’s screen and as well on the PPA CSD’s 

screen like the figure right. 

 Figure (Approver / Customer) 
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VI Extracting or Printing Reports (For CSD/Approver only) 
 

This feature is an amendment to the submitted specification. See page 20 of 20, VIII Amendments of the 

functional/specification document.  

To extract, print or export reports, click on the tab REPORTS as shown below figure. NOTE: Screen appearance, such 

buttons and dropdowns, may differ from user to user, depending on the brand of the browser in use.  
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Figure right shows the report 

parameter options. The result of 

the report will be based on the 

selected parameters. 

 

By default, All Requests Types 

and All Assessment Statuses are 

selected and can be printed 

immediately. 

 

Proceed to the next page for the 

next steps.  

  

Report Parameter Options
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(a) Date Range option indicates 
the number of days from and to 
which the report data should be 
extracted. 
 
(b) This date picker is toggle-
click, implying that once a date 
number is clicked, clicking it 
again resets or blanks the start 
or end date of the selection. 
Clicking on other date numbers 
sets the start and/or end dates of 
the range. Month, Year, and date 
range can be performed using this 
date picker. 
 
(c) Once the options have been 
setup, click the GENERATE button. 
 

  

 

 

 

 

 

 

 

 

 

 

  

a b 

c 
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(a) Once the GENERATE button is 

clicked, the system will acquire 

all the data based on the date 

range selected. The time to 

complete the download will depend 

on how many days and records are 

within the date range. 

 
 
 
Once the application has 

constructed the data, a new window 

will appear for the report. Refer 

to the next figure on the next 

page. 

 Figure 7-1-d 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a 
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The new window will 
appear similar to the 
figure right.  
 

(a) The information of 
the report is shown on 
the headers based on the 
report setup. 
 
(b) The information or 
records inside the 
report can be sorted by 
clicking the header 
columns. First click is 
for ascending; the 
second click reverses 
the sorting order. 
 
(c) Click the 

PRINT/EXPORT button. The 

print dialog box will 

appear as shown on the 

next page. 

 
 

 Figure: Sample report 

 

 

 

a  

b 

b 
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Figure Depending on the user’s browser in use, the Print Dialog box will vary on options, features and    
  appearance. Below Print Dialog is Google Chrome’s feature. Click the Print button once the print options  
  has been setup. 
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(a) A report can also be exported on 

different formats or medium. Observe 

figure right. Click on the Destination 

option. 

 

(b) Clicking on the See more… option 

will list other destination medium for 

extraction or export. 

 

 

Figures 
 

 
 

   

 

NOTE: Again, these options are only 

available depending on the browser in 

use, however with only some minor to 

major look and appearance. 

  

 
 

a 

b 
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Figure In the example printed report below, our user Alexa has filtered the data to be printed with only the 

information selected on the report parameter setup. 
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Observing the report above, sorting captions did not appear nor the ability to sort is not possible, because we only 

have 1 (one) record. The PRINT/EXPORT button only appeared once on top since again, there is only one record. 
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VI – APPENDIXES  

Appendix I Changing Account Information 

 

 The user can change their information under the My Account 

page. Figure right, click on the profile icon arrow (a), a pop-up 

will appear below, the click arrow (b). The following can be 

modified at any time. 

 

1) Password 

2) Mobile Phone Number  

3) Account Picture ID 

 

 Below are the data or information in which the user cannot 

modify. Neither the PPA Web API Administrator role or other PPA 

roles can change these pieces of information once registered. These 

are dictated, controlled and based from the customer registration 

form. 

  

 1) Name or Full Name 

 2) Email / User Name 

 3) Business Address,  4) Company Name, 5) Job/Position 
 

a 

b 
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A1.1  Changing Password 

A user can change the password at any time. PPA doesn’t 
force a user to change password but only a reminder. 
However, the technical administrator can change the days 
or the frequency of the recommended days. 

 This is similar to corporate accounts like Microsoft 
Outlook, Google Account, Facebook and many others in which 
the user has the rights not to change the password as long 
as it is strong enough or secured. Observe figure below: 
 
To change the password, click on the link button Change 
Password (a). 

Figure (applies to all users) 

 

Once the Change Password link button has been clicked, the user will be redirected to the change password page. 

 

 

 

a 
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As common operation on most corporate 

websites, company, online-banking and 

shopping sites, the form on right side 

should be accomplished when changing 

password. 

 
(a) Current password – is the current 
active password for the user. 
 
(b) New password – is the new desired 
password for the account. 
 
(c) Confirm new password – is the 
repetition of the new desired password so 
that it is guaranteed that the new 
password is correctly typed. They should 
match in order to make the change 
effective. 
 
Once the form has been completed, click 

on the CHANGE PASSWORD button. 

 

NOTE: Please review the notes on 

changing password found in Figure 5-1-a 

PPA Registration Confirmation email. 

 Figure (applies to all users) 

 

  

 

a 

b 

c 
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Once the password has been successfully changed, the user will be redirected to the My Account page with the message 

indicating the operation made (a).  

 

a 
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A1.3  Changing Account Picture ID 

 

 By changing the account picture ID, it 

appropriately identifies a user under that 

account.  

 

 Similar to services like Microsoft Office 

Outlook, Google services, etc. adding a picture 

account ID makes it easier for other users to 

identify the owner of such account. If you have 

multiple accounts under these services, 

identifying one account from the others is easy. 

Say a personal account under outlook live and 

another for a company Outlook account. 

 

 To change your picture account ID, click 

anywhere on the rectangular avatar icon (a) in 

the My Account page. 

 

 Figure A1-3-a 

 

 

 

  

a 
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After clicking the avatar icon, 

the user’s browser Open Dialog box 

will appear, similar to the figure 

right. 

 

Select the desired picture for the 

account picture ID.  

 

 NOTE: The perfect size for the 
account picture is 175-pixel 
width, by 300-pixel height (a) 
with a maximum of 200KB in file 
size and a PNG file type. 
Acceptable images are PNG and 
JPEG.  
 
Other sizes (of dimensions) can be 
uploaded however, the proportion 
and appearance will vary and might 
not display well on the 
placeholder of the account picture 
ID. 
 

Once the desired picture is 
selected, click on the Open button 
(b). 

  

Figure A1-3-b 

 

 

 

The account picture ID will now reflect to the user’s My Account page (a).  

Figure A1-3-d 

a 

a 
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a 
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APPENDIX 2  REQUEST FORMS 

 

Following PPA request forms relating to PPA Web API / OPCE can be used for the purposes they convey. Filling out 

these forms and sending them to PPA for approval. 

  

See succeeding pages for information on each request form together with sample data or information. They can be 

copied and pasted to a document for modifications. 
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A2.1  User Access Report (UAR). This form is used to request new/additional users (customers, CSD, admins, etc.). This 

form can also be found at the login screen by clicking below: 
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Double-click below PDF icon to load the original form. 
 
 

User Access Report 

(UAR).pdf
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A2.2  Password Reset Request Form - this form is used to request reset of password in case the user has forgotten the 

current password. NOTE: This form has been outdated since users can now reset their passwords by clicking the Forgot your 

password? Link in the login screen. 

 

A2.3  Termination or Suspension of User Account Form – This form is used when a user needs to resign or no 

longer in the position to do operations under the OPCE activities. 

ICTD FORM: OPCE-003 

 

PPA-OPCE ACCOUNT TERMINATION/SUSPENSION FORM 

COMPANY NAME METALS AND GEMS INDUSTRIES PTE. LTD. 

FIRST NAME LAST NAME MIDDLE NAME POSITION EMAIL / USER NAME 

ARTURO BRUCOS NACHO Commodity and Exports Specialist, QA anmuchos@mgi.com.ph  

PARTICULARS: 
 
The employee is no longer employed with the company effective this date. He will be joining the government military for civil 
services. 

TYPE OF ROLE 

🗹 Customer  
◻ Help Desk Support 

◻ CSD Approver 
◻ Admin ◻ Report Viewer ◻ API Client 

mailto:anmuchos@mgi.com.ph
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REMARKS: RSU Filed and Dated: MM/DD/YYYY : _________________ 
Subject to compliance to the PPA ICTD Security Policy as posted in the PPA website, the PPA Quality Management System (QMS) on MIS Support Process and Data 
Privacy Act (RA 10173). 

REQUESTED BY: (signature over printed name) 
 
ALEXA M. VEGAS 
Commodity and Exports Specialist, Supervisor 
METALS AND GEMS INDUSTRIES PTE. LTD. 

APPROVED BY: 
 
GERVACIO A.N. BALATBAT 
PPA-ICTD AUTHORIZED SIGNATURE  DATE: ______________ 

 

IMPORTANT REMINDER: The information contained herein should be kept confidential and should be used solely by the employee/s indicated in the name/s above. 
Should the security of such account be compromised, that account will be locked out or suspended until such time that security issue is resolved.  
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A2.4  Change/Add Feature Request Form – this form 
is used when a particular user (customer, PPA, etc.) needs a 

 
Double-click below icon to load the original form. 
 
 
 

Request for System 

Update (RSU).pdf
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Feature added to the OPCE system.
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A2.5  Incident / Bug Report Form – this form is used when a user encounters a bug in the PPA OPCE web 

application. 

 

 

Double-click below icon to load the original form. 

 

Incident_Report_Fo

rm.pdf
 

 

// END OF DOCUMENT. NOTHING FOLLOWS. 


