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1. Introduction 

This guide provides step-by-step instructions for filing the Annual 

Establishment Report on Wages (AERW) through the DOLE Online 

Compliance Portal (DOLE-OCP). Screenshots are included to assist 

users in navigating the system. 

 

2. System Requirements 

Before starting, ensure you have the following: 

- A stable internet connection 

- A computer device/ desktop 

- A supported web browser (Google Chrome, Mozilla Firefox,  

   Microsoft Edge) 

- Necessary documents/details required for submission. 

 

3. Contact Support 

Helpline for AERW inquiries is available from Monday to Friday, 7AM 

to 6PM, via these contact details: 

 

Email: wage.report@produktiboatsahod.onmicrosoft.com 

Phone: (02) 8527-8011 or (02) 8527-5519 

Cellphone: +63917-863-0855 

 

IMPORTANT REMINDERS: 

Complete and submit the report in one session. The system does not 

save the information until the report is submitted. The user is 

automatically logged out when the system is idle for five (5) minutes. 

Reports can only be submitted once. Ensure all details are correct 

before submission.  Resubmission is not allowed.  
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4. Accessing the Online Portal 

1. Access the DOLE Online Compliance Portal (DOLE-OCP) through 

this link: https://reports.dole.gov.ph/. 

2. Click Login (for existing DOLE-OCP users)  

3. Click Sign Up  (for first-time users) 

    

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

https://reports.dole.gov.ph/
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4.1 Logging-In (for Existing Users) 

1. Click Login. 

2. Enter registered email address and password. 

3. Click Sign in  

 

 

 

4. Enter or copy the One Time Passcode (OTP) Code. 
📌 OTP Code is sent to the registered company email address, and expires 

after 180 seconds. 

5. Click Verify 
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4.2 Signing-Up (for New Users) 

1. Select whether New User or With Existing ERS Account. 

2. Enter the required details. 
📌 Use company email address 

📌 Set password with at least 8 characters, including one (1) uppercase letter, 

one (1) lowercase letter, and one (1) special character 

3. Click Sign up  
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5. Navigating the DOLE-OCP Dashboard (For New Users) 

1. Register establishment under Rule 1020 of the Occupational 

Safety and Health Standards. Click Rule 1020 Registration/ 

Register Establishment Now! at the top-right corner of the 

dashboard (see arrow). 
📌 The Rule 1020 Registration/ Register Establishment Now! button 

disappears after the establishment completes Rule 1020 registration. 

 

 
 

 

2. Complete the required details and upload the necessary 

documents (i.e., latest business permit and government-issued 

ID of owner/ representative). 

3. Click Next. 
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6. Accomplishing the 2024 AERW 

Accessing the AERW Module 

 

1. Click the AERW widget (see arrow).  
 

 
 

 

 

2. Select Submit Report (see arrow).  
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6. Accomplishing the 2024 AERW 

PART I. Establishment Data 

 

1. Complete all the required fields. 
📌 Most fields (i.e., establishment's name, TIN and business contact) are auto-

filled using information from your registration.     

📌 Tooltips [     ] provide definition of terms.  

📌 Select the applicable business type and asset size from the dropdown menu. 

Micro enterprises will be prompted to indicate if they are registered as a 

Barangay Micro Business Enterprise (BMBE). If so, click the dropdown arrow 

to select the year of BMBE registration. 

📌 Select the applicable legal organization. Definition of terms is provided for 

guidance.  If “others” is selected, specify what applies. 

📌 Select “yes” or “no” for “Export oriented”.  

         📌 If “yes” is selected for labor organization, click if with or without CBA. If with 

CBA, select year of registration.  
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6. Accomplishing the 2024 AERW 

PART I. Establishment Data 

 

 

 

2. Click  Next  to proceed. 
📌 The ‘This is a required field’ error will remain visible even when data is 

entered. It will only disappear once you click Next to proceed. 
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6. Accomplishing the 2024 AERW 

PART II. Employment Data 

 

1. Input the number of male and female managerial and rank-

and-file employees as of 31 December 2024.  
📌 The total number of employees will be automatically calculated, and you 

cannot manually enter a value in the total textbox. 

 

2. Click Next to proceed or Back to go to the previous page.  
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6. Accomplishing the 2024 AERW 

PART III. Employees Data 

In this section, enter the records of rank-and-file employees as of 31 December 2024. 

________________________________________________________________________________ 

OPTION 1: For Users with existing employee records in the 

DOLE-OCP (My Employees). 

📌 Employee records from My Employees will automatically appear in this page. 

However, they are only displayed and have not been selected yet.  

📌 Employees added in the AERW module will also be automatically added in            

My Employees 

 

 

1. To select an employee to report, click the      button next to each 

employee's record to complete their employment details. 
📌 Completing all details will automatically select the employee. The      icon 

means that employee’s details are not yet complete. To exclude an employee, 

leave their details incomplete. 

📌 To edit employee’s record, click  

📌 To exclude an employee, click 

📌 To manually add a new employee, click Add New Worker Profile  

📌 The total number of selected employees will be displayed in the upper left 

corner. 

 

 

 

 

e      button next to each 

Completing all details will automatically select the employee. The      icon 
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2. Complete employee details such as employee type, basic wage, 

and regularly paid cash allowances (if any).  

 

 

3. Click Submit. 
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OPTION 2: For Users with no existing employee records in ‘My 

Employees’, or choose to import employee data from a CSV File 

 

1. Click Import Employee Data/ 

2. Click Download Template to download Excel file template. 

 

 

 

3. Accomplish the Excel file template. 
📌 Ensure all columns are complete and correct. Incorrect inputs (ex. “M” instead 

of “Male”) or misspellings (ex. “Sngle” instead of “Single”) or irregular inputs 

may lead to error/s and prevent the data from being recorded in the system. 

📌 Basic employee profile encoded in the CSV file will be automatically recorded 

in “My Employees”. 
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4. Once excel file is completed, save the file as CSV (comma delimited) 

(.csv). 

📌 The system only accepts CSV files (.csv). Excel files and other formats are 

NOT supported. 

 

 

 

5. Submit the accomplished CSV file by clicking Import Employee Data, 

then Import (CSV File). 
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6. Drag the file from computer to the drop zone or select the file by 

clicking Upload a CSV file. Select the file and double-click to upload. 
 

 

 

7. Once uploaded, click Import.  
📌 To prevent duplicate entries, review the displayed names before clicking Next. 

Click       to exclude an employee. 

📌 The system validates selected employees against the number and sex of employees 

recorded in employment data (II. Employment Data). 
 

 

 

 

prevent duplicate entries, review the displayed names before clicking 

Click       
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6. Accomplishing the 2024 AERW 

PART IV. Breakdown of Rank-and-File Employees 

 

1. Input the number of male and female minimum wage earners, 

learners, and apprentices (if applicable). 

 

2. Click Generate Added Employee/s   to generate summary. 

Review if the data are correct.  
📌 The breakdown of rank-and-file employees, number of PWD and employees receiving 

regularly paid cash allowances are auto filled based on input from the previous page 

(III. Employees Data). 

 

3. Click Next to proceed or Back to go to the previous page.  
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6. Accomplishing the 2024 AERW 

PART V. Wage Distortion, Living Wage, Productivity 

Improvement and Incentive Program 

 

1. Complete all the required fields by selecting Yes or No as 

applicable. If the answer is Yes, a follow-up question will 

appear. 

2. Click Next to proceed or Back to go to the previous page.  
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6. Accomplishing the 2024 AERW 

PART VI. Certification and Consent  

 

1. Enter the name of the respondent/company representative and 

company mobile number. Complete all succeeding items by 

providing the applicable answer. 

2. Click Submit to submit your 2024 AERW or Back to go to the 

previous page.  
📌 Confirmation and summary of information submitted will be received through the 

registered company email address of the establishment and the respondent. This will 

serve as proof of compliance during labor inspection. 
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7. View Submission History/ Request for Edit 

 

1. To view submission history or request an edit to your report, 

click the AERW widget and select VIEW SUBMISSION HISTORY 

(see arrow).  

 

 

 

2. Click View or Request for Edit 

 

 

 

 


