User Guide for Filing the 2024 Annual
Establishment Report On Wages (AERW)

National Wages and Productivity Commission

March to June 2025

Table of Contents

1. Introduction

W N

System Requirements
Contact Support

Accessing the Online Portal

4.1. Logging-In (for Existing Users)

4.2. Signing-Up (for New Users)
5. Navigating the DOLE-OCP Dashboard (For New Users)

6. Accomplishing the Annual Establishment Report on Wages

Accessing the AERW Module
Part 1: Establishment Profile
Part 2: Employment Data
Part 3 Employees Data
» Option 01 (for users with records in My Employees)
» Option 02 (to import employee data from CSV file)
Part 4: Breakdown of Rank-and-File Employees

Part 5: Wage Distortion, Living Wage, Productivity
Improvement and Incentive Program

Part 6: Certification and Consent

7. View Submission History/ Request for Edit



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.



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 (for first-time users)

Online
Compliance |
Portal £ o)

Having Difficulties on

Visit BWC Browsing the App?

Website You £on Bocess o user quide for the
therough guide of features and functions.
Browse our v



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

4.1 Logging-In (for Existing Users)

1. Click Login.
2. Enter registered email address and password.

3. Click ST

e

Signin
or sign up for an account

Email address”

Password” Forgotten your password?

©

Remembar me

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 {5518

<
Signin
)¢ sign up for an account
OTP Code’ Go Back

30 seconds left




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 SIS

h
Signup

or sign in te your account

B8 New User With Existing ERS Account

Select Region”

First Name® Last Name”

Email address”

Password Confirm password”

By registering for an account, you consent to our collection, use, and disclosure of your personal infoermation as described in our Privacy

Policy. You also agree to abide by our , which outline the rules and regulations governing your use of our website and services.




5. Navigating the DOLE-OCP Dashboard (For New Users)

1. Register establishment under Rule 1020 of the Occupational

Safety and Health Standards. Click U ER RS g (il/
G EE T 0n e\ 04 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.
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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.

Establishment Registration




6. Accomplishing the 2024 AERW

1. Click the AERW widget (see arrow).
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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.

Annual Establishment Report on Wages

Establishment Profile

Establishment Name Tax Identification Number

Floor / Bidg. No. / Street / Subdivision Select Region Select Province | Highly Urbanized City

Solect Municipality / City Seloct Barangay

Mobile Number Email Address of the Establishment




6. Accomplishing the 2024 AERW

PART I. Establishment Data

Legal Grganization

© SINGLE PROPRIETORSHIP
refers to & business establishment organized. owned, and managed by one person, who alone assumes the risk of the business enterprise.

PARTMERSHIP
refers to an association of two or more Indi

for the conduct of a business enterprise based upon an agreement ar contract betwaen or

among them to contributs maney, property or industry into a commen fund with the intantion of dividing profits among themsaives.

STOCK CORPORATION
refers to an ordinary business corporation organized by private persns, created and operated for the purpose of making & profit which may be

distribated in the form of dividends to stockholders on the basis of their invested capital

ONE PERSON CORPORATION
is corporation with 3 single stockholder, who can only be & natural person, trust, or estate.

MNON-STOCK, NON-PROFIT CORPORATION
refers to a business corporation which does not issue stock ta its members and are created not to profit but for the public good and welfare. Ot

this character are most of the religious, soclal, charitable, educational, literary scientific, chvic and political organizations and societies

COOPERATIVE

refers to an organization composed primarity of small producers andjor consumers W voluntarily foin togetnar to form a business enterprise

winich they themselves own, cantrol and patronize.

OTHERS
refers to an organization not cizssified in any of the above classification. it includes private foundations, mental

Organizations, or other forms of gl crganizations.

Mature of Business
Based on Phillppine Standard Industrial Classiication

Section Division

lesale and Retail Trade and Repair of Mator Veh.. o

R OF MOTOR VEHICLES AND

WHOLESALE AND RETAIL TRADI
MOTORCYCLES

Group Class.
e of motor wehicles - Sale of nx v
Msjor products/servicelgoods offered or sald Expart Oriented?” ()

of moto

~ XD

Labaor Relations

with Legitimate Labor Organization’ With CBA or Withaut CBA aar Registerad with DOLE

. Y o :

2. Click m to proceed.

o 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.



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 m to proceed or Back to go to the previous page.

Annual Establishment Report on Wages

© :cosmencuo

Employment Data as of Dec. 31, 2024

Particulars Male Emplayees Female Employees Total
Managerial & Supervisary 0 ]
Rank-and-file o 0
Total Male Employees Total Female Employees Total Employses
- o

For AERW inquiries, email us 31 wage.report@nwpc. dole.gov.ph.
Wage Report Hotlines at 8527-5519, 85278011 and 09178630855,
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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

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

corner.

[} =
s e woner e

Emphayaas Salactard .
Employes Name Sax Birthday Ocoupation [ Designation
affonso mendz d 1880-01-01 quard °
colans e} 1988-02-22 clark [ -]
Juan D la G T 01-Jan-00 Admin Bide [+ ]
mia trump Q 2008-07-28 sales [+]

Showing 1to 4 of 4 results Par page 10
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2. Complete employee details such as employee type, basic wage,
and regularly paid cash allowances (if any).

Add New Worker Profile

Last Name" First Name" Birthdata

Dela Cruz Juan 01/ 281850 ]
Sex Civil Status’ Iz a Person With Disability?”

Male % Married ® v No “

Occupation [ Designation”

Staft

Employment Status’

Reqular ¥ ow
Types of Employees
Hourly-Paid Employees Daily Paid Employees
paid based an tual number of hours they paid on the days they actually worked and on
unworked regular holidays.
Monthly -Paid Emplayees Output-rated Employees
pald every day of the month, including unworked whose pay is in relation to their output, |8,

rest days, special days, and regular halidays. The pi

. quota, “palyase”, or task

Types of Employees” Amount” With Regularly Paic
Cash Allowances?

Hourly W [mn
e X v

12



© OPTION 2: For Users with no existing employee records in ‘My
Employees’, or choose to import employee data from a CSV File

IS dIlmport Employee Data

2. Click Download Template to download Excel file template.

2 7
: Import Employee Data
Employeas Selected
Download Template
&, convert to CSY File when
uploading
Employee Name Sex Birthday Occupatii &y Import (CSV File)
alfonso mendz d 1980-01-01 guard _gﬁ‘ °
colans a 1988-02-22 clerk 7 O

3. Accomplish the Excel file template.

o 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”.

Wwith
Position/ | Type of |BasicPay| Regularly |Allowance
Designation |Employee| Amount | Paid Cash | Amount
Allowance
De la Cruz Juan 01-Jan-00{Male Married  |Yes Admin Aide |Hourly 100|Yes 1000

Last Name [ First Name | Birthday Sex  |(Civil Status| PWD

13



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.
g = fkde = = .9

5. Submit the accomplished CSV file by clicking [i{slo g@ 5 1)) DRV ELE],
then Import (CSV File).

2
: Import Employee Data Add New Worker Profile
Employeas Selected

Download Template
ﬂIJ convert to CSV File when

uploading
Employee Name Sex Birthday Occupatii M, Import (CSV File)
alfonso mendz 0‘ 1980-01-01 guard ﬁ' °
colans d 1988-02-22 clerk Z O

14



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.

Import aerw emp temps

Upload a CSV file

@ File Upioad
Import Cancel < 4 & » Downloads v O Saareh Downilngd L
Organize = New folder =- 1O @
@ OneDrive - Perscnal HName
Vestarday
B:| import-43- AERW_TEMPLATE(2) faibed -rows.cow
[l Deskiop » :
B AERW_TEMPLATE(Z).csv
& Downloads »
Eariler this week
8 posumants " 1] AERW_TEMILATE{ TLesv
A Pictures * Last mnnth
File: name: © Al Sugponen Types [*Cwt i
Open | Cancel

7. Once uploaded, click .

» 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 (1l. Employment Data).

Selected Workers doesn't Match the X
Employment Data

You've only selected 4 , while you have
declared 3 Rank-and-File Employees on
Step 2

(v) Import completed 4

Your employees import has completed and
3 rows imported.

15



6. Accomplishing the 2024 AERW

PART IV. Breakdown of Rank-and-File Employees

1. Inputthe number of male and female minimum wage earners,
learners, and apprentices (if applicable).

Annual Establishment Report on Wages

° I. Establishment Date Q 1. Employment Data o . Employees Dats
1

Particulars Make Female Total

Apprentices

2. Click [ EEIRG O E RS 1) DYIFE] 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
(11l. Employees Data).

3. Click m to proceed or Back to go to the previous page.

play play Femate Employees Total

Marhiy-Paid ]
Cutput-Asted Tmployess (]
Gtners

Taksl Ml Employess Total Famate Employoes Tatal

Pasticulars Maln Famaln
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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 m to proceed or Back to go to the previous page.

" V. Breakdown of Rank-ana-Fie
o . Employment Data o m, Employecs Data ekniaee

Wage Distortion

Are you aware of wage distortion?”

Yes HNo

Living Wage

Beyand complying with the minimurm wage law, does your establishment also implement a living wage policy?”

el Program
Wish Productlvity Improvement Program
Yes L
with ProguctivityPerformance Reward Sch o
Yas o
——

17



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 SIS 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.

Annual Establishment Report on Wages

IV. Breakdown of Rank-and-File V. Wage Distortion, Living Wage, ~
lil. Employees Data Productivity Improvement and ( 06 ) VL. Certification and Consent
Employees N
Incentive Program -
4 3
Company Representative” Representative's Mobile Number™

Has the AERW Module been helpful in reducing paperwork and manual processes within your establishment?”

Yes No

I certify that the content of the uploaded document is true and correct, based on personal knowledge andjor official record of the establishment.

I understand that a copy of the summary of responses will be sent to me as respondent and to the establishment as well thru the email email addresses provided

herein.

Do you consent to the use of your information in availing the programs and services of the Department of Labor and Employment?”

Yes, I'd like to be updated on programs and services of the Department of Labor and Employment.

No thanks, | do not want to hear about programs and services of the Department of Labor and Employment.

Back +/ Submit

For AERW inquiries, email us at wage.report@nwpc.dole.gov.ph.
Wage Report Hotlines at 8527-5519, 85278011 and 09178630855.

18



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).

SUBMIT REFORT VIEW SUDMISSION MISTORY

2. Click View or Request for Edit

Total Rank-and-File  Hourly-Paid  Daily-Paid  Monthly-Paid

aerw-51b88956-be0-7425  Small (Php3,000,000.01 - 15,000,00000) 1 o o 1 @ View  Request for Edit

Showing 1 result Perpage 10 v
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