
USER MANUAL 
OFFICIAL RECEIPT REQUEST FORM 
Effective February 21, 2024 
 

 
 
1. Enter your email address 

 
 
  



2. Please select Type of Request 

 
 
3. Please select transaction and click “Next” button 

 
 
4. IF THE REQUEST IS SINGLE RECEIPT 

4.1 Enter BL number 

 
 

4.2 Enter Amount 

 
 
  



5. IF THE REQUEST IS MULTIPLE RECEIPTS 
5.1 Please attach / upload one (1) EXCEL file only 
5.2 Click “Next” 

 
 
6. Please enter Company Details 
 6.1 Enter Email Address to Notify 

 
 
 6.2 Enter Company Name 

 
 
  



6.3 Enter Delivery Address 

 
 
 6.4 Enter Contact Person 

 
 
 
 
 
 
 
 
6.5 Enter Contact Number / Cellphone Number 

 6.6 Click “Submit” 

 
 
After successful submission, user will be prompted with below: 
 
   


