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DATA TO BE COLLECTED

A ESTABLISHMENT DATA

➢ Asset Size
➢ Address of the Establishment
➢ Contact Information of the 

Establishment
➢ Legal Organization of 

Establishment
➢ Main Economic Activity
➢ Major products or goods or type of 

service rendered
➢ Export Oriented
➢ Labor Relations

B EMPLOYMENT DATA

➢Number of male and female 
Managerial/Supervisory and Rank and File 
(R&F) employees

➢Breakdown of (R&F) Employees
○ Hourly-Paid
○ Daily-Paid
○ Monthly-Paid
○ Output-Rated
○ Others
○ Learners
○ Apprentices

➢Minimum Wage Earners
➢Persons with Disability
➢Regularly-Paid Cash Allowances

C
WAGE 
DISTORTION

➢Awareness on Wage Distortion

D LIVING WAGE

➢Awareness on Living Wage

E
PRODUCTIVITY 
IMPROVEMENT AND 
INCENTIVE 
PROGRAM



This is the 
landing page

Press the 
‘Submit a report’ 

button to start



This is the 
registration page

To proceed, click 
‘Continue’ button.



Fill out the following 
fields to create an 
account:

-Establishment Name
-Establishment Type
-Establishment Tax 
Identification No. 
(TIN)

-Respondent Email
-Password

Read the data privacy 
consent/agreement, 
tick the box beside it if 
the user agrees.

Ensure that the 
information written is 
correct and the email 
address is working.



Click ‘Submit’ button 
to proceed.

If the fields were 
successfully filled out, 
a pop up message 
will show with the 
email that you used to 
register and a notice 
about the confirmation 
email.

Click ‘Continue’ 
button and check the 
email for the 
confirmation email.



Verify Email Button 
Click the button to 

verify the email

Establishment ID 
This will be used for 

logging in the system

In the email, 
registration details 
will be shown including 
the Establishment ID 
and the ‘Verify Email’ 
button. 

Copy the 
Establishment ID to 
be used later to login. 

Click the ‘Verify Email’ 
button to proceed to 
login.



Once the ‘Verify’ 
Button is clicked from 
the email, it will 
redirect to the site with 
a message that your 
account is verified..

Click the ‘Proceed to 
Login’ button to go to 
the Login Page.



This is the Login Page

Fill out the following 
fields:
• Respondent Email
• Establishment ID 
(from the 
verification Email)

• Password

Click the ‘Login’ 
button



Click when you 
forget your 
password

If you forgot your 
password, click the 
‘Forgot your 
Password?’



The site will direct you 
to the Forgot 
Password page.

Type the Respondent 
Email and 
Establishment ID with 
the Email you used in 
registration and the 
Establishment ID 
indicated in the email.

Click the ‘Submit’ 
button.



Once the ‘Submit’ 
button is clicked, a 
notification at the 
bottom of the page will 
pop-up notifying you 
that an email was sent 
to your email.

Check your email to 
continue.

Pop-up 
notification



Click to Reset your password

In the email, it provides 
the ‘Reset Password’ 
button. Click the 
button to proceed the 
process.



The button will direct 
you to the Reset 
Password page again.

Type the password you 
wish to use and click 
the ‘Submit’ button.



The button redirects 
you to the login page. 
A message will pop up 
at the bottom of the 
screen that lets you 
know that you’ve 
successfully 
changed your 
password.

You can now login with 
your Respondent 
Email, Establishment 
ID, and new 
Password.

Pop-up message



Home Icon - report page

Question Mark Icon - 
Frequently Asked 
Questions (FAQs) Page

Phone Icon - AERW 
hotline and email 
address

Exit Icon - log out and 
redirects to the Login 
Page

Navigation

Report

FAQs Contact Us

Logout



Please read and follow the 
instructions to avoid error.

Establishment Data

1-3  Establishment  Name, 
type and TIN are auto 
filled.

4. Click to select Asset Size
5. Click the drop-down arrow 

to select:
• Region
• Province
• City
• Barangay
Input your answer:
• Number/ Street/

Subdivision/ Village
• Mobile No. starts with
+639

• Email Address
6. Click to select the Legal 

Organization of 
Establishment

7. Click “Select Main 
Economic Activity” to 
choose the industry or 
main economic activity



Click once you’ve chosen 
a Main Economic Activity

Once the Select Main
Economic Activity 
button is clicked, a 
window will appear.

Select the applicable 
option, then click 
“Select”.



8. Input the major 
products or goods or 
type of service/s 
rendered

9-10. Click to select the 
applicable options:
• Export Oriented
• Labor Relations



LABOR RELATIONS: WITH REGISTERED UNION

WITH EXISTING COLLECTIVE BARGAINING AGREEMENT

WITHOUT EXISTING COLLECTIVE BARGAINING AGREEMENT

If with registered union
is selected:
• Select whether with or

without existing CBA
• If with existing CBA, 

input date of effectivity 
and expiration.

• If without existing 
CBA, select reason/s 
for the absence of 
CBA. If “Others” is 
selected, specify your 
answer in the field 
provided.

If Without registered 
union is selected, 
proceed to
B. Employment 
Data.



Fill out the number 
of Male Managerial 
and Supervisory 
Level Employees

Fill out the number 
of Female 
Managerial and 
Supervisory Level 
Employees

Fill out the total 
number of male 
rank-and-file 
employees

Fill out the total number of
female rank-and-file employees

B. EMPLOYMENT DATA

Totals are auto-filled.



If the total does not tally with B.2 total
R&F, error message.will pop up

1.BREAKDOWN 
OF RANK-AND-FILE 
(R&F) EMPLOYEES
(DO NOT INCLUDE 
MANAGERS AND 
SUPERVISORS)
Fill out the number of male 
and female rank-and-file 
employees based on the 
type of employees:

• Hourly-Paid Employees
• Daily-Paid Employees
• Monthly-Paid 

Employees
• Output-Rated 

Employees
• Others

Ensure that B.2.1 
Breakdown of of R&F 
employees tallies with the 
total R&F employees in 
B.2.



Fill out the number of Male 
Minimum Wage Earners

Fill out the number of
Male PWD

Fill out
the number of 
Male Employees
with Regularly-
Paid Cash 
Allowances

Fill out the 
number of Female 
Employees with 
Regularly-Paid 
Cash Allowances

Fill out the 
number of 
Female PWD

Fill out the number 
of Female Minimum 
Wage Earners

Fill out the number of 
male and female rank-
and-file employees 
based on the type of 
employees:

• Minimum Wage 
Earners

• Persons with 
Disability

• With 
Regularly-
Paid
Cash 
Allowances

• Learners
• Apprentices

Fill out the number of Male 
Learners

Fill out the number of Male
Apprentices

Fill out the number
of Female Learners

Fill out the number of
Female Apprentices



C. WAGE DISTORTION
Click to select your 
answer. If ‘Others’ is 
selected, please 
provide specifics in 
the space provided.



D. LIVING WAGE
Click to select your 
answer.



E. PRODUCTIVITY 
IMPROVEMENT AND 
INCENTIVE 
PROGRAM
Click to select your 
answer. If ‘Others’ is 
selected, please 
provide specifics in 
the space provided.



F. SUPPORTING
DOCUMENTS
Click “Download 
Excel Template 
Here” to download 
the excel file.



RANK AND FILE 
EMPLOYEE RECORD
(excel template)

• Columns A & B:
Type employee’s last and 
first name

• Columns C & D: 
Click the drop-down 
arrow to choose:

Sex (M/F)
PWD (Y/N)

• Column E:
Type employee Position/ 
Designation

• Columns F-J
Type the amount of Basic 
Pay for each employee 
depending whether 
Hourly, Daily, Monthly, 
Output-Rated or Others. 
Only one column should 
be filled out for each row.

• Column K:
Type in the amount of 
monthly equivalent 
regularly paid cash 
allowances, if any. Type 
“0” if none.



Ensure that the details 
of R&F employees 
listed in the excel file 
tallies with the details 
reflected in B.2.1.

Save your file, then
upload it to the 
system.



Choose the desired file 
and click ‘Open’

Upload the accomplished 
excel file by clicking 
“Upload Accomplished 
Excel File” and 
selecting the saved file.

You may also drag and 
drop the saved excel file 
in the "Drop 
Accomplished Excel File" 
section.



IN CASE OF DATA INCONSISTENCIES

Data uploaded is not equal to the 
total of Rank-and-File employees

Data uploaded is equal to the total
of Rank-and-File employees

When the file is 
successfully uploaded, 
the number of male and 
female employees per 
type will be displayed, as 
shown below.

If there are 
inconsistencies in the 
data, the system will 
highlight the 
mismatched entries.

Correct the inaccurate 
data by revising your 
excel file before 
continuing to the next 
section.



G. CERTIFICATION
Input the following 
information:

• Name of 
Respondent

• Position
• Mobile Number
• Email address

Select applicable 
answers for the 
remaining questions.

Review the report 
carefully before 
clicking the Submit 
button to avoid error.



All fields completed, data matched

Incomplete fields, data mismatch

The list of all items missed
In the Survey

If all fields are completed 
and the data in the portal 
matches excel file, the 
“Submit” button will be 
enabled. It will remain 
disabled if there are 
unfilled fields and/or data 
mismatches, and an error 
message will appear.

Go back to the missing or 
incorrect items and 
complete your entries.
Once done, review the 
information and click the
”Submit” button

Active Submit Button

Inactive Submit Button



Once successfully 
submitted, this message 
will be displayed.

A confirmation email will be 
sent to both the 
establishment's and 
respondent's email 
addresses. Check your 
inbox to confirm receipt.

If any information needs to 
be revised after 
submission, the user may 
login using the same 
email, establishment id, 
and password.

The user can only revise 
the submitted report only 
ONCE.
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