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RAMOS

APPLICATION

At the homepage, click the Business Permit icon to proceed with the
application or you can click the Business Permits > Application at the
main menu to create and view the list of created applications. 

Click the New Application button. This will open the application page
containing the four (4) sections.

Business Information and Registration

Business Operation

Line of Business

Summary

II. Business Permit Application

RAMOS
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Upload additional documentary requirements issued by the
regulatory office if necessary. 

1.

On the left side of the application form, select the documentary
requirement you want to upload from the list 

2.

a.
Click the Uploadbutton to select file from your computer 3.
On the dialog box, click the Browse button or select a file from your
computer then drag and drop to the dialog box

4.

Click the Upload button 

Application Details

Renewal Application (for renewal of application)

To display the business details for renewal, click the Link Business
and Search Existing Business button.

Input the Business Identification Number (BIN) and the Permit
No. the respective input boxes.
Click the Search button.
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New Application

Tick the box for new application 
Click the dropdown menu and select the mode of payment. 
Select the current year on Tax Year for a new application.
Tick the Generate Barangay Clearance box (optional)

Note: The Business Identification Number (BIN) is automatically
generated by the system once the application is submitted for
verification. 

Application Details

Renewal Application (for renewal of application)

To display the business details for renewal, click the Link Business
and Search Existing Business button.

Input the Business Identification Number (BIN) and the Permit
No. the respective input boxes.
Click the Search button.
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For renewal of the application, you can link to an existing business
through the Link Business button. Type in the Business Identification
Number (BIN) and Permit Number of the business to link with, then click
the Search button.

Note:  Only those issued business permits can be linked. Click the Action
button to select the business.

Link Business

To search for a business establishment for renewal, click the Search
Existing Business button. Click the corresponding Action Icon of the
business to be renewed then select Update Application button.

Note: Only business permit applications with complete payment can be
renewed. 

Once selected, the data of the business will be displayed on the
application form.
A pop-up message will appear if the existing business to be renewed
has not been paid or issued yet.

Search Existing Business

RAMOS
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Business Information and Registration

Enter all the required information in the Business Information and
Registration tab and click Next. 

Business Operation

Provide all necessary information in the Business Operation tab. You can
only proceed to the next tab if all the required information are supplied.
If your business location matches the main office address, tick the box
labeled "Same as Main Office" and your registration information will
automatically appear.
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Line of Business

When filling out the Line/s of Business/es section, please use the
same information that is indicated in your BIR Certificate of
Registration.
To proceed with your application, you need to upload the necessary
documents in the Line of Business tab. You can upload any of the
documents list with png, jpg, and pdf file format and with maximum
file size limit 25 MB. The LGU’s BPLO will use these documents to
review your application and verify your eligibility, check your
inputted data, and make changes if necessary. 

Note: iI claiming the business permit, the original copies of the
uploaded documents should be presented.

Business Permit Application - Applicant Guide  >> Line of Business 7 of 13

Summary

The final step of the online application process is to review your
information through the Summary tab, which displays all the data
you supplied. The completed Unified Application Form is presented
here and can be viewed, printed or saved as a pdf file. 

Note: The business owner must sign this printed form and present it to
the BPLO  in claiming business permit.

Sample     

RAMOS
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Before submitting your application, make sure to review your
entered information. Once completed, read the Confirmation
click the Submit button. and read the confirmation consent
(See Figure 24). There are other options for you to chose
depending on your next move: 1. To continue later click the
Save as Draft; 2. To update application click the Update
Application after submitting your application form. (See Figure
23 Table 2.)

Summary

Reminders
Asterisk symbol (*) indicates that the field is required,
thus must not be blank.
Provide the correct information for the three (3) tabs:
Business Information and Registration, Business
Operation, and Line of Business.
In entering your Line(s) of Business (es), kindly refer to
your BIR Certificate of Registration and input the
same line business stated in the said certificate. This
will be verified by the BPLO of your local municipality.
If you are not able to finish filing your online
application, click “Save as Draft”. You may finish your
application later or when you’re ready.

RAMOS

     Sample

RAMOS    

RAMOS  
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Status of Application

The Working Permit Page provides a list of the Status of Application for
your reference by clicking on the working permit dropdown list
application. You can access this page to see the progress of your
application and the estimated time for approval.

Reminders
If you are renewing your business permit for the same
business. First, fill out the application form. 
Submit and upload all necessary documents,
including DTI/SEC registration, barangay clearance,
and others, online. Pay the corresponding fees online
or at the City Hall. 
Wait for the appropriate agencies to inspect your
business and obtain your Registration Certificate of
Registration.
If you already have a working permit but with new
business, you must apply for a new business permit.
The old working permit cannot be used for
a different line of work. To obtain a new business
permit, follow the processes outlined above.

RAMOS      

RAMOS 

RAMOS 
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Payment Option via Online Payment Channels

To complete your online payment, follow these steps:
Click on the action button and select View Payment. This will open a
new tab with your payment details.
Click on Add payment and a popup window will appear. You can
select your preferred payment method from the dropdown list,
either DBP or Landbank.
You will be redirected to the payment page of either DBP or
Landbank, where you can finalize your transaction.

Reminders
Input your valid contact number and email address.
This will allow the system to send you your receipt and
One-Time-Password (OTP) for verification purposes.
Ensure that the information you provide is accurate
and up-to-date.

III. Online Payment of Tax, Fee, and Other Charges
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Using Land Bank of the Philippines 

You will be redirected to the Landbank payment page to complete
your transaction. 
Enter your Landbank account number.
Type the characters you see in the captcha image to verify that you
are not a robot.
Read and agree to the terms and conditions by ticking the box at the
bottom of the page.
Then, click the continue button and you will be redirect on the next
page.
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To complete the verification process, you need to enter your One-
Time-Password (OTP) that was sent to your registered email address.
Select the JAI from the dropdown list that appears on the screen
And, Enter your PIN code. Make sure to enter the correct information.
After that, click the Submit button and you’ll see the confirmation
page and the receipt will be sent to your verified email address. 
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After completing the payment process, payment successful prompt
will display to your profile.

Using Development Bank of the Philippines (DBP)

Select DBP on dropdown and click Proceed.  This will direct you to the
DBP online payment page. 
Provide the information needed. 
Click the Confirm Payment to Return to the iBPLS payment page for
the receipt.


