“ANNEX C”»

TAXPAYER GUIDE

HOW TO GENERATE REGISTRATION SEAL BADGE IN ONLINE REGISTRATION
AND UPDATE SYSTEM (ORUS)

Reminder: Taxpayers must have an existing ORUS account to be able to generate a
Registration Seal Badge. Taxpayers who do not have an ORUS account are required to enroll
or create an account in ORUS following the guidelines prescribed under Revenue
Memorandum Circular (RMC) No. 122-2022.

A. FOR NEW BUSINESS REGISTRANTS

Step No. 1: Go to the ORUS website at https://orus.bir.gov.ph/home and log-in to your
account.

CIORUS

Login as

®  Taxpayer

Forgot Password
\/ I'm not a robot

LOGINJ

Don't have an account yet?

REGISTER®

Step No. 2: Click <New Registration> and choose your registration whether
<As a Non-Individual> or <As an Individual>.

S

@

o e sty

Welcome to BIR Online Registration and Update System (ORUS)

+2 New Registration A

As a Non-Individual
As An Individual
n/ Secondary Registration v

& Update Information v

m Register Facility / Branch v

@ TIN Inquiry


https://orus.bir.gov.ph/home
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Step No. 3: Scroll down to the bottom page and click <Fill-up Registration Form (1903)> for
Non-Individual or <Fill-up Registration Form (1901)> for Individual Taxpayers.

« Please upload Franchise Documents or Franchise Agreement
Other Documentary Requirements:

« Certificate of Authority, if Barangay Micro Business Enterprises
(BMBE) registered entity

« Proof of registration/permit to Operate BOI/BOI-ARMM, PEZA,
BCDA/TIEZA/TEZA, SMBA, etc

If transacting through a representative:

« Board Resolution indicating the purpose and the name of the
authorized representative; or Secretary’s Certificate

« Any government-issued ID of the authorized representative

For more information click here.

FILL-UP REGISTRATION FORM (1903) @

& Security Reminder: Change Your Password Regularly!

To keep your ORUS accounts safe and secure, make it a habit to change your passwords every 60 to 90 days. Regular updates help prevent unauthorized
access and reduce the risk of compromised data.

L a - -]
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Step No. 4: Fill out the mandatory fields on the “Taxpayer Information” tab and click
<Continue>.

1 2 3 B 5 6 7 8 9 0 n
Taxpayer Authorized Business Address Business Business Tax Type aTp aTP2 StockHolder/Partner/Membitachments Summary
Information Representative Information Information

Details Incentive

Taxpayer Information

H Application for Registration

Taxpayer & Business Information

Accounting Period: * -9

Accounting Start (Manth: *

mm

Home Profile About ORUS

[ Form 1903 Information

This Form is to be accomplished by Corporations,
Government Owned or Controlled Corporations (GOCCs),
Partnerships, Government Agencies and Instrumentalities

[GAI's), and Local Government Unit (LGU's).

FAQs
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Step No. 5: Fill out the mandatory fields on the “Authorized Representative Details” tab and

click <Continue>.

1 2 3 4
Toxpayer Authorized Business Address Business
Information Representative Information

Details

Authorized Representative

B Application for Registration

Authorized Representative/Taxpayer/Signatory Details
First Name: *
Middle Name:

Last Name: *

Suffix

Taxpayer Identification Number (TIN): *
e.g.123456789

Relationship with Taxpayer *

Relationship Start Date *
mm/dd/yyyy

Mobile No: *

Email Address: *

5 6 7
Business Tax Type aTP
Information
Incentive

@ Back

Home

Profile About ORUS

8 9 0 n

ATP2 StockHolder/Partner/MemBtsachments. Summary

“ Form 1903 Information

This Form is to be accomplished by Corporations,
Government Owned or Controlled Corporations
(GOCCs), Partnerships, Government Agencies and
Instrumentalities (GAI's), and Local Government Unit

(LGU's)

FAQs

Step No. 6: Fill out the mandatory fields on the “Business Address” tab and click <Continue>.

1 2 3 4
Taxpayer Authorized Business Address Business
Information Representative information

Details

g Application for Registration

Business Address

Province: Click to search Province *

City/Municipality: Click to search City/Municipality *

Town/District (Add N/A if not applicable) *

5 6 7
Business Tax Type ATP
Information
Incentive

Unit/Room/Floor Number (Add N/A if not applicable) *

A

Home

Profile About ORUS

8 9 0 n

ATP2 StockHolder/Partner/MemBttachments Summary

g Form 1903 Information

This Form is to be accomplished by Corporations,
Government Owned or Controlled Corporations
(GOCCs), Partnerships, Government Agencies and

Instrumentalities (GAI's), and Local Government Unit

(LGU's).

FAQs
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Town/District (Add N/A if not applicable) *

Unit/Room/Floor Number (Add N/A if not applicable) *

Building/Tower Narme (Add N/A if not applicable) *

Lot/Block/Phase/Bldg Number (Add N/A if not applicable) *

Street Address (Add N/A if not applicable) *

Subdivision/Village (Add N/A if not applicable) *

Zip Code: *

Mobile Contact Number: *

Business Email Address: *

@ Back

A a

Home Profile

About ORUS

FAQs

Step No. 7: Select the applicable answers on the “Business Information” tab, and click the

<Add Business> button.

1 2 3 4 s 6 7
Taxpayer Authorized Business Address Business Business Tax Type atp
Information Representative Information Information
Details Incentive

B Application for Registration
Provide Business Information

Do you have an issued Philippine Business Number (PHBN)@ *

Yes 8 No

For taxpayer classification purposes, how much is your expected Annual Gross.
Sales(GS)2@ *

G Micro - GS is Less Than Three Million Pesos (P3M)

- Small - GS is Three Million Pesos (P3M) to less than Twenty Million Pesos
(P20M)

Medium - GS is Twenty Million Pesos (P20M) to less than One Billion Pesos
(PIB)

Large - GS is One Billion Pesos (P1B) and above

Do you have a Business Name@ *

Yes ) No

@ Back

L] a

Home Profile About ORUS

8 9 10 n

ATP2 StockHolder/Partner/MemBtsachments

B Form 1903 information

This Form is to be accomplished by Corporations
Government Owned or Controlled Corporations (GOCCs),
Partnerships, Government Agencies and Instrumentalities

(GAI's), and Local Government Unit (LGU's).

FAQs
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Step No. 8: Fill out the mandatory fields on the pop-up screen and click the <Add Business>
button.

© Add Business Name

Trade Business Name *
Regulatory Body: Click to search Regulatory Body *

Business Registration Number *

Business Registration Date *
mm/dd/yyyy

i

Step No. 9: The encoded details will be reflected on the “Primary Business” table. If no
correction, proceed by clicking the <Add Industry> button.

Do you have a Business Name@ *
@® Yes O No

@ ADD BUSINESS

Primary Business

Trade Business Name

Regulatory Body SECURITIES AND EXCHANGE COMMISSION

Business Registration ID ~~~ 7

Business Registration 2026-01-01
Date

=

Industry Details
Industry table must not be empty.

0u

L a - )

Home Profile About ORUS FAQs
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Step No. 10: The “Industry” screen will pop up. Search and select the appropriate “Industry
Group” and “PSIC Code” by clicking the magnifier button.

© Industry

Industry Group: Click to search Industry Group

Industry Group is required

PSIC Code:

Line of Business is required

CANCEL

Step No. 11: Fill out the “Line of Business” field and click <Add Industry>.

© Industry
Industry Group: Click to search Industry Group
RETAIL TRADE NOT IN STORES, STALLS OR MARKETS

PSIC Code: Click to search PSIC Code
47913 RETAIL SALE VIA INTERNET

Line of Business *

Line of Business Is required

E




“ANNEX C”

Step No. 12: Double check the details reflected on the “Primary Business” and “Industry
Details”. In case of corrections, taxpayers may click the “trash” button and repeat the applicable
steps in Nos. 7 to 13; otherwise, click <Continue>.

Primary Business

Trade Business Name

Regulatory Body SECURITIES AND EXCHANGE COMMISSION

Business Registration ID

Business Registration 2026-01-01
Date

5]

Industry Details

Primary Industry

Industry Group RETAIL TRADE NOT IN STORES, STALLS OR
MARKETS
psic 47913 RETAIL SALE VIA INTERNET

Line of Business

‘ ohex

*
# a (]
Home Profile About ORUS FAQs

Step No 13. For individual business taxpayers registering as Professional, the Philippine
Standard Occupational Classification (PSOC) code field shall be additionally filled out.

Add Occupation
ONLINE

SEARCHC)

() 5990-1- ONLINE CONTENT CREATOR
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Step No. 14: Fill out the mandatory fields on the “Business Information Incentive” tab and
click <Continue>.

' 2 3 4 s 0 7 8 o 0 " &
Authorized Business Address Business Business Tax Type arp a2 StockHoider/Partner/Membitachments Summary
Information Representative Information Information
Incentive i
B Application for Registration B Form 1903 Information
his Form is to be accomplished by Corporations,
Are you registered with any Investment Promotion Agencies or have any tax This Form is ® L iBy Cgo
incentives? *
Government Owned or Controlled Corporations (GOCCs),
Yes ) No
Partnerships, Government Agencies and Instrumentalities
@ BACK CONTINU (GAI's), and Local Government Unit (LGU's).
(u1}
°
A 2 - ° -

Home Profile About ORUS FAQs

Step No. 15: Answer the questions on the “Tax Type” tab and click <Continue>.

Taxpayer Questionnaire B Form 1903 Information

" Application for Registration
This Form is to be accomplished by Corporations

Government Owned or Controlled Corporations (GOCCs),
Tax Type Questionaire 12

Part ;, Government Agencies and Instrumentalities

1. Do you own your place of business? *
{GAI's), and Local Government Unit (LGU's).

Yes ( No
2. Do you intend to hire the services of a professional, contractor, consultant, or other
similarly situated (e.g., accountant, lawyer, security services, talents)? *

Yes ( No

3. Do you intend to hire employees? *
Yes ( No
4. Do you intend to provide your supervisors and managers fringe benefits in addition

to basic salaries such as housing, expense account, car or vehicle of any kind,
household personnel, foreign travel, etc.? *

Yes ( No

5. Do you expect to pay royalties, interest, prizes, winnings, dividens, branch profit
remittance, etc. or non-resident alien or non-resident foreign corporation? *

Yes [ No

6. Do vou plan to enaage in VAT-Exemot transactions as enumerated under Section

Home Profile About ORUS FAQs
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Step No. 16: Choose whether <Apply for Authority to Print> or <Use BIR Printed Invoice>
then click <Continue>.

(C)ORUS

' 2 s “ B 5 7 8 9 0 n
Taxpayer Authorized Business Address Business Business Tax Type AP a2 StockHolder/Partner/Membesachments Summary
Information Representative Information information
Incentive
ATP B Form 1903 information

B Application for Registration

ed by Corporations,

Authority to Print overnment Owne n ns (GOCCs)

Iwant to: *

" y . y (GAI's), and Local Government Unit (LGU's)
Apply for Authority to Print @ Use BIR Printed Invoice

i

Step No. 17: Input the Stockholder details (if applicable); otherwise, click <<Continue>.

1 2 3 4 s 6 7 s s 0 n
Taxpayer Authorized Business Address Business Business Tax Type atp a2 StockHoider/Partner/MemBesachments Summar v
Information Representative Information Information
Dotails Incentive
B Application for Registration B Form 1903 information

Stockholder
ericioinds 1 is to be accomplished by Corporations,

© ADD STOCKHOLDER

N First Nome Middle Name Last Name Sutfix

@ 8ack

Step No. 18: On the “Attachments” tab, click on the <Upload Files Here> button to attach
the documentary requirements. Then, click <<Continue>.

' 2 3 4 s 6 7 8 9 0 "
Taxpayer Autherized Business Address Business Tax Type atp ATP2 StockHolder/Partner/MemBesachments Summary
Information Representative Information
Details
g Application for Registration B Form 1903 Information

Upload Instructions: This Form

Click here to view detailed instructions

1. Upload your document in JPEC or PDF (pdf) format

cies and Instru

(GAV's), and Local Government Unit (LGU's)

SEC Certificate of Registration @

Add Attachment *

(@ Upload Files Here

Articles of Incorporation @

Add Attachment *
(® Upload Files Here
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Authorized Representative/Taxpayer/Signatory Details @

Attach ID "
@ upload File
Board Resolution/Secretary's Certificate *

(@) Upload File

Other Documents @

Add Attachment
@ Upload Files Here

@ acx

Step No. 19: Review the details reflected on the “Summary” page, check the three (3) boxes,
and click <Submit Application>.

@ Back | <f SUBMIT APPLICATION |
L a L ()
Home profile About ORUS FAQs

Step No. 20: Wait for the Revenue District Office’s (RDO) approval within three (3)
working days and, once approved, pay the Php 30.00 loose Documentary Stamp Tax (DST)
in ORUS.

@ Taspayer information o Pavment
; ding Payrr t ¢, rELOA
o rres ann - e Code
fegistration Type: Mo ndividus! - Documantary StampTax  G36GO38CIONS? s Focen =

Registered Name: GOLF SAMPLE

Emall: golfsample@yopmall.com

a Paymen t History
CHANGE YOUR PASSWORD
s " " am e -
m £ Documents..  GOLFSAMP..  O6GOJSAT. 30 suser 2026-01-20T. 00000
If you notice any discrepancies In your profile after registration—such as
] >

issues with buttans or personal data—click ‘Synchronize’ to update.

10



“ANNEX C”»

Step No. 21: Select on any of the payment channels available in ORUS. Once selected, you
will be redirected to the payment channel’s site outside of ORUS where you will make your
payment.

@ Taxpayer Information B Payments

Select Payment Channel () RELOAD DATA

‘ | hereby authorize BIR to provide my personal information required to proceed to IR ench Cade: gt

payment
Registration Type: Non-Individual roost n
Registered Name: GOLF SAMPLE W e Hwsugh Yo . ©® [Pmevese s won

Pay through Landbank Link fizPortal

Email: golfsample@yopmail.com

You will be directed to the BIR ePayment Facility via MyEG. BIR will not store your
og
a) . ays »
oy t tion again.
o appears.

If you notice any discrepancies in your profile after registration—such as
Issues with buttons or p di update.

[y Hesd office Detaite

Step No. 22: Once paid, you will be redirected to the profile page of ORUS where you can
now generate your COR and Authority to Print, if applicable.

srus-uat bir.gov.ph/profil

Bronch Code* Registered Nome Facity Code w00 Dute of Reghtration
00000 Gour sampLE Fooor RDOO3-SOUTHQUEZ. 20260128 161254
(8]

) Authority to Print (ATP)

oR

@) Certificate of Registration (COR)

B sur

There are no records to display

11



“ANNEX C”

B. FOR EXISTING BUSINESS TAXPAYERS

Step No. 1: Go to the ORUS website at https://orus.bir.gov.ph/home and log-in to your
account.

Login as:

®  Taxpayer
Email~
Password *
Forgot Password

\/ I'm not a robot

RCAPTCHA

Don't have an account yet?

REGISTER®

Step No. 2: Click <Update Information> and <Correction/Change/Update of Registration>.

Welcome to BIR Online Registration and Update System (ORUS)

ﬂ’ Secondary Registration

n’ Update Information

Correction / Change / Update of Registration

Closure of Business and Facility / Cancellation of TIN

22 Employer Services Links

m Register Facility / Branch

® TIN Inquiry

Step No. 3: Click the <Update Information> button.

LOGOUT B>

Correction / Change / Update of Registration o

Under the Administrative Provisions of the Tax Code, as amended, any
registered taxpayer who wish to update their registration information shall
Welcome to BIR Online Registration and Update System (ORUS) accomplish Form No. 1905 and submit with the Revenue District Office (RDO) having
jurisdiction over the taxpayer's residence/business address, specifying therein any
.0 change in type and other taxpayer detail
-t
For those taxpayers who want to change their Facility's address and/or Facility type,
v taxpayers shall deregister the current facility and register the new facility through

G Secondary Registration
ORUS or visit their respective RDOs

G Urdate Information
For more information, click here,
23 Employer Services Links
. - UPDATE INFORMATION
[ Register Facility / Branch v |

© TIN Inquiry

12
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Step No. 4: Select whether “Head Office” or “Branch” and click <Validate>.

[ Application for ion Update / Correction / C:

Update Information For *

@  Head Office () Branch 623342456 00000

. Application for Registration Update / Correction / Cancellation

Update Information For * Branch Code *

() Head Office @® Branch 623342456

Note: Fill out the “Branch Code” field if the update is for the Branch, or simply click the
<Show Branches> button to search for the Branch/es.

Step No. 5: Click <Information to Update> to view the dropdown list.

B Application for Registration Update / Correction / Cancellation

Update Information For * VAUIDATEQ ]
@  Head Office () Branch 00000
ACTIVE

Information To Update: *

Step No. 6: Select the information you want to update and fill out the necessary fields
applicable to the said update.

Information To vpuace.

Change in Registered Name

Add Business Name / Trade Name

Change in Registered Address / Apply for Transfer of Registration

Change in Accounting Period
Add Registered Activity / Line of Business

AAA Inrantiva Nataile / Danietratinn

13
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Step No. 7: Review the details reflected on the “Summary” page, check the three (3) boxes,
and click <Submit Application>.

Do you have an issued Philippine Business Number (PHBN)?: No

Philippine Business Number: N/A

Trade Business Name

Regulatory Body

SECURITIES AND EXCHANGE COMMISSION
Business Registration ID

Business Registration Date

Industry Group

RETAIL TRADE NOT IN STORES, STALLS OR MARKETS
47913

PSIC

Line of Business

| SUBMIT APPLICATION

A a L) 2]
Home profe

About ORUS FAQs

Step No. 8: You will be redirected to the ORUS Profile page. Pay the Php 30.00 loose
Documentary Stamp Tax (DST) to generate the updated BIR Certificate of Registration (COR).

Taxpayer Identification Number (TIN): 623

Registered Name: DOM LOCAL THREE

Searchby:  ~ Value

B Branches and Facilities

Q SEARCH

There are no records to display

£ Certific

GENERATE UPDATED COR

1. Certificate of Registration (COR) (Registered: 202

@) Certificate of Registration (COR)

Please ensure that the above information are correct and up to date in order to avoid multiple payments. To generate your new COR, you must pay first the Loose Documentary Stamp Tax of Php30.00.

By submitting this application, | confirm that the above information are up to date and | agree to pay the necessary fee mentioned. *

o
L a L)
Home

profilc About ORUS £AQs
@B Payments
Pending Payment C) RELOAD DATA
ID” FEES ARN Amount Branch Code Action
1623 Documentary Stamp Tax U2601039001623 30 00000 m
er page: 10 w 1-10f 1

14
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Step No. 9: Select on any of the payment channels available in ORUS. Once selected, you will
be redirected to the payment channel’s site outside of ORUS where you will make your
payment.

Select Payment Channel

Attontion
B horeby pr

payment.

W Pay through MyEC PH

Pay through Landbank Link 8izPortal

G ink iz'ortal

" YEG. BIR will not store your
login credentlals and card detalls.

pplication was approved, ¥ y your application again.

Please do nat close the tab/browser after the payment is completed. Click * OK * in
9 appears.

Step No. 10: Once paid, you will be redirected to the profile page of ORUS where you can
now generate your COR and Authority to Print, if applicable.

Taxpayer Identification Number (TIN): 623342456 -

Registered Name: DOM LOCAL THREE
Searich Coder 00000 Search by: - Value Q_ SEARCH
RDO Code: RDO039 - SOUTH QUEZON CITY

P Branches and Facilities

There are no records to display

) Certificates & Permits

(¥ou may download your certificates & parmits by clicking the buttons below).

Office

@) Centificate of Registration (COR) lJ

15



