User Guide for Requesting for Certified True Copies of Titles
through the LRA eSerbisyo Portal

A. The eSerbisyo Portal
The eSerbisyo Portal (“eSP”) is an online system accessible to all clients anytime and

anywhere for the purpose of requesting Certified True Copy (“CTC”) of titles in the
custody of various Registries of Deeds (“RD”) in the country.

B. Purpose of this Guide
This User Guide provides detailed steps to be followed by users in requesting a CTC.
C. Procedure on Requesting a CTC

Follow these steps when transacting through the eSP:

1. Visit the eSP official webpage: www.eserbisyo.lra.gov.ph.

Republic of the Philippines
Department of Justice

LAND REGISTRATION AUTHORITY FAQs

User Guide  Terms and Conditions Contact Us

W  Welcome to A
eSerbisyo

Enjoy a fast and convenient way of getting
your Certified True Copy (CTC) of Title with
just a few clicks and receive them right in the
comfort of your homes or offices.

Transter Certiticate of Titte
~001-0000000001

REQUEST NOW

2. Look for the Login at the top-right or Request Now button at the left of the webpage.
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3. Input your Username and Password. You may use the view button to check the
accuracy of your user credentials.

Welcome to LRA eSerbisyo Portal!

3.1. Tick the checkbox I'm not a robot which will appear after providing login
details, then click Login.

& Note:

e Account will be locked after five (5) unsuccessful attempts.
e |If you don’t have user credentials, refer to the User Guide for
Account Registration for the step-by-step instructions.

4. A One-Time-Pin (“OTP”) dialog box will appear. In the text box, input the OTP sent
to your registered email address and/or mobile number, then click Submit.

Make sure the mobile number and email address you provided are active and
accessible.
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4.1. You can click the Regenerate OTP button if you haven’t received any OTP
after five (5) minutes.
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5. Once logged in, you will be redirected to the eSP Home Page. The different buttons
on the homepage are:
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5.1. Request for Certified True Copy - to request a CTC;

5.2. My Request - to view or update the list of requested CTCs;

5.3. My Profile - to view or update user’s account information;

5.4. FAQs - to view all commonly asked questions;

5.5. User Guides - to view or download available user guides about the eSP;
5.6. Payment Options - to check all available payment options;

5.7. Terms and Conditions - to read the rules and guidelines about the eSP;
5.8. Contact Us - to allow the user to contact eSP easily; and,

5.9. Logout - to end the session.

6. Click the Request for Certified True Copy button to request for a CTC of your title.



7. You will be redirected to the Request for Certified True Copy page where the
Requestor Information and Delivery Address are displayed.

@ = LAND REGISTRATION AUTHORITY @ 3uanDelacruz | Citizen

#

Il @ © )j I *

cC ¢ i

Request for Certified True Copy

Request Identification No. 20230000001357

ith red border are mandato

Requestor Information Delivery Address
Mode © WEB House/Building/ Fleor/Unit City | Quezon City
Name/No.
First Name | 5
StreetName 4o Province | Metro Manila
Middle Name
Landmark ZipCode | st peter (1M4)
Last Name

Dela Cruz

Email Address

Barangay | o, Teresita meset
il.com
Update

Search Totalltems Total Fee £0.00 AddTitle | Submit Request

Sequence Number IH Registry of Deeds Title Type Title Number Number of Copies Amount Fees Details Action

Mobile No.

No data available in table

Showing 0 to 0 of O entries

©2020 Land Registration Authority, Philippines. Version 2.7.0

7.1. Details in the Requestor Information text fields are based on the personal

information provided during account registration. These text fields are not
editable.

& Note:

To edit the text fields on the Requestor Information follow these steps:

1. At the top-left part of the webpage, click the menu button =
Click My Profile.

ZipCode [ 5. peter (M4 N
Barangay gy Teresit
S i Reset

“ Updat
O Lo
Total tems Total Fee POV :cciic | submit Request
mb 1 Registry of Deeds Title Type Title Number Number of Copies Amount Fees Deta Action
Lemery, B b/ RENNN-1 1 B Edit | e
:
https://uat2.eserbisyo.ra gov.ph/Home/MyProfile_ppines. Version 270

2. Update each text field with the correct details.
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3. The Shipping Address can still be changed depending on where
you want the CTC mailed. Just click Reset and type the new
address. Click Update Profile to apply changes made.

= LAND REGISTRATION AUTHORITY

& My Profile

* ol 083217 h
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°
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= Landmark

= Barang:

.

© Provinc

Zipcode | o p
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7.2. Click Add Title.

= LAND REGISTRATION AUTHORITY @ 5uan Dela Cruz | Citizen

& Request for Certified True Copy

-
s Request Identification No. eSP20230000001357
Note: Input fields with red border are mandatory field:
2
Requestor Information Delivery Address
° 3 ' .
Mode WEB House/Building/ Floor/Unit | 35
e FirstName 5
str YON
- Middle Name
= LestName | peja cruz
i Addres Sta. Teresita Reset
« Email Address | janc 895123@gmail.com
Iy MobileNo. | 63 | 90a.321.7157 l
Search Total ltems (& Total Fee P64LY AddTitle | Submit Request
Sequence Number B’ Registry of Deeds Title Type Title Number Number of Copies Amount Fees Details Action
1 Lemery, Batangas TCcT RENNN-1 1 $644.97 View Edit | Delete
Showing Tto1of 1 entries ; - .
2020 Land R Authority, Philippines v

7.3. A pop-up window will appear. Provide the details of the title subject of the
CTC request. Please double check all the title information before saving. Click
Save once finished.



Request for Certified True Copy

Registry of Deeds™ | | emery, Batangas

Title Type *

Choo:

Title Number

Number of Copies

& Note:

e Clicking the @ button will guide the user on where to find the
required information.

IT IS HEREBY CERTIFIED that cerfain [and sifusted in . more parficulany bounded and
described as follows:

1. Registry of Deeds (“RD”) - transactions in eSerbisyo are
made per RD. Requests involving multiple titles in different
RDs must be filed separately.
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2. Title Type - There are three types of titles that can be
requested:

2.1. Original Certificate of Title (“OCT");

2.2. Transfer Certificate of Title (“TCT”); and,




2.3. Condominium Certificate of Title (“‘CCT").

Title Type
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3. Title Number - Follow these rules when entering title
numbers:

3.1. For manual titles, input the alphanumeric code below the
title type (e.g., T-000001).

3.2. For eTitle/cTitles, PLEASE DO NOT INCLUDE THE RD
CODE or the first three digits (e.g., 001).

Title No.

Manual Title e - Title

Q‘" R o e T v T R D & ;ﬁ-_g e

§' Kia Begatation Autheity R TN GO T e,

Transfer ertificate of Title ka3
T v : Rty f Dveds tor Grmaom ey

Nal T
Sample Title Only

Transter Certilicate of Title

0010000000001

a. If the requested Title Number has a duplicate (i.e.,
same title number kept in the same RD), you will be
required to provide additional information on the Plan,
Block and Lot Numbers for OCT and TCT.




Request for Certified True Copy

b. For CCT, you will be required to provide additional
information on the Project Name and Unit Number.

Request for Certified True Copy

8. If the requested Title Number is in the LRA database, a summary reflecting fees

based on the number of copies are shown on the table (in red). You can also Edit or
Delete the request on the action column.

= LAND REGISTRATION AUTHORITY

@ 3uanDelacruz | Citizen

& Request for Certified True Copy
*
B Request Identification No. eSP20230000001357
Note: Input fields with red border are mandatory fields,
2
Requestor Information Delivery Address
e Mode WEB House/Building/ Floor/Unit > o
d 32 City | Quezon City
Name/No.
I First Name | 5.
Street Name | /.o Province | Metro Manila
= Middle Name
Landmark ZipCode | s¢ peter M4
i= LastName | pela cruz
o Reset
N Email Address | jiandelacruz7895123@gmail.com
I0) Mobile No. 3 | 908-321-7157
Search Total Items 1 Total Fee B644OT Add Title Submit Request
Sequence Number 1t Registry of Deeds Title Type Title Number Number of Copies Amount Fees Details Action
1 Lemery, Batangas TcT RENNN-1 1 P644.97 View Edit | Delete
Showing 1to1of 1 entries

rbisyo.Ira.g

Version 2.7.0

& Note:

If the requested Title Number is not in the LRA database, a pop-up window

will  advise vyou to

visit the nearest

helpdesk.eserbisyo@lra.gov.ph for assistance.

RD or to contact

8


mailto:helpdesk.eserbisyo@lra.gov.ph

8.1.

Add Title.

If you want to make multiple requests from the same Registry of Deeds, click

& Request for Certified True Copy
*
IS Request Identification No.
Note: Input fields with red border are mandatory fields.
IS
Requestor Information Delivery Address
o
Mode WEB House/Building/ Floor/Unit
use/Building/ funi 32 City Quezon City o
Name/No.
8 FirstName |
StreetName | \1avon Province ‘ Metro Manila -
= Middle Name o
Landmark | andmark Zip Code ‘ St Peter (N4) N
LestName | peja cruz
Barangay Sta. Teresita
Email Address j andelacruz7895123@gmail.com
Mobile No. +63 | 908-321-7157
Search Total ltems T Total Fee P644.97
Sequence Number Registry of Deeds Title Type Title Number Number of Copies Amount Fees Details Action 1
1 Lemery, Batangas TCT RENNN-1 1 P644.97 View Edit | Delete
Showing 1to10of 1 entries First = Previous Next  Last
©2020 Land Registration Authority, Philippines. Version 2.7.0

9. After adding the title, click Submit Request.

& Request for Certified True Copy
*
5 Request Identification No.
Note: Input fields with red border are mandatory fields.
2
Requestor Information Delivery Address
o
Mode © WEB House/Building/ Floor/Unit | 5, city | quezon city -
First N Name/No.
8 irstName 5
StreetName 1 von Province | Metro Manila M
= Middle Name | 010 1iame
Landmark | ongmark ZipCode | s peter N4) -
Last Name Dela Cruz
Barangay | s Teresita
Email Address | ;a0 delacruz7895123@gmail.com [
o MobileNo. | g3 | 908.321-7157 =
Search Total lems Total Fee ey
Sequence Number Registry of Deeds Title Type Title Number Number of Copies Amount Fees Details Action
1 Lemery, Batangas Ter RENNN-1 1 P644.97 View Edit | Delete
020 Land Registration Authority, Philippines. Version 2.7.0

10. Once a request is submitted, a pop-up window will appear. If you agree with the

statements, click Proceed.

Please read the statements below:
By proceeding with this request, you confirm/agree that:

1. The information you provided is accurate and up to
date.

2. An authorization letter along with your valid ID and
representative’s ID shall be required if you will not be able
to receive the document personally.

3. A maximum of two (2) delivery attempts shall be made
to your shipping address.

Cancel [




11. A confirmation message will appear. Choose Yes to continue with the action. Select
No to drop the action.

v

Are you sure you want to
forward for payment?

- -

11.1. If you clicked Yes, a pop-up window will appear confirming that the request
has been forwarded for payment.

v/

Transaction has been
successfully forwarded for
payment.

11.2. If you clicked No, you will stay on the Request for Certified True Copy page
where you can still Edit or Delete your request.

& Regquest for Certified True Copy
- =
B Request Identification No.
Note: Input fields with red border are mandatory fields.
E S
Requestor Information Delivery Address
-]
Mode © WEB House/Building/ Floor/Unit | 35 ity [ ouezon it
Name/No. Y
8 FirstName | 5.
StreetName o Province ‘ Metro Manila ‘
- Middle Name Middle Name
Lendmark | Zip Code ‘ St Peter (1114) "
] LastName | peja cruz
Barangay | gia Teresita =
< Email Address | ;andelacruz7895123@amail.com —
0] MobileNo. | g3 | 908.321-7157
Search Total ltems | Total Fee Po4sTT Add Title
Sequence Number 1k Registry of Deeds I Title Type |1 Title Number 1 Number of Copies 11 Amount 11 Fees Details
! Lemery, Batangas Tcr RENNN-1 1 P64497
Showing 1to1of 1 entries
©2020 Land Registration Authority, Philippines. Version 270

12. After checking the details, select the transaction that you want to pay.

10



D. Guide on Payment Processing

To Pay the request immediately:

1. Click Make Payment.

@ = LAND REGISTRATION AUTHORITY @ 3uanDelacruz | Citizen

m O o I * 2

c

2. You will be redirected to the Payment Summary Page. Select your preferred
payment options (Debit/Credit Card, Landbank ATM, eWallet), then click Make

My Request
Search Search by Title Number
Sequence Request Payment Application Tracking Date of
Number 1k Identification Amount Method Request Date Status D payment Action
1 €SP20230000001357 P64497 06/27/2023 at Payment Pending View Details | E; Payment Link |
MISAM
2 €5P20230000001351 P644.97 06/23/2023 at Payment Pending View Details | Edit | Withdraw | Payment Link
134PM Make Payment |
3 €5P20230000001249 P64497 Debit/Credit Card  06/20/2023 at In-process 6/23/2023 13235 View Details | Acknowledgement Receipt

Showing 1to 3 of 3 entries

Payment.

4:47PM

B o e I oa

G oo i

Requastor

Details

Request Detalls

Payment Details

2.1.

Sequence Number

Registry of Deeds

visafSi @

s

Order button

& Back to Merchant

Debit/Credit Card

Card

Title Type

Title Details
Title Number
HENNN-]
Select Payment Gateay
Landbank Account Holders
i A
LANDBANK *

® visa

Number

11

e will be

Number of Copies

@ Gcash MAYa

Number of Pages

For Credit Card, enter card details for payment, then click the Complete

(&)

UAT2- E-serbisyo

Order Summary

LRA FEE

IT FEE

Subtotal

Service Charge

Total Amount

PHP 36.00

PHP 608.97

PHP 644.97

PHP9.67

PHP 654.64

Mmaya e



2.2. A Notification window will appear stating “Kindly wait while we process
your payment.”

=

Payment Processing

Kindly wait while we process your
payment.

]

2.3. You may enter either your email address or mobile number to receive a
payment confirmation. You will be redirected to the Payment Successful
page or you can click the Back to Merchant button.

Payment Successful

PHP 654.64 sac
U2 Eserbivyo u

Conveniently receive your receipts by Email

TRANSACTION DETAILS or SMS.
Transaction ID 20230000001419
Payment Date 27 Jun 2023
Payment Method ® 2346
PAYMENT DETAILS
mayo e

Total Amount Paid PHP 654.64

Back to Merchant

You will be redirected to the merchant site after
0s

3. For successful payment, a Payment Acknowledgment Receipt notification will be
sent to the email address and/or mobile number. Click the home page link to go back
to the eSP Landing Page.

Success Payment

S

PAYMENT STATUS
This is to confirm that your payment for
©5P20230000001357 has b rov

Please check your email for details.

Please see the details below:
Total Payment: P 64497
Breakdown
LRA Fee: P 3600

IT Service Fee : © 608.97

G ¢ i I ® O e P ¥

Bank Charge: P 967

Bank Reference Number: 240be0cs-4b9e-43d1-9b86-
abe0163d67be

Tocontinue,you may return

12



If you opt to Pay Later,

1.

Click Payment Link.

# | My Request
*
Search Search by Title Number

B
2 Sequence Request Payment Application Tracking Date of

Number = Identification 1T Amount |1 Method || Request Date || Status I D payment 1] Action I
]

1 €5P20230000001357 PE4497 06/27/2023 at Payment Pending View Details | Edit | Withdraw
o nI5AM Make Payment
_ 2 €5P20230000001351 PB44IT 06/23/2023 at Payment Pending View Details | Edit | Withdraw | Payment Link |
= 134PM Make Payment |
= 3 €SP20230000001249 P644.97  Debit/Credit Card | 06/20/2023 at In-process 6/23/202313235 View Details | Acknowledgement Receipt
4:47PM PM

<
» Showing 1to 3 of 3 entries First Previous Next Last

2. A pop-up window will appear, “Are you sure you want to pay later?.” Click Yes.

v

Are you sure you want to pay
later?

e

3. After reading the message, click OK. Otherwise, select NO to go back to My

Request page.

You have opted to pay for
this transaction at a later
time. Should you wish to
make payment, you may
access this transaction in the
"My Request" Module or

through the payment link
forwarded to your registered
email address or mobile
number.

4. When you are ready to pay, go to the My Request module. Select the Request

Identification Number, then click Make Payment.

13



@ = LAND REGISTRATION AUTHORITY @ 3uanDelacruz | Citizen

# | My Request
*
Search Search by Title Number
B
2 Sequence Request Payment Application Tracking Date of
Number 1t Identification Amount Method Request Date Status D payment Action
(=]
1 €SP20230000001357 64497 06/27/2023 at Payment Pending Details | E Payment Link |

MISAM

g

_ 2 €SP20230000001351 P644.97 06/23/2023 at Payment Pending View Details | Edit | W | Payment Link

- 1:34PM Make Payment |

= 3 €5P20230000001249 P64497  Debit/Credit Card  06/20/2023 at In-process 6/23/2023 13235 View Details | Acknowledgement Receipt
4:47PM PM

S

Showing 1to 3 of 3 entries Fir oue - Next
® s eviou ext | Last

4.1.  You may also click the link sent to your email address to pay.

LRA eSerbisyo Portal: Reminder for Pending Payment of eSerbisyo Transaction Reference Number eSP20230000001357 e

@) LRAEserbisyo ccserbisyociago

« Reply ) ( » Forward )

5. You will be redirected to the Payment Summary Page.

5.1.  You may check the status of all submitted or paid requests through the My
Request page.

@ = LAND REGISTRATION AUTHORITY
« | My Request
.
== Search by Title Number
]
2 Paym: Appli
Sequence Number 13 Request identification |1 Amount Meth Reauest Dat sta TrackingID |1 Date of payment Action
o
l 5P20230000001557 P64497 Deb 233 61272023 35421 PM 1t Receir
]
its
" PEA4Y7 D 61252023 1:52:35 PM
.
lo3of
o

6. After successful payment, the CTC of your title request will be sent to your shipping
address in the Philippines through a courier.

A\ Reminder: Upon delivery, please prepare a valid / government-issued ID.
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