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Step 1. Login your helpdesk account, from the helpdesk dashboard click Contract Processing. 

 

 

 

Step 2. On the Contract Processing Dashboard click Create Contract. 

 



 

Step 3. Just click the search button to see the list of the principal or type the name of principal for easily 

searching. 

 

Step 4. Once the list of principal is visible click Select button of the chosen principal. 

 

Step 5. Choose the Job Order by clicking Select button. 

 

 

 



Step 6. Click Select button again to choose the position. 

Step 7. Type the E-Registration, First Name and Last Name of worker, then click the Search button to 

continue. 

 

 

Step 8. If the PEOS and Direct Employer are not automatically filled, manually type the PEOS number 

and Direct Employer, then click Accept and Continue to proceed. 

 



 

Step 9. To pay click the For Payment on the Dashboard, supply the necessary data, then click the Search 

button. 

 Step 10. Click View button align to the worker you want to pay. 

Step 11. Click the Pay button to continue. 

 

 

 

 

 



 

 

 Step 12. To search for completed contract click the Completed on the Dashboard, supply the necessary 

data then click Search button. 

 

 

Step 13. Click the Print button align to the worker you choose. 

 

 

 

 

 

 



 

Step 14. Click the Print Icon to continue. 

 

 

Step 15. To download OEC as PDF file, choose Save as PDF from the Printer Selection when you are 

about to print. 

NOTE: Do not click the download button in downloading OEC. 


