
LTMS GUIDELINES (Updated October 23, 2023) 
 
After performing Sales Reporting of Customer’s LTO Registrations to your Branch MAIRDOE Account,  
you should now update the details in Netsuite System. 
 
Step 1: Go to Tab LTMS           LTMS           LTMS          New 

   

 

 

 

 

 

 

 

 

 

 

 

Step 2:  Fill in the following Data 
Invoice Number: In finding the Invoice Number, type first the % sign before the Invoice No. 

Reminder: Don’t change the Customer LTMS Form.  

 

 

 

 

 

 

 

 

 

 



 As soon as you enter the Sales Invoice Number, it will automatically reflect your Branch Name and the 
Customer Name.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3:  FOR BRANCH- Fill in the needed details of the following:  
DIY Date - Date you Sales Reported the Sold Unit in MAIRDOE Account. 
MAIRDOE Reference – the Application Code which you can get in Mairdoe Account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
Step 4:  When you entry the LTO NRU CODE and Office – find the LTO Office where you Sales Reported 
the Sold Unit. 
 Click Arrow Down and find the LTO OFFICE CODE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After you entry the 4 Details Click           SAVE 
Up to this point only, since we will still wait for the LTO Payment approval in Mairdoe Account. 
 
 
 
 

 

 

 

 

 

 

 



 

 

Step 5:  Once the LTO Registration in Mairdoe Portal was already approved for payment you can now 
request for payment. 

Click LTMS           LTMS           LTMS 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6:  Click Custom Default  

 

 

 

 

 

 

 

 

 

 

 

CLICK 



 

 

 

Step 7:  Click FILTERS  

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8:  Type the Mairdoe Application Code in the highlighted portion and Click anywhere in the screen 
to Load. 
 

 

 

 

 

 

 

 

 

 



 

 

Step 9:  Click Edit  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 10:  Fill in the Date Request Payment: Date if when you requested the Payment. 
After you input the Date Request Payment: Click            SAVE 

 

 

 

 

 

 

 

 

 

 



 

 

 

Step 11: Leave as BLANK all data highlighted in RED below. In this instance, it will be the Operations 
Department that will enter all of the necessary details, since they are the one who made the LTO 
payments.  

 

 

             
             
             
             
             
             
             
             
             
             
             
             
             
             
            

Once all the details are completely filled out by Operations Department, it means that the LTO 
Registrations of the Sold Unit is already paid in Mairdoe Portal. 

 
 
  

 

 

 

 

 

 

 



This time, the LTO HUB will be the one to input the following Data Highlighted:  
Date Docs Forwarded to LTO -means date when you sent all the documents to LTO 

Date Received Actual CR (HUB) – means date when you received the Original CR of customer  

Date Forwarded by Hub to Branch – means date when you transferred the Original CR to the Branch  

 

 

 

 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



FOR BRANCH  
Once the complete documents (OR/CR of the customer) was received, 

you can now fill in the needed details to complete the Registration Details of the Customer 

 
Date Received from Hub – means date when you received the registration from your LTO HUB. 

Date Received by Customer – means date when customer claimed Original/Photocopy of OR/CR.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


