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1.0 Creating an Application in PCIT 

1.1 Creating and Submitting an Application 

What  This section shows you how to create an application for a Plant Protection and Quarantine (PPQ) 
577, PPQ 579 Phytosanitary Certificate, or a State Certificate using PCIT.  The following 
functions are included in this section: 

• Save an Application as a Work in Progress 

• Cancel an Application 

• Submit an Application 

• Update Submitted Applications (Accredited Officials) 

• Save Application Templates. 

When To submit a complete and valid application for the issue of a Phytosanitary Certificate for a 
commodity intended for export. 

How  Complete the following steps: 

 

Beginning with PCIT Release 2.5.2, applications require external applicants (Industry Organizations) to be listed 
as the applicant.  All 572 applications processed by a Federal duty station must have an external applicant 
(Industry Organization) listed as the applicant.  Federal duty stations can not be listed as the applicant.  Any 
pending “Work in Progress” applications where a Federal duty station is listed as the applicant will be updated to a 
blank applicant.  The duty station will still have access to these “Work in Progress” applications and will be able to 
search for and select an applicant. 

Beginning with PCIT Release 3.1, you have two options for selecting a certificate type; PPQ Form 577 (default 
certificate) or PPQ Form 579 (foreign certificate for reexporting foreign products).  The PPQ Form 579, 
Phytosanitary Certificate for Reexport, is an accountable inspection certificate used to certify foreign plants and 
unprocessed or unmanufactured plant products for reexport.  It certifies that, based on the original foreign 
phytosanitary certificate an/or an additional inspection, the plants or plant products officially entered the United 
States, are considered to conform to the current phytosanitary regulations of the importing country, and have not 
been subjected to the risk of infestation of infection during storage in the United States.  PCIT Release 3.1 also 
supports the automation of serialization; creation, approval, and printing of Phytosanitary Certificates for reexport 
form 579.  In addition, an attachment function enables documents to be attached to 577 and 579 certificates.  Users 
will be able to add, remove, or download the attachments. 

Beginning with PCIT Release 3.3, you have a third option for selecting a certificate type; State Phytosanitary 
Certificates.  You will be able to automate the serialization, creation, approval, and printing for state certificates.  
The state certificates will resemble the Federal Phytosanitary Certificate; however, the title, seal, certification text, 
warning text, liability statement, and document number if desired, will be state specific.  The process to apply for 
and issue a state certificate will mirror the federal process.  No fee will be collected when a State Phytosanitary 
Certificate is issued.  Only state officials will issue a state certificate.  NOTE:  State Phytosanitary Certificates are 
only available for Florida, Texas, and Wisconsin in PCIT Release 3.3. 
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1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 

 

NOTE:  If you are an accredited official, you must select the Create/Update Application link before the With 
Template or Without Template links are available for selection. 

2. Use the following chart to proceed to the desired action: 

If You Want To …. Then…. 

Create an application without 
a template 

 Under the Create Application link, select Without Template. 
 Continue with Step 3. 

Create an application with a 
template 

 Under the Create Application link, select With Template. 
 RESULT:  The Manage Application Template page appears. 
 Select the template you wish to use for this application by clicking the Start 

New Application button next to the template name. 
 RESULT:  The Certificate Type  page of the Application Step by Step appears.  

The application fields are pre-populated with previously entered template 
information. 
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3. To create a new application, click the Without Template link.  You must specify the kind of certificate you will 
be applying for. 
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Use the following chart to proceed to the desired action: 

 

If You Want To …. Then…. 

Create a PPQ Form 577, 
Phytosanitary Certificate 

 Under the Application Step by Step link, select Certificate Type. 
 RESULT:  The Select Your Certificate Type page appears. 
 Select the PPQ 577 option and click the Next button. 
 RESULT:  The General Application Information of the Application Step by Step 

appears. 
 Continue with Step 6. 

Create a PPQ Form 579, 
Phytosanitary Certificate for 
Reexport 

 Under the Application Step by Step link, select Certificate Type. 
 RESULT:  The Select Your Certificate Type page appears. 
 Select the PPQ 579 option and click the Next button. 
 RESULT:  The Certification Information page of the Application Step by Step 

appears. 
 Continue with Step 4. 

Create a State issued 
phytosanitary certificate 

 Under the Application Step by Step link, select Certificate Type. 
 RESULT:  The Select Your Certificate Type page appears. 
 Select the appropriate State Certificate option and click the Next button. 
 RESULT:  The General Application Information page of the Application Step 

by Step appears. 
 Continue with Step 6. 
 NOTE:  Refer to Appendix A – State Phytosanitary Certificates for further 

details about each State Certificate. 
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4. Select the PPQ FORM 579 - Phytosanitary Certificate for Reexport option. 
RESULT:  The Foreign Certification Information page of the Application Step by Step appears. 

 

5. When creating a PPQ Form 579 Phytosanitary Certificate for Reexport, complete the Foreign Certification 

Information page fields of the Application Step by Step according to the following field chart: 

Item Purpose 

Country Of Origin  From the drop-down list, select the name of the country of origin. 
 Click the Add button to add the Country Of Origin. 
 NOTE:  At least one Country of Origin needs to be selected. 

Foreign Certificate(s) 
Number(s) 

 Displays the original Phytosanitary Certificate Number.  If there are no 
certificate numbers, enter None or leave blank. 

Foreign Certificate(s) Are  Select the appropriate checkbox to indicate whether the Phytosanitary 
Certificate is an original or a certified true copy. 

Commodities Are  Select the appropriate checkbox to indicate whether the product is packed, 
repacked, in original container, or in a new container 
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6. Click the Next button. 
RESULT:  The General Application Information page appears. 
NOTE:  From this step forward, the Creating and Submitting Applications process is the same for all types of 
certificates. 
NOTE:  If you have selected a State Certificate as the Certificate Type, only the State duty stations of the 
selected State will be listed. 
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7. Review the items at the top of the Application Step by Step page.  The Application Step by Step page item 
descriptions are as follows: 

 

Item Purpose 

Tracking #  The read-only Tracking # will be populated the first time the application is 
saved.  This number can be used later for retrieval of the associated 
application while it is a work in progress or for monitoring the movement of the 
application, from submission through to certificate process.  

Save as Work in Progress   At any time during the application creation process, you may save your work 
for completion in the future. 

 When you click the Save as Work in Progress button, a date and time 
displays on the screen. 

Save as Template   You may save an application to be used as a template for future applications. 
Saving as a template will allow you to generate future applications using most 
of the current application’s information without having to manually re-enter the 
information. 

 When you click this button, you will be prompted to enter a name for your 
template and the application will return you to the Welcome page. 

Close   Use to close the application you are working on. 

Print  Use to print a copy of the application at any time in the creation process. The 
application will create a PDF image that can be printed using the Print 
functionality of Acrobat Reader. 

Delete  Use to delete an application at any time in the creation process (before 
submitting the completed application). 

 

8. The following is a summary of the Application Step by Step page: 

Item Purpose 

Certificate Type & Certification 
(For 579 applications only) 

 When creating a PPQ Form 579 Phytosanitary Certificate for Reexport, the 
Foreign Certification Information page captures the certificate details entered 
in the Application Step by Step submission process. 

General  Captures information about the exporter and consignee, as well as alerts 
about the existence of import permit number and applicant comments. 

Export & Shipping Details  Captures information about the location and movement of the application 
commodities as well as the date and requested issuing duty station 
information. 

Commodities Overview   Captures description, quantity, origin, and packaging information about the 
application commodities. 

Attachments  Enables users to add, remove, or download documents as attachments to 577 
and 579 certificates. 

Summary/Submit  Provides a mechanism to review all application information, certify commodity 
origin, and submit it to the requested issuing duty station. 

IMPORTANT NOTE:  You may enter application information in any order by selecting the links at the left of the 
screen; for example, you can enter commodity information then general information.  In this document, data entry 
into the Application Step by Step pages will be explained sequentially using the Next button. 
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9. Complete the General page fields of Application Step by Step according to the following field chart: 

Field Notes 

Exporter Name  From the drop-down list, select the name of the exporter for this application. If 
the exporter’s name does not appear on the list, click the Add button beside the 
Exporter name drop-down list and the Add Exporter page appears.  See Section 
2.1, Add/Manage Exporters, for information about adding an exporter. 

 For ACO’s, the Exporter Name list includes names from the applicant as well as 
the ACO’s preferred duty station.  When ACO’s click the Add button to add a 
new exporter, by default the exporter is saved to the applicant’s account.  ACO’s 
can save the exporter to their list by checking the Save Exporter to Your Duty 
Station List box. 

Consignee Name  From the drop-down list, select the name of the consignee for this application.    
If the consignee’s name does not appear on the list, click the Add button beside 
the Consignee name drop-down list and the Add Consignee page appears. See 
Section 2.1 Add/Manage Consignees, for information about adding a consignee. 

 For ACO’s, the Consignee Name list includes names from the applicant as well 
as the ACO’s preferred duty station.  When ACO’s click the Add button to add a 
new Consignee, by default the consignee is saved to the applicant’s account.  
ACO’s can save the consignee to their list by checking the Save Consignee to 
Your Duty Station List box. 

Requested Issuing Duty 
Station 

 From the drop-down list, select the duty station that you wish to perform the 
inspection of the commodity(ies) of this application. 

Reference Information  Data used to identify or associate applications.  
 This is an optional field. 

Import Permit Number  The import number from the foreign government.  
 NOTE:  Use a comma to separate multiple import permit numbers. 
 This is an optional field. 

Comments  Any instructions or other information.  General comments are displayed on 572 
applications if the field contains comments; however comments are not 
displayed on 577 or 579 applications.  

 This is an optional field. 
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10. Click the Next button. 
RESULT:  The Application Step by Step Export & Shipping Details page appears. 
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11. Complete the Application Step by Step Export & Shipping Details page fields according to the following field 
chart.   

Field Notes 

Shipment Value  Shipment use (commercial or non-commercial) and value (>= $1250 or < $1250). 
These fields are required if you are submitting to a federal (PPQ) duty station. 

 Required information for federal duty station. 
Approximate Date For 
Departure From Port Of 
Export 

 The day, month, and year when the commodity(ies) in this application is (are) 
expected to depart the port of export. 

Port Of Export  The location of the port from which you expect the commodity(ies) to be 
exported. 

 This is a required field.  If it is left blank, the consignee country will automatically 
be added as the port of export. 

Declared Means Of 
Conveyance From Port Of 
Export 

 The transportation method for the shipment. 
 If you select “other,” you must provide details in the noted box. 

Number Of Packages  The total number of packages of the commodity to be shipped. 
 Can be zero (0) or blank when package description is “In bulk”. 

Package Description  Package description associated with the commodity.  Select one of the items 
from the drop-down list: 
− None.  Default 
− Other.  Type the package description in the data entry field provided. 

Distinguishing Marks   Any marking on the packages that will assist in identifying the commodity. 
− In bulk. 
− Use Consignee Address. Consignees address displays on the PPQ 577 and 

PPQ 572. 
− Other.  Type the distinguishing marks in the data entry field provided. 

Point Of Entry The location at which the commodity(ies) will enter the importing country. 
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NOTE:  Click the Apply button to apply the shipping details to all previously entered commodities (for example, 
commodities from a template). 
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12. Click the Next button. 
RESULT:  The Application Step by Step Commodities Overview page appears.  

NOTE:  This commodity overview page is specifically for 577 applications where the Commodities 

Available For Inspection At and Commodities Available On are required fields.  The rest of the 
commodities overview screens shown in this document are meant for the 579 applications, where these two 
fields are not required and do not have the asterisk sign next to them. 

 

13. Complete the Application Step by Step Commodities Overview page fields according to the following field 
chart.   

Field Notes 

Commodities Available For 
Inspection At 

 The location at which the commodities will be made available for inspection. 

Commodities Available On  The date and time the commodities will be available for inspection. 

 

Use the buttons at the bottom of the page to add individual (single commodity), mixed, or cross commodities to the 
application. 
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1.1.1 Add a Single Commodity 

14. To add a single commodity, click the Add Commodity button.  To add multiple ingredient commodities, such 
as salad or floral bouquets, refer to Step 22.  To add a cross commodity, refer to Step 29. 
RESULT:  The Commodity Search page appears.  
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15. Select the Search by criteria of Common name or Botanical name, and enter the search text  
(a name or part of name). 

NOTE:  Use singular commodity names in the commodity search field (for example, “apple” not “apples”).  The 

search text can contain letters, numbers, spaces, a period (.), a comma (,), an apostrophe (‘), a dash (-) and must be 

2 to 51 characters in length.  The wildcard (*) can also be used; select the search tips link for more information on 
using the wildcard. 
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16. Click the Search button. 
RESULT:  The commodities meeting the Search criteria are listed. 
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17. Locate the desired commodity and click the Select button. 
RESULT:  The Commodity Details page appears with the Common name and Botanical name fields filled in. 
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NOTE:  Unlisted commodities (those not in the reference list) will not be stored in a template. 

For a commodity to be included in the reference list, a request should be sent to Export Services. When the 
commodity is approved, it will be added to the search list.  

If the commodity you are looking for does not appear for selection in the search results, you may include it on the 
current application as an unlisted commodity by selecting ‘add it in the application as an unlisted commodity’.  
The Commodity Details page appears; the Common name field and Botanical name field are editable. 

18. Complete the fields of the Application Step by Step Commodity Details page according to the following field 
chart:   

Field Notes 

Common Name  Descriptive name that precisely identifies the product. 
 Read only unless an unlisted commodity is being added. 
 This is a required field. 

Botanical Name  The scientific name.  It should include the genus and the species 
classification. 

 Read only unless an unlisted commodity is being added. 
 This is a required field. 

Part  Name of the plant part that best describes the commodity. 
 Select the name from the drop-down list or if the appropriate part is not 

displayed, select “Other” and type the part name in the data entry field 
provided. 

Quantity  The total number of units of commodity that will be shipped. 

Unit  Unit of measure that best describes the commodity. 
 Select the name from the drop-down list or if the appropriate unit is not 

displayed, select “Other” and type the unit in the data entry field provided. 
Weight  The weight in pounds of the commodity to be shipped. 

 This is an optional field. 
NOTE: This entry is used for reporting requirements for some states and will 
not appear on the certificate.  

Number Of Packages  The total number of packages of the commodity to be shipped. 
 Can be zero (0) or blank when package description is “In bulk”. 

Package Description  Package description associated with the commodity.  Select one of the items 
from the drop-down list: 
− In bulk. 
− Other.  Type the package description in the data entry field provided. 

Distinguishing Marks   Any marking on the packages that will assist in identifying the commodity. 
− None.  Default 
− Use Consignee Address. Consignees address displays on the PPQ 577 

and PPQ 572. 
− Other.  Type the distinguishing marks in the data entry field provided. 

Certified Origin(s):   This field is pre-populated with USA. 
− Add/Edit Multiple Origins option modify this field. 
− Certified origin checkbox is available for entering multiple commodities 

with the same certified origin. 
o When adding the first commodity to an application the user will have 

the option of checking a box to indicate that the certified origin details 
should become the default for subsequently entered commodities.  
(Note that when a later commodity is entered with a different certified 
origin, the default functionality is no longer available. 

o If an existing application is retrieved which has the same certified origin 
for all of its association commodities, the user will have the option of 
setting the default certified origin after they have entered a new 
commodity and entered certified origin details identical to those of the 
existing commodities. 
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19. To add detailed origin information, click the Add/Edit Multiple Origins button. 
RESULT:  The following additional information blocks will be available:  

Field Notes 

Certified Origin: Locality  Certified Origin: Locality associated with the commodity. 
 This is an optional field. 

Certified Origin: Locality 
Descriptor 

 Certified Origin: Locality Descriptor associated with the commodity. 
 Select a locality descriptor from the drop-down list. 
 Required if there is an entry in Locality.  

Certified Origin: State / 
Territory 

 Certified Origin: State / Territory associated with the commodity. 
 Select a state or territory from the drop-down list. 
 Required if there is an entry in Locality. 

Certified Origin:  Country  Certified Origin:  Country associated with the commodity. 
 This is an optional field. 

Certified Commodity Origin:   This field is pre-populated with USA. 

 

20. Enter and select additional origin information, then click the Add button.   
RESULT:  The new information appears in the Commodity Origin list as each new entry is added. 
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21. Click the Back button. 
RESULT:  The updated Application Step by Step Commodity Details page appears.  

 

If you want to… Then… 

Add new commodity(ies) with 
the same Certified Origin 

 Select the “Use this certified origin for all future commodities…” option box.  
 Click the Save button. 
 Repeat Steps 12 through 18. 

Add new commodity(ies) with 
different Certified Origin(s) 

 Ensure that the “Use this certified origin for all future commodities…” option 
box is not checked. 

 Click the Save button. 
 Repeat Steps 12 through 18. 
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1.1.2 Add a Mixed Commodity 

22. To add a commodity with multiple ingredients, click the Add Mixed Commodity button. 
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RESULT:  The Commodity Search page with selections appears for adding a commodity. 
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23. Locate the desired commodity and select it. 
RESULT:  The Application Step by Step Commodity Details page appears with an Ingredients button 
displayed at the bottom. 

 

24. Complete the fields on the Commodity Details page according to the chart in Step 18. 

25. To add detailed origin information follow the instructions outlined in Step 19 through Step 21. 
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26. To add mixed commodities ingredients, click the Ingredients button. 
RESULT:  The Application Step by Step Ingredients page appears. 

 

NOTE:  To facilitate data entry for Salad, common Salad Ingredients have been pre-populated.  At this time, 

ingredient list for other mixed commodities are not available.  
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27. Use the following chart to select the desired action: 

If you want to… Then… 

Add Salad ingredient  Click the Select All Checkboxes link to add all the common salad ingredients. 
 Select the Deselect All link to remove all ingredients. 
 Check the boxes beside the ingredients that you want to add to your Salad.  

Add an ingredient to a mixed 
commodity 

 Click the Add Ingredients button. 
 The Application Step by Step Commodities page appears, and you can 

search for the commodity ingredients to be added to the mixed commodity. 

Delete an ingredient from a 
mixed commodity 

 You may remove an ingredient by clicking the Delete button next to it.  

Return to the Commodity 
Details page 

 Click the Back button. 
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28. Review the information on the Application Step by Step Commodity Details page; make corrections, if 
necessary: 

If you want to… Then… 

Cancel the new commodity 
entry 

 Click the Cancel button. 
 RESULT:  The Application Step by Step Commodities Overview  page 

appears; the commodity has not been saved. 

Save the new commodity    Click the Save button. 
 RESULT:  The Application Step by Step Commodities Overview  page 

appears; the commodity has been added to the list. 
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1.1.3 Add a Cross Commodity 

Commodity crosses are widely used by the nursery industry.  Commodity crosses are a 'hybrid' of two existing 
plants.  These existing plants must be found in the current commodity list since an unlisted commodity entered by 
a user cannot be used.  A commodity cross is depicted as genus species X genus species.  Commodity crosses use 
the botanical name of the two commodities, separated by an X as both its common name and botanical name. 

NOTE:  In order to reuse a cross commodity in a future application, the cross commodity must be saved in a 
template.  Otherwise, you will need to re-enter the cross commodity for each application as it will not be saved. 

29. To add a cross commodity, on the Commodities Overviews page, click the Add Cross Commodity button. 
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RESULT:  The Cross Commodity page appears for adding a commodity. 
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30. Click the Add Commodity button to open the Commodity Search page. 

 

31. Select the Search by criteria of Common name or Botanical name, and enter the search text (a name or part 
of name). 

NOTE:  Use singular commodity names in the commodity search field (for example, “apple” not “apples”).  The 

search text can contain letters, numbers, spaces, a period (.), a comma (,), an apostrophe (‘), a dash (-) and must be 

2 to 51 characters in length.  The wildcard (*) can also be used; select the search tips link for more information on 
using the wildcard. 
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32. Click the Search button. 
RESULT:  The commodities meeting the Search criteria are listed. 

33. Click the Select next to the commodity you want to use. 
RESULT:  The first part of the commodity name is generated. 
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34. To edit the cross commodity, add a second commodity, or delete the previously selected commodity, click the 
Add Commodity button to search for and to add the second commodity.  No more than two commodities may 
be selected for a cross commodity. 
RESULT:  The Commodity Search page reappears. 
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35. Select the Search by criteria of Common name or Botanical name, and enter the search text (a name or part 
of name) for the next commodity. 

36. Click the Search button. 
RESULT:  The commodities meeting the Search criteria are listed. 

37. Click the Select button to add the second commodity. 
RESULT:  The second part of the commodity name is generated.  The Cross Commodity page reappears listing 
both commodities. 
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38. Click the Save button to save the data. 
RESULT:  The Application Step by Step Commodity Details page appears. 

 

39. Complete the fields on the Application Step by Step Commodity Details page according to the chart in Step 18. 

40. To add detailed origin information follow the instructions outlined in Step 19 through Step 21. 
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41. Review the information on the Application Step by Step Commodities Overview page; make corrections, if 
necessary: 

If you want to… Then… 

Cancel the new commodity 
entry 

 Click the Cancel button. 
 RESULT:  The Application Step by Step Commodities Overview  page 

appears; the commodity has not been saved. 

Save the new commodity    Click the Save button. 
 RESULT:  The Application Step by Step Commodities Overview  page 

appears; the commodity has been added to the list. 
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42. Use the following chart to select the desired action: 

If you want to… Then… 

Add a single commodity  Repeat Step 14 through Step 21. 

Add a multiple ingredient  
commodity 

 Repeat Step 22 through Step 28. 

Add a cross commodity  Repeat Step 29 through Step 38. 

Update a commodity  Click the Update button next to commodity to be updated. 
 RESULT:  The Application Step by Step Commodity Details page appears. 
 Make the desired updates. 
 Click the Save Commodity button to save the updates and return to the 

Application Step by Step Commodities Overview  page.  OR 
 Click the Cancel button to abandon the update and return to the Application 

Step by Step Commodities Overview  page. 

Delete a commodity   Click the Delete button next to the commodity to be deleted. 
 RESULT:  The Confirmation page appears. 
 Click Yes to confirm deletion or No to cancel the deletion. 
 RESULT: The Commodities Overview  page displays. 

Submit the application  Proceed to Step 47. 

 

43. Click the Next button. 
RESULT:  The Application Step by Step Attachments page appears. 
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All users are able to attach and view PDF and Images to a certificate.  The attachments will not become part of the 
phytosanitary certificate and they will not affect the phytosanitary certificate page count or cause automatic text to 
be in printed in the Additional Declarations block.  If you want to include an attachment(s) as part of the 
phytosanitary package you will need to print the attachment separately then manually bundle the attachment with 
the PCIT Phytosanitary Certificate.  Attachments can be added and/or removed prior to the ‘Submit’ status.  If an 
application requires additional attachments after “Submit’, the ACO shall return the application to the applicant.  
The ACO can add/remove attachments at any time in the process until the certificate is issued.  After the certificate 
is issued, no attachments can be added or removed by anyone.   

Type of attachments include the following: 

• Import Permits 

• Lab Results 

• Field Inspections 

• Foreign Phytos 

• Other 

44. To add an attachment, click the Add Attachment button. 
RESULT:  The File Upload page appears. 
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45. Complete the fields of the File Upload page according to the following field chart:   

Field Notes 

File Location  Click the Browse… button to select the file from your computer to upload. 
 The Choose file window opens. 
 Select the file you want to attach and click the Open button. 
 NOTE:  Long file names will be truncated to 40 characters (including the file 

extension). 
File Description  From the drop-down list, select the appropriate file description. 

 Other.  Type the file description in the data entry field provided. 
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46. Click the Upload button. 
RESULT:  The Application Step by Step Attachments page reappears displaying the attached files. 

 

47. Click the Next button. 
RESULT:  The Application Step by Step Summary/Submit page appears with all the entered application 
information displayed in blocks. 
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NOTE:  The US-NCP organizations follow the same process to create applications as described in Steps 1-37.  
However, when an organization in the US-NCP creates an application to a country identified as a participant in the 
Nursery Program, the Submit Nursery Application button is available at the bottom of the Summary/Submit page. 

A duty station needs to be selected even though this application will not be processed by the duty station and the 
selected consignee country needs to match the participating countries under the authorized Nursery Program.  
(Currently the only participating country is Canada.)  A Payment Method must also be selected if submitting to a 
Federal duty station; however the Nursery will not be charged per certificate like a regular applicant if the 
application is submitted by clicking the Submit Nursery Application button.  If the Nursery clicks the Submit 

Standard Application button, the application will be treated as a regular applicant submission and the Nursery 
will be charged for the certificate. 

48. Use the following chart to select the desired action. 

If you want to… Then… 

Change a section of the 
application information 

 Click the Edit button next to the section of information you wish to change. 
 The Section is displayed in which you can make changes to this part of the 

application. 
 Make the desired changes. 
 Click the Next button to return to the Summary/Submit page. 

View / update detailed 
commodity information on the 
application 

 Click the Details button located next to commodity to see additional 
information about the commodity.  

 Click the Edit button to make changes to the commodity. 
 Click the Save button to return to the Summary/Submit page. 
 Click the Back button to return to the Summary/Submit page. 

Continue with submitting the 
application 

 Proceed to Step 39. 
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49. Read the certification of origin warning, and then click the Submit Application button. 

If … Then… 

No errors are found  One of the following Confirmation page appears with the tracking number 
displayed. 

There were CITES commodities 
on the application 

 The Application Validation Results page displays. 
 Click the Review Errors button to view the CITES warning on the Inspection 

& Export Details page. 
 Click the Next button to return to the Summary/Submit page. 
 A check box is displayed below the Commodities list to confirm that you have 

read the CITES warning. 
 Check the box. 
 Click the Submit Application button again.   
 One of the following Confirmation page appears with the tracking number 

displayed. 

Errors are found  The Application Validation Results page displays. 
 Click the Review Errors button to sequentially navigate through the screen 

and correct errors. 
 Click the Submit Application button again. 
 One of the following Confirmation page appears with the tracking number 

displayed. 

OR 

 Click the Save & Return to PCIT Home to save the application as “In 
progress” to review the application at a later date.  This selection ends the 
Submit Application process. 
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50. The Submit Application process has ended.  Use the following chart to proceed to related actions: 

If you want to …. Then…. 

Save this application as a 
template for future use 

 Click the Save as Template button and name your template. 
 Click the Save button. 
 The newly created template will be available for re-use under Manage 

Application Templates. 

Process this application  You may do so if you: 
 Are an Authorized Certification Official (ACO) or an ACO Admin Support, you 

can choose to process the application (add inspection, treatment, and AD 
information, and certify) by clicking the Process this Application button.  
Refer to the Processing Applications in PCIT document. 

OR 

belong to an Authorized Entity (AE) organization.  As a member of an AE 
organization, you can choose to process the application (add treatment and 
AD information, and submit for approval) by clicking the Process this 
Application button.  Refer to the Processing Applications in PCIT document. 
OR 
belong to an Authorized Nursery Program.  As an authorized Nursery, you can 
choose to process the application (add treatment and AD information, and 
issue and print the certificate) by clicking the Process this Application 
button.  Refer to the Processing Applications in PCIT document. 
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2.0 Adding & Managing Exporters and Consignees 

2.1 Add/Manage Exporters 

What This section shows you how to Add and Manage Exporters. 

When You may add and update exporters at any time.  

How  Complete the following steps: 

 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears.   

2. Select the Manage Template Data link. 
RESULT:  The link opens to show the following links: 

• Manage Application Templates. 

• Manage Exporters. 

• Manage Consignees. 

 

NOTE:  When you are performing certain functions in PCIT, Manage Template Data does not display on 
the left side of the screen.  When this occurs, simply select the PCIT Home link and the Manage Template 
Data appears. 
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3. Select the Manage Exporters link. 
RESULT:  The Manage Exporters page appears. 

 

4. Use the following chart to proceed to the desired action. 

If you want to… Then… 

Add an exporter’s name  Proceed to Step 5. 

Update an exporter’s information  Proceed to Step 8. 

Delete an exporter’s information  Proceed to Step 10. 
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5. If you have no exporters listed, you will have to add exporters to have them available from your drop-
down list when creating applications.  Click the Add Exporter button. 
RESULT:  The Exporter Details page appears. 
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6. Complete identified fields of the Exporter Details page according to the following field chart: 

Field Notes 

Exporter Name  Name of the exporter as you wish it to appear on applications and certificates. 

Exporter Alias Name  This name will be used as a more specific identifier for your organization’s use; 
for example, if exporter name is Dole, exporter alias could be Dole-La Jolla. 

 This is an optional field.  

Exporter Contact Person Name  Name of the contact person for the exporter. 
 This is an optional field. 

Street Address   The exporter’s address as you wish it to appear on applications and certificates. 
If necessary, two lines have been provided. 

City  City associated with the exporter’s address as you wish it to appear on 
applications and certificates. 

State/Territory  Select the state drop-down list to view the states and territories available: 
 Select the state or territory of the exporter’s address from the list.  

Zip Code  The five- or nine-digit Zip code of the exporter’s address as you wish it to 
appear on applications and certificates. 

Country  This field is pre-populated with:  USA.  

Phone   The exporter’s 10-digit telephone number, area code first. You may also enter 
an extension if needed. 

 This is an optional field. 

Fax  The exporter’s fax number. 
 This is an optional field. 

E-mail  The exporter’s e-mail address. 
 This is an optional field. 
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7. Review the information on the Exporter Details page; make corrections, if necessary. 

 

 

If you want to… Then… 

Cancel the new exporter entry  Click the Cancel button. 
 RESULT:  The Manage Exporters page appears.  No edits have been 

saved. 
Save the new entry and return to 
the Manage Exporters page 

 Click the Save & Back button. 
 RESULT:  The Manage Exporters page appears.  A new exporter has been 

saved to the Exporter Name list.   
Save the new entry and enter 
additional exporters to your 
exporter list 

 Click the Save & Add Another button. 
 The previous exporter name has been saved. 
 RESULT:  A blank Export Details page appears.   
 Repeat Step 6 and Step 7. 
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RESULT:  A new exporter has been saved to the Exporter Name list. 
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2.1.1 Update an Exporter’s Information 

8. If you would like to update information about an exporter you have already added to your drop-down 
list of exporters, from the Manage Exporters page, click the Update button located to the right of the 
exporter name whose information you want to update.  
RESULT:  The Exporter Details page appears with the exporter information displayed.  

NOTE:  Refer to Step 6 for descriptions of the Exporter Details fields. 

9. Change the information, and 

If you want to… Then… 

Cancel the exporter update  Click the Cancel button. 
 RESULT:  The Manage Exporters page appears; no changes have been 

saved. 

Save the updated information and 
return to the Manage Exporters 
page 

 Click the Save & Back button. 
 RESULT:  The Manage Exporters page appears; the updated information 

is saved. 

Save the updated information and 
enter additional exporters to your 
exporter list 

 Click the Save & Add Another button. 
 The updates have been saved to the exporter you were adding / updating. 
 RESULT:  A blank Export Details page appears.  
 Repeat Step 6 and Step 7. 
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2.1.2 Delete an Exporter’s Information 

10. If you would like to delete the name of an exporter you have already added to your drop-down list of 
exporters, from the Manage Exporters page, select the Delete button located to the right of the 
exporter whose information you want to update.  
RESULT:  The Delete Confirmation page appears. 

 

11. Use the following chart to select the desired action: 

If you want to… Then… 

Continue with the deletion  Click the Yes button. 
 RESULT:  The Manage Exporters page appears. The exporter’s name 

does not appear on the Exporter Name list. 

Cancel the deletion  Click the No button. 
 RESULT:  The Manage Exporters page appears.  The exporter’s name has 

not been removed from the list.  
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2.2 Add/Manage Consignees 

What This section shows you how to add and update consignees using PCIT.   

When You may add and update consignees at any time. 

How  Complete the following steps: 

 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears.   

2. Select the Manage Template Data link. 
RESULT:  The link opens to show the following links: 

• Manage Application Templates 

• Manage Exporters 

• Manage Consignees 

NOTE:  When you are performing certain functions in PCIT, Manage Template Data does not display on 
the left side of the screen.  When this occurs, simply select the PCIT Home link and Manage Template 
Data appears. 
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3. Select the Manage Consignees link. 
RESULT:  The Manage Consignees page appears. 

 

4. Use the following chart to proceed to the desired action. 

If you want to… Then… 

Add a consignee’s name  Proceed to Step 5. 

Update a consignee’s information  Proceed to Step 8. 

Delete a consignee’s information  Proceed to Step 10 

 

NOTE:  If you have no consignees listed, you will have to add consignees to have them available from 
your drop-down list when creating applications.  
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5. Click the Add Consignee button. 
RESULT:  The Consignee Details page appears. 
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6. Complete identified fields of the Consignee Details page according to the following field chart: 

Field Notes 

Consignee Name  Name of the consignee as you wish it to appear on applications and certificates. 

Consignee Alias Name  This name will be used as a more specific identifier for your organization’s use; 
for example, consignee name is Dole, consignee alias could be Dole-La Jolla. 

 This is an optional field.  

Consignee Contact Person 
Name 

 Name of the contact person for the consignee. 
 This is an optional field. 

Street Address   The consignee’s address as you wish it to appear on applications and 
certificates.  If necessary, two lines have been provided. 

 This is an optional field. 

City  The corresponding city. 

State/Territory/Province  The corresponding state, territory, or province. 
 This is an optional field. 

Postal Code  The postal code for the consignee’s address as appropriate.  
 This is an optional field. 

NOTE:  If the country protocol requires that the postal code appears above the city 
on the certificate, use the second line of the address for this information.  

Country  The country for this application.   

Phone   Consignee’s telephone number.  
 This is an optional field. 

Fax  The consignee’s fax number. 
 This is an optional field. 

E-mail   The consignee’s primary e-mail address. 
 This is an optional field. 
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7. Review the information on the Consignee Details page; make correction, if necessary. 

 

 

If you want to… Then… 

Cancel the new consignee 
entry 

 Click the Cancel button. 
 RESULT:  The Manage Consignees page appears; no changes have been 

saved. 
Save the new entry and return 
to the Manage Consignees 
page 

 Click the Save & Back button. 
 RESULT:  The Manage Consignees page appears; a new consignee has 

been saved in the Consignee Name list. 

Save the new entry and enter 
additional consignees to your 
consignee list. 

 Click the Save & Add Another button. 
 The consignee name has been saved. 
 RESULT:  A blank Consignee Details page appears. 
 Repeat Step 6 and Step 7. 
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2.2.1 Update a Consignee 

8. If you would like to update information about a consignee you have already added to your drop-down 
list of consignees, from the Manage Consignees page, click the Update button located to the right of 
the consignee name whose information you want to update.  
RESULT:  The Consignee Details page appears with the consignee information displayed. 

NOTE:  Refer to Step 6 for descriptions of the Consignee Details fields. 

9. Change the information, and 

If you want to… Then… 

Cancel the consignee update  Click the Cancel button. 
 RESULT:  The Manage Consignees page appears; no changes have been 

saved. 

Save the updated information 
and return to the Manage 
Consignees page 

 Click the Save & Back button. 
 RESULT:  The Manage Consignees page appears; the updated information is 

saved. 

Save the updated information 
and enter additional 
consignees to your consignee 
list 

 Click the Save & Add Another button. 
 The updates have been saved to the consignee you were adding/updating. 
 RESULT:  A blank Consignee Details page appears.  
 Repeat Step 6 and Step 7. 
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2.2.2 Delete a Consignee 

10. If you would like to delete the name of a consignee you have already added to your drop-down list of 
consignees, from the Manage Consignees page, click the Delete button located to the right of the 
consignee whose information you want to update.  
RESULT:  The Delete Confirmation page appears. 

 

11. Use the following chart to select the desired action. 

If you want to… Then… 

Continue with the deletion  Click the Yes button. 
 RESULT:  The Manage Consignees page appears; the consignee’s name 

does not appear on the Consignee Name list. 

Cancel the deletion  Click the No button. 
 RESULT:  The Manage Consignees page appears; the consignee’s name has 

not been removed from the Consignee Name list.  
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3.0 Creating & Managing Application Templates 

3.1 Manage Application Templates 

What This section shows you how to manage and save application templates.  

When You may add and update application templates at any time.  Templates are used to expedite 
application creation.  Templates group various pieces of application data, such as a 
commodity list, that you expect to use for several applications. 

How  Complete the following steps: 

 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears.   

2. Select the Manage Template Data link. 
RESULT:  The link opens to show the following: 

• Manage Application Templates 

• Manage Exporters 

• Manage Consignees 

Also, the Manage Application Templates page appears with any existing templates listed.  If you have 
templates, the following fields will be listed:  Template Name, Exporter, and Consignee. 
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NOTE:  When you are performing certain functions in PCIT, Manage Template Data does not display on 
the left side of the screen.  When this occurs, simply select the PCIT Home link and the Manage Template 
Data appears. 

3. Use the following chart to proceed to the desired action. 

If you want to… Then… 

Add a template  Proceed to Step 4. 

Update a template  Proceed to Step 36. 

Delete a template  Proceed to Step 39. 
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3.1.1 Add a Template 

4. If you have no templates listed or you would like to have additional templates available when creating 
applications, click the Add Template button. 
RESULT:  The Template Details page appears. 
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5. Complete the fields on the Template Details page according to the following field chart: 

Field Notes 

Template Name  Name of the template as you wish it to appear in the list of templates.  

Exporter   The name of the Exporter associated with the template. 
 This is an optional field.  

Consignee   Name of the Consignee associated with the template. 
 This is an optional field. 

Commodities Available For 
Inspection At  

 The location at which the commodities will be made available for inspection 
associated with the template. 

 This is an optional field. 

Requested Issuing Duty 
Station 

 The selected duty station to process the application associated with the template. 
 This is an optional field. 

Port Of Export  The port of export associated with the template. 
 This is an optional field. 

Declared Means Of 
Conveyance From Port Of 
Export 

 The means of conveyance from the port of export associated with the template.  If 
you select “other,” you must enter additional information.  

 This is an optional field. 

Point Of Entry  The location at which the commodity will enter the foreign country.  
 This is an optional field. 

Commodities  The commodities associated with the template. 
 The Details button is used to view and edit commodities in the template. 

 

6. Click the Details button next to Commodities to add, view or edit the commodities associated with 
the template.  
RESULT:  The Template Commodity Details page appears. 
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7. Use the following chart to proceed to the desired action. 

If you want to… Then… 

Add a single commodity  Click the Add Commodity button. 
 The Search for a Commodity page appears. 

Add a multiple ingredient 
commodity 

 Click the Add Mixed Commodity button. 
 The Search for a Commodity page appears with Search Results. 
 Refer to Step 16. 

Add a cross commodity  Click the Add Cross Commodity button. 
 The Search for a Commodity page appears with Search Results. 
 Refer to Step 27. 
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8. Select the Search by criteria of Common name or Botanical name, and enter the search text. 

NOTE:  Use singular commodity names in the commodity search field (for example, “apple” not 
“apples”).  Search text can contain letters, numbers, spaces, a period (.), a comma (,), an apostrophe (‘), a 

dash (-) and must be 2 to 51 characters in length.  The wildcard (*) can also be used; select the search tips 
link for more information on using the wildcard. 
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9. Click the Search button. 
RESULT:  The commodities meeting the Search criteria are listed. 
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10. Click the Select button for the desired commodity. 
RESULT:  The Commodity Details page appears with the Common name and Botanical name fields 
filled in. 
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11. Complete the fields of the Commodity Details page according to the following field chart:   
NOTE:  All fields are optional for a template. 

Field Notes 

Part  Name of the plant part associated with the template commodity. 
 Select the name from the drop-down list or select “Other” and type in another 

part name. 

Unit  Unit of measure associated with the template commodity. 
 Select the name from the drop-down list or select “Other” and type in another 

unit. 

Package Description  Package description associated with the template commodity. 

Distinguishing Marks   Distinguishing marks associated with the template commodity. 

Certified Origin(s):   This field is pre-populated with USA and is editable using the Add/Edit 
Multiple Origins button.  
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12. To add detailed origin information, click the Add/Edit Multiple Origins button. 
RESULT:  The Additional Commodity Origins page appears. 

 

 

Field Notes 

Certified Origin: Locality  Certified Origin: Locality associated with the template commodity. 
 This is an optional field. 

Certified Origin: Locality 
Descriptor 

 Certified Origin: Locality descriptor associated with the template commodity. 
 Select a locality descriptor from the drop-down list. 
 Required if there is an entry in Locality. 

Certified Origin: State / 
Territory 

 Certified Origin: State/Territory associated with the template commodity. 
 Select a state or territory from the drop-down list. 
 Required if there is an entry in Locality. 

Certified Origin:  Country  Certified Origin: Country associated with the template commodity. 
 Select a country from the drop-down list. 
 Required if there is an entry in Locality. 

Commodity Origin:   This field is pre-populated with USA. 
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13. Enter and select additional origin information, then click the Add button.   
RESULT:  The new information appears in the Commodity Origin list as each new entry is added. 



3.0 Creating & Managing Application Templates 

 

Creating Phytosanitary Applications in PCIT         
 

68

 

14. Click the Back button. 
RESULT:  The updated Commodity Details page appears. 
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15. Review the information on the Commodity Details page; make corrections, if necessary, then use the 
following chart to proceed to the desired action. 

If you want to… Then… 

Cancel the new commodity 
entry 

 Click the Cancel button. 
 RESULT:  The Template Commodity Details page appears.  The commodity 

has not been saved. 

Save the new commodity    Click the Save Commodity button. 
 RESULT:  The Template Commodity Details page appears; the commodity has 

been saved and is in the Commodities listing at the bottom of the screen. 
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16. To add a commodity with multiple ingredients, click the Add Mixed Commodity button. 
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RESULT:  The search screen with predefined Mixed Commodity selections appears. 
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17. Locate the desired commodity and click the Select button. 
RESULT:  The Commodity Details page appears with an Ingredients button displayed at the bottom. 

 

18. Complete the fields on the Commodity Details page according to the chart in Step 11. 

19. To add detailed origin information, follow the instructions in Step 12 through Step 14. 
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20. To add mixed commodities ingredients, click the Ingredients button. 
RESULT:  The Ingredients page appears. 
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21. Click the Add Ingredients button.   
RESULT:  The Search for a Commodity page appears. 
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22. Select the Search by Common name or Botanical name, and enter the search text. 
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23. Click the Search button. 
RESULT:  The commodities meeting the search criteria are listed. 
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24. Click the Select button for the desired commodity. 
RESULT:  The Ingredients page appears in the commodity listed. 
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25. Use the following chart to select the desired action. 

If you want to… Then… 

Add an ingredient to a mixed 
commodity 

 Click the Add Ingredients button. 
 The Search for a Commodity page appears and you can search for the 

commodity ingredients to add to the mixed commodity. 

Delete an ingredient from a 
mixed commodity 

 You may remove an ingredient by clicking the Delete button next to it.  
 Click the Yes button to confirm the deletion. 

Return to the Commodity 
Details page 

 Click the Back button. 

 

26. Review the information on the Commodity Details page; make corrections, if necessary, then 

If you want to… Then… 

Cancel the new commodity 
entry 

 Click the Cancel button. 
 RESULT:  The Template Details page appears; the commodity has not been 

saved. 

Save the new commodity    Click the Save Commodity button. 
 RESULT:  The Template Details page appears; the commodity has been 

saved and is in the Commodities listing at the bottom of the screen. 
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27. To add a cross commodity, click the Add Cross Commodity button. 

 

RESULT:  The Cross Commodity page appears. 
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28. Click the Add Commodity button. 
RESULT:  The Search for a Commodity page appears. 
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29. Locate the desired commodity that will be crossed with another commodity and click the Select 
button. 
RESULT:  The Cross Commodity page reappears with the Add Commodity button. 
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30. Click the Add Commodity button to search and add the second commodity. 
RESULT:  The Search for a Commodity page appears. 
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31. Locate the next desired commodity to cross with the first selected commodity and click the Select 
button. 
RESULT:  The Cross Commodity page reappears listing both commodities. 

 

32. Use the following chart to select the desired action. 

If you want to… Then… 

Add a different commodity  Click the Add Commodity button. 
 The Search for a Commodity page appears and you can search for a different 

commodity for the cross. 

Delete a commodity from the 
cross 

 You may remove a commodity by clicking the Delete button next to it.  
 Click the Yes button to confirm the deletion. 

Return to the Commodity 
Details page 

 Click the Back button. 

 

NOTE:  Adding another commodity after two commodities have already been selected will result in an 
error message on the page.  One of the commodities must be deleted before another commodity can be 
added. 
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33. Review the information on the Commodity Details page; make corrections, if necessary, then 

If you want to… Then… 

Cancel the new commodity 
entry 

 Click the Cancel button. 
 RESULT:  The Template Details page appears; the commodity has not been 

saved. 

Save the new commodity    Click the Save Commodity button. 
 RESULT:  The Template Details page appears; the commodity has been 

saved and is in the Commodities listing at the bottom of the screen. 
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34. Use the following chart to select the desired action. 

If you want to… Then… 

Add a commodity  Repeat Step 7 through Step 15. 

Add a mixed commodity   Repeat Step 16 through Step 26. 

Add a cross commodity  Repeat Step 27 through Step 33. 

Return to the Template 
Details page  

 Click the Back button. 
 RESULT: The Template Details page appears. 
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35. Review the template information and make any necessary corrections, then use the following chart to 
proceed to the desired action. 

If you want to… Then… 

Abandon the template  Click the Cancel button. 
 RESULT:  The Manage Application Templates page appears; the template has 

not been saved. 

Save the template   Click the Save button. 
 RESULT:  The Manage Application Templates page appears; the template has 

been saved. 
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3.1.2 Update a Template 

36. If you want to update an application template, from the Manage Application Templates page, click the 
Update button located to the right of the template you want to update.  
RESULT:  The Template Details page appears with the existing template information displayed. 

NOTE:  Refer to Step 5 for descriptions of Template Details fields. 

37. Use the following chart to select the desired action: 

If you want to…. Then… 

Update general template data  Type over or select new information to update template detail information. 
NOTE:  To save changes to a new template while preserving the original one, 
change the Template name.   

Edit a commodity  Click the Details button next to Commodities on the Template Details page. 
 Click the Update button next to the commodity you wish to edit. 
 Update the commodity details. 
 Click the Save Commodity button. 
 RESULT:  The Template Commodity Details page appears with the updated 

commodity. 
 Click the Back button. 
 RESULT: The Template Details page appears. 

Remove a commodity  Click the Details button next to Commodities on the Template Details page. 
 Click the Delete button next to the commodity to be removed. 
 Confirm the deletion. 
 RESULT:  The Template Commodity Details page appears; the commodity 

does not display. 
 Click the Back button. 
 RESULT:  The Template Details page appears. 

Add commodity to the 
application template 

 Click the Details button next to Commodities on the Template Details page  
 Click the Add Commodity button or the Add Mixed Commodity button. 
 Select the commodity to be added and enter additional information as needed. 
 Click the Save button. 
 RESULT:  The Template Commodity Details page appears with the new 

commodity added. 
 Click the Back button. 
 RESULT:  The Template Details page appears. 

 

38. Review the template information and make any necessary corrections, then 

If you want to… Then… 

Cancel the template update  Click the Cancel button. 
 RESULT:  The Manage Application Templates page appears; the template has 

not been updated. 

Save the updates to the 
template  

 Click the Save Template button. 
 RESULT:  The Manage Application Templates page appears; the template has 

been updated. 
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3.1.3 Delete a Template 

39. If you would like to delete an application template, from the Manage Application Templates page, 
click the Delete button located to the right of the application template you want to update.  
RESULT:  The Delete Confirmation page appears.  

 

40. Use the following chart to select the desired action. 

If you want to… Then… 

Continue with the deletion  Click the Yes button. 
 RESULT:  The Manage Application Templates page appears; the template 

does not display. 

Cancel the deletion  Click the No button. 
 RESULT:  The Manage Application Templates page appears; the template has 

not been removed from the list.  
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4.0 Adding Funds as an Applicant 

What  The PCIT application manages certificate payments, allowing users to add money to their 
accounts via the Pay.gov interface, and managing the balance of that account within 
PCIT. 

When This section shows you how to add funds to your account balance. 

How  Complete the following steps: 

 

Each PCIT applicant organization has an account within PCIT.  To pay for certificates, applicants 
submitting applications to federal duty stations must supply the processing ACO with a manual check or 
add money to their pre-purchase PCIT account via the Pay.gov interface.  For further details, refer to the 
PCIT Payment Processing and Financial Management document. 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Select the Financial Management link at the left side of the screen. 
RESULT:  The Financial Management page appears. 
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3. To add to your account balance through Pay.gov, click the Add to Balance button. 
RESULT:  PCIT redirects you to the Pay.gov collection system and Page 1, Step 1: Enter Payment 

Information displays.  NOTE:  You may click the Cancel button at any time to return to the PCIT 
Financial Management page. 
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4. Complete Step 1 by entering the payment information.  You have 2 options for payment, Bank 
Account Debit (ACH) or Plastic Card.  When you have finished entering the required fields (indicated 
with a red asterisk), click the Continue with ACH Payment or Continue with Plastic Card 

Payment button as appropriate. 
RESULT:  Page 2, Step 2: Authorize Payment of the Pay.gov collection system displays.  The 
following screen capture displays the Authorize Payment page for an ACH Payment. 

 

 



4.0 Adding Funds as an Applicant 

 

Creating Phytosanitary Applications in PCIT         
 

93

This screen capture displays the Authorize Payment page for a Plastic Card Payment. 

 

5. You can edit the Payment Summary information by clicking the Edit this information link.  You can 
also enter an e-mail address under the Email Confirmation Receipt section to receive a confirmation 
receipt.  To continue adding funds to your account, you are required to agree with the authorization 
and disclosure language by clicking the appropriate check box.  To continue, click the Submit 

Payment button.  NOTE:  Press the Submit Payment button only once, pressing the button more 
than once could result in multiple transactions. 
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RESULT:  Page 3, Step 3: Confirm Payment of the Pay.gov collection system displays.  The following 
screen capture displays the Confirm Payment page for an ACH Payment. 

 

This screen capture displays the Confirm Payment page for a Plastic Card Payment. 
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6. Your transaction has been completed.  It is recommended that you print a copy of the Confirm 

Payment page, by clicking the Print this window link.  When you are finished, click the Return to 
your agency website link. 
RESULT:  The Financial Management page displays with a message that the account balance has 
been updated successfully. 

 
NOTE:  Once your balance has reached $50,000 or more, the Add to Balance button will 
temporarily be removed and you will no longer be able to add funds.  Once your balance is below 
$50,000, the Add to Balance button will reappear. 
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5.0 Viewing, Updating, and Recalling Applications 

What This section shows you how to use PCIT to view applications you have created, update 
applications that are returned to you, recall submitted applications that have not been opened 
for processing, and delete applications that are no longer necessary.  

All created applications have a status.   

Application statuses include: 

• In Progress:  the application has been saved, but not submitted for review. 

• Submitted:  the application has been submitted for review to the designated duty 
station. 

• Returned: The application has been returned to an applicant by an ACO. 

When After logging on to PCIT, you may view your applications at any time. 

How  Complete the following steps: 

 

1. If you are not already signed in to PCIT, sign in to PCIT.  
RESULT:  The Welcome page appears. 

2. Select the View Applications link at the left of the screen. 
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RESULT:  The View Applications page appears showing the In Progress applications. 

 

3. Use the following chart to enter search criteria. 

If you want to… Then… 

Search for a range of 
applications 

The default date range is set to the previous seven days.  If you wish to change 
the default… 

 Click the Clear button. 
 Select the Application Status or “All” to find all statuses, and enter the Date 

range (the date the application was created).  

Search for a specific 
application 

 Click the Clear button. 
 Enter the application’s Tracking number. 
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4. Click the Search button. 
RESULT:  The applications meeting the search criteria display.  Applications are sorted first by 
shipment date (earliest on top) and then by submission date (earliest on top).  

 

NOTE:  The message “No applications match the search criteria.” will display instead of the list if no 
applications are found.   
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5. The applications associated with the entered search criteria are displayed with the following 
information: 

• Tracking Number:  the number assigned to the particular application.  

• Status:  status of the application.  

• Submission Date:  the date the application was submitted to the selected duty station.  

• Shipment Date:  the expected shipment date of the commodities on the associated application.  

• Destination:  the country to which the commodities will be sent.  

If you want to… Then… 

View a submitted application 

 

 Click the View button next to the desired application. 
 RESULT:  The Processed Application Details page appears. 
 All information about the application will be displayed.  
 Click the Back button to return to the View Applications page. 

NOTE:  You may also print the application from the Processed Application 
Details page by clicking the Print Application button in the upper right corner of 
the screen.  

Edit an application   Only available for Work in Progress and Returned applications. 
 Click the View/Edit button next to the application you wish to update. 
 RESULT:   The Application Step by Step page appears beginning with the 

General page.  
 Refer to the Creating Phytosanitary Applications in PCIT document for more 

information. 

Delete an application  Only available for Work in Progress and Returned applications. 
 Click the Delete button next to the application you wish to delete. 
 RESULT:  You receive a confirmation message and, upon acceptance of this 

message, the application is deleted; and you are returned to the View 
Applications page.  

View comments  Only available for Returned applications. 
 Click the Comments button next to the application to view comments. 
 RESULT:  The View Authorized Certification Official Comments page 

appears.  
 Click the Back button to return to the View Applications page. 

Process an application  Only available for Submitted applications of an AE organization.  (Refer to the 
Getting Started with PCIT document for detailed information on the 
Authorized Entity Applicant role.) 

 Click the Process button next to the application to update with treatment and/ 
or AD information and to print the original certificate. 

 RESULT:  The Application Step by Step page appears beginning with the 
Application Details page. 

 Refer to the Section 3, AE & ACO Assistants Processing of Applications for 
more information. 

Recall an application  Only available for submitted applications that have not been opened for 
processing by an ACO, ACO Admin, AE or Nursery.  Once an application is 
opened for processing (even if no action has been taken, for example adding 
an inspection), it can no longer be recalled. 

 Click the Recall button next to the application you wish to recall. 
 RESULT:  The Recall Confirmation page appears, upon confirmation of this 

message, the application is recalled, and you are returned to the View 
Applications screen. 

 NOTE:  Once the application is recalled, the status will be changed from 
“Submitted” to “Work in Progress”, which allows you to continue to work on 
the application. 

 

NOTE:  External Organization Users (non-Government users) can stop here.  
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6. Select the Create/Update Applications link from the left side of the screen. 
RESULT:  The Create/Update Applications page for the duty station appears listing applications in 
Work in Progress status or applications Returned to the Duty Station.  
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7. Click the View/Edit button to update the application. 
RESULT:  The Select Your Certificate Type page appears. 
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8. Choose the certificate type and click the Next button. 
RESULT:  The Application Step by Step General page appears. 

 

NOTE:  Refer to the Creating Phytosanitary Applications in PCIT document, for more information about 
updating the application.
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APPENDIX A - State Phytosanitary Certificates 

PCIT Release 3.3 introduces three State phytosanitary certificates for Florida, Texas, and 
Wisconsin.  The creation and processing of state phytosanitary certificates mirrors the Federal 
processes.  The sections below describe each State’s phytosanitary certificate. 
 
1. Florida State Phytosanitary Certificate 

 

The Florida State Phytosanitary Certificate is formatted as follows: 
 

Field Description 

Title Block Florida Department of Agriculture and Consumer Services Division of 
Plant Industry 

Phytosanitary 
Certificate 

Section 581.031 (23)(A), Florida Statutes 
1911 S.W. 34th Street/ Gainesville, Florida 
32614-7100 

Seal The Seal is printed on the Original.  Copy and void versions. 

Certification Text This is to certify that the plants, plant product or other regulated 
articles described herein have been inspected and/or tested according 
to appropriate official procedures and are considered to be free from 
the quarantine pests, specified by the importing contracting party and 
to conform with the current phytosanitary requirements of the 
importing contracting party including those for regulated non-
quarantine pests. 

Warning Text Warning: any alteration, forgery, or unauthorized us of this 
phytosanitary certificate is subject to prosecution as provided by 
Sections 581.141 and 581.211, Florida statutes. 

Liability Statement No liability shall attach to the Florida Department of Agriculture and 
Consumer Services or to any officer or representative of the 
Department with respect to this certificate. 

Document Number Dacs-08014 Rev. 04/08 
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The following is an example of the Florida State Phytosanitary Certificate: 
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2. Texas State Phytosanitary Certificate 

 

The Texas State Phytosanitary Certificate is formatted as follows: 
 

Field Description 

Title Block Texas Department of Agriculture 
P.O. Box 12847 -  Austin, Texas 78711 - (512) 463-7476 
Internet Address:  www.tda.state.tx.us 
For the hearing impaired: (800) 735-2988 (voice)  
or (800) 735-2989 (TTY) 

Seal The Seal is printed on the Original.  Copy and void versions 

Certification Text This is to certify that  the article(s) described below were examined by 
an authorized representative of the Texas Department of Agriculture, 
and were found to be apparently free from injurious diseases and 
pests, and conform with the current quarantined regulations of this 
state, the importing state our country, as stated in the Additional 
Declaration. 

Warning Text This certificate expires 14 days after issuance. 

Liability Statement NOTE: No liability whatsoever shall attach to the Texas Department 
of Agriculture or its officers or representatives with respect to this 
certificate. 

Document Number 01/08 TDA Q471O 
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The following is an example of the Texas State Phytosanitary Certificate: 
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3. Wisconsin State Phytosanitary Certificate 

 

The Wisconsin State Phytosanitary Certificate is formatted as follows: 
 

Field Description 

Title Block Wisconsin Department of Agriculture,  
Trade & Consumer Protection  
Agricultural Resource Management Division 
PO Box 8911, Madison, WI 53708-8911 
Phone: 608-224-4596  Fax: 608-224-4656 

Phytosanitary 
Certificate 

Ch. 94, Wis. Stats., Ch. ATCP 21, Wis Adm. Code 
ARM-PI-10(Rev 12/99) 

Seal Print the seal on the Copy and Void versions. 

Certification Text This is to certify that the plants or plant products described below have 
been inspected according to appropriate procedures and are considered 
to be free from quarantine pests and practically free from other 
injurious pests; and that they are considered to conform to the current 
phytosanitary regulations of the importing country. 

Liability Statement No liability shall attach to the Wisconsin Department of Agriculture, 
Trade and Consumer Protection or to any officer or representative of 
the Department with respect to this certificate.  This form contains 
personally identifiable information which may be used for purposes 
other than that for which it was gathered.  The information on this 
form is provided voluntarily. 
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The following is an example of the Wisconsin State Phytosanitary Certificate: 
 

 


