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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:
e 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.

Creating Phytosanitary Applications in PCIT 1




1.0 Creating an Application in PCIT

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

Welcome Elizabeth Burton of Alaska Plant World (Org 1D 10952)
Manoge Account  Sign Cut
N M

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

YWelcome

USDA
LOLA

PCIT Home
LT R Welcame to the Phytosanitary Certificate lssuance and Tracking (PCIT) System. PCIT allows you to
create and submit applications for cerificates to export commodities. You may also view the
progress of your applications, print copies of your applications and final cerificates, and create
templates to simplify the application creation process.

Messages ‘

Mandge Processed
Applications

Pre-Purchase Account Balance: 52432
Manage Template Data

Financial Management

R What's New ‘
View Reparts

‘ Usha | APHIS | Export Program Manuwal | HelpdContact Us

NOTE: Ifyou 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 YouWant To .... Then....
Create an application without | ® Under the Greate Application link, select Without Template.
a template m Continue with Step 3.
Create an app“cation with a m Under the Create AQQlication ”nk, select With Temglate.
template m RESULT: The Manage Application Template page appears.
m Select the template you wish to use for this application by clicking the Start
New Application button next to the template name.
m RESULT: The Certificate Type page of the Application Step by Step appears.
The application fields are pre-populated with previously entered template
information.

Creating Phytosanitary Applications in PCIT 2



1.0 Creating an Application in PCIT

3. To create a new application, click the Without Template link. You must specify the kind of certificate you will
be applying for.

Welcome Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Out

Phytosanitary Certificate Issuance &

Tracking System (PCIT)
Application for Phytosanitary Certificate

USDA
i

Select Your Certificate Type
I _ Certificate Type Please enter the required information on each of the Application Step by Step pages. You may enter
the information in any order. When complete, go to Summary/Submit to submit the application. If
Export & Shipping you would like to finish the apphcatmnl ata later time. you may save the application as a work in
----------------------- progress. You may also save the application as a template.

Commodities

Please choose your certificate type and click Mext'.
Summary,/Submit

XGRS Used for: Available at:
PPQ Form 577 US origin commodities going to a foreign All PPQ offices or check with
consignee. individual state/county
agriculture department.

PPQ Form 579 = Foreign origin commodities reexported All PPQ offices or check with
fram US to foreign consignee. individual state/county
agriculture department.

State Certificate = Interstate movement of commodities. Florida, Texas and Wisconsin

Mote: Foreign consigness can be used when the State offices.

certificate will be converted to a federal certificate
at a PPQ duty station {e.g., handling CITES).

PPQ Form 577 bl

PPQ Form 579
Florida State Certificate
Texas State Certificate

r]{."isconsin State Certificate
APHIS

usna Export Program Manual HelpiContact Us

Creating Phytosanitary Applications in PCIT 3



1.0 Creating an Application in PCIT

Use the following chart to proceed to the desired action:

If You Want To ... Then....

Create a PPQ Form 577, Under the Application Step by Step link, select Certificate Type.
Phytosanitary Certificate 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.

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.

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.

Create a PPQ Form 579,
Phytosanitary Certificate for
Reexport

Create a State issued
phytosanitary certificate

Creating Phytosanitary Applications in PCIT 4



1.0 Creating an Application in PCIT

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

USDA
SoLk\

te Type

Foreign Cerfification
Information

General

...... : ,peﬂg,a.,,pu,np
Commoc‘li.‘-]e:—

...... + h.:h."n.n“
slu!nmury,"'SIL;i:.\m'lll

EXCERPT

Tracking # 95055

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Foreign Certification Information

ltems marked * are required.

This ig to certify that the plants or plant products described in this application were imported into the
United States fram:

Country Of Origin:* | Antarctica :;

i Save as Work in Progress

‘Welcome Carlito 5. Yambao of San Diego (PPQ)
Sign Out

. Save as Template | Close = Print | Delete

|Origin information has not been added. |

Foreign Certificate(s) Number(s): | |
If there are no certificate numbers, |
enter Mone o leave blank.

Click all that apply:

Foreign Certificate(s) Are: Original [ Certified True Copy
Commodities Are: [7] Packed O Repacked
[[1 In Original Containers [ In Mew Containers

Previous Mext

UsSDA | APHIE | Export Program Manual | HelpiContact Us

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:

ltem Purpose
Country Of Origin m From the drop-down list, select the name of the country of origin.
m Click the Add button to add the Country Of Origin.
m NOTE: At least one Country of Origin needs to be selected.
Foreign Certificate(s) m Displays the original Phytosanitary Certificate Number. If there are no
Number(s) certificate numbers, enter None or leave blank.
Foreign Certificate(s) Are m Select the appropriate checkbox to indicate whether the Phytosanitary
Certificate is an original or a certified true copy.
Commodities Are m Select the appropriate checkbox to indicate whether the product is packed,
repacked, in original container, or in a new container

Creating Phytosanitary Applications in PCIT 5



1.0 Creating an Application in PCIT

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.

Wyelcome Elizabeth Burton of Alaska Plant World {Org 1D 10952)
Sign Out

Phytosanitary Certificate Issuance &

Tracking System (PCIT)

USDA
=

Tracking # 94806 . Save as Work in Progress | Save os Template : Close | Print | Delete

""" General
lterms marked ® are required.
Applicant Name: Alaska Plant World (Org D 10952)
Applicant Address: 1234 Main Street
Ll el Suite 500

Juneau, Ak 55555
Phone: 907-555-1234

Exporter Name:* | select v |

Consignee Name:* |Select v |

Certificate Type: FPC Form 577

Requested Issuing Duty Station:* | Select v

Reference Information: [ |

Import Permit Number:

Hote: Pleass use a comma
to separate multiple import permit
numkiers.

Comments:

Previous

UshDa | ASPHIE | Export Program Manusl | HelpdContact Us

Creating Phytosanitary Applications in PCIT 6



1.0 Creating an Application in PCIT

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 # m 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 m At any time during the application creation process, you may save your work
for completion in the future.

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

Save as Template m 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.

m 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 m Use to close the application you are working on.

Print m 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 m 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:

ltem Purpose

Certificate Type & Certification | ® When creating a PPQ Form 579 Phytosanitary Certificate for Reexport, the

(For 579 applications only) Foreign Certification Information page captures the certificate details entered
in the Application Step by Step submission process.

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

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

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

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

Summary/Submit m 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.

Creating Phytosanitary Applications in PCIT 7



1.0 Creating an Application in PCIT

9. Complete the General page fields of Application Step by Step according to the following field chart:

Field Notes

Exporter Name m 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.

m 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 m 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.

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

Data used to identify or associate applications.

This is an optional field.

The import number from the foreign government.

NOTE: Use a comma to separate multiple import permit numbers.

This is an optional field.

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.

m_This is an optional field.

Reference Information

Import Permit Number

Comments

Creating Phytosanitary Applications in PCIT 8



1.0 Creating an Application in PCIT

Welcoms Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Cut

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

USDA
=

PCIT Home

#* =
ltems marked © are required.

Applicant Name: Alaska Plant Werld (Org 1D 13604)
Applicant Address: 1234 Main Street
Suite 500

Juneau, AK 55555
Phone: 907-555-1234

Exporter Name:* |Alaska PlantWorld V|

Consignee Name:*

Certificate Type: PPQ Form 577

Requested Issuing Duty Station:* |AI'(: Fairbanks (State) V|

Reference Information: | |

Import Permit Number:
Note: Please use a comma

to =eparate multiple import permit
numbers.

Comments:

Pravious

UsDA APHIS Export Program Manual Help/Contact Us

10. Click the Next button.
RESULT: The Application Step by Step Export & Shipping Details page appears.

Creating Phytosanitary Applications in PCIT 9



1.0 Creating an Application in PCIT

11. Complete the Application Step by Step Export & Shipping Details page fields according to the following field

chart.

Field

Notes

Shipment Value

m 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.
m_Required information for federal duty station.

Approximate Date For
Departure From Port Of
Export

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

Port Of Export

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

m Thisis 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

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

Number Of Packages

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

Package Description

m 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.

— Inbulk.

— 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.

Creating Phytosanitary Applications in PCIT
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1.0 Creating an Application in PCIT

NOTE: Click the Apply button to apply the shipping details to all previously entered commodities (for example,
commodities from a template).

‘Welcome Elizabeth Burton of Alaska Plant World (Org ID 1_0952}

USDA Phytosanitary Certificate Issuance &
—

ut

Tracking System (PCIT)
Application for Phytosanitary Certificate

PCIT Home Tracking # 90554 | Save os Work in Progress | Save as Template | Close | Print | Delste

Applicalic by Step

Certificate Type Export & Shipping Details
General
I " Export & Shipping Consig Country: Iceland

Commadifies

Please enter Export and Shipping details below. These details apply to the entire shiprment.

Attachments ¥ .
ST lterms marked © are reguired.

Summary,Submil

EXCERPT -
Export Details

Shipment Value: | Select v
=tRaqu\rec{ for federal duty station

Approximate Date For Departure |g2212008

From Port Of Export.® iy

Port Of Export: | |

Declared Means Of Conveyance |A\rFreight w |
From Port Of Expurl:*

If Other, More Details:

Default Shipping Details

Default Murnber of Packages, Package Description, and Distinguishing Marks for this shipment.
Each commaodity will default to these but can be overridden on the Commaodity Details screen

Number Of Packages: ig |
Package Description: I\n bulle » Edit Helpy

If Other, More Details:

Distinguishing Marks: | Mone v | Edit Help

If Other, More Details:

IMPORTANT: The default values entered above will apply to new commodities only. To apply one
or more of these defaults to commodities already included in the application, select the
corresponding checkbox and click the ‘Apply’ buttan.

Apply To All Existing Commodities: Select All

[J Mumber of Packages [] Package Description [ Distinguishing harks

Point Of Entry:" |South Pole
It left blank, the consignes courtry
will be automatically added

UsSDa | APHIS | Export Program bManual | HelpiContsct Us
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1.0 Creating an Application in PCIT

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.

Welcome Elizabieth Bueton of Alaske Plart World (0rg 1D 10952
Sigm Chat

USDA Phytosenitary Certificate lssuance &
= ——= Tracking System [FCIT]

Application for Federal Phytosanitary Certificate

PLIT Homs Tracking & W0&E0T Save a1 Wark in Progran Save o1 Templole Clove Pyt Deleta

ot Tas Commedities Dverview

Cramarnl

Entes the locatson, date, and time 1he comrmodities will be svalable for inspaction. Use the buttons
to add indiidual, mixed, or gross commodities to the application. Commaodiies that have been

Eagent & Shippin

] ottt added 1o the applcalion ame Fsted bolow. You may update or delote the commoddies bated
Amachenenh Cormmoddy mspeclon informalson is nol raquimed for 579 applicsteons
Eammeary; Subemd
ENCERFT Commadities Availabla For Inspection A" |
Commodities Availabla On:" fozriarzoos kg
ity

Time:" Ih‘u 'i 30 =
Howrs fog. 7)) brutes (0.0 453
Hode: A prytosartary cerbfcale cannot be izsusd i the
et bemdt st e EDECTion & Hres SFagere dabe hsd
sy emtechid

No commodities have been added 1o the application. Please select a bulton to add a commiadity or
rakid commadiy

[ Acdd Commaodity | | Add Mixed Commodity | | Add Cross Commaodity |
Previous| [Hmd]

RS | ARG | Bmod Progrem Wacusl | Helpfonbecl U

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

Field Notes
Commodities Available For | m The location at which the commodities will be made available for inspection.
Inspection At
Commodities Available On | m 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.

Creating Phytosanitary Applications in PCIT 12



1.0 Creating an Application in PCIT

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.

Welcoma Elizabath Bunon of Alaska Plar Warlk] (O7g 10 109525
sign Chat

USDA P h}rtusumru ry Certificate lssuance & ~
Trac lurlg Systern (PCIT)

Cemmodity Search

Please enter efther a common name or a botamcal name to search for @ commedity. Select a
n:.nmmndnlr froem thie rl}:ulllng il 1o add 1o yaur dapptahan
Chek here for zearch tips. Any seanch will only retum 1000 commadilies max

Laport & Slopping Sﬂﬂ“‘.ﬁhﬂ!: & Cornmon Name  Botanical Marne
] Commodsni
A ket

Borrremary i o boeni

EXCERFT l

Search Results

[ﬁvare are no commoddias in the cumert search rasulls

LA | ARG | Cepor] Progrem Macsl | HeliCorbech Uy

Creating Phytosanitary Applications in PCIT 13



1.0 Creating an Application in PCIT

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.

Weizoma Flizaboth Burnton of Alasks Plamt Warkd (0rg 1D 109525
Fige That

USDA Phytosanitary Cerlificate lssvance &
= ———= Tracking System (PCIT)

Commedity Search

Ptaage enter edher a common name of & botanical name ta search for 3 commodity. Select a
' gn Curtiliesfhan comradity frorm fh resulting lisd to add 19 your appheation
o Cleek here for gegrch lips. Any seanch will only retum 1000 commaodities max

Gopininil
il i A Search By: & Common Mame ¢ Batameal Marmo

] Commroddiat

||ﬂﬂ|.]E'l'||'|B

o)

Srarch Hesults

There are no commodimes m the cument Search resulis l

WEDs | APHS | Raporl Progrees Marosi | HelofConbect s

Creating Phytosanitary Applications in PCIT 14



1.0 Creating an Application in PCIT

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

Welzome Elizabeth Bunton of Alasha Plart Work) (Org 0 109532
Siga Ot

USDA Phytosonitary Certificate lssuance &
=——— Tracking System [PCIT)

Application for Federal Phytosanitary Certificate

FLIE Home

= Commodity Search
Cortificets Trp
f e Plaase enter eifher @ common nama or & botanical name to search for 3 commodity. Select a
Formgn Cantilication commadity from the resulting is! 1o add to your appiicaton
isiiigesed Chek here for zgarch 1ips Any search will only refum 1000 commaodilies max
Gampral
Erpon e Search By: & Common Name O Baotamcsl Mama
! Commodie
LR S T
e e et
EXCERPT ||I:I-I1I;E'N1E
IMihe commodity name you vwere looking for 1= nol lsted in the search resulis,
wou can add it in the aoplication &g an undisted commadily
The cormarodities you &dd will not be stored in & ternplate
Search Hesulis
Common Name Botanical Mame
Tangarine Citrus reticulata Select

WERE | APHE | Bapord Proguees Marun | Heipioniect U

Creating Phytosanitary Applications in PCIT
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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.

‘Welcome Elizabeth Burton of Alaska Plant World (Org 1D 10952) .
Sign Cut

Phytosanitary Certificate Issuance &
Tracking System (PCIT) T '

Application for Federal Phytosanitary Certificate

USDA
=

PCIT Home R ;
: Commeodity Details

Certificate Type

Please enter the required infarmation for a commodity. For a mixed commodity, select Ingredients’
to add or edit cornmodities that are part of the mixed commodity package. Select 'Save’ once all
ingredients have been added.

..... w .
I lterns marked ™ are required.

& .
Common Name:™ Tangerine

. . .
Botanical Name:™ Citrus reticulata

Part:® ISeIed j

If Other, More Details: I

Quantity:* I
Unit:* |Select =

If Other, More Details: |

M I Mote: In pounds. This does not appear on the application or cerificate.
Humber OF Packages:* I Mate: Can be zero (0) or blank when package description iz "in bulk".

Package Description:* IIn bulk 'l Edit Help
If Other, More Details: I

Distinquishing Marks:® |MNaone | Edit Help
If Other, More Details: ;I
=

Certified Originfs): LUSA

To add detailed origin information ather than USA or to add multiple origing, please click the

‘Add/Edit Muttiple Origins' buttan:

[T Use this certified arigin for all future commadities | am entering at this time.

Cancel Save

UsSDa | APHIE | Export Program Manusl | HelpfContact Us
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1.0 Creating an Application in PCIT

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

m 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:
— Inbulk.

— 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 Crigins 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 Ifan 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.

Creating Phytosanitary Applications in PCIT
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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

Required if there is an entry in Locality.

Certified Origin: Country

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

Certified Origin: Locality m Certified Origin: Locality associated with the commodity.

m_This is an optional field.
Certified Origin: Locality m Certified Origin: Locality Descriptor associated with the commodity.
Descriptor m Select a locality descriptor from the drop-down list.

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

|

]

|

|

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.

Common Hame:

Botanical Hame:

USDA Phytosanitary Certificate Issuance &
=——— Tracking System [PCIT)

Additional Commeodity Origins

Welcome Elzaboth Bumtoan of Alasks Plamt Waorlk (Ovg ID 10953
Sigm Thal

&

Tangerine

Citrus reticulats

M I the caridhed angin courry 15 US:'\I you may ente [+ alll:fI Inralllr descmplo:
and state details, olhensase leave these fields Mank
Locality Locality Descriptor
| Select -
&, Clayton e Cimuly
State/Territory Country
[setea =] [usa =]
Ad |
Commuodity Origin
LS8
Back

E0a | ARMS | ExodProgresMatud | Hooiontaciill

Creating Phytosanitary Applications in PCIT
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21. Click the Back button.
RESULT: The updated Application Step by Step Commodity Details page appears.

Wiglcome Elizabeth Burton of Alaska Plant World (Org 1D 10952)

Sign Out
LUSDA Phytosanitary Certificate Issuance & B
==——— Tracking System (PCIT)

Commodity Details

Flease enter the required information far a commodity. For a mixed commadity, select Ingredients’
S to add or edit commodities that are part of the mixed commodity package. Select ‘Save’ once all
Foreign Certification .

Information ingredients have been added.

lterns marked ¥ are required.

Common Name:* Tangerine

Botanical Name:® Citrus reticulata

Part:* |Fruit j
If Other, More Details: I
Quantity:* |1DDD
Unit:* IPounds 'l
If Other, More Details: I

Mh_t I Mote: In pounds. This does not appest on the application or cerificate.

Number Of Packages;* I Mote: Can be zero (0) or blank when package description is "In bulk"

Package Description:* IOthEF ‘l Edit Help
If Other, More Details:

|Cold Storage Container

Distinguishing Marks:® | Other =l Edit Help
If Other, More Details: [1py Logo =]
=

Certified Originisi: Juneau Borough, Alaska, USA

To add detailed origin information other than USA or to add multiple origins, please click the

‘Add/Edit Multiple Origins buttan:

¥ Use this ceified origin for all future commodities | am entering at this time.

UsDa | APHIE | Export Program Manual | HelpdContsct Us

If you want to... Then...

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 Ensure that the “Use this certified origin for all future commodities...” option

different Certified Origin(s) (bécl)xllst t:OtSCheCIt(Je(tjt.
ick the Save button.

Repeat Steps 12 through 18.

Add new commodity(ies) with
the same Certified Origin
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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.

Welocens Efizabiedh Burtom of Alaelis Plart Yearkd (Ong 10 10952)
Sigm Out

USDA Phytosanitary Certificate Issuance &
= —— Tracking System [PCIT)

Application for Federal Phytosanitary Certificate
Tr ari-'mr_: # eSS

Save o Wark in Progress  Save o1 Templote Clasa Primi

Commedities Overview

Carilicets Type
;:;",f!f_'_' FI' Enter the location, date, and time the commadities will be available for inspection. Uze the buttons
- o add indmdual, mized, or crogs commiadities to the application. Commaodiias that have been
Grrwaral addod 1o 1he sppbication ase kested bibow. You may update or dobete the commodaies sted
Lepart & Slhipping Commodity inspection informatson is nol required for 579 applications:
I Cormiddisi
dnncihemanty Commodities Available For lespoction At |
sty Bu kot
ENCERPT Commodities Available On: I |

Hoiarg {09, 17)  Mirabes (2.0, 453

Hole A proytosandary cofificale cannol be issued M the
D et ety el Inpecon el e ghappeng clabe Fas
EBeary dniCobeisthen

'Updnh hlu‘hdi inls Tal ]
Cammon Name Botanical Name Quanlity Limit s

oot ALl goloel AN
Tangenna Citrus rabculata 1000 Pounds 3 T

[Add Commodity] [Add Miced Commendty | | Add Cros Commodity |

R4 | 2Rt | apod ProgremMonsl | HelpGonecils
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1.0 Creating an Application in PCIT

RESULT: The Commodity Search page with selections appears for adding a commodity.

Weicorme Elizabeth Burntan of Alasks Plant World (Ovg 1010952
Sigm Ol

USDA Phytosenitary Certificate lssuance &
e

i Tracking System (PCIT)
E—

Application for Federal Phytosanitary Certificate
PCIT Homs

Commedity Search

Carfilgets Type
s Plaase snler a comman narme to search for @ commaodity, Select a commodity from the mesulting list
to add to your application

Chck here for gzearch 1ips. Any sesich will only retum 1000 commodities man

Forggn Capilicemon

IRtz

Gampral
Enparl & Shpping Swarch EF Comman name
J Comimadas
Anastema nin |
Suranary Bobmil
e
Search Resulis

Comman Hame Botanical Mame
Floral Bougquet Ses ingredients [Select |
Fruit Basket Zee imgrediants [Balect]
Misid Frut Ses ingredients 7|
Mixad Grain Spo ingrediants [Balect
Mixad Graens See ingrediants [Salext]
Mived Product See ingrediants [Salect]
Mixed Sead See ingrediants [Select]
Eobpour See ingredients [Salect ]
Salad See ingrediants

GRS | aPiS | Reporl Progreem Mecwsl | HsiodCortact Uy
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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.

‘Welcome Elizabeth Burton of Alaska Plant World {Org 1D 10952) .
Sign Qut

Phytosanitary Cerfificate Issuance &
Tracking System (PCIT) A

Application for Federal Phytosanitary Certific

USDA
=

PCIT Home
Commodity Details

Please enter the required information for a commadity. For a mixed commodity, select Ingredients’
to add or edit commodities that are part of the mixed commodity package. Select "Save' once all

Foreign Certificati A :
el ingredients have been added.

Information

* .
Genaral ltems rmarked ™ are required.

Common Name:* Salad

Attachments

Summary,/Submit
EXCERPT Part:* ISeIed j

If Other, More Details: I

Quantity:* I
Unit:* ISeIed j

If Other, More Details:

Botanical Name:® See ingredients

Mh_t I Mote: In pounds. This does not appear on the application or certificate.

Humber OF Packages:* I Mate: Can be zero (0) o blank when package description i "in bulk".

Package Description:® |Select =l Edit Help

If Other, More Details: I

Distinguishing Marks:® |MNane =l Edit Help
If Other, More Details: ;l
=

Certified Originis): USA

To add detailed origin information other than US4 or to add multiple origing, please click the

‘Add/Edit Multiple Origing' button: | Add/Edit Multiple Origins

UsSDa | APHIE | Export Program Manusl | HelpfContact Us

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.

Welcorne Elizabeth Burton of Aleska Plart Workd (ovg 10 10952
Sign Lhit

USDA Phytosanitary Cerfiticate lssuonce &
——

= Tracking System (PCIT)
S

Ingredients

Plaase addfedit the ingredients for the previously entered mixed cormmedity. Chick an the checkbak
fo nclude & common ingredient. Click the ‘Add Ingredients’ button 1o search for and add other
mgradients. Select Back' when you are dane 1o retum 10 Commaodily Details

Common Name: Salad

lﬂlngl-cﬁ-.rﬂ
Ingredients:

Comman Mamg Notanical Mame cihECk!I;e;m[ A !m! Add
{Brocooli Brassica oleracea r ¥
Cabbage Brassica oleracea r

Carrot Diaucus carota r

Cauliflower Brassica oleracea r T
Celary Apium graveolans r

Charyil anthnteus carefolium r
[Culheatpd sodive  Ciohorum éndivis = =

LEDa | APHS | Exporl Frograes Mscusl | HelpiContscl Ui

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.

Wsicoens Elizabmth Buston of Alaska Plart World (07 10 10957}
Gign Ond

USDA Fh}'?nsunirur}r Certificate lssuance &
E————

= Tn;:r:king System (PCIT)
e=

Ingredients

Please addfedit the ingrediants for the pressously entered mived cormmodity. Select Back’ when you
are done fo relum (o Commoday Detals

Common Hame: Miced Sead

Ingredients:

['!'h-er? are np ingrédents Tor thes mixed commaoddy [

Back

LSO | APME | Expor Progrees Waosl | HeContect Uy
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27. Use the following chart to select the desired action:

If you want to... Then...

Add Salad ingredient m Click the Select All Checkboxes link to add all the common salad ingredients.
m Select the Deselect All link to remove all ingredients.
m Check the boxes beside the ingredients that you want to add to your Salad.
Add an ingredient to a mixed m Click the Add Ingredients button.
commodity m 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 m You may remove an ingredient by clicking the Delete button next to it.
mixed commodity
Return to the Commodity m Click the Back button.
Details page
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1.0 Creating an Application in PCIT

28. Review the information on the Application Step by Step Commodity Details page; make corrections, if

necessary:
If you want to... Then...
entry m RESULT: The Application Step by Step Commodities Overview page
appears; the commodity has not been saved.
Save the new commodity m Click the Save button.
m RESULT: The Application Step by Step Commodities Overview page

appears; the commodity has been added to the list.

Weltoma Elizabusth Biton of Alaaks Manl Wark) (O0g ID 109525
Sigem Ot

USDA Phytosanitary Cerlificate lssuvonce &
=—

Trac lting Sr stem IIP'I:JT ]
]

Application for Federal Phytosanitary Cerificate

Tracking # 555 Sove o Work in Progrew Save o Templote Claas Frunt Drelata

Commadities Overview

Enter the locatson, date; and time the commaodities wall be svailable for mepectian. Use the buttons
to add indmidual, mized, or cross commodities to the spplication. Commadises thal have bean
added 1o the appleation ane bsted bolow. Yau may update of delete the commoddias fsted
Comenndity inspeclion information is not requared for 579 apphcstions.

| e

Crenarl

Export & Shippmg
I Commodiia

bnnchenani Commaodities Aeailable For Inspection A |

Basrvamenry / s Lol

EXCEEPT Commadities Available On: I _

Ls it = Gy
Time: I "I -
Hourz (8.9 17) Mirckes (&g, 453

Holen A phytosandary Corfificale connol be issued A the
tirme: et Eeetwveen e nmpection snd the shippicg dabe fos

by gt
[Update Salected | |Dulare Selecied |
Common Name Botanical Name uantit unit !
oo Stioct Al Seloct AN
Tangering Citrus reticulata 1000 Pounds r r
Salad Sea ingradients 1000 Bags r ©

[Add Commodite| [ Add Moxed Commondity | | Aeld Crous Commodity |
[Fex]

USDA | APHES | Expost Progrem Menwel | HeloConded Us
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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.

Weloms Elizabicth Buston of Alasks Mard Yorkd (Ong 10 10953
Sigm Chdl

USDA Phytosanitary Certificate Issuance &
=——— Tracking System [PCIT)

Application for Federal Phytosanitary Certificate

Tracking # WE55 Save ol Wark in Progran

Clsas

Sava ai Templole Primt

Commeodities Overview

Entes the locatson, date, and time the commaodities will be amailable for inspachon. Use the buttons
o add indradual, mized, or ¢rogs commodities to the application Commodimes that have been
added 1o the apphcalion are Babed balow. You may updste or delele the commodanges heted

Export & Shipping Coremodity mspacison informatson is nof required for 579 applications
J Commpdiss
funchmani Commaodities Available For Inspection A [
fmnsary Dbt
EXCERPT Commuodities Available On: I s
mmidcdfyryyy
Time; I vi -

Hours (8.9 171 Minctes (e.g. 45)

Holm: A prrtotandiry comfoals cannol be isaund @ ihe
lime kit petwozen the inspection and e shippng dats has

b e
- - .
Commaon Name Botanical Name Quantity unit Upcute pubge ) [guiate- afigied]
Tangerine Citrus rebioulata 1000 Pounds I W
Salad Se8 ingradients 1000 Bags r r

[Add Commodity | [ Add Mexsd Commondity | | Add Cross Commedity |
o] (Fias)

ME0A | APHS | Cupon Progeam Manied | HeipToning Ug
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RESULT: The Cross Commodity page appears for adding a commodity.

welcoma Elizaboth Burton of Alasks Plamt Worl (Oug ID 10952

USDA ?hy?:dmnfgury Ce:r;‘iéic‘ﬁle Issuance &
= —— Tracking System |PCI
s

Cross Commodity

PCIT Home

Please add'edit the commodities for this cress commadity. You may select o more than beo
commodities for 3 croes commaodity 51 a time Click the ‘Add Commadity” button to search for and

add ciher commadibes. Select Save’ when you are done 10 enter your commodity details for this
g Canificasn cross commodity

e n

Carithoate Type

Gamgpral Cross Commodity Hame:
Expar & Shipping

! [

FUr e iy
o [Thvrs are no commodites m the cumen! cross cammadily [
EXCERPT
| Caneal I Sava |
USpa | ards | Epord Progoemacusl | Melnonbec Us
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30. Click the Add Commodity button to open the Commodity Search page.

USDA Phytosanitary Certificate lssuance &
=——— Tracking System |PCIT)

PCIT Hama

Cemmedity Search

Please enter either a common name or a bolanical name to search for a commodity. Select a
n:c-rnn-,nduly fraem 1hie r&:ullulg lisd 1o add 1o i appheatan
Chock here for gearch tips. Any seanch will only retum 1000 commadiies max

o L Search By: & Cormen Name ¢ Botanicsl Marme
] Commodtsi

Ak

sty ! Sl |

ENCERPT

Search Riesults

Wetcoma Elizabath Buston of flasks Plam Werld (Org 10 109525
Fign Ot

['L'hﬂru are no commoddias in the cumant search results

USDA | APHS | Exporl ProgrenMaus | HepiContert Uy

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.

Creating Phytosanitary Applications in PCIT
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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.

Wsicome Elizabeth Burton of Alasks Plamt Waorlkl (O0g 1D 109535

USDA Phytosanitary Certificate lssuance &
]

= Tracking System [PCIT)
=

Cross Commodity
PCIT Home:

Please add'edit the commodities for this cress commadity. You may select o more than beo
commodities for 3 croes commaodity 51 a time Click the ‘Add Commadity” button to search for and
add ciher commadibes. Select Save’ when you are done 10 enter your commodity details for this
cross commodity

Gampral Cross Commodity Hame: Citrus reficulata
Bapael & Shesping

l Commodss

Tummary Sulbend Camman Nami Batanical Mame
EXCERPT Tangering Citrurs rticulats [ Dalute |
|innrrr.i| |$-m=
LSRR | ARG | B Progres Marosl | HeioiContect Uy
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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.

Wekoms Elizabieth Burton of Alaskas Planl World (Org 0 10952
Sign Cht

USDA Phytosanitary Certificate Issuance &
- Tracking System (PCIT)

Application for Federal Phytosanitary Certificate

FCIT Homea

Commodity Search

Ploasa enter eiher 3 common name or a botanical mame to search for 3 commodity. Selact a
i Carrheesian camrnadily frorm Bhe |:|.~$l..||||||-.:| hs 1o add 16 your appheaton
i Chick here Tor segrch {ips, Any seanch will oply retumn 1000 commodites man

Lapart & Shappmng Search B‘F & Commen Name  Baotanical Mame

|Grn|:|e!n.||l

(Seet)

Swarch Results

Camman Name Botanical Mame
Grapafruit Citrues paradin [ Salect |

WD | APHE | Eepord Progrgem Wastgel | HelptConbect Us

Creating Phytosanitary Applications in PCIT

30



1.0 Creating an Application in PCIT

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.

Weicoma Elizabath Buston of flasks Plar Werld (Org 10 109525
Fign Tt

USDA Phytosonitary Cerfificate lssuance &
=——— Tracking System |PCIT)

Cross Commeodity

Piease add'edit the commadises for this cross commaodity. Y ou may select no more than beo
commodities for & cross commodity 3 5 time. Click the ‘Add Commadity” button te search for and
add ather commadites. Select Save’ when you are done to enter your commodity details far this
crogs commodity

Cross Commodity Hame: Ciws reticulata X Citus paradisi

Lagriort & Slepiping

] Commodsiet

i b by

Urnesary f ket Common Name Botanical Mame
EXCERPT Tangeting Citrus raticulata [Dolste |
Grapafrut Crrus paradisi (Galein)

[Cancel]  [Sawe]

USDa | APHS | Esport Progrem Masl | Helponiect Uy

i

Creating Phytosanitary Applications in PCIT 31



1.0 Creating an Application in PCIT

38. Click the Save button to save the data.
RESULT: The Application Step by Step Commodity Details page appears.

‘Welcome Elizabeth Burton of Alaska Plant World (Org 1D 10952) .
Sign Qut

A Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Commeodity Details

Please enter the required infarmation for a commodity. For a mixed commodity, select Ingredients’
to add or edit commodities that are part of the mixed commodity package. Select 'Save’ once all
ingredients have been added.

& .
lterns marked ™ are required.

Fareig
Information

Common Name:® Citrus reticulata X Citrus paradisi Edit Commodity

Summary/ Submit Botanical Name: Citrus reticulata ¥ Citrus paradisi

EXCERPT Part:® I Select j

If Other, More Details: I

Quantity:* I
Unit:* |Select =

If Other, More Details: |

Mh_t I Mote: In pounds. This does not appear on the application or certificate.

Humber OF Packages:* I Mate: Can be zero (0) o blank when package description iz "In bulk".

Package Description:* |SB|Bd j Edit Help

If Other, More Details: I

Distinquishing Marks:® |MNane =l Edit Help
If Other, More Details: ;'
=

Cerified Origin(s): LUSA

To add detailed origin information other than US4 or to add multiple origing, please click the

‘Add/Edit Muttiple Origins' buttan:

UsSDa | APHIE | Export Program Manusl | HelpfContact Us

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...
entry m RESULT: The Application Step by Step Commodities Overview page
appears; the commodity has not been saved.
Save the new commodity m Click the Save button.
m RESULT: The Application Step by Step Commodities Overview page
appears; the commodity has been added to the list.

Wslcome Elisabuthy Biarton of Alaaks Pland Wark] (Org D 109853)
Sigm Ol

USDA Phytosanitary Cerfificate lssvance &
=——— Tracking System [PCIT)

FCIT Home Tracking & 555 Sove o Work in Progress  Save oa Templote Closa Print Delare

Commedities Overview

Enter the location, date; and time the commaodities wall be eailable for inspection. Use the buttons
to add indmdual, mized, or cross commadities to the application Commaodieas that have bean
added to the applcation ane Ested bolow, You may update or delete thi commoddies hsted

Laport & Shippmg Commodily inzpactson informalson is nod requared for 573 applications
I Commoddet
Anadkemann Commuodities Available For Inspection At [
Gurresaiy | Tuubeend
EXCERFT Commaodities Availasble On: | iz
ey
Tme: [ =] -
Hours g, 17)  iredecs (o5, 45)
Hole: A pnytosandary certificals connot be issusd o the
et et Estwoen L Inapection and e shapprg dabe ha
bty oceeechest]
Update Salected | |Dulaty Salecied]|
Camman Name Botanical Mame Quantity Unit .
Egiest Al SoigeL A8
Tangerng Cibrus reboulata 1000 Pounds r r
Citrus reticulata ® Citrus rebioulata X
CHrss paradis Cibrus parades) 100 Bowes E =
Salad See ingredients 1000 Bags I r
| Add Cmm.ndil}-! lAd:lM{nmmci‘r | ': Adﬁ{mu{mmnﬁ'r:.l _]
UEDA | APMS | Sapod ProgramMatuel | - HeloTonlacl Uy
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42. Use the following chart to select the desired action:

If you want to... Then...
Add a single commodity m Repeat Step 14 through Step 21.
Add a multiple ingredient m Repeat Step 22 through Step 28.
commodity
Add a cross commodity m Repeat Step 29 through Step 38.

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.

Update a commodity

Delete a commodity m Click the Delete button next to the commodity to be deleted.
m RESULT: The Confirmation page appears.
m Click Yes to confirm deletion or No to cancel the deletion.
m RESULT: The Commodities Overview page displays.
Submit the application m Proceed to Step 47.

43. Click the Next button.
RESULT: The Application Step by Step Attachments page appears.

acoend Elizabstin Buwion of Alaaks Plaed Warkd (Org 1D 1095235
Sign Thal

USDA Phytosanitary Certificate lssuance &
e Traciﬁing Sysiem [PCIT)

Application for Federal Phytosanitary Certificate

Track ing # {55

Sove o Wark In Prograss  Save os Templeis

Attachments

To add attachiments to your application, chok the ‘Add Attachment’ button

|Nl:l attachments have been added to this applcaton

| Avocmers (64 Anachmen]

EXCERPT Pravigus |

DA | APES | Eepord Promrem Maousl | HelndConkyct Us
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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:
e Import Permits
e Lab Results
e Field Inspections
e Foreign Phytos
e Other

44. To add an attachment, click the Add Attachment button.
RESULT: The File Upload page appears.

wres Elizabath Burion of Alaska Plant Warkd (Ovg I0 16953
Sige Chat

rlificate lssuance &

(PCIT)
Application for Federal Phytosanitary Certificate

Trackin g System

USDA Phytosonitary Ce
—

File Upload

Chck the Browse’ buttan to select the e from your computer 1o upload. Long file names willl be
frincated to 40 characiers (including the e sxiension]

Rems maked * are Ui

File Location:" | Browisa

(g1, jog, o pef)

Fili Dmripliun;* ISE:I’:‘E‘I -

W Oiher, More Details: |

(&0 charschers max)

([Concel]

4 | AR | CmedProorenbicus | Heiheokact U
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45. Complete the fields of the File Upload page according to the following field chart:

Field

Notes

File Location

extension).

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

File Description

From the drop-down list, select the appropriate file description.
Other. Type the file description in the data entry field provided.

Choose file

Loak in:

by Documents

| B
i

ty Computer

wWindows [C:H

x| «® ek E-

i

Ca_lic
COE_HW
Config, Msi
M

386
MaOCache
Program Files
ps

pspub
suppork
Temp

kools
IInsolicited
walueadd

W35 working Folder

4

File name:

Filez aof type:

[ WINDOW S

&JWUTemp
IEI complete, bk

@JECOS Syskemn Security Plan,doc

IE:I infernao.log

IE:I Inabist, lag

| IPH.PH

ml:usa.l:uat

E:l mombi.log
@REDDrtS.dDE
i-_'}setup.exe

EﬁgShDrtcut ko ecos_cm an

&% sharkcut ko ecos_dey on 'ushrsusdannt’

@spnntes.htm
E:I UpdatePatch.log

‘ushrsusdadnl’

i

=l

| &1 Files %)

=~

Open I
Cancel |
-
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46. Click the Upload button.
RESULT: The Application Step by Step Attachments page reappears displaying the attached files.

\iekzeme Elizalseth Burton of Aleska Plamt World (Grg I 16952}
Sign Cuil
USDA Phytosanitary Certificate lssuance & *
e Tra;clung S}r stem (PCIT)
Application for Federal Phytosanitary Certificate
PCIT Home Trat Wiy # WS50 Save an Wark In Progren Save as Templais Clave By ini Delata
pii ==y |.-\.-. © | Attachments
,__:.. -.| & Shinning To add attachments to your spplication, chek the ‘Add Attachment’ buttan
i Amagbemmnt File Mame Bescripbion
Bummary Sl Sampladttachment.gif Sample Attachment [ Delote | [ Domniead |
e [Rd Avadmen
| Add Amachmen |
[Nut]
LE, | ARMS | Rmpod Progren baces | HskpiConbect Ly

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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‘Welcome Elizabeth Burton of Alaska Plant World (Org 1D 10952) .
Sign Out

USDA Phytosanitary Certificate Issuance &
=——— Tracking System (PCIT)

Tracking # 90556

SummaryfSubmit

Genera
Please review the information that you have provided for the application. Select 'Edit' to make

changes to the associated part of the application. If this is a new application (not a Reuse), carefully
reviews your application, cerify the origin of the commaodities, and then click the "Submit Application’

Attachments

buttan.
Summary, Submit

EXCERPT

Certificate Type:

PPQ Form 577

Applicant Name:
Applicant Address:

Exporter Name:

Exporter Address:

Consignee Name:

Consignee Address:

Destination Country:
Requested Issuing Duty Station:
Reference Information:

Import Permit Number:

Comments:

Alaska Plant Waorld (Org 1D 10952)

1234 Main Street
Suite 500

Juneau, Ak 55555
Phone: 907-555-1234

Alaska Plant World

12934 Anywhere Street
Juneau, A 11111

Arctics Lumber, Inc.

Juneau
lceland

Al-Fairbanks [State)

Shipment Value:

Approximate Date For Departure
From Port Of Export:

Port Of Export:
Declared Means Of Conveyance:

Shipping Details:

Point Of Entry:

Commercial
022172008
Air Freight

For information, click the commodity
‘Details’ button(s) below.

South Pole

Commodities Available For Inspe

ction At: 1500

LT (TNE T

Commodities Available On: 02/13/2008 Tirne: 1115

Commodities Total: 2
Common Name  Botanical Name  Quantity Unit

Tangerine Citrus reticulata 1000 Pounds De

Salad See ingredients 1000 Bags De

Attachments: There are 1 file(s) attached to this application.

Notice: By submission of this application, | certify that the origin (place where grown) of
the articles listed is as represented.

[Pmious] [Submil"”" i ]
ushs | APHIS | Export Program Manual | HelpdContact Us
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1.0 Creating an Application in PCIT

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

m Make the desired changes.

m Click the Next button to return to the Summary/Submit page.
View / update detailed m Click the Details button located next to commodity to see additional
commodity information on the information about the commaodity.
application m Click the Edit button to make changes to the commodity.

m Click the Save button to return to the Summary/Submit page.

m Click the Back button to return to the Summary/Submit page.
Continue with submitting the m Proceed to Step 39.

application
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49. Read the certification of origin warning, and then click the Submit Application button.

If ... Then...

No errors are found
displayed.

One of the following Confirmation page appears with the tracking number

There were CITES commodities The Application Validation Results page displays.

on the application

& Export Details page.
Click the Next button to return to the Summary/Submit page.

read the CITES warning.
Check the box.
Click the Submit Application button again.

displayed.

Click the Review Errors button to view the CITES warning on the Inspection

A check box is displayed below the Commodities list to confirm that you have

One of the following Confirmation page appears with the tracking number

Errors are found The Application Validation Results page displays.

and correct errors.
m Click the Submit Application button again.

displayed.
OR

Submit Application process.

Click the Review Errors button to sequentially navigate through the screen

m One of the following Confirmation page appears with the tracking number

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

Welcome Elizabeth Burton of Alaska Plant World (Org 1D 13604) .
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Confirmation

USDA
Lol

PCIT Home

Your Application for Phytosanitary Certificate has been submitted on Wednesday, July 30, 2008.
For any future communication about this application, please use the tracking number 150052.

You can save this application as a template for your future applications.

Save as Template

Manage Processed
Applications

usna APHIS Export Program Manual Help/Contact Us
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1.0 Creating an Application in PCIT

50. The Submit Application process has ended. Use the following chart to proceed to related actions:

If you wantto .... Then....

Save this application as a m Click the Save as Template button and name your template.
template for future use Click the Save button.

m The newly created template will be available for re-use under Manage
Application Templates.

Process this application = You may do so if you:

m 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.

‘Welcome Elizabeth Burton of Alaska Plant World (Org 1D 10952)
Sign Out

US DA _IF_‘hytEsunigury Ce{rlgigc_ln_:ite Issuance &
=——— Tracking System I
e

Save Application as Template

Anapplication termplate simplifies creating a new application by reusing existing information, such
as exporters and commodities. To save the current application as a template, enter a Template
name and select Save. Please note that some information, such as quantities of commodities or
unlisted commodities, will not be saved in the termplate.

Save The Application Template As Template Name: I

Cancel

UsDd | APHS | Export Program Manual | HeleCortsct Us
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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:

e Manage Application Templates.
e Manage Exporters.
e Manage Consignees.

Wielcome Elizabeth Burton of Alaska Plant World (Org ID 13604) .

Sign Out
Phytosanitary Certificate Issuance & 3 ‘ FAR O
Tracking System (PCIT) :

USDA
-

Manage Application Templates

PCIT Home

An application template simplifies creating a new application by reusing existing information, such
as exporters and commodities. You may add. update. or delete application templates at any time.
To start a new application based on a template, find the template and select Start New App.

View Applications

............................................ Template .
Manage Processed Name Exporter Consignee
Applications Bushmint to
Copenhagen Juneau Exporters Danish Importers  [Start New App | [Update] [Delete ]

Manage Application
Templates

Export Program Manual

Help/Contact Uz

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.

USDA Phytosanitary Certificate Issuance &
== Tracking System (PCIT)

|

Manage Exporters

‘You may add, update, or delete exporters at any time.

Without Template

Welcome Elizabeth Burton of Alaska Plant World (Org 1D 13604) .

""" Creating a list of exporters allows anyone in your organization to select an exporter from a list when
creating an application eliminating the need to type the exporter information for each application.

View Applications
---------------- Exporter Name Alias Name City

X':;ﬁfa”cm Alaska Plant World Alaska Plant World Juneau Update ] [Delete

T e Juneau Exporters  Juneau Exporters  Juneau Delete
anage Template Data
Manage Application
Torphatss

I .
Manage Consignees |
usDA APHIS Export Program Manual Help/Contact Us
4. Use the following chart to proceed to the desired action.
If you want to... Then...

Add an exporter's name m Proceed to Step 5.

Update an exporter's information | ™ Proceed to Step 8.

Delete an exporter’s information | ™ Proceed to Step 10.

Creating Phytosanitary Applications in PCIT
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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.

Phytosanitary Certificate Issuance &

Tracking System (PCIT)
Exporter Details

USDA
==

Please enter the required information for an exporter. Please note: If exporter alias name is empty,
first 40 characters frorm exporter narne will be copied to it on save.

& i
lterns rnarked ™ are reguired.

Exporter Name:* |Alaska Flant World |

Exporter Alias Name: |4jaska Plant World |

Exporter Contact Person Name: | |

Street Address:” |1 28934 Anywhere Street |

&

City: |Juneau |
State/Territory:" |Alaska ¥
Zip Code:" ‘E|
Country: USA
Phone: |

E-Mail: | |

[Cuncsl] [Savs & Buck] [Suue & Add Anciher]

U=Da | APHIE | Export Program Manual | HelpiContact s
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2.0 Adding & Managing Exporters and Consignees

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.

m This is an optional field.
Exporter Contact Person Name | ™ Name of the contact person for the exporter.
m This is an optional field.
Street Address m The exporter's address as you wish it to appear on applications and certificates.
If necessary, two lines have been provided.
City m City associated with the exporter’s address as you wish it to appear on
applications and certificates.
State/Territory m Select the state drop-down list to view the states and territories available:
m Select the state or territory of the exporter’s address from the list.
Zip Code m The five- or nine-digit Zip code of the exporter’s address as you wish it to
appear on applications and certificates.
Country m This field is pre-populated with: USA.
Phone m The exporter's 10-digit telephone number, area code first. You may also enter
an extension if needed.
m This is an optional field.
Fax m The exporter’s fax number.
m This is an optional field.
E-mail m The exporter's e-mail address.
|

This is an optional field.

Creating Phytosanitary Applications in PCIT
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Review the information on the Exporter Details page; make corrections, if necessary.

Exporter Details

LSDA Phytosanitary Certificate Issuance &
— Tracking System (PCIT)

Plpase eriler the requarad mformalicn for an sxporter. Please note, H exporier alias name is empty,
firs? 40 charg from exporfer name will be copiod 10 it on swm

Hemms marked * aro raquired

Enponer Aliss Mame: [APW-Anchomnge

Exporter Contact Person Mame: |'

MEDA | APHE |

“escome Eliratbeth haion of Alsskes Pland World (Dmg 101 18853
Sign !

Exporter Mame:™ [Aleska Flant World

Stroot Address:”  [1321 First Sreat
[
Ciy* [Anchomgs
StateTeritary” [Alaska

Fip Code:” 39501

Country: USA
Phong: [

Fae: [

E-Maii: |

[Concal] [Save & Bock] [Save & Add Anciher]

Bl P Mol | - HelpiConBec] Uy

If you want to...

Then...

Cancel the new exporter entry

Click the Cancel button.
m RESULT: The Manage Exporters page appears. No edits have been
saved.

Save the new entry and return to

m Click the Save & Back button.

the Manage Exporters page m RESULT: The Manage Exporters page appears. A new exporter has been
saved to the Exporter Name list.
Save the new entry and enter m Click the Save & Add Another button.
additional exporters to vour m The previous exporter name has been saved.
exporter list P y m RESULT: Ablank Export Details page appears.
m Repeat Step 6 and Step 7.
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RESULT: A new exporter has been saved to the Exporter Name list.

Welcome Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Manage Exporters

USDA
]

PCIT Home
Creating a list of exporters allows anyone in your organization to select an exporter from a list when
creating an application eliminating the need to type the exporter information for each application.

With Template You may add, update, or delete exporters at any time.

Exporter Name Alias Name City State
r:;liu:%fi:;:“md Alaska Plant world  Alaska Plant World Juneau AK
-------------------------------------------- Alaska Plant World APW-Anchorage Anchorage AK
Manage Template Data | Juneau Exporters  Juneau Exporters  Juneau AK
Manage Application
Templates

USDA APHIS Export Program Manual Help/Contact Us
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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...
Cance| the exporter update | C||Ck the Cancel bUTtOﬂ.
m RESULT: The Manage Exporters page appears; no changes have been
saved.
Save the updated information and | ® Click the Save & Back button.
return to the Manage Exporters m RESULT: The Manage Exporters page appears; the updated information

page is saved.

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.

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

Welcoms Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Out

USDA ;hyrﬁsongary Ce{ﬁlgi:ﬁre Issuance &
=———= lracking oystem
]

Delete Confirmation

Are you sure you want to delete exporter: Alaska Plant World?

" With Template

Manage Processed
Applications

UsDA APHIS Export Program Wanual Help/Contact Us

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

If you want to... Then...

Click the Yes button.

RESULT: The Manage Exporters page appears. The exporter's name
does not appear on the Exporter Name list.

Click the No button.

RESULT: The Manage Exporters page appears. The exporter's name has
not been removed from the list.

Continue with the deletion

Cancel the deletion
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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. Ifyou 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:

e Manage Application Templates
e Manage Exporters
e 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.

Creating Phytosanitary Applications in PCIT
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2.0 Adding & Managing Exporters and Consignees

Select the Manage Consignees link.
RESULT: The Manage Consignees page appears.

Welcome Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Manage Consignees

""" Creating a list of consignees allows anyone in your organization to select a consignee from a list
when creating an application eliminating the need to type the consignee information for each
application. You may add, update, or delete consignees at any time.

If you want to...

‘View Applications
C ig Name Alias Name Location Country
g\:;“uc%;:;‘?essed Artics Lumber, Inc. Artics Lumber, Inc. Juneau Iceland Update ] (Delete
i Danish Importers  Danish Importers Copenhagen  Denmark Delele
Manage Application Add Censignes
Templates
| Manage Cansignees |
USDA APHIS Export Program Manual Help/Contact Us
4. Use the following chart to proceed to the desired action.
Then...

Add a consignee’s name

m Proceed to Step 5.

Update a consignee’s information

m Proceed to Step 8.

Delete a consignee’s information

m 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.

‘Welzome Elizabeth Burton of Alaska Plant World (Org 1D 10952) |

USDA Phytosanitary Certificate Issuance &
=———= Tracking System (PCIT)

Consignee Details

Pleaze enter the required information for a consignee. Please note: If consignee alias name is
empty, first 40 characters from consignee name will be copied to it on save.

ltems marked ¥ are required.

Consignee Mame:® | |

Consignee Alias Name: | |

Consignee Contact Person Name: | |

Street Address: | |

.4 |

City:

State/Territory/Province | |

Postal Code: | |

Country:" i_SE|EC't w

Phone: | |

Fax: |

E-Mail: |

[Cun:sl] [Sﬂvs -3 Bock] [de & Add Anofhar]

USh& | APHIE | Export Program Manual | HelpdCortact Us
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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.

m This is an optional field.
Consignee Contact Person m Name of the contact person for the consignee.
Name m This is an optional field.
Street Address m The consignee’s address as you wish it to appear on applications and
certificates. If necessary, two lines have been provided.
m This is an optional field.
City m The corresponding city.
State/Territory/Province m The corresponding state, territory, or province.
m This is an optional field.
Postal Code m The postal code for the consignee’s address as appropriate.
m 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 m The country for this application.
Phone m Consignee’s telephone number.
m This is an optional field.
Fax m The consignee’s fax number.
m This is an optional field.
E-mail m The consignee’s primary e-mail address.
n

This is an optional field.
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2.0 Adding & Managing Exporters and Consignees

7. Review the information on the Consignee Details page; make correction, if necessary.

Weescome DR sbath Dueton of Alssks Plend World (Qog 1 18957
Sign Ol

USDA Phytosanitary Certificate lssuance &
Tracking System [PCIT)

Consignee Details

Flease enad the roquered information for s consgnos. Ploase note. H conmgnos aliss name
amply , firet 40 chas frgm consignie name will b copsed 10 @ on savk

Herms marked ™ arg feguingd

Conglgnes Hama:" |'_:hur|g Plant Comparny

Copsignee Aligs Name |

Consignes Contact Person Nams: |

Street Addross; |'

[
T
State/TerilergProvines |—
Puostal Code: li
| Ching =

Phomn: |

Couning:

Fa: [

E-Maln: [

[Coneel] [Eove & Bock] [Save & Add Anceher

EDa | APHS | EmotPopahbens | HebCooked Us

If you want to... Then...
Cancel the new consignee m Click the Cancel button.
entry m RESULT: The Manage Consignees page appears; no changes have been
saved.

Save the new entry and return | ® Click the Save & Back button.
to the Manage Consignees
page

been saved in the Consignee Name list.

RESULT: The Manage Consignees page appears; a new consignee has

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.

Save the new entry and enter
additional consignees to your
consignee list.
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2.0 Adding & Managing Exporters and Consignees

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...

Click the Cancel button.

RESULT: The Manage Consignees page appears; no changes have been
saved.

Save the updated information Click the Save & Back button.

and return to the Manage RESULT: The Manage Consignees page appears; the updated information is
Consignees page saved.

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.

Cancel the consignee update

Save the updated information
and enter additional
consignees to your consignee
list
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2.0 Adding & Managing Exporters and Consignees

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.

Welcome Elizabeth Burton of Alaska Plant World (Org 1D 13604) .
Sign Out

USDA Phytosanitary Certificate Issuance &
=——— Tracking System (PCIT)

Delete Confirmation

FCIT Home

Are you sure you want to delete consignee: Chung Plant Company?

View Applications
Manage Processed
Applications

USDA APHIS Export Program Manual Help/Contact Us

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

If you want to... Then...

Click the Yes button.

RESULT: The Manage Consignees page appears; the consignee’s name
does not appear on the Consignee Name list.

Click the No button.

RESULT: The Manage Consignees page appears; the consignee’s name has
not been removed from the Consignee Name list.

Continue with the deletion

Cancel the deletion
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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

commodity list, that you expect to use for several applications.

application creation. Templates group various pieces of application data, such as a

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:

e Manage Application Templates
e Manage Exporters
e 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.

Welcome Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Manage Application Templates

USDA
—

An application template simplifies creating a new application by reusing existing information, such
as exporters and commadities. You may add. update. or delete application templates at any time.
To start a new application based on a template, find the template and select Start New App.

Template -
Manage Processed Name Exporter Consignee
Applications Bushmint to
i Start New A Updat Delet
Manage Template Data Copenhagen Juneau Exporters Danish Importers [Start New App| [Update] [Delete ]
M, Applicati
| Te‘:nr;:lgl‘:as pRceen Add Template

UsSDA APHIS Export Program Manual Help/Contact Us
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3.0 Creating & Managing Application Templates

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 m Proceed to Step 4.
Update a template m Proceed to Step 36.
Delete a template m Proceed to Step 39.
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3.0 Creating & Managing Application Templates

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.

Seicone Flizabeth Busrton of Alssks PReng Wiocld (ong 1018953
San

Phytosanitary Cerfificate lssuance &
Tracking Syslem [PCIT)

Template Details

USDA
==

Please entes details to be saved & this lemplate Select Seve to save the information and setum tn
this ls1 of templates.

Herms marked " asg tequirad

Tomplate Name:" |
Exportar ]5,,4.“,:. .l [_EJ
Congignon: ]S'E-'-Bl:-! j

Commuopdities Avallable For [
Inspection At

Requested ssuing Duty Station: | Seac :J

Part Of Export; |

Duclared Means O Conveyancie iS—E’.-nd :I
From Port 1 Export:

W Cithar, More Details: ]

Polnt Of Entry: 1

Commaodities: [nlu.r.:l
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3.0 Creating & Managing Application Templates

5. Complete the fields on the Template Details page according to the following field chart:

Field Notes
Template Name m Name of the template as you wish it to appear in the list of templates.
Exporter m The name of the Exporter associated with the template.
m This is an optional field.
Consignee m Name of the Consignee associated with the template.

m This is an optional field.

Commodities Available For | ® The location at which the commodities will be made available for inspection
Inspection At associated with the template.

m This is an optional field.

Requested Issuing Duty m The selected duty station to process the application associated with the template.
Station m This is an optional field.
Port Of Export m The port of export associated with the template.
m This is an optional field.
Declared Means Of m The means of conveyance from the port of export associated with the template. If
Conveyance From Port Of you select “other,” you must enter additional information.
Export m This is an optional field.
Point Of Entry m The location at which the commodity will enter the foreign country.
m This is an optional field.
Commodities m The commodities associated with the template.
m 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.

o Ezaltveth Dosrton of Aksmkos PRand Wor il (00 11 19957
Sign Ou

USDA Phytosanitary Certiticate ssuance &
= —— Tracking System (PCIT)

Template Commodity Detalls

Template Hame: Flosers to Ching

Please erier commaodity delails to ba saved = this tempdite, Salec] the Add Commiodity” or WAadd
Whied Commeadily’ ar Add Cross Commadity” bultons to do 5o

Commmadities:

[‘Na} comeicdties e been sdded to the lemplats _I

(Add Commodity) [AddMinad Commodty] [ Add Cross Commody |
(edi]

LD | APTES | Epord Brogremsscosl | HelpdConteci U

Creating Phytosanitary Applications in PCIT 60



3.0 Creating & Managing Application Templates

Use the following chart to proceed to the desired action.

If you want to... Then...

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

Add a multiple ingredient m Click the Add Mixed Commodity button.

commodity m The Search for a Commodity page appears with Search Results.
m Refer to Step 16.

Add a cross commodity m Click the Add Cross Commodity button.
m The Search for a Commodity page appears with Search Results.
m Refer to Step 27.

USDA Ph:,'lnmni!ury Cortificate |ssuance &
= —— Tracking System [PCIT)

Search for a Commodity

Flaase enles eilber 8 common name of bolanicat name 1o search for @ commoddy. Select s
cammodily from the resulting list 1o &dd 1o your application. Click here for sparch lips

Search By & Commonname © Botanics neme

tigicomes Eizalbeth Darton of Alsa ks FRand Wor id 0oy 11 19957
Sign

—
o) (o)

Search Resubs

,rThq-m arg nn cormmpdibses w the cyrment seanch rpsulis ]

U0 | APYES | Eapod Program sl | Helpdonteci i
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3.0 Creating & Managing Application Templates

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.

sicone Uizt Surion of Absskcs Pland World (01 1 18352)
Hign Owf

Phytosanitary Cartificate lssuance & »

Tracking System {PCIT)

USDA
|

Search for a Commodity

Flease enler ailtet B common rame of bolanical name to search for a commodey Select a
camnedity from the resalting hist to sdd 1o your appheation Chscl hare for 3pasch ligs

Sgarch By:  Common pame © Bolanfcad name

Concel Search

Search Resuls

rThsnl arg R commadities m the cument search resulls ]

Uil | APYES | fxpor Progambeesd | HelpContsc Uy
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3.0 Creating & Managing Application Templates

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

Weeizome Eizabeth Maton of Akisks Plard Workd (Owg i 18957
Sign Crt

US DA Phytosanitary Cartificate |ssuance &
= —— Tracking System (PCIT)

Search for a Commuadity

Flaase enter oillvet B common name of bolenical name to search for 8 commodey, Select a
comenedity from the resulling st to sdd 1o your application, Chck here for 3pasch ligs.

Search By & Common name  © Bolanicsd name

!u]&:-ku b*

Search Resuls

|r.nmmwr P A Botanical Mame

wsk s beliheather Hammanella stallenana Solesi |
Alazks blackbarry Fubars alaskancis {Solect]

mtks bii-byod grass Sy rnchiem Worala | Semsbesct §
Alaska bleagrass Poa pauospecula =™

avka bog willow Sa fustoscons [ET)
Alazka broms Bromas sichensis (Eelert )
Blaska brownish sedge Carex brunnescens [Selenr ]

MDA | APHMT | Ruped FrogromMerus | Heipfonfed] Uy
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3.0 Creating & Managing Application Templates

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.

iz o Elirabeth afon of Alssks PRand Wor kd (Dwg 0 18953
Hign Oof

Phytosanitary Carfilicate lssuance &
Tracking System (PCIT)

USDA
|

Commodity Details

Flaase anler commodity detais o be saved m this lemplale For 5 mined commodily, pelec]
Ingadiemis to add or edid commodies thal ara pad of the maced commodty package. Select Save
Commaodily bo save the wformation and return to the femgplate delads

Comman Hame: Alaska baliheathes

Botanical Name: Hamimane®s stellenana

Part |FIM!:| =

I Othier, BMorne Detaiks |

Unit: [Catans =l
I Other, More Dotalls l—
Backage Descriplon: fwooden Crotes
Distinguishing Matks 7y Loge =

Conified Originfsl: LISA

Ta add detailed origin irfarmation alher than USA or o add mulliple cagins, plesse chick the
Add/Edil MoRiple Ongers’ hutlon [Mﬂvz"]

(o) (e Cammodiy)

Lk | AP | Expod Progred Mecusl | HeisConied Uiy
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3.0 Creating & Managing Application Templates

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 m Name of the plant part associated with the template commodity.
m Select the name from the drop-down list or select “Other” and type in another
part name.
Unit m Unit of measure associated with the template commodity.
m Select the name from the drop-down list or select “Other” and type in another
unit.
Package Description m Package description associated with the template commodity.
Distinguishing Marks m Distinguishing marks associated with the template commodity.
Certified Origin(s): m This field is pre-populated with USA and is editable using the Add/Edit
Multiple Origins button.

Tracking System (PCIT)
Commuodity Details

USDA
USDA

Commaon Name:
Botanical Name:

Part:

I Orther, Maorne Dedaiks

Lnitz

If Oiher, More Detalic
Packaga Description:
Distinguishing Maks

Cariifiad Origings):

L

Phyfn:.-u fitary Cartificate |ssuance &

Please enler commodity details to be saved i this lemplsde Far 8 mized commodity, sehect
Ingeeckents to add or edid commoddies thal are pan of Ihe miced commodiy package. Selecl Swe
Commaodity to s the mfornation ard retum (o the templabe detais

Tio mdd detailed ongin indamation other than USA of to add multiphs coging, plesss chick the
‘AdAEdd MuBiple Origmns' bution [@EE_TEL%'J

Weeicon= EResbeth Burion of Alaskcs PRant World (Gag 1D 18357
Sign O
.

Alagka bellhesther

Hammiane®a stallenana

|Flum|"1. ﬂ
I
Cartang '-I
hVnudun Crate

APV Logo

=
Lsa

o) (5 Commeiy)

| AFES | Exood Procpam bl | Helgllontes Us
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3.0 Creating & Managing Application Templates

12. To add detailed origin information, click the Add/Edit Multiple Origins button.
RESULT: The Additional Commodity Origins page appears.

scome Resbeth Bsinm of Alaskos PRant Workd (0ng 10 19957)
Sign Gt

USDA Phytosanitary Certificate lssuance &
=——— Tracking System [PCIT)

Additional Commaodity Origins

Commaon Mame: Alaska bellbveather
Botanical Moma;  Alaska belikeather

Conifled Qrlgin: W ihe certified origin country is USA, you may enter localty, locally descrplos
anit state defads, olherwise lpav theon Selds blank

Laocality Locality Descriptor
| Sebace -
.. Chyyon # g Courty
State/Territory Country
B = |usa =
fasd)

Comemirdity Drigin

LIS,
(Bodt]
WA | APYES | Expod Progremideresl | HelpCortec U
Field Notes

Certified Origin: Locality associated with the template commaodity.

This is an optional field.

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 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 associated with the template commaodity.
Select a country from the drop-down list.

Required if there is an entry in Locality.

This field is pre-populated with USA.

Certified Origin: Locality

Certified Origin: Locality
Descriptor

Certified Origin: State /
Territory

Certified Origin: Country

Commaodity Origin:
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3.0 Creating & Managing Application Templates

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.

Wisicome Elizalyeth Burton o Alacka Plant Waorkd (Oog ID 10952

US DA .?h?*‘i‘}ﬂﬂgﬂr}' Ce{rggi:ﬁte Issuance &
=== Iracking }'slem
]

Additional Commodity Origins

Certified Origin: I the cenified ongin country is USA, you may enter locality, locality descrptor
and state details | otherwise leave these felds blank.

Locality Locality Descriptor
Select s
&0, Clayton &4, County
State Teritory Conmtry
Select w LISA, |

Commodity Origin
Slaska, USA

WEDa | APHIS | Bxport Prooram Manusl | HelpfContact Uis
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14.

3.0 Creating & Managing Application Templates

Click the Back button.
RESULT: The updated Commodity Details page appears.

USDA
et

‘Welcome Elizabeth Burton of Alaska Plant World {Org ID 10852}
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Commodity Details

Flease enter commaodity details to be saved in this template: For a mixed commodity, select
Ingredients to add or edit commodities that are part of the mixed commodity package. Select Save
Commodity to save the infarmation and return to the template details.

Common Name: Alaska bellheather

Botanical Name: Harrimanella stelleriana

Part: | Flowers v|

If Other, More Details: |

Unit: | Canans v|

If Other, More Details: | |

Package Description: IWDDdEﬂ Crates

Distinguishing Marks: | 1py Logo

Cenrtified Origin{s): Alaska, USA

To add detailed origin information other than USA or to add multiple origins, please click the
‘Add/Edit Multiple Origins' button: [Add/Edit Muliple Origins

[ Cancel ] [ Save Commodity ]

UshiA | APHIS | Export Program Manual | HelpiCorntact Us
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3.0 Creating & Managing Application Templates

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...

Click the Cancel button.

Cancel the new commodity
entry

has not been saved.

RESULT: The Template Commodity Details page appears. The commodity

Save the new commaodity 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.

i ome Ehrsbeih Buston of Akssks Fand Wocld (Oag I 18T
g Ol

USDA Phytosanitary Certificate lssuance &
———— Tracking System [PCIT)
_ Template Commodity Detalls

Template Name: Flowers 1o China

Piase anler commodity details to b saverd = this lempisle. Selec the Add Commadity' or ‘Add
Mhead Commaodiy’ or Add Cross Commodity’ tulfons 1o do so

Commaditios
Common Kame Batanicsl Kame Unit |
Slacka bodhaather Hammmanaella stellanana Cartons [Updain] [ Delnie] |

Eock

WERA | ARMS | Cgpoe Program aeusl | HelsContec] Uy
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3.0 Creating & Managing Application Templates

16. To add a commodity with multiple ingredients, click the Add Mixed Commodity button.

USDA
=

Phytosanitary Certificate lssuance &
Tracking Syslem [PCIT)

Welekc e U slveith Theiton of Alaska Pland World (Oog W 18352
Sign Ot

Template Commodity Detalls

Template Name: Flowers 1o Nethedands

Flease enlgr commodity details to be saved m this template. Solec the Add Commndity” or Add
Mixed Commodidy’ ar Add Cross Commeodity’ bulfons to do 2o

Commuodities:

[Nl:l comaneddies have been sdded to the template I

T e g |

(=)

LEba | ARHE | B Program bty | HelpConteci Uiy
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3.0 Creating & Managing Application Templates

RESULT: The search screen with predefined Mixed Commodity selections appears.

vissrome Eizabath Diston of Alaskos FRant World (0ag 10 1995T)
Sign 0wt

US DA Phytesanitary Certificate Issuance &
= —— Tracking System [PCIT)

Search for a Commodity

Fiaase entes a comimon name 1o search %ot 8 commaodity, Select & commadity from tha resulling list
to sdd 1o your applicabon, Chck here for search ligs

Search By: Common nama

—

(Comeal] [Secrch
Sirasch Resuls

Common hame otanical Mame
Flaral Baugust S ingrodiants LM
Fruit Baskeat Soa ingredients EE
Minad Fruit Seg ingredients (Befent]
Mixad Grain SE ingredienks (Eelect]
Mixed Greans See Ingredients [E"r
Misiard Pt Soa inpredients Saiet |
Minad Seed CeR ingredients Lot
Pt o See inprecents [Salkext ]
IS alad L ingredents [ =]

VR | ARG | RedProgesercel | HelbGontecitis
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3.0 Creating & Managing Application Templates

17. Locate the desired commodity and click the Select button.
RESULT: The Commodity Details page appears with an Ingredients button displayed at the bottom.

Wescorme Ezaboth Do o° Alaskos Flant Woc (Ong i 18952

Sign Gt
US DA Phytosanitary Certificate lssuance & :
=—_——— Tracking System [PCIT)

Coammodity Detalls

Flaase enfer commuodity details to be saved in this tempisie Fer o mixed commaodity, select
nigpdients to add or edil commadties that are pad of the mased commodty package. Select Sme
Commodily to seve the information and retum to the template delals

Commaon Name: ired Seed
Bmanical Name: See ingradeenls
Part [Select =

I Qiher, More Dotaiks |

Lnie: |'Sp|n|:| ﬂ
If Other, More Detalls
Backage Description: |
Distinguishing Maks: [iru Logo =]
it

Caniified Origingsl: US4

To add detailed angin wdormmation olhar than USA oe bo add mull

pie ongine, please chiCk fha
AddEda Mulliple Omgang’ butlon Lw_ﬂ*ﬂl

) Cate) ()

WEDA | APHES | Eupor Progem el | HeleiConbec Ui

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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3.0 Creating & Managing Application Templates

20. To add mixed commodities ingredients, click the Ingredients button.
RESULT: The Ingredients page appears.

toeicome EHzabieth Marton of Aksskes PRand ¥World (0ag W) 19957
Sign Crl

USDA Phylosanitary Certificate lssuance &
= —— Tracking System (FCIT)

Ingredients

Flaase sddfedit ihe mgredients for the prevously enteted mined commaodity. Sebect Back” when you
are done to return o Commodidy Delsls

Comman Name: Mioed Soed

e

Frvryeranad e sz

hhﬁld are po ingrediends for thie mised commsodily i

[ac]

MEs | ARG | RmdiPczamberus | Hemionteslls
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21.

3.0 Creating & Managing Application Templates

Click the Add Ingredients button.
RESULT: The Search for a Commodity page appears.

Wencome Flzshoth Dueton of Alsaks Pland Works (Oag I 18357
Hign Ot

US DA Phymm nitary Cartificate |ssuance &
e

= Tracking System [PCIT)

Search for a Commodity

Pleass enter afiber 4 COMMON name of belanics name o search for 8 commodty. Selact &
commodily fram the resulling list Lo sdd 1o your apphication. Chck here for zpazch los

Search By: & Commonname  © Bolanical namse

I—-
[hnﬂ:h

Search Resulis

|:Tth|] are Ao commditses o the current search msulls l

UEDA | APHE | Eapod Progreembetwsl | HelpiConted Uy
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3.0 Creating & Managing Application Templates

22. Select the Search by Common name or Botanical name, and enter the search text.

Tracking Syslem [PCIT)

USDA
=

Wsicome Bizadeth Burton of Alsskcs Flant World (Gng 1018957
San

Phytosanitary Cerfificate lssuance &

Search for a Commodity

Fleaze enler gher & common name or Bolanical name to search for & commoddy. Select &
cammedily from the resulling list to add 1o your application. Chcki here for gaasch jips

Learch ﬂF = Common nam i Bolanical name

!hurrl“

Search Resulis

[Thn:u ame ra commoditees = the cumenl seach resulis I

MEDA | APHS | Exper Programbiengel | HelContec] Ly
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3.0 Creating & Managing Application Templates

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

Weeizome Elizabeth Daton of Alieks PRard Wor kld (Cog 10 18957
Hign Ot

LUSDA Phytesanitary Certificate lssuance &
= —— Trocking System (PCIT)

Search for 2 Commodity

Flaase enter either 8 common name of bolsnicsl name to ¢earch for & commoday. Select &
cammedily from the resuling st to sdd 1o your application, Clclhere for sparch ips:

Saarch By:  Common namé O Bolanicad nams

T

Search Resuls
L M ame Botanical Name |
IHaseenanalla Hammaneia sp el =
Harmngon's beardrongue PEmRstamon harmingons Skt
Harmengton' s cephalotaies Cephalotarus harmnglonms (Sl ]
Harns' dwaid sand verbena Alvioral 1 aha EE‘-
Harmes” golderrod Eobdog st [EZr)
Harrs' tribigan Lasiacs harmgs
Harrcalla Harrisaila sp (Ealest]
Harrisia brookii Harrigia brooki (Eedent}
Harmsia donas-antonias Harrisia donas-ankonias i@ i

UEDA | APHES | Epod Prograe Metesd | HelpdContsct Uy
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3.0 Creating & Managing Application Templates

24, Click the Select button for the desired commodity.
RESULT: The Ingredients page appears in the commodity listed.

Pisicome Eizebeth Durton of Alea ks Flart World (0ng 1119957
Sign

US DA Phytosanitary Certificate Issuance &
= —— Tracking System [PCIT)

Ingredients

Flaase sddfedi (he mgredients for the prevously entersd mived commodily. Selert Back' when you
are done bo setum to Commodity Detads

Commaon Namo: Mized Seed

[(Add lngradiom]

Ervapros i e rutssc
h: BEL RATTE Botanical Mame
El—!an-frl-anena Harrimanella sp [Diulare | i

WS | AR | CesdPreaambecusl | HenSorte U
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3.0 Creating & Managing Application Templates

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

If you want to... Then...
Add an ingredient toa m|xed | C“Ck the Add Ingredients button.
commodity m The Search for a Commodity page appears and you can search for the

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

Click the Back button.

Delete an ingredient from a
mixed commodity

Return to the Commodity
Details page

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

If you want to... Then...

Click the Cancel button.

RESULT: The Template Details page appears; the commodity has not been
saved.

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.

Cancel the new commodity
entry

Save the new commodity
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3.0 Creating & Managing Application Templates

27. To add a cross commodity, click the Add Cross Commodity button.

teeicoma Tizabeth Marton of Alkssks PRard ¥Wor ld (0ng W 19957
ign Ot

Phytosanitary Certificate lssuance &
Tracking System (PCIT)

Template Commodity Detalls

USDA
=]

Template Nama: Flowers 1o Matherlands

Plgase gridr commindily datails to b saved o this tempiate. Selact the Add Commadity’ or Add
Whiuad Commadity' ar ‘Add Cross Commodily’ Bultons (o da 40

Commaodities:
Common Name Hotanical Mame At

sk boldhaather Hamimanells stellenana Bags Updeta] [Dslase
Minad Sead Sep ngredients Updita] [Delste

[Add € dity| [Add Miead C dty| [Add CrontC ity |

(o]

Uik | APHE | Expod Progmmbenusd | HelsConte Uy

RESULT: The Cross Commodity page appears.

Wghcome Ellzaboth Durton of Alasios Frant World (Og 1T 19952)
Sign. Ont

USDA Phytasanitary Cerhficate lssuance &
—_—— Tracking System [PCIT)

Cross Commodity

Please sddfedit the commodities for 1his cross commodity. You may select no mare 1han tw
commodilies for & cross commodily 3 a tima: Click the jAdd Commuodty” button fo search for and
add odber commaodities. Select Save' when you se done fo-enter your commeodily detals: for this
cross commadity

Cross Commodity Hame:

[Th:nu are ro commiodilses in the cyrment cross comemodily I

=)

WERA | APHES | Epor ProoremMarwml | HeleCorGec] Uy
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3.0 Creating & Managing Application Templates

28. Click the Add Commodity button.
RESULT: The Search for a Commodity page appears.

Veicoime Elzabisth Mston of Abawks Flant Wold (Ong 1T 199573
dign Ot

US DA Phytosanitary Certificate lssuance &
= —— Tracking System (PCIT)

Search for a Commodity

Plaase enter eiher a cammon name o brianicsl name 1o saarch for & commodty. Select &
commedily from the resulting list to sdd 1o your apphcation. Click here for gearch lipe

Salr:hﬂr & Common nams ¢ Botanical nems

r ey
Cancal

Saarch Resuls

o W ETG ame Botanical Mame
Tiger hly Lilicarn lancifobum Lelac |

WERs | 4GS | ResdBosscbecus | Helkfortaciis
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3.0 Creating & Managing Application Templates

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.

igicoms ENzeboth Dusdon of Alsaks Flant World (0ag 10119957
Sign, O

Phytesanitary Cerhificate lssuance &
Tracking Systam [PCIT)

USDA
=}

Cross Commodity

Flaase sddfedit (he commodities for this cross commodity. You may s8lact no moe 1han iwo
commodilies lor a cross commadity o & time. Click the ‘Add Commnday” bution fo seach for and
add oiber commoddies Select Save' when you are done fo enter your commedily detads for this
crosE commadily,

Crose Commodity Nama: Liburm lanefobum

[ Hanme Eotanical Mame
Tiger hly Libivam amscifolium | Drefarm |

Creating Phytosanitary Applications in PCIT 81



3.0 Creating & Managing Application Templates

30. Click the Add Commodity button to search and add the second commodity.
RESULT: The Search for a Commodity page appears.

toecorme EReabieth Marton of Akssks PRard ¥Wor ld (Oog 1 19957
dign Ont

USIDA Phytesanitary Cerfificate lssuance &
= —— Trocking System (FCIT)

Search for a Commodity

Filease enfer eribver o common neme of botenicad name to searech for o commodty. Select &
coumemadily frem The resulling list to sdd 1o your application, Chok here fe gpasch lips

Search By: & Commonname O Bolanicad name

e
) )

Search Resuls

Common MName Eotanical Mame

Lily Lilnafis 5p [Solest )
Lily of the incas Alstroemena 5o rm
Lily of the nile Agapanthus afrcanus [Selenr)
Lily of the valley Corwallana sp (Eelet )
Lily of the wallay ving Salpichroa anganifalia HES
Lilypad begania Begonia nefumbifalia Salaet
Lilytharr Cateshaea sp [Select |
Lilyturt Lificipe 9g (Selast]
Lilptur Ophispagan jaburan [Selpct]

Wk | APED | Cxpod Progrem berusl | HeiGonieci b
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3.0 Creating & Managing Application Templates

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.

secoee: Cliaboth Thaton of Alasks Plans Wold (Dwg I 1857
Sign Owl

USDA Phytosanilary Cerlificate lssuance &
=-——— Tracking System [PCIT)

Cross Commodity

Please add'edi the commodities for ihis cooss commodily. You may salect no mane than two
commaedities for & crose commadily 58 & teme. Click he YAdd Commodity' bution fo sesnch fior and
add eiher commodties. Selegl Save’ when you ae done o ender your commadiy dedails for this
cross comamodily

Cross Commopdity Hame: Lilum lancdalum X Lilium $p

[Add Commadiy |

Common Mame Botamical Mame |
Tiger by Lilham lancifobum | Ddata |

Lily Libiam 50 | Cralotn |

WA | AP | Qoo Progeoe Mecusl | HelpGonted) U

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

If you want to... Then...

Click the Add Commaodity button.

The Search for a Commodity page appears and you can search for a different
commodity for the cross.

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

Click the Back button.

Add a different commodity

Delete a commodity from the
cross

Return to the Commodity
Details page

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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3.0 Creating & Managing Application Templates

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

If you want to... Then...
entry m RESULT: The Template Details page appears; the commodity has not been
saved.
m RESULT: The Template Details page appears; the commodity has been
saved and is in the Commodities listing at the bottom of the screen.
Picoms Eizebath Dusdon of Alsakos Plarst Worid (Oog 1019955
USDA #h itary Certif [ & =
ylosanlory Cerhihcole lssuance :

= Tracking System (PCIT)

= —— g 2y

=l

Commuodity Details

Flaase enler commodty detmls o b saved o this tamplste. For o mized commodily, sslsel
Inpedients to add or edil commodties thal are pat of the maced commodty package. Select Save
Commadily to save he inforemation and returm to the template delads

Commaon Name:  [digen lancifobum 2 Liurm 5p Edit {umrl-n-d-li ]
Botanical Mama: L lanedshum X Lilum ap
Part [Salect =l

i Other, More Detaiks |

Unit: | Sglect =]
If Otherr, More Dotalls
Package Degcription: |
Distinguishing Maks [apv Logo =

Cariifiad Originfe): US4

To add detatled angin indormation other than ISA o to add muliple ongirs, plesce click the
‘AdAEdd MoBipls Origns' hition; | Add/Ec Mvlels Origa

(Cancal] [Seve Commedity]

WD | AR | aped Progremuiscusl | HelConteci B
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3.0 Creating & Managing Application Templates

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

If you want to... Then...
Add a commodity m Repeat Step 7 through Step 15.
Add a mixed commodity m Repeat Step 16 through Step 26.
Add a cross commodity m Repeat Step 27 through Step 33.
Return to the Template m Click the Back button.
Details page m RESULT: The Template Details page appears.

e Elzabeath Durton of Alssks Phand Workd (0ng I 18957
Hign Ot

Phytosanitary Cerlificate lssvance & .

Tracking System [PCIT)

USDA
.-_,,_..-—-—-

Template Details

Flaass ener details to be saved = this lemplste Select Save to save the arormation dnd retum to
Ihe Esq of terplates

Neermve: marked " arg requingd

Tumplate Home:"  [Flowsrs to Matharands

Exponer: [afw - sncherage -| [aad]
Consignes: [Famerinngs imgorers =] [Add]

Cammodities Available For [2rcharage Warshouse 2

Imspactinn Al:
ey i Issulng Duty Station: [ ax-Sxm ey (FEO) =l
Bort Of Export: |
Declared Moans Of Conveyance [25 Fraaht =

From Port OF Exporn:

W CGithaer, Mo Detalls: 1

Polnt OFEntry: (a0 shardam
Commodities: | Dard|

AEDA | APHES | Gxpor ProgramMeresd | Hesonted Us
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3.0 Creating & Managing Application Templates

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 m Click the Cancel button.
m RESULT: The Manage Application Templates page appears; the template has
not been saved.
Save the temp|ate m Click the Save button.
m RESULT: The Manage Application Templates page appears; the template has

been saved.

VWelcome Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Manage Application Templates

USDA
—

An application template simplifies creating a new application by reusing existing information, such
as exporters and commodities. You may add, update, or delete application templates at any time.
______ A To start a new application based on a template, find the template and select Start New App.

. Template R

Manage Processed Name Exporter Consignee

Applications Bushmint to - (Start New App) (Update] [Del

Copenhagen Juneau Exporters Danish Importers tart New App pdate elete
- Flowers to Netherlands
| Panulge Application Netherlands APW-Anchorage Importers [ Start Mew App] [Updulo] [Ds|sra]
emplates
Add Template

USDA APHIS Export Program Manual Help/Contact Us
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3.1.2 Update a Template

3.0 Creating & Managing Application Templates

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

m 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

m 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 commaodity to the
application template

Click the Details button next to Commodities on the Template Details page
Click the Add Commaodity 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.

m Click the Back button.
m 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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3.0 Creating & Managing Application Templates

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.

“eshcoene Elizabeth haton of Alsskas PRant World (0wg 10 16357}
Sign.

USDA Phytosaniary Certificata lssuance &
= ——— Tracking System [PCIT)

Delets Confirmation

Age you simre you wani 1o delete thie Template, Flowars to Chena?
|Ma]  [Veal
Lhicd B L

W=D | ABHE | Eamod Progremiecusi | HeiefCotecl s

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

If you want to... Then...

Click the Yes button.

Continue with the deletion

does not display.

RESULT: The Manage Application Templates page appears; the template

Click the No button.

Cancel the deletion

not been removed from the list.

RESULT: The Manage Application Templates page appears; the template has

Creating Phytosanitary Applications in PCIT

88



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.

Welcome Matt Elliott of Alaskan Lumber Warehouse (Org ID 13654) .
Manoge Account  Sign Out

Phytosanitary Certificate Issuance &

Tracking System (PCIT)

e
Welcome

""" Welcome to the Phytosanitary Certificate Issuance and Tracking (PCIT) System. PCIT allows you to

create and submit applications for certificates to export commodities. You may also view the

progress of your applications, print copies of your applications and final certificates, and create

templates to simplify the application creation process.

Messages ‘

Manage Processed
Applications
Pre-Purchase Account Balance: 50

What's New ‘

usna APHIS Export Program Wanual Help/Contact Us
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4.0 Adding Funds as an Applicant

2. Select the Financial Management link at the left side of the screen.
RESULT: The Financial Management page appears.

Welcomes Matt Elliott of Alaskan Lumber Warehouse (Org 1D 13654) .
Sign Cut
A Phytosanitary Certificate Issuance &

g_§_.D— Tracking System (PCIT)

Financial Management

The Financial Management feature of PCIT is used to deposit money into your pre-purchase
account. Your pre-purchase account is used to pay for Federally issued cerificates. PCIT uses
Pay.gov as a fast and secure means of depositing funds inte your pre-purchase account. To add to
your account balance through Pay.gov, select the "Add to Balance’ button.

With Template

“".l';iew Applicafions
Manage Processed
Applications

Please note that if your balance is $50,000 or more. the ‘Add to Balance” button will be temporarily
removed and you will no longer be able to add funds to your account.

Balance: $0

View Debit Transaction Report ]

UsDA APHIS Export Program Manual Help/Contact Us
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4.0 Adding Funds as an Applicant

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.

System Message

= The system has populated the Payment Date with the next available payment date.

Online Payment Return to your originating application
Step 1: Enter Payment Information 1

This item is payable by Bank Account Debit (ACH) or Plastic Card {ex: VISA Mastercard. American Express. Diners Club,
Discover)

Option 1: Pay Via Bank Account (ACH) About ACH Debit

Required fields are indicated with a red asterisk *

Account Holder Name: *

Payment Amount: *

Account Type: v *

Routing Number: *

Account Number: *

Confirm Account Number: *
Check Number:

Routing Mumber Account Mumber Check Mumber

Y0 ap9LE A 923 e paqal [ aag

Payment Date: 08/22/2007

Select the"Continue with ACH Payment” button to continue to the next step in the ACH Debit Payment Process.
[ Continue with ACH Payment ] [ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Option 2: Pay Via Plastic Card (PC) (ex: VISA, Mastercard, American Express, Diners Club, Discover)

Required fields are indicated with a red asterisk *

Account Holder Name:
Payment Amount:
Billing Address:
Billing Address 2:
City:

State / Province: | —— b’

Zip I Postal Code:
Country

Card Type:
Card Number:

Security Code:

Expiration Date: 8

Select the "Continue with Plastic Card Payment"” button to continue to the next step in the Plastic Card Payment Process.

[ Continue with Plastic Card Payment ] [ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Creating Phytosanitary Applications in PCIT 91



4.0 Adding Funds as an Applicant

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.

Online Payment Return to your originating application
Step 2: Authorize Payment 2

Payment Summary  Edit this information

Account Holder Name: Elizabeth Burton
Payment Amount: $1,000.00

Account Type: Business Checking Payment Date: 08/22/2007
Routing Number: 042000424
Account Number: ***5678

Email Confirmation Receipt

To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.
Email Address:

Confirm Email Address:

nultiple email addreszes with &

CcC:

Authorization and Disclosure
Required fields are indicated with a red asterisk #

| agree to the autharization and disclosure language. [ *

Zuthorization and Disclosure--Consumers and Businesses *~

Ferers’ £o tne rainanhcidl’ managemeht service ana its agents #ha ‘contratctdfzs GpErdcvind
Pay.gov. "You" refers to the end-user reading this document and agreeing to it prior
to engaging in a debit transaction.

I. Consumers

&. Authorization

You acknowledge that you have read and understand the consumer disclosure language and
authorize the Federal Reserve financial institution of Cleveland to debit the named
financial institution account. This authorization is to remain in full force and
effect until we hawve received notification of its termination in such time and in such
manner as to afford Pay.gov a reasonable opportunity to act on it, or unless otherwise
terminated for any reason by Pay.gov.

View Authorization and Disclosure in a separate window.

Press the "Submit Payment” Button only once. Pressing the button mere than once could result in multiple transactions.
Submit Payment ][ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incemplete data being transmitted
and pages being loaded incomrectly. Please use the links provided whenever possible.
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4.0 Adding Funds as an Applicant

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

Online Payment Return to your originating application
Step 2: Authorize Payment 2

Payment Summary  Edit this information

Address Information Account Information Payment Information
Account Holder Elizabeth Burton Card Type: Visa Payment Amount: $1.,000.00
Name: _ Card Number: #***+++44114 Transaction Date 08/21/2007 14:46
1234 Main Expiration Date: 1/ 2010 and Time: EDT

Billing Address: Street
Billing Address 2:
City:
State / Province:
Zip  Postal Code:
Country: USA

Email Confirmation Receipt
To have a confirmation sent to you upon completion of this transaction, provide an email address and confirmation below.

Email Address:

Confirm Email Address:

CccC:

Authorization and Disclosure
Required fields are indicated with a red asterisk *
| authorize a charge to my card account for the abave amount in accordance with my card issuer agreement. [ *

Press the "Submit Payment” Button only once. Pressing the button more than once could result in multiple transactions.
Submit Payment ][ Cancel ]

Note: Please avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

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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4.0 Adding Funds as an Applicant

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.

Online Payment
Step 3: Confirm Payment 3

Thank you. r:': _
Your transaction has been successfully completed. \3?3 Print this window.
It is recommended you print a copy for your records.

Pay.gov Tracking Information
Application Name: APHIS PCIT
Pay.gov Tracking ID: 3FOB7TROM
Agency Tracking ID: PCIT_T06
Transaction Date and Time: 08/21/2007 14:48 EDT
Payment Summary
Account Holder Name: Elizabeth Burton
Payment Amount: $1,000.00

Account Type: Personal Checking Payment Date: 08/22/2007
Routing Number: 042000424
Account Number: **5673

Return to your agency website

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

Online Payment
Step 3: Confirm Payment 3

Thank you. =
Your transaction has been successfully completed. \5?1 Print this window.
It is recommended you print a copy for your records.

Pay.gov Tracking Information
Application Name: APHIS PCIT
Pay.gov Tracking 1D: 3FOBTROL
Agency Tracking ID: PCIT_705
Transaction Date and Time: 08/21/2007 14:47 EDT
Payment Summary

Address Information Account Information Payment Information
Account Huldet Elizabeth Burton Card Type: Visa Payment Amount: $1.000.00
Name: . Card Number: =******1111 Transaction Date 08/21/2007 14:47
1234 Main Expiration Date: 1/ 2010 and Time: EDT

Billing Address: Street
Billing Address 2:
City:
State / Province:
Zip [ Postal Code:
Country: USA

Return to your agency website
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4.0 Adding Funds as an Applicant

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.

Welcoms Matt Elliott of Alaskan Lumber Warehouse (Org 1D 13654) .

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Financial Management

USDA
LOLA

PCIT Home
Account balance has been updated successfully.

With Template X X X 3 X
B The Financial Management feature of PCIT is used to deposit money into your pre-purchase
account. Your pre-purchase account is used to pay for Federally issued certificates. PCIT uses
Pay.gov as a fast and secure means of depositing funds into your pre-purchase account. To add to
your account balance through Pay.gov, select the "Add to Balance' button.

View Applications

Manage Processed
Applicatisns

Please note that if your balance is $50,000 or more, the "Add to Balance’ button will be temporarily

I ] Mamg!mm'" remaoved and you will no longer be able to add funds to your account.

Balance: 31000

[\"'iew Debit Transaction Report ]

UsSDA APHIS Export Program Manual Help/Contact Us

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.

Welcome Elizabeth Burton of Alaska Plant World (Org ID 13604) .
Sign Out

Phytosanitary Certificate Issuance &

Tracking System (PCIT)

Financial Management

USDA
]

The Financial Management feature of PCIT is used to deposit money into your pre-purchase
account. Your pre-purchase account is used to pay for Federally issued certificates. PCIT uses
Pay.gov as a fast and secure means of depositing funds into your pre-purchase account. To add to
your account balance through Pay.gov, select the "Add to Balance” button.

Without Template

Flease note that if your balance is $50,000 or more, the "Add to Balance’ button will be temporarily

Manage Processed .
A e removed and you will no longer be able to add funds to your account.

lications

Manage Template Data

Balance: 550000
Print Wizard

View Rl:porls

View Debit Transaction Report

UsDA APHIS Export Program Manual Help/Contact Us
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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:
o In Progress: the application has been saved, but not submitted for review.

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

e 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.

Select the View Applications link at the left of the screen.

USDA
——

Welcome Elizabeth Burton of Alaska Plant World (Org ID 13604} .
Manoge Account  Sign Out

Phytosanitary Cerfificate Issuance &
Tracking System (PCIT)

Welcome

Welcome to the Phytosanitary Certificate Issuance and Tracking (PCIT) System. PCIT allows you to
create and submit applications for certificates to export commodities. You may also view the
progress of your applications, print copies of your applications and final certificates, and create
termplates to simplify the application creation process.

....... hﬂessuges ‘

Pre-Purchase Account Balance: 550000

What's New I

usna APHIS Export Program Manual Help/Contact Us
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5.0 Viewing, Updating, and Recalling Applications

RESULT: The View Applications page appears showing the In Progress applications.

Velceme Elizabeth Burton of Alaska Plant World {Org ID 13604) .
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

View Applications

USDA
=

Please enter search criteria to view a list of applications. From the resulting list, you may choose to

view an application, edit certain applications, delete certain applications, or view ACO comments on
...... ) an application when available.

I AL | Application Status:
Manage Processed
Applications and
S 06/30/2008 | '© [0730/2008 | )
mmiddiyyyy mmiddiyyyy
Or

Tracking Number: |

[ND applications match the search criteria.

USDA APHIS Export Pregram Manual Help/Contact Us

3. Use the following chart to enter search criteria.

If you want to... Then...
Search for a range of The default date range is set to the previous seven days. If you wish to change
applications the default...

m Click the Clear button.

m 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 m Click the Clear button.
application m Enter the application’s Tracking number.
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5.0 Viewing, Updating, and Recalling Applications

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).

Welcome Elizabeth Burton of Alaska Plant World {Org 1D 13604} .
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

View Applications

USDA

PCIT Home

Please enter search criteria to view a list of applications. From the resulting list, you may choose to

view an application, edit certain applications, delete certain applications, or view ACO comments on an
application when available.

I . Application Status:
Manage Processed
Applications and
Date Range: 06/30/2008 | r T© [o7302008 | T
mm/ddiyyyy mmiddiyyyy
Or
Tracking Number: |
Search
Tracking Submission Shipment - -
Number Status Date Date Destination
150052  Submitted 07/30/2008 07/30/2008 Iceland View Recall
USDA APHIS Export Program anual Help/Contact Us

NOTE: The message “No applications match the search criteria.” will display instead of the list if no
applications are found.
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5.0 Viewing, Updating, and Recalling Applications

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 commaodities on the associated application.
Destination: the country to which the commodities will be sent.

If you want to... Then...

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 m Only available for Work in Progress and Returned applications.

m Click the View/Edit button next to the application you wish to update.

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

m Refer to the Creating Phytosanitary Applications in PCIT document for more
information.

Delete an application m Only available for Work in Progress and Returned applications.

Click the Delete button next to the application you wish to delete.

m 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 m Only available for Returned applications.

m Click the Comments button next to the application to view comments.

m RESULT: The View Authorized Certification Official Comments page
appears.

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

Process an application m 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.)

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

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

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

Recall an application m 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.

m Click the Recall button next to the application you wish to recall.

m RESULT: The Recall Confirmation page appears, upon confirmation of this
message, the application is recalled, and you are returned to the View
Applications screen.

m 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.

View a submitted application

NOTE: External Organization Users (non-Government users) can stop here.
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5.0 Viewing, Updating, and Recalling Applications

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.

Welcome Mary Davis of Skagway (PPQ).

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Create/Update Applications

USDA
=]

FCIT Home

Please select View/Edit to view or edit an application. To create a new application, select either
With Templates” or Without Templates’ from the left navigation.

Duty Station: | AK: Skagway (PPQ) |v|

Create/Update Search
Applicafions
Tracking Status Submission Shipment Destination

) Number Date Date
__________________________ 150054 Work in Progress [View/Edit ]

Manage Application

Templates
Manage Processed
Applications

UsShA APHIS Export Program Manual Help/Contact Us
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5.0 Viewing, Updating, and Recalling Applications

7. Click the View/Edit button to update the application.
RESULT: The Select Your Certificate Type page appears.

‘Wizlcome Mary Davis of Skagway (PPQ).

Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

USDA
UoLA

Select Your Certificate Type

I C‘"‘Nﬁcm‘vﬂfpo Please enter the required information on each of the Application Step by Step pages. You may enter
the information in any arder. When complete, go to Summary/Submit to submit the application. If
you would like to finish the application at a later time, you may save the application as a work in

progress. You may also save the application as a template.

.Gene?a|
Export & Shipping
Commaditie:
Attachments Please choose your cedificate type and click Mext'
Summeary/Submi
EXCERPT Used for: Available at:
PPO Form 577 | US origin cormmodities going to a foreign All PP offices or check with
consignee. individual statedcounty
agriculture department.

PPQ Form 579 | Foreign arigin commodities reexported All PPQ offices ar check with
frarm US to foreign consignee. individual state/county
agriculture department.

State Certificate  Interstate movement of commaodities. Florida, Texas and Wisconsin
Hote: Foreign consignees can be used when the State offices.
cerificate will be converted to a federal cerificate
at a PPQ duty station (2.9, handling CITES).

|PPQ Fom 577 v |

Ushe | APHIS | Export Program hanual | HelpdCortact Us
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5.0 Viewing, Updating, and Recalling Applications

8. Choose the certificate type and click the Next button.
RESULT: The Application Step by Step General page appears.

Wielcome Mary Davis of Skagway (PPQ).
Sign Out

Phytosanitary Certificate Issuance &
Tracking System (PCIT)

Application for Phytosanitary Certificate

USDA
LoLA

Tracking # 94811 . Save as Work in Progress | Sove as Template : Close : Print = Delete

PCIT Home

Certificate Type General

& .
lterns marked ™ are required.

Applicant Name: &N International Group, Inc. (Org 1D 9853
Applicant Address: 1222 E. Champlain Drive
Ste. 201

Fresno, CA 93720
Phone; 559-434-4978

Exporter Name:® |SE|E'31 V|
Consignee Name:® | Select X |
Certificate Type: PFQ Farm 577

Requested Issuing Duty Station:* | Select i

Reference Information: |

Import Permit Number:

Hote: Please use a comma
to separate multiple import permit
numkers,

Comments:

Previous Mext

usha | APHIS | Export Program hManusl | HelpdCortact Us

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 Section 581.031 (23)(A), Florida Statutes

Certificate 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

Creating Phytosanitary Certificates in PCIT 103




APPENDIX A - State Phytosanitary Certificates

The following is an example of the Florida State Phytosanitary Certificate:

FLORIDA DEPARTRIENT OF AGRICULTURE AND CONEUMER
ZERVICER DNIZI0H OF FLANT INDUETRY

PHYTOQSANITARY CERTIFICATE
Saotion 681.031 (25a), Florids Statuzse
18110, 347 Siraslt GAHNESVILLE, FLORIDA 328147100

T: THE FLANT PROTECTION CROANIZATION|2) OF

Wiamk Maxn

FOR OFFRCLAL UST ORLY

PLACE OF IS5LE
Apcpka, Flocids

T=000%F8 18=FL

DATE INSIECTED
Hovapbsr 05, 2
CERTFICE TR

This I 8o cmrtiy et the piants, plant product or after reguixted artizles described araln fave basn Rspactad andior Sasted according fo appropriate offical
procedures and ane consiiersd |o e fras o the quarantine pasts, spectied by fne Imparting contracting party and So conform with fhe ourmns

phytosaniiary nequirements of the Importing confracling party iRcuding those for reguiated ron-guarandne pests

DIZINFEZTATION ANDUOR DIZINFECTIZN TREATMENT

1. DATE T TREATMEMT
Noverksr 05, I

Steam atarilization

T CHEMICAL factve vigzminl) 4 DURATION AMD TEMPERATUSE
AR R R R R R R R EEEE R R R
S CORCERTHATON B ADDITIONAL IWFORMATION

DEECRIPTION OF THE COMEIGNMENT
MAME AKND ADDRESS OF THE EXPORTER B DECLAHED HAME ARD ADOHESS OF THE GONSIGHEE

Eln Exporbacs Hars Izg

Yistnam, Yiet Mam

La, Alaaka Z58352

15, BOTAMIRL MAME OF PLERTS

{1y Uzvilles ulmaces

B MAME OF PRODCUCE ANDDRERDITY
1y 13 Bundlea Apaacs LF:

T 9

PR R R T ERR EEEPE AR R B R R R AR R R R
T HUNBER ARD DESCHIFTION OF PACKAGES T2 S T S MERRE

EEEER R R e e R R R R

|Ses at S dim

13 PLALE OF ORIGIN 14. DECLARED MEANS UF CONYEYAMCE
ALe Foslght

12 DECLANED POINT OF ENTHRY
PR R R T ERR EEEPE AR R

Bighkak

WARNING: Ary alieratior, fzrgsry, o umauthertred g of the phylasankary cartficate b subject to prosseution 2 providad by sactlons 51,141 and 581211,
Florida Stanias.

ADDITIONAL DECLARATION

Fermit Humber 1

SE4EHDY _ Wam prassnbed. 1 1 1 1 1 1

Pege 1 of
18 DATE ISSUED 17. NANE OF AUTHORLIED OFFICER (T oF Ml 13, SHEMATURE OF AUTHORZED OFFICER

Eovezhaz 05, 200 Frinted_name R R R

Mo llakbiity shall atiach o the Forida Deparreent of Agricullure and Consumer Senvices or ko any o*icer or represeniative of the Depariment with respect o
s cerdficale.

DURDS.00rid Aaw GiDE
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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 Q4710
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APPENDIX A - State Phytosanitary Certificates

The following is an example of the Texas State Phytosanitary Certificate:

TEXAL DEPASTHENT OF AGRICULTURE ~
Todd Haplse, Commicclonar FOR CFRICTAL USE DALY

P.0. Box 12847 - Austin, Texas TET11 - (512 483.7472 ST o ]
Inbarnsd Addrecs: waw.agrctais ty g

Fof the hearing imeained (B3] 7382008 voloa) or (B0 | T38 2080 | TT¥)
PHYTOSANITARY CERTIFICATE | ...,
T THE PLANT FROTECTION ORBANIZATIONIS) OF

Wist Mam

Walkar, Taxas

DATE MSPEC
Hovembsr 05, 2007

CERTIFICETTON

This I5 o cerdfy that fhe aricisls) cescrided below wene examined by an authorised representatiee of S texas department of agriculture, and wens found &
e apoarenty fres fom Injerious clseases and pests, and confiem with the current quarantined reguiztions of this siate, the Importing state our counlry, a5
stabed In fhe addiicnal declarasons.

CIZINFEITATION ANDUOR DISINFECTION TREATRENT

1. OETE 2 THEATMENT

Movexbaz 0%, 2007 Shtanw ats L1

1 CHEMICAL [t aizwdimnl] 4 DUMSTION AND TEMPERSTURE

5 OOMCERTHATION B ADLETIONAL IRFOSMETIOR

shhh bR R R R R R R e R R

DEECRIPTION OF THE CONEIONMENT

MAME ARD ADDRESS OF THE EXPORTER 4 DECLAHELD HAME SKD ADOHRESE OF THE GOMSIGNEE
Eln Exporbacs Hars Irpes

Elm Wistnamn, Yiet Mam

lw, Almaaka I5632

& MAME OF PRODUCE ANDOUERTITY LERELD TC. BLTAMICE, MAME OF PLERTS

13 13 Bundlea Apaac K 1 ulTacsa
PR R R RR R R R P T Ul B L LI e e

11 HUKEBER AKD DESCHIFTION OF PECEAGES T DETHDI S NG UERRE

i Attactmd diat al sk
1% PLECE OF DRIGIN M. DECLARED MEAME OF CORGE=AMCE
t

Alr Fre

B2 DECLARED POINT OF ERTRY

Bishkak

WARNING: This certMcats axphras 14 days after ksuanca.

ADDITIOHAL DECLARATION

_ HiE praasnbed. I I I I I I

t Faumit Humbss _1I3G45454ES404E

| | | | | | | | | | |
| | | | | | | | | | |
| | | | | | | | | | |
| | | | | | | | | | |
Fage 1 of

E. DATE ISSUED 17. RAME OF BUTHORLTED OFFICER (Tige or Paay 14 SINATURE OF AUTHORZED OF FICER

Bovaxbar 85, 200 Frinted_nams R R R R R

Mote: Ko labdity whatsoswer shall afach boine Texas Department of Agricultene or s ofioers of reoreseniabives with respect to ihis cedfcale.

QR0 TR DT
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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 Ch. 94, Wis. Stats., Ch. ATCP 21, Wis Adm. Code
Certificate 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:

APPENDIX A - State Phytosanitary Certificates

W OREIH DEFA R TMEST OF AGRCULTURE, TRADE & ©OHELEDR PROTDC THoR
RARCULTURSL B SOUR DT MASA GDMEHT DaEsH

PO OFFICIAL USE DMLY

PO e A, MADEEOR, W S0 D R-054 1
Phora. BI-I04-4505  FAR. SLE-I08-4554

PHYTOSAMNITARY CERTIFICATE

Cn 54, \Wis. Stals., Oh ATCP 21, 'Wis. Adm. Codie
ARNI- D He 1286

T THE FLANT PROTECTION ORGAMIZATICHE) OF

Wist Mam

CETEIREFECTED
Hovembsr 05, 2007

CERTIFICETION

couniry.

This Is to certfy that the plants, plant prodict cescrined below hase besn Inspected acconcing o aporooriale procedunes and ans considersd 10 be free from
guamniine pests, practically free from ofner Inlurious pests, and et they ars considersd & cordm Wit cument phylosanitary reguiations of the Importieg

DISINFESTATION ANDSOS DIFINFECTION TREATMENT

1. DATE
Movexbezr 0%, 2007

2. THEATHERT
Shkanw ats

A DURATION ARD TENPFERATURE

& COMCENTRATION

B ADTITIONSL MFORRMATEON

EEEER R R EEE AR R R R

DEBCRIFTION OF THE CONSIGNMENT

T. MAME BND ADORESS OF THE EXPORTER
Elm Exporbacs

Elm wa Streat

Happyville, Alsaka I5632

4. OECLARED MAME AND AUDHESS OF THE COMSIGHNEE
Marz Irpeosts

Whaknam, Vit Max

B NAME OF PRODUCE AND QUANTITY DECLARED
13 13 Bundlea Apaac (F

PR R R TR R R R e P

10 SOTARICAL HAME OF PLANTE
iy & ulmacsa

07 LITE LLLLL R Lttt IR Lttt e

1L HUMEES AND DESCRIPTION OF PACKAGES

1y balk

12 DISTIRGLISHIRG MARKE

13 PLACE OF OHIGH
[ 4]

{Sea attachmd diat

15 SECLARED POINT OF ENTHY

Bishkak

WARNING:

Fermit Humbsr _ 12
| | | | |
| | | | |
| | | | |
| | | | |

ASASAES B4 G053 _ vas pradsnbed.

ADDITIOMAL DECLARATION

Fage 1 of

Bovexiar 0%, 2007 Frinkted nams

15 DATE ISSUED 1. RANE OF BLTHUOHRLEED CFFILER (Te or frial)

T8, SKEATUNE OF AUTHORIED OFFICER

R R R R R

My ki e | et e e Wistoaun Doparriet e Rpiiare, Trede @l Cormamer Truenees or s By MR I preiaaEes ol e Cenm Taw Wy reapac 1 ohe camieate TR tem mevtnioa
aEnauly |30 Rbs P TERE T e b T 5 S T A0 o 1 e a0k el peReced The Tl 39 67 Bl ST B prvice s sdanay
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