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Purpose of this document

This document will give you a step-by-step guide to adding a commaodity to your Exporter or Client

Group profile in the NEXDOC Portal.

How to add a new commodity to my existing profile

As more commodities are onboarded onto NEXDOC you can add a commodity onto your existing

Exporter or Client profile.

Mange commodities for Exporter profile

To update your Exporter profile follow the steps below.

NEXDOC Portal Homepage

Step 1
Log in to NEXDOC.

| Online Services - Login (7]

Department of Agriculture,

\ Australian Government
Fisheries and Forestry

#% Continue with Digital ID

Don't have an account?

Create Account
Digital ID is a secure, convenient and voluntary way to verify
and reuse your ID online.

P G

lh‘
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Select Account tab.

Step 2
Select Go to NEXDOC § :
Homepage. Online Services

My services

I Go to HEXDOC Homepage > I

Lodge a Request for Export (REX) >

Manage Client Growps:

Manape wib srvice users »
Step 3

NEXDOC"

P T

Welcome to NEXDOC

CAOC SYFEm 15 used 10 pererate enport Socsments, Ths INCUGES SDor permis: sndl

REX aedl (o7 il ale wcaiih

Step 4
Select NEXDOC

services.

Your NEXDOC Account

My details >

HEXDOC services »

Address Books »

Manage company users »
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Step 5

Select Manage Export

Commodities.
NEXDOC Services
Clignt Groups >
Software installation »
Exporter Management >
Manage My Printer »
Manage Export Commadities >
Step 6

Select the commodity
you would like to export

and select Save.

Export Commodities

Dadry Australla

Step 7
You will receive a

notification your
request has been
submitted to the
department.

Export Commodities

. OIPRIBEOISO6E
(-] ¥our reguest Fs fasen iodped wif e department
The reues HIEAERE |5 IvELBE If INe SENVACEs SeCtion of Ie chent part

NEXDOC How to add a new commodity to my existing profile.

OFFICIAL

4 0of 5



OFFICIAL

Step 8
You will receive a

notification advising you
application has been
approved.

NEXDOC  SRACORIGNIS202506G6 - A
I GO0 o SEpIoved

wndl CHabrt Group N Ded aoprowved

Mange commodities for Client Group profile

To update your Client Group profile follow the steps below.

NEXDOC Portal Homepage

Step 1

Log in to NEXDOC. | Online Se;vices - Login

P

Department of Agriculture,

‘ Australian Government
i Fisheries and Forestry

Create Account

and reuse your ID online.

| Digital ID is 3 secure, convenient and voluntary way to verify
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Step 2
Select Manage Client

Groups.

Home My Detail

Welcome to Agriculture Online Services

This portal provides access to online services within the Department of Agriculture, Fisheries and Forestry.
Connect to a service to:

1. Register your company zs an exparter
2. Register as a Client group administrator (external software users)
3. Request to be an AEP| (Automated Export Pemmit Issuer)

4. Create web service users for your software

f your company is already registered as an exporter — the person in your company who manages your NEXDOC access will be able to add your online account to
the exporter

fyou want to update your personal details, go to the My Detalls’ tab and update your contact details

My services

Go to NEXDOC Homepage >

roups >

Manage web service users >

Connect to a new service

Step 3
A list of all your Client

Groups will appear.

Select the relevant
Client Group/s.

Manage enabled client group

L

Exporter Cliont Groug
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Step 4
Select Change under

Export commodities.

test meat client group

[(Ensbie clers o |

test meat client group detail

Patei

Chent group token
Bune<s s
Ak

Phona

Aaddrect

Cantact person

Export commodities

xpost comanadities

=1

Manage members

Step 5
Select the commodity

you would like to export
and select Save.

Export commodities

w
'
o

K KIQ

Dairy Austraiia
D0 30us v appewal Tor yaur £ pOrT daEa 10 b provided 10 Dury AuamaBaT -1
. -

| [
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Step 6
You will receive a

notification your
request has been
submitted to the

Submission successful

You will receive a
notification advising you
application has been
approved.

department. ] - cenensanrano
test meat client group
[ ]

Step 7

Inbox
P
L
‘-\
From Seibgoct Menzige

MO SRA-O0 BET S ROFTEE - Amend
Clignt Group i apgeoved
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Once the department has approved your commodity request you will need to request My print.

How to request My print for a commodity.

Step 1

Welcome to NEXDOC

Thi NEXDOC dystiom ik b

Snat mw Risquisst fow Expest

Your last five requests

Step 2
services.
Your NEXDOC Account
My details
HEXDOC gervices »
Addeess Books »
h‘il\ll}l COMPany users >
Step 3
Select Manage My
Printer.

NEXDOC Services

Client Groups »

Software installation >

Exporter Management »

Manage My Printer »

Manage Export Commaodities >

NEXDOC How to add a new commodity to my existing profile.
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Step 4
Select the commodity

you would like to allow
My Printer permissions.

Update My Printer Permission

Do you atill require sccams to my pemtee?

My Printer

What s Ny brienet ¥

Ragusm My P1betns

My Printer available for following commodities

1 e et pas abih Te wis Wi My Pibie

BNEE

<1<
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Step 5
Select Submit.

Update My Printer Permission

O8 yome o1l regews scions 13 my pontes’

My Printer

My Printor available for following commodities

bolken § Mo b rnterdies poe sub be wie =t My Pibie

v
hd

1%

(<] [€

oy Mt
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Step 6
A notification will

appear confirming the
action. Update My Printer Permission

+ 02241120171335
[ ] Vour remest has Been ladoed with the depatment
Tree request bentifier is svadable in the Services section of the clisnt poms

Contact the NEXDOC help desk.

For more information or assistance, please contact NEXDOC@aff.gov.au
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