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Adding a TRACES exporter number

Please note that this guide is for exporters that wish to update their account and include their
TRACES exporter number. For a first-time registration, please refer to Create and Manage your
account user guide for instructions on how to complete this registration.

1 Log into the Online Services Portal

Online Services - Login (2]

" L, A
Australian Government
Department of Agriculture

FOrgot my

password

Don't have an account? Have a myGovID?

Crealte Account Login with
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Select Go to NEXDOC Homepage.

My Details

Welcome to Agriculture Online Services

My services

Go to NEXDOC Homepage 2

Lodge a Request for Export (REX) b

Connect to a new service >

Note: The NEXDOC Homepage will display.

Select the Account tab.

Certificates

Welcome to NEXDOC

Start new Request for Export >

Your last five REX requests

REX Mumteer: REX0000026427 [ pROGRESS)
» 200t >
Murmbér: REXO000025866 COMPLETED |
i .
[
»
REX Number: REX0000023226 | N PROGRESS |
& . >
or. REX0000022921 [cermFIcaTE READY |
2 »
Wiew all REX applications =
Your last five certificates
Cartificate number: AUOOO01TE07S Printed | s

Note: The Account screen will display.
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4q Select NEXDOC services.

Home Exports Certificates Account

Your NEXDOC Account
My detals >
MEXDOC services >
Address Books >

Note: The My details tab will redirect you back to the Online Service Portal detail
screen. These details relate to your Online Service Portal account, not your NEXDOC
account.
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5 Select Exporter Management.

Certificates Account

+ Back

NEXDOC Services

Client Groups >
Exporter Management >
Manage My Printer >
Manage Export Commaodities >

Note: The Manage Exporters screen will display.

6 Select the exporter profile you wish to update.

Home Certificates Account

#= Back

Manage Exporters

BJ4816 + Department Dairy
Emaik departmentdairy@dd.com.au b

Phane: 0401 020 304

BABS1E - Australian Dairy
Emaik fest@Pawe.gov.au >

Phone: 0405 060 701

+ add a new exporter

Note: The Exporter Profile screen will display.

NEXDOC Adding a TRACES exporter number

4 of 7



‘ Department of Agriculture,
Fisheries and Forestry

7 Enter your TRACES exporter number.

Exporter - Department Dairy

Exporter Profile

Contact Persan

Approval required Section

Single Electronic Windaw

0O Single Clectone Wirdo isdcal

Other Changes
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8 Select Submit.

9 Your TRACES exporter number update has now been lodged with the department.

Home Certificates Account

+ Back

* Your senvice regquest id is 0221100612310832

Your request has been lodged wath the department.
The request identifier is available in the Senvices section of the client portal

Retum to Account

10 | Once your request has been actioned by the department, you will receive a
notification in your NEXDOC inbox.

MNEXDOC FuBLE BT

Jairy Exporter

Certificates

Inbox

MEXDOC
SRA:02211006131083 - Change exporter details is approved 21/07/2021 09:25 AM
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11 | If your TRACES exporter number is rejected, the notification will provide reasoning
for this decision. Complete steps 3 to 8 to re-lodge.

Haonmse Certificates

= Back

. = This notrfication will expire on 28 Jul 2021

From: MECDOK,

Subject: SRA=02211006131083 - Change exporter Setails is approved
Sent: 21/07/2021 (525 AM

HMotice: This notibcation will expire on 28 Ml 2021

Beference rumber: 02211006121083

Your request to Change exporter details has been approved

Wi recommend you kibep your details up to date and advite ary changes b5 5000 a3 practical
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