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How to lodge an amendment to a REX
The below guide shows how to amend a REX in NEXDOC for Meat.
You may need to amend a Request for Export (REX) for meat when details in the REX change after it has been submitted, but before it has been fully completed or replaced. An amendment allows you correct or update information without starting a new REX. 
To commence an amendment task, your REX will need to be at one of the following statuses:
· Order
· Final
· In review
· Certificate ready.

If the REX has progressed beyond the point where an amendment is allowed, you may need to replace the REX instead.


This guide assumes that you have already registered as a Meat exporter or are a member of a Client Group in NEXDOC. 
· If you have not yet registered as a NEXDOC exporter or as a member of a Client Group, please refer to the Create a NEXDOC Exporter Account pdf or docx guide. 
· If you are registered as a NEXDOC exporter or are a member of a Client Group but need to add Meat to your exporter account, please refer to the Add or Remove Exporter to Exporter Account  pdf or docx guide. 
	Log in to the Online Services Portal

	
Go to the Online Services Portal, enter your login details and click on the Login button. 
	
[image: Image of the online services portal log in page. The blue login button displays under "Email or Client ID" and "Password" fields. 
]





	Step 1 
Select the Go to NEXDOC Homepage link to display your REX applications.















	[image: This shows the Welcome screen when you log into the Portal. The Go to NEXDOC Homepage link has been highlighted with a red box. ]

	

Step 2

Select the REX number for the one you need to amend. 

Note: You will need to amend your REX if your REX status is
· Order
· Final
· In review
· Certificate ready.




	
[image: This shows the Welcome to NEXDOC screen from the Home tab. The Home tab has been highlighted with a red box. It displays all the REXs lodged for this login.
 ]

	Step 2(a)
If the REX you wish to amend is more than five entries prior, you will need to access it using an alternative method.

You can:
· Select the View all applications hyperlink as shown




· Select the Exports tab and use the REX number to search













· Select the Certificates tab and search for the certificate number










	[image: Screenshot of the NEXDOC homepage. The View all applications link has been highlighted with a red box. ]





[image: Screenshot of the Exports screen showing the Search for REX function. ]

[image: Screenshot of the Certificate tab showing the search for a certificate number function. ]

	Step 3

Select the More Actions drop-down and select Amend REX.


































	[image: This shows the amend REX screen. The More actions and Amend REX links have been highlighted with red boxes. ]

	Step 4

Select the relevant blue tab on the left-hand side to navigate to the section requiring amendment. Amend relevant details. 
















	[image: This screen shows the Products for export page including the blue hyperlinks for changes to be made to the REX.]

	Step 5

Once the amendments have been made, select Submit from the left-hand menu. 

















	[image: This screen shows the Products for export screen and has the Submit hyperlink highlighted with a red box.]

	Step 6

Read the export declaration and select I agree.















	[image: This shows the Lodge REX screen including the I agree button. ]

	Step 7

Select the tick box for each exporter declaration (where required) and select Next.

Note: Not all REXs will have exporter declarations so this screen may not appear. 
















	[image: This shows the Lodge REX screen with the declaration check box selected. ]

	Step 8

Enter an Amendment reason to the free text field and select Lodge amended REX.















	[image: This shows the Products screen with the Amendment reason free text field highlighted with a red box. ]

	Step 8

Click the Yes button. 

Note: If more amendments are required, click the Make more amendments button and repeat the earlier steps. 










	[image: This shows the Lodge REX screen. The Yes box under Would you like to submit an amendment to the Department has been highlighted with a red box. ]

	Step 9

A confirmation message will appear. 

If relevant, a Service ID will also appear. 






	[image: This shows the REX lodged screen. It shows that the changes to the REX have been applied as requested. ]
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‘The NEXDOC system is used to generate export documents, This includes export permits and
certificates and related documents as required by importing countries. Refer to the Department
of Agriculture, Fisheries and Forestry's Exporting from Australa page for more information
about NEXDOC.
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