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How do | lodge an import inspection request via
the email and password method?

This task card demonstrates how to lodge an inspection request using the Biosecurity Portal Other User.

NOTE: Refer to “How do I login to the Biosecurity Portal?” on how to register and login to the Portal.

NOTE: The Portal works best with the latest version of Google Chrome, Safari and Microsoft Edge. Internet Explorer
and Mozilla Firefox are not supported.

Ensure pop-ups and cookies are enabled before proceeding.

Lodging an inspection request

Selecting your Entry ID and Direction

Browse to biosecurity.awe.gov.au
Login to the Portal and select “Inspection requests” and then “Request an import inspection”.

| Biosecurity Portal
-

e

Welcome to the Department of Agriculture, Fisheries and Forestry Biosecurity Portal

Inspection requests > ASMP >

My profile >

Mewd Help?

Gpenhe Chrosese, Salin oo Witrush K |HLevset Easbores i 56t waproented
5 1 rikance your ste experienor. B learm mare sbout Row we wse conkie, pleass rad cur prvacy

et betare proceeding.

Figure 1: Link to Inspection services

= > Inspections

Inspections

Request an import )
inspection

Figure 2: Link to request an import inspection

How do | lodge an inspection request via the Other User method? Page 1 of 7

OFFICIAL


https://biosecurity.awe.gov.au/

OFFICIAL

Department of Agriculture,
Fisheries and Forestry

Enter a valid AIMS Entry ID and select Next. The system will check to determine if the Entry ID is valid. If not, an
error message will be displayed asking you to check the Entry ID and re-enter.

Heme > Inspecnons » IMpet inspection nequedts Tip: Entry IDs is an alpha-numeric, nine-character reference
which can be found on the Direction issued by the
Import inspection requests department.

Note: You will be unable to lodge a request for inspection for
any direction against an Entry ID if there are other in-progress
directions which need to be completed first. For example, if
there is any document assessment or ICS amendment required
direction/s against that Entry ID, the following message will be
displayed:

Enbesr your impost Entry i and click ‘Next'.

“You cannot lodge an inspection request for this entry
Figure 3: Enter a valid Entry ID to begin your request for whilst there are other actpns pend'mg. Please contact

inspection the broker or provide the information as requested by
the department.”

Once these in-progress directions have been completed, try
lodging a request for inspection against the Entry ID and/or
Direction again.

Enter a valid Direction and select Next

Home > Inspections > Import inspection req... > Request for Import Inspection

Note: For Biosecurity Directions — enter the Biosecurity direction name to
determine its validity to an Entry ID. Not all Biosecurity Directions can
have an inspection booking requested.

Request an inspection for Entry ID - BAC191003

Enter Directions for the inspection request
start yping 3 Direction name Note: For Food Directions — there a two generic directions “Imported

| Food: inspection” and “Imported Food: Failed food inspections”. You do
not need to enter the exact Direction name for these Directions. If your
Direction pertains to Imported Food Inspection, choose the former, and if
it pertains to a failed food inspection, choose the latter, and the system
will match the request to the correct Direction in AIMS.

Qnspectmn: Tailgate - Rural Destination x)

@ select one or more directions to add to your inspection request.

@ Sselected directions must have the same inspection location.

Tip: Multiple directions can be included in the one Inspection request,
but only if the Inspection location is the same.

Figure 4: Enter a valid Direction . . . . .
Note: You will be unable to lodge a request for inspection against a specific

direction if there are any open directions which need to be completed first. For example, fumigation or pending test
results directions.

Once these open directions have been completed, try lodging a request for inspection against the Direction again.

Note: A directions order as detailed in comments will not be known or managed by the system. If an inspection direction
and fumigation direction are issued, with the inspection direction stating ‘1 of 2’ and the fumigation direction stating
‘2 of 2’, the inspection direction will not be able to be booked unless the fumigation direction is closed.

In these instances, you must contact the department to have the blocking direction temporarily closed whilst a request
is lodged for the inspection. The blocking direction will be opened immediately following inspection request lodgement.
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Completing the inspection request ‘

Complete all questions on the “Inspection Location”, “Location Contact”, “Consignment information” and
“Appointment details” tab to complete your request for inspection.

REGUEST 10T IMBOT INSpacTion

Request an inspection for Entry ID - TEP94H001

=

Note: Mandatory questions are shown by an Asterix (*). You cannot progress your inspection request until all
mandatory questions are answered.

Figure 5: Details about your inspection request

e The form could not be submitted for the following reasons:

Email addrass is a required field.

Figure 6: Mandatory question error message

Inspection Location

Confirm the location of your inspection. If the Inspection location is the same as stated on the Direction or Food
Control Certificate, select Yes to proceed to the next screen. See below if requesting for Imported Food or Cargo
Compliance Verification inspections (CCV).

> Inspections > Importinspection raq Request for Import Inspection

Request an inspection for Entry ID - TEPS4H001

Selected directions

Inspaction: Frash produce Inspact

Inspection Location

Is the inspection location the same as stated on the Biosecurity Direction? *
O Yes.

O No

Figure 7: Enter a valid Direction

Note: Please note that this ‘add location’ function will not update the location on the Direction itself so that other
parties can book through the Portal.
To update the location on the Direction, if you are the broker, the location can be updated through COLS.

If you are the AA or the Importer, please contact your broker to update the location.

For Imported Food or CCV inspections: Do not answer YES based on the address listed on the FCC or on the address
listed in the CCV directions comments. You must answer ‘No’ for these consignments when answering the ‘Is
inspection location as advised in Directions?' question. When 'No' is selected, a pop-up box will display. It is required
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that the inspection location address is entered based on the address listed on the FCC or on the address lis
CCV directions comments.

Simply start typing the inspection location address and select from the options presented. If the inspection location
address does not appear, select Enter the address manually and type the address in the fields.

Add an inspection location for this direction *

Note: The option to enter the address manually
will only appear once you start typing the Street
Number and Name.

Address not found. Type an address manusly?

Address line 1.*

Paddress line 2

Address line 3

Suburbtownfcity

stateftesritory *

Figure 8 Adding an inspection location and address validation
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Consignment Information

Complete responses to all applicable questions. Select Save & next button to proceed to the next tab.

Locaton contacs | Appoinment dtas Sumenary

Consignment information

Pleass complete the required consignment information below snd then select "save & next” button to procsed.
Inspection request

Location

1508, PL Australia Py Ltd

34 Kent Road

MASCOT NSW 2020

Directions

Inspection - Inspect {unpack}

Inspection / consignment Information

‘completing this informztion heips the department allocate the right biosecurity officer and time for your booking.

1€ Do=sthis inspection request need  Photo-Jonisation Detector [FID), e.2. inspection of cut flowers from Ecuador, Columbia or Kenya? I yes, make sure that you add *Phata-
Ionisation Detector (7ID) inspection”

Start typing your inspection / consignment find suggested matches | ¥ etc.). You can add multip! as required, *

his infrmztion mzy be availzble on the packing sip, the direction {which can be accessed via the Siosecurity Portal home page under "View import directions” or on the import permit)

x

Hazardous goods and fumigants

hazardous goods or fumigants?
Exzmples include explosives, chemicals, biolegice| metter, sharp insiruments, frssrms; fumiganis fike metnyl bromide, sulfury| flucride, phosphing, gzmma imedition trestments =iz
O ves

O ne

Consignment type
select f applicable

[ slatrack

[] tsotank.

[ Opentop container

[ sin-sided contsiner

Bulk commodities
Does the consignment

O ves

O no

and fertiliser]? *

Multi-day booking

1 this request fora multiday booking? *
O Yes

O no

Figure 9: Consignment information

Note: Inspection types may be automatically added by
the Portal based on selected direction(s) and (or) included
tariff code(s). Automatically added inspection types
cannot be removed. You can also manually add
inspection types based on the consignment. Refer to the
department’s direction and/or packing slips and for
imported food the Food control certificates (FCC) for this
information. It is important you review the inspection
request to ensure that all required inspection types have
been included before submission.

You can add multiple inspection/consignment types on
the consignment information tab by typing each
inspection type in the search bar and adding to the
inspection request. You will not be able to add duplicate
types of inspections. Please refer to the “How do | select
the correct inspection type” Task Card.

Imspection Lacstion. Lncation Comact appointment detais
@ @

Consignment information

DIa262 Comalata tha raqUITSS COARIGATMANT INfarMATON balow 46 then S4ISCt S3u8 & AGHT" BUTON 1o procssd.

Inspection request

Location

Locanan of th spection (e 53 s 5160 on the BeosscisityDiraction
[—

Inapaerion; Tadgats - Autsl DERTIARIOn

Inspection / consignment Information

Phato-lonisation Datector (FID] Inspaction 3¢

Figure 10: Enter all relevant inspection types for this request

Tip: Questions on the consignment tab are dynamic. Depending on your responses, additional questions will be

displayed.

Inspection / consignment Information

Completing this information helps the department allocate the right biosscurity officer and time for your booking

lonisation Detector (D) Inspection”.

This information may be available on the packing slip, the direction [which can be sccessed vis the Biosecurity Fortal home page under "view import directions” or on the import permit).

©) Does this inspection request ne=d a Photo-fonisation Detector {FID], e.2. inspection of cut flowers from Ecuador, Columbia or Kenya? Ifyes, make sure that you add “Photo-

Start typing your inspection / consignment information to find suggested matches (&g, ditrus, bulk commaodity, machinery etc.). You can add multiple items as required, *

*

Cut Flower Import Inspaction. 3¢

ut flowers
roide the following information in relation to cut flawer inspection
Number of growers ©

Number of phytosanitary certificates *

Figure 11: Dynamic questions based on inspection types entered
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Appointment Details

Complete responses to all applicable questions. Select Save & next button to proceed to the next tab.

Request an inspection for Entry ID - CWS565001

[Goods availability
Incicate
Locstion contacts Censignment infermatien Appointmant datails Summary

@ @

September 2022 >

u)
Appointment details S Mo Tu We ™ R Sa

Please complets the required appointment detalls below and then select *Save & next” buon to procesd. 2 23 0 om o1 2 3

Inspection request
Location
11473, G5 Sxpress Farcels Py Ltd

2532 Cartar 5t
HOMESUSH Bay Nsw 2127

5, non-efrigerated perishables, U

airteight perisnaol
= s perishable or urgent goods
Dirsctions

Goods availability
i

ection, *

Sel nou can record a time by selecting the dock icon located at the bottam of the calendar. Date provided must be in the future. The
record atim by selacring the clock icon located at tha boTtom of the calendar. Date providad must be in the future. The department will 1y 10 book your inspection as dase as possible to the avallable date and fine.

department will try 1o bagk your

DO/MMYYYY Hbrmen

DD/ YYY Hrcmm [ M ]

Preferred inspection period *

Preferred inspection period ©

Mext Available {to be inspected during the Auail

listod in you

s profila}

Figure 13: Goods availability date and time

Indicate a date and time when your goods will be ready
for inspection — this date and time must be in the future
and select a preferred inspection period from the list.

Perishable / Urgent

Perishable o

7 P

r carnats,

Figure 12: Appointment Information

When you require an inspection outside of departmental core business hours i.e. outside 6:30am to 6:30pm Monday
to Friday, you can select the overtime option under the Preferred inspection period. You will receive an email with
the day/time once the booking has been confirmed.

NOTE: If you select AM or PM, you are restricting officer availability to the AM or PM slot only, the department may
have earlier availability but is unable to allocate due to the selection. To maximise inspection availability, it is
recommended to select NEXT AVAILABLE in the preferred inspection period field.

NOTE: Overtime inspections are subject to availability and not guaranteed.

You can select a ‘To Meet’ booking in certain circumstances for example if specialist equipment or labour hir tis

required. The department will review your request and if appropriate your confirmed booking will include the day
and time for the inspection.

Please indicate if your inspection contains perishable and/or urgent goods.
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Summary

This screen provides a summary of inspection information entered for your inspection request. Once reviewed, if
any changes to this information are required, use the Previous button to navigate to the relevant tab.

Note: Ensure that all the entered information is accurate before submitting the form.

Request an inspection for Entry ID - SWMGOV931

Summary

@ Inspection request - 1
Location
20004, DAFF Import Clearance ACT Region

Smith Street
PIALLIGO ACT 2609

Directions

nspection - Live fish inspect

®
o
4

Request details

Indicate when goods will be ready for inspection  02/09/2021 11:50 AM

Preferred inspection period PM (12:30 1o 18:30)

Request a to-meet inspection No

Declaration

By clicking submit, you are acknowledging your agreement to the declaration and that you have read and understood the privacy notice and the privacy policy
e ] [ Lot ]

Figure 14: Review the request for inspection details prior to submitting

Note: Please read the declaration notice, privacy notice and privacy policy prior to submitting your inspection request
form.

Submit the form by selecting the Submit button.

Each request for inspection will have a unique transaction number used to manage your lodgement. An email will
also be sent to your registered email address.

Request for Import Inspection

Your request for inspection has been submitted.

Inspection request: MR-R1V3-X1B2-LBG2Z

You will be notified of your inspection booking when the department has actioned your inspection reguest.
You can view, modify or cancel your inspection requeast by clicking the "View inspection requests” button below.

Your inspection request will be completed in accordance with the department's service standards.

Figure 15: Unique transaction number
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