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Document ID: IMLS-9-7602
Risk rating: Low

Purpose of this document
This guide includes step-by-step instructions for using the general functions in PEMS and:

e provides a brief overview of PEMS and supporting systems

e outlines how to get started in PEMS

e explains how to search in PEMS

e explains how to initiate inspections in PEMS

e explains how to complete inspection records in PEMS

e explains how to join an active inspection/calibration

e explains how to initiate an in-transit cold treatment in PEMS

e explains how to complete an in-transit cold treatment calibration record in PEMS

e explains how to enter other data into PEMS.

Note: User guides for recording specific inspections and calibrations in PEMS are listed in the Related
material section.

Acronyms and abbreviations

AO Authorised Officer

BVI Bulk Vessel Inspection

ELSA Electronically Lodged Service Advice

ER Establishment Register

EXDOC Department of Agriculture, Fisheries and Forestry electronic documentation system
IMO International Maritime Organisation

ITCT In-transit cold treatment (calibrations)
Micor Manual of Importing Country Requirements
PEMS Plant Exports Management System

OSCT Onshore Cold Treatment (calibrations)

QSR Quality System Recognition

RFP Request for Permit

VHT Vapour Heat Treatment
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Plant Exports Management System Overview

What is PEMS and what does it do?

The Plant Exports Management System (PEMS) is a web-based IT system that:
e automatically extracts relevant details from the RFP in EXDOC and establishment details in the
Establishment Register (ER)

e allows inspection AOs to enter and submit inspection results, calibrations records, and any
supporting documentation to the department

e allows exporters and EDI users to view their RFPs in PEMS and upload supporting documentation
directly into the system, post inspection

e allows export registered establishments to view and download inspection records from all
inspections conducted at their establishment

e centralises and stores all plant export inspection records and supporting documentation, making
record keeping easier and accessing these records faster

e automatically validates AO competencies and inspection data to improve the accuracy and
quality of inspection records and improve the efficiency of export documentation processing

e automatically calculates inspection expiration dates

e works on a range of devices including desktop computers, laptops and mobile devices, such as
mobile phones, a tablet or iPad

e includes an offline mode so AOs can record inspection data even when there is no internet /
network connection at the inspection location

e s available 24 hours a day, seven days a week.

Authorised officers and PEMS

AOs can use PEMS to:

e initiate inspections

e initiate calibration records

e complete inspection and calibration records

e record and capture effort (through time entries)

e communicate through attachments and correspondence functions

e search for an RFP

e submit inspection and calibration records to the department.

Important:

e If an AO completes and submits an inspection or calibration record in PEMS, the AO is not
required to complete the manual inspection record.

e AOs do not need to print and retain PEMS records or keep copies of supporting documents
uploaded into PEMS.

Interactions with EXDOC and ER

PEMS has been designed to improve efficiency and accuracy in completing inspection or calibration
records by reducing manual transcription and eliminating data duplication. PEMS achieves this by
automatically extracting relevant details from the RFP in EXDOC and establishment details in the
Establishment Register (ER).
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Canvuoantinnc niedd in thic 1icar auida

Acitivity date™

22/06/2016 =
Start time * End time *

hh:mm | | hh:mm
A start time is required. An end time is required.

If a range of fields or columns are being discussed or referred to in the text, they will be identified on
the screenshot by a box with a numbered arrow pointing at it, for example:

Key points will be presented in information boxes, for example:

I Key information is presented here.

Some functions in PEMS are only accessible by departmental AOs. In these circumstances the section
heading in this user guide will specify whether the instructions relate to third party AOs or
departmental AOs, for example:

Entering time entry data (departmental AOs)

Be sure to refer to the instructions that are relevant to you. For departmental AOs, once the time
entry is complete refer to the section Adding invoices to the record.

Conventions used in PEMS
Several conventions have been used in PEMS to assist you.

All mandatory fields on PEMS are marked with asterisk (*) ! to the right of the field name. You must
enter information for these mandatory fields before you can either save the record or move to a
different window. If you have not entered information into a mandatory field and attempt to save or
move to a different page, PEMS will highlight the field in red and display an instructional message?.
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Creale Horticullure Inspection

Mo matching RFP found in ExDoc for RFP number 1234567

RFP number *
1234567

EX DO
[ Hedoad HFP from EXDOC
Establishment numkbser

=

PEMS will display an appropriate error message! when information is entered incorrectly into the
system, or a particular function cannot be performed.

PEMS will display an acknowledgement message! when you successfully perform certain actions, such
as saving a record.

Empty Container Inspection Active 19/04/2016
The inspection result has been added.

E2 Insnectinn 8 Authnorised Dfficers (D Tima Fntrv

If you decide you would like to exit a window at any time, you can click Close? or click Exit (X) 2.

||"|SpECti0l’1 details
Level*
Consumable

Approval issued

Is an approval issued for the vessel
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PEMS will display a confirmation message! when you perform certain actions, such as closing a
window without saving (such as demonstrated in the screen shot below) or submitting, cancelling, or
withdrawing an inspection/calibration record.

You have made some changes, are you sure you want to close without saving?

Cancel

Saving and submitting records
There is a difference between saving records and submitting a record in PEMS.

When you save a record, PEMS will save the record to the database. When you open the saved record,
you are still able to update that record if you have the appropriate permissions.

When you submit a record, PEMS will finalise the record on the database. When you open the
submitted record, it will appear as read-only, and you will not be able to change the record.

Abiding by instructional material

This user guide provides instructions for using the PEMS system. Authorised officers must perform
their tasks consistent with all approved instructional material for their appointed job function(s).

I Remember you are responsible for maintaining the confidentiality of your PEMS user login and
° password.
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1 Getting started

To help you get started in PEMS, this section provides information on:

e how to login
e the PEMS menu and home page

e how to manage your PEMS user profile.

1.1 Accessing and registering for PEMS

PEMS can be accessed by all departmental and third-party plant export AOs. Once AOs have
successfully registered as a PEMS user and the administrator has enabled their account, PEMS will
identify the AOs appointed job functions and provide the AO with appropriate access to enable
completion of records in those job functions.

1.2 Logging into PEMS

To access PEMS, go to: https://online.agriculture.gov.au/selfservice

The log in page will display.

Enter your User Login® and Password?. This information will have been sent to you via email by the
Plant Export Training team following registration.

If you agree to the terms of use select the | accept the terms of use® checkbox.

Click Log in®.
I If you forget your password, click Forgotten Password?® link and follow the prompts.
[ ]
- Australian Government
Welcome to the Department of Agriculture,
Fisheries and Forestry
(
B
User Login
Password
| I accept the terms of use
Create an account Forgotten Password?
I You are responsible for maintaining the confidentiality of your PEMS user login and password.
°
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https://online.agriculture.gov.au/selfservice

The PEMS self-service page will display.
Click the PEMS! button to enter the PEMS home page.

Australian Government

Welcome to the Department of Agriculture, Fisheries and Forestry

services

PEMS

Request Access

PEMS menu bar
There are six items displayed in the PEMS menu bar:

e Home! - view your records, or initiate a record as outlined in relevant user guide.

e Inspections? — search for and initiate an inspection record, as outlined in Sections 2.1 Inspection
search and Section 3.9 Alternate way to initiate an inspection or calibration respectively.

e RFP3—search for an RFP as outlined in Section 2.2 RFP search.

e Calibration® — search for and initiate a calibration record, as outlined in Section 2.3 Calibration
search and Section 3.9 Alternate way to initiate an inspection or calibration respectively.

e User Profile® — view or change your personal details (see ‘Managing your PEMS profile’ below).
e Log Out® - log out of PEMS.

1 Home Inspactions RFP Calibration PEMS-DEV ExtematA0 O

p 3 4 5
Plant | s ag 1t System
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Job functions

The homepage of PEMS will display a Button® for each of the job functions that you have been
appointed to perform. In the screen shot below, the AO has been appointed to perform the displayed
inspection and calibration job functions.

Home Inspections RFP Calibration PEMS-DEV Extenal-AO ()

Plant Exports Management System

Bulk into ship hold Bulk vessel Empty container Horticulture

1 l
Grain and Plant Product Quality System Recognition Upcountry Mobile Bulk ITCT Calibration
Inspection \ Loading Inspection

o O o O

My inspections record list

A list of your incomplete inspection records will display on the PEMS homepage under the My
inspections? section.

Click Open? beside any inspection record to open the record, make changes or finalise the inspection
record. Section 3: General PEMS functions and relevant user guide provide more information on
entering results, time entries, attachments, and correspondence to the inspection record.

My inspections (3] 1

Type Sas  Sridate RFF Lacation Actions
Conlanerkiad Gaos Mlwe D9M0IME 2126855 AQIS GRAIN ESTAELISHMENT - DO KOT AMEND Qpen
HECumeE Ariwe D4AEME 2186875 AQISHORTICULTURE ESTABLISHMENT - D0 0T AMEND Open
Conlanensed Gaods Acte OANOME  86RES AQISGRAIN ESTABL'SHMENT - DO WOT AMERD Open

I For information on the PEMS offline function see Section 3.7 PEMS offline.
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My Calibrations record list

A list of your incomplete calibration records will be displayed on the PEMS homepage under the
My Calibrations? section.

Click Open?beside any calibration record to open the record, make changes or finalise the

calibration record.

My inspections (44) My Calibrations (20)

Type Ccert Type Status Start date RFP Container Actions
ITCT Japan Active 13/05/2021 0046012 RTRR5654654 Open
ITCT Japan Active 13/05/2021 0045889 RTED1345367 Open
ITCT Container Active 13/05/2021 ASDF1234567 Open
ITCT Japan Active 29/04/2021 0045913 HDFC47582658 Open

Managing your PEMS profile

To view or edit your PEMS profile, click User Profile! (your name) on the PEMS menu bar.

Home  Inspections RFP Calibeation PEMS-DEV ExternatA0 (O

1

Plant Exports Management System

My profile page will display.

Your Personal details?, Disclosure?, Employment Details3, Authorised officer details® and PEMS roles®

will be displayed, as well as the list and status of your AO Job functions® (including job function
attachments).

You can change your personal details by clicking Change® under the personal details section.
You can update the Disclosure and Employment Details by selecting Open’.
You cannot change information in the Authorised officer details, Job functions or PEMS roles sections.

Click Home® on the top menu bar to return to the PEMS homepage at any time.
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Hoamea Inspactions

Caliration

PEMS-DEV Extemal-A0

My Profile

Regubnd fedns dencded by ™

Personal details changs

Ibser B0

Titke

First name
Family nanme
Micdle name's
Prglaiiaed namme
Diate of Birth

FEME-DEV Exfernal-20
(]

PEMS-DEV
Exiemal-A0

Tangnd
1=

(02) 4704 3483

D Sl S

ash negsageiculiun. gov au

Address Line 1
Adddvess Ling
Suburb

State
Poatcods

BROUGHTRN 5T
WO

e

ACT

2601

Disclosure  open

Pendmng criminal

Do you hawe any pa)

Confiict of Interest

ng ciminal charges? Yas
Pending Crimanal Charge Details ;...

Do you hawe any condlict of inferest? P

Employment Diedails

Company Hams

TESTING

Esdablinhmant Hurmbar

Addrass

121, CANBERRA, ACT, 2600

Aclions

apen

Authonsad officer datails

Humbier

States

BY] expiry dage
Siart dage

Ermd dals

PN

Token

Job functions (41)

Description

SEESE

Appoinmisd
[ e org |
OEGEE
1520

B o]
4TpDeTI4bETe
Regenerab ke

PEMS roles

PEMEEstnmaladl. PEMS Uz

Personal Details

Status

If you chose to change your personal details, the Personal Details window will display.

You can edit all fields in this window, except your name? and date of birth? fields. To make changes to
your personal details select the applicable information from the drop-down lists or enter information
into the appropriate free text fields.

Click Save® to save any changes to your personal details.

I The region and office fields are only applicable for departmental AOs.
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Personal Details - UAT11

Title™

Mr w

First name *

UAT

Family name =

Testing

Middle nameis

Preferred name
Date Of Birth
Phone number

Mobile number ™
0444444444
Email ®
email@agriculture.gov.au
Address Line 1™
1002
Address Line 2

MORT STREET

Suburb®

CANBERRA CITY

State ™

Australian Capital Territory w

Postcode ™

2600

Disclosure

If you chose to Open? the Disclosure of pending criminal charges and/or conflict of interest, the
Disclosures window will display.

Disclosure open

Pending criminal ¢charges

Do you have any pending criminal charges? No
Conflict of Interest

Do you have any conflict of interest? No
Employment Details
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If Yes! is selected for pending criminal charges you will need to provide further details in the Pending
Criminal Charges Details?.

If you select Yes to Do you have any conflict of interest?, it will display list of conflict of interests®
that may occur, select the option which applies to your situation and provide how you will manage®
this conflict.

Click Save® to save any changes to the Disclosure window.

Disclosure

Do you have any pending criminal charges?

® Yes No

Pending Criminal Charge Details ™

Do you have any conflict of interest?

@ Yes No

# Direct or indirect financial interest as owner, director or owner of shares in an establishment or in a similar
type of establishment

[ Family/emotional relationship to the owners or management of an establishment or in a similar type of
establishment.

[ Employment with another establishment of the same type as the establishment where the applicant will
carry out AQ duties.

How will you manage this: ™

0 Do poo
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Employment Details

Employment Details can be updated by selecting Open®.

Ehployment Details

Town/Suburb Postcode

CANBERRACITY 2600

The Employment Details window will display.

If you are employed by a Registered Establishment/Exporter select Yes®.

Actions

Open

You can search for your establishment by entering the Establishment Number? and select Search?.

If the Establishment number is not recognised, you can enter the required information about the

company* into the form.

Click Save® to update any changes and close the window.

Employment Details

Are you employed by a Registered Establishment/Exporter?

™ YesO No

Establishment Number

Company Name ™

TESTING

Address Line 1+
123

Address Line 2

Suburb =
CANBERRA

State *

Awstralian Capital Territory

Postcode *

2600

Hawve you previously employed by Departmeant of Agriculture?

) Yes@ No

Close

Save
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If you are not employed by a Registered Establishment/Exporter select No.

The Employment details screen will change to suit the question asked.

Employment Details

Are you employ Registered Establishment/Exporter?
Yes@ No

Do you intend to\become an Independent 3rd party Authorised Officer?
® YesO No

Town/Suburb *

ostcode *

Hawve you previously employed by Department of Agriculture?

Yesm No

If you will be an independent 3™ party Authorised Officer select Yes?.

Enter, the Town/Suburb and Postcode® and click Save* to update any changes and close the
window.

If you select No on the section asking, ‘Do you intend to become an Independent 3rd party
I Authorised Officer’, it will take you to the question ‘Are you employed by a Registered
Establishment/Exporter’ as you need to answer Yes to one of these questions.
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In the Employment Details window, regardless of who you will be employed by it will ask Have you
been previously employed by the Department of Agriculture?

If you select Yes?, the Employment Detail screen will expand for further information.

Employment Details

Are you employed by a Registered Establishment/Exporter?
& Yes@m Mo

Do you intend to become an Independent 3rd party Authorised Officer?
® Yesi No
Town/Suburb *

Postcode *

Hawve you previously employed by Department of Agriculture?

® Yes Mo

Position held*

Separation Date(if known)

You will need to enter the Position held whilst working with the department and your separation
date? (this is the date you left the department).

Click Save® to update any changes and close the window.
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Authorised officer details

The Authorised officer details section provides information on your appointment as an Authorised
Officer.

The Number! is your AO number you are provided with when you become an Authorised officer.

The Status? shows your authorised officer status. If it states that you are suspended or revoked, you
will not be able to perform inspections and will need to contact the AO hotline for further
information.

The BVI expiry date3 (if applicable) is shown only when you have the BVI job function, and the expiry
date shown relates to the special conditions applied to that function.

The start date and end date*, shows the date you started as an authorised officer and the end date
is the date that the authorised officer appointment will cease. This date will be updated when you
are reappointed.

For information on the use of the PIN® refer to section 3.7 PEMS Offline.

Authorised npfficer details

BVI expiry date  06/02/2021

Startdate  03/08/201&

End date  15/09/2021
FIN 3668

L)

Number 68686
q Status  Appointed

This is a CONTROLLED document. Any documents appearing in paper form are not controlled and should be checked against the IML version prior to use.

Plant Exports Management System (PEMS) Authorised Officer User Guide — Overview and General Functions Version no.: 21
Date published: 4/07/2024 19 of 122



2 PEMS search functions

As PEMS captures and records information relating to inspections/calibrations, it is important to be
able to search for the record you are looking for.

This section guides you through the process for searching for the following information:

e Inspection records
e RFPs

e (Calibration records.

Note: You will only be able to search for and view information that your permissions allow.

2.1 Inspection search
PEMS inspection search allows you to search for inspection records.

Third party AOs can search for and view all active, checked out, withdrawn, completed, or created in
error inspection records that have been initiated by or assigned to them. Departmental AOs and
supervisors from Inspections Group can search for any inspection record on PEMS.

Opening the inspection search page

To initiate an inspection record search, click on the Inspections® tab in the PEMS menu bar.

Home |Inspections | RFP  (Calibration UAT12 Testing ¢ O

1
Plant BEEirts Management System

[

Bulk into ship hold Bulk vessel Horticulture

© O © ©

==

Grain and Plant Product Quality System Recognition ITCT Calibration OSCT Calibration

o [+ [+ [+

Empty container

The Search Inspections page will display.

You can perform a simple search or advanced search for the inspection record.
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Conducting a simple inspection search

Under the simple search mode, you can search for inspection records by entering the RFP, container
or International Maritime Organisation (IMO) number, an establishment name or number or an
authorised officer name or number into the search criteria field* before clicking Search?.

Home Inspections RFP Calibration Vendor Test3 (')

Search Inspections

I

Enter RFP number, container number, establishment name/number, IMO number or Authorised Officer name/number.

Reset Create -

510

Conducting an advanced inspection search

Advanced search

Under the Advanced search® mode you can enter all search criteria in any combination to quickly
locate a specific inspection record.

vendor Test3 (%)

Home Inspections RFP Calibration

Search Inspections

I

Enter RFP number, container number, establishment name/number, IMO number or Authorised Officer name/number.

Reset Create -

Advanced search
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Enter data into the search criteria fields?, and then click Search?.

Home Inspections RFP Calibration

vendorTests (M

Search Inspections L

RFP number l \

Est/yard number

Type v
Date from =]
Country

Port

Reset Create =

Container number
IMO number
Status

Date to

Region

Authorised officer

Simple search

B’ &

You must provide at least one search criteria.

I If PEMS does not find records matching search criteria, it will display a message “No search

L results”.
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Selecting inspection records from search results

After a search has been entered, PEMS will display all inspection records® that meet the supplied
search criteria, in order of newest to oldest.

Click Open? beside the appropriate inspection record to view the record. If the search result has only
one record, that record will be opened automatically.

Click Reset? to clear or reset the search criteria.

Search Inspections

RFP number Container number

Est/yard number IMO number MO___

Type Horticulture v|  Status M
Date from B Date to L
Country Region v

Portl Authorised officer

Reset Create = Simple search
Search results (8) !’ 4

Type Status Start date RFP Location Authorised offickrs Actions

Horticulture ~ Completed 03/11/2021 2210756  EXPORT COMPANY PTY LTD Vendor Test3 Open

Horticulture ~ Completed 19/08/2021 2209553 AQIS HORTICULTURE ESTABLISHMENT - DO NOT AMEND Vendor Test3 Open

Horticulture Created in Error 16/0712021 2208791 AQIS HORTICULTURE ESTABLISHMENT - DO NOT AMEND Vendor Test3 Open

Horticulture ~ Completed 10/08/2021 2207966  AQIS HORTICULTURE ESTABLISHMENT - DO NOT AMEND Vendor Test3 Open

Horticulture ~ Completed 10/08/2021 2207981  AQIS HORTICULTURE ESTABLISHMENT - DO NOT AMEND Vendor Test3 Open
I For a Bulk into Ship Hold inspection, if a user performs the search inspection function using an Associated
H RFP, PEMS will display the inspection record associated with that RFP.
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2.2 RFPsearch

PEMS RFP extract search allows you to search for RFP records.

Third party AOs can search for and view RFP records where at least one record was assigned to or
initiated by the AO (whether the record is active, checked out, withdrawn, completed, or created in
error). Departmental AOs and supervisors can search for any RFP record extracted to PEMS.

Opening the RFP search page

To initiate an RFP record search, click the RFP! tab in the PEMS menu bar.

Home Inspections RFP Calibration UAT12 Testing ¢ O

1

Plant Exports®Viahiagement System

—

Bulk into ship hold Bulk vessel ! Empty container ‘ Horticulture

(+) (+) ' (+) (+)
\
e
Grain and Plant Product Quality System Recognition ITCT Calibration OSCT Calibration
Inspection

o [+ [+ [+

The Search Requests For Permit page will display.
You can perform a simple search or advanced search for the RFP record.
Conducting a simple RFP search

Under the simple search mode, you can enter the RFP number, establishment name or number into
the search criteria field' before clicking Search?.

Home | Irspections | RFP | Cadbration Reeshlyer £ O

Search Requests For Permit

Enler R=F o, estabiishment nama ar estadlishmenl numb
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Conducting an advanced RFP search (For Departmental AO’s only)

Under the Advanced search! mode you can enter all search criteria in any combination to quickly
locate a specific record.

Home Inspections RFP Cafbration Raash lyer 43 0

Search Requests For Permit

Enter R=F numer, estabishment name or estadlizhmenl number

The Search Request For Permit page will expand.

Enter data into the search criteria fields?, and then click Search?.

Home: Inspactions RFP Calibrafian EMS.DFY Infemal-An £ M

Search Requests For Permit n‘

REP nurnker Esi nurnbar

Est name Exgorier narme

Status T | Coundry

Data frem = Date to =

2’ 3

You must provide at least one search criteria.
I If PEMS does not find records matching search criteria, it will display “No search results”
message.
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Selecting RFP records from search results

After a search has been entered, PEMS will display all RFP records® that meet the supplied search
criteria, in order of newest to oldest, consistent with the user’s permissions.

Click Open? beside the appropriate RFP record to view. If the search result has only one record, that
record will open automatically.

Click Reset? to clear or reset the search criteria.

Hame nspecfions RFP Calbration PEMSDFEY Infernalan €3 ™M

Search Requests For Permit

RFP numbsr =5t number

Est name Sxporier name

Statug * Couniry

Date from 10 = Jate o 1308012 =]

Search results (1
Humbear Extablishment -:I1|..|‘I'||JEP| FnE Stan date EIPI}W T'”.'IE Starus El}ul'llﬁl Actions

CO38E11 (41300 TESTING - GRAIN REGOD NS08 AAS DEPARTMENTAL TEST ZXPCRTER Grans  Open UNITED STATES Open

For a Bulk into Ship Hold inspection, if a user performs the search RFP function using an Associated
I RFP, PEMS will display the extracted details of the RFP from EXDOC.

® When the user navigates through the inspection tab, PEMS will display the inspection record
associated with that RFP.
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2.3 Calibration search
PEMS Calibration extract search allows you to search for calibration records.

Third party AOs can search for and view calibration records where at least one record was assigned
to or initiated by the AO (whether the record is active, checked out, withdrawn, completed, or
created in error).

Opening the Calibrations search page

To initiate a Calibration record search, click the Calibrations? tab in the PEMS menu bar.

Home  Inspections RFP Calibration

1

Plant Exports Management System

The Search Calibrations page will display.
You can perform a simple search or advanced search for the calibration record.
Conducting a simple calibration search

Under the simple search mode, you can search for a calibration record by entering the RFP,
establishment or container number into the search criteria field* before clicking Search?.

Home Inspections RFP Calibration Vendor Test3 O

Search Calibrations

I

Enter RFP number, establishment number, container number or batch

Reset Create ~ Advanced search

2§

Conducting an advanced calibration search

Under the Advanced search! mode you can enter all search criteria, in any combination, to quickly
locate a specific calibration record.

Home Inspections RFP Calibration vendor Test3 (')

Search Calibrations

I

Enter RFP number, establishment number, container number or batch Number

Reset Create ~

Advanced search
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The Search Calibrations page will expand.

Enter numerous components of data into the search criteria fields?, then click Search?.

Home Inspections RFP Calibration PEMS-DEV Extemal A0 (0

Search Calibrations l

Container number | | . Exporter name

Est. number Phytosanitary

Seal number Serial number

Calibration Type e Cert Type h
Date from = Status v
Date to =

Reset Create = Simple search

You must provide at least one search criteria.
I If PEMS does not find records matching search criteria, it will display a message “No search
results”.

Selecting a calibration record from search results

After a search has been entered, PEMS will display all calibration records? that meet the supplied
search criteria, in order of newest to oldest, consistent with the user’s permissions.

Click Open? beside the appropriate calibration record to view the record. If the search result has only
one record, that record will open automatically.

Click Reset? to clear or reset the search criteria.
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Home Inspections

Calibration

PEMS-DEV Extemnal-AO (9

Search Calibrations

Container number

Exporter name

Est. number Phytosanitary
Seal number Serial number
Calibration Type ITCcT v Cert Type v
Date from 30/05/2021 = Status v
Date to 22/06/2021 =]
Reset Simple search
Search results (

I

Container Cal Type Cert Type Status Date Actions

TYTT5656464 ITCT Generic Active 18/06/2021 Join

BATA9395986 ITCT Container Active 09/06/2021 Open | Join

ERTY545646 ITCT Japan Completed 07/06/2021

TFRR5845654 ITCT Japan Completed 07/06/2021 Open
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3 General PEMS functions

Once a record is initiated in PEMS, you can perform other activities relating to the record. These
activities capture key information relating to the activities performed and the step-by-step
instructions for completing these activities are the same, regardless of the inspection/calibration type
you are performing.

This section provides step-by-step instructions for:

e assigning additional AOs to an inspection record

e joining an active inspection

e recording a result of ‘passed after rectification’

e recording time entries, adding invoices, and downloading an activity report
e attaching relevant supporting documentation

e recording correspondence relating to an inspection/calibration

e downloading an inspection/calibration report

e withdrawing or cancelling an inspection/calibration

e using the PEMS offline functionality

e using PEMS to refresh containers, import permits and treatment information from EXDOC
e adding comments to a record

e alternate ways to initiate an inspection/calibration record in PEMS.
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3.1 Assigning authorised officers (inspection records only)

Searching for authorised officers

Once an inspection is initiated (see the relevant user guide) it is possible to assign additional AOs with
the required job function(s) to the inspection record. The process for assigning additional AOs is the

same for all inspection types.

Click the Authorised Officers® tab. PEMS will automatically assign the logged in user? as the assigned
AO for the inspection. PEMS will also display the list of required job functions® needed to complete

the inspection. You can add departmental or third-party AOs to the inspection.

Click Add? next to the assigned authorised officers’ section to add an AO to the inspection.

inspection data can continue to be added to the inspection record.

It is recommended that where an inspection will take place over multiple days/sessions, such as
I a bulk into ship hold inspection, that an existing assigned AO should ensure that at least one AO,
g who will be present for the next inspection session, is assigned to the inspection record so that

Home Inspections RFP Calibration PEMS-DEV Extenal-A0 (%)

Bulk intO Sh|p HOId |nSpecti0n Active 18/06/2021 Required fields denoted by *

Inspection ID - B57008

Inspectio

Assigned authorised officers (1) add

Required job functions (3)

A Authorised fifficers © Time Entry . Communications @ Actions -

Number First name ast name

07002 PEMS-DEV External-AC products: bulk into bulk vessels

« PGG3001:3 - Inspection of prescribed grain &
plant preducts: bulk info bulk vessels
« FOP3003:3 - Inspection of forest processed

- PGG3001:2 - Inspection of prescribed grain &
plant products: bulk into containers
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The Authorised officers’ window will display.

If you know the name or number of an AO you wish to assign, enter this information into the simple
search? field and then click Search?. If you do not know the AO’s name or number, you can create a
shortlist of candidate AOs by clicking advanced search?®.

Simple search window is shown below:

Authorised Officers

Enter authorised officer name or number.

Reset Advanced search

Close

Advanced search window

The advanced search function allows you to enter data into any appropriate search criteria® field(s),
in any combination, to create a shortlist of AOs.

Once all the known search data is entered, click Search?.

Authorised officers l

First name Family name

search [EEEE Simple search

[oera
L2}
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Assigning authorised officers to the inspection

A list of AOs' matching the search criteria data will display. Click Add? to add an applicable AO to the
inspection record.

Click Reset? to reset the search criteria.

Authorised officers

100045

Enter authorsed officer me or number

m Rosal Advanced search

Number i ame Last name

FERFORMAMCE
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Once an AO is added to an inspection record, the authorised officer page will display the updated list
of assigned authorised officers’.

An email notification will be sent to the Authorised Officer notifying them that they have been
added to that inspection.

You can add more AOs to the inspection record by clicking Add? and repeating the steps above.

You can Remove? any assigned AO from the inspection record up until the record is submitted,
withdrawn, or cancelled, providing the AO has not recorded an inspection result or flow path result
or a time entry on the inspection record.

Home Inspections Calibration

Bulk Vessel Inspection Active 27/042016

The authorised officer has been added.

= Inspaction 1 Authorised Officars (O Time Entry . Commun
Assigned authorised officers (2) ada E
Numiber First name Last mame Actions
322 PEMS-DEY Internal-Ad
10006 LISER 6 PERFORMANCE Remove

The assigned AOs! will be available to select when recording inspection results (see relevant user
guide). For example, the following screen shot displays the list of AOs that are assigned to an empty
container inspection record.

Inspection level ™

Corsumable

Rasult™

Remarks

[ Irifeasbbibs R e T Liwer Insescds

[ Livre: Roderis " Men-infrstible: Malesial
| | PFrachos Stnuctural Damage

Authorized officer

PFEMS DEV klemal A

LISFR 1 PFRFORKMANCE
USER 2 PERFORMANCE
LISER 2 PERFORKANCE
LISER & FERFORMAMCE
USCR 3 PERFORMANCE
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Opening an assigned inspection record

Where an AO with the required job function and attachments has been assigned to an inspection
record by another AO, the inspection record will appear in the assighed AOs My inspections’ list on

the PEMS home page. The process for opening assigned inspection records is the same for all
inspection types.

To open the assigned inspection record, click Open? beside the relevant inspection record.

T T .- YR AT e

My inspections (3)

Type Status  Startdate RFP Lescation l Artions

Cafzingnised Good hctwa 0EM0R01E 2MBRBEE  AQIS GRAIN ESTABLIHMENT . DO MOT AMEND (ipes
Hoticufurz Aciwe UGG 2188875 AQIS HORTICULTURE ESTASLISHRWENT - O MOT AMEND Open
Comzinensed Gooos Arime (02018 2155589 A215 GRAIN ESTABLIBHMENT - DO NOT AMEND (Open

The Inspection page will display. The inspection record may already include inspection data® that
other AOs assigned to the inspection have recorded.

Home Inspechons kP Calibraton PEMS-DEV Extemal-An (D
Empt}" C':J ﬂtalﬁer |I'I$FI ECtICII'I Active 200652016 Freguined felds denaled by
] napecion L autonised Dfcers ETime E iy S Communicaiians & Actiona -

Locaton details

Contairer yard 1D 1234
Place of imapection CRAGE MICHAEL DEAN GLAOSTOKNE ACT 46840

Results (3) s

Contaanser Level Hesult Authonsed othcer Achons
COMTIZ34587 Consumable Pass PEMS-DEY Intsmal-A0 Cipan R e
CONTZ456TE Consumakis Pass PEMS-DEW Intemal-40 Opan | Rama

_______ Congumabia Pass PEMS-DEY Intamal-~40 open | Remoe

Comments changs t
Mo comment
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3.2 Joining an active record

Joining an active inspection

PEMS allows multiple AOs, with the required job function, to join an active inspection record for all
inspection types (except empty container inspections). For information about joining a bulk vessel
inspection, consult the Reference: Bulk Vessel Inspection User Guide as it has additional security
requirements.

To join an active inspection record, follow the step-by-step instructions provided in the relevant user
guides for ‘Initiating an inspection’.

After you click the relevant inspection button, the Create inspection window will appear and you will
need to enter the RFP number! and Establishment number? and click Create?.

Create Horticulture Inspection

RFP number*

2186875

EXDOC
Reload RFP from EXDOC

Establishment number

0098|

The Join Inspection window will display. Click Join?.

Join Horticulture Inspection

An active inspection already exists for this RFP number. Would you like to join this inspection record?
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Joining an active calibration

PEMS allows multiple AOs, with the required job function, to join an active calibration record. To join

an active calibration, follow the step-by-step instructions provided in Section 2.3

Calibration search

to locate the record.
The Search Calibration window will display.

Click Join *(located under the Actions heading).

Home Cadibrartion

Inspechions

BFF

Search Calibrations

I-.:==e‘: :.Ea:t

Search results (4)

PENE-DEY Extemal-AD

@)

Condsiner Type Thatus Db

ENDY 1234567 hesmeric Completed 20052019
ENCY 1234587 Chamatic Aste 200552019
SNDY 1234587 Ciesgtic Actue 1805019
SNDY 1734587 (et Campleisd 180S0

Articns

pEn

If you are a third-party AO there are extra validation steps.

To join an onsite calibration, you will need to add the RFP number! and Establishment number?.

Join Calibration

RFP number=

|

An RFP number is required.

Establishment number®
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To join an offsite calibration, you will need to add the RFP number?, Establishment number? and

Offsite calibration seal number?, and click Join*.

Join Calibration

RFP number*

An RFP number is required.

Establishment number™

An establishment number is required

Offsite calibration seal number™
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3.3 Recording a passed after rectification flow path result

Flow path inspection results must be recorded before entering the commodity inspection results and
this result can be changed at any time until the record is submitted, cancelled, or withdrawn.

To record the flow path inspection result, click the Inspection? tab and then click Change? under the
flow path details section.

ontainerised Goods Inspection active 07022015 Required fistds denated iy =

= Inspection X tuthorised Officars (& Tima Entry % Communicgions & actions -
FI dEta"S Cpen | Reispsidin Fll:l'i'l' pa‘.h dﬂta"f: Chagm
RFF rumber  DOZG0TE Inspectian rasult
Reinspaction ko Officer
Diestimation eoundry  UMITED 2TATES Cammerts
Establishment rumbier  C0ES

Estoblishmant nama  FXNO0 RARY TEST FSTARLISHHFENT QOutcome details e
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The Flow path details window will display.

If the flow path is failed at any time, you will have the option to change the flow path inspection
result to ‘Passed after rectification’.

Select a flow path Inspection result® of ‘Passed after rectification’. The flow path details window will
expand and you must enter Authorised Officer?, Result date® and Result time®. Failed date® and
Failed time® will be automatically generated from the failed results entry but can be altered.

When inspection result is ‘Passed after rectification’ it is mandatory to provide Comments’ to
explain what has occurred to change the result from Failed.

Click Save®.
=

Flow path details

Inspection result™

Paszed after rectification v
Authorized officer™ Failed date *
HMicole McVicar v 14/05/2019 =

Failed time ™

10:05
Result date™ Reszult time ™ {
14052019 = 10:05

Comments *

A comment is required.

I The flow path date/time must not be in the future and must be within the start and end date of
the inspection. If you fail the flow path initially and then provide a passed after rectification result,
rectification date/time must be after the flow path failed date/time.

The whole consignment presented for inspection will fail if the flow path receives a failed result.
I Do not continue with the commaodity inspection as you will not be able to add results against RFP

line. You must enter an appropriate time entry record (see Section 3.4 Time Entry) before the
inspection record is submitted on PEMS.
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The commodity inspection page will display the updated flow path inspection result' and PEMS will
populate the name of the authorised Officer? who recorded the flow path inspection results in PEMS.

Home Inspections | RFP  [Calibration UAT11 Testing £ O

HOFtICU |tU re I n Spect|0n Active 22/06/2022 Required fieids denoted by ™

The flow path details have been updated.

Inspection 1D - H725080

E Inspection A Authorised Officers O Time Entry . Communications G Actions ~
RFP details open | change Flow path details change ‘
RFP number 2213443 Inspection result  Passed after rectification
Inspection reason Failed time  21/06/2022 10:00
Destination country  CHINA Resulttime  22/06/2022 10:00
Establishment number 0098 Officer UAT11 Testing
Establishment name AQIS HORTICULTURE ESTABLISHMENT - DO NOT Comments test- conveyor belt was cleaned
AMEND
Exporter name  TESTING - EXPORTER ALL COMMODITY 35 Outcome details change
TESTING
Import permit  No Trade description  Yes
Treatment details  No Compliance labelling  Yes
Additional declaration  No Sampling rate 2 % (fwo percent per line)
Place of Origin  Victoria Total quantity 10
Total passed 0
Total failed 0O

Results (1) setiine ID

3.4 Time Entry
Open the Time Entry tab

The Time Entry tab is designed to record accurate data on the effort an AO spends on chargeable and
non-chargeable activities. The process for recording time entry data is the same for all
inspection/calibration types.

Once a record (see the relevant user guide) is initiated, you can add a time entry record for an AO by
clicking the Time Entry? tab and then clicking Add? under the time entry section.

A time entry must be recorded for every AO who recorded an inspection/calibration result or flow
path result for PEMS to allow submission of the record. This includes both departmental and third
party AOs.

Empty Container Inspection active 18/04/2016

Inspectio 2 Authorised Officers ® Time Entry Lt

Time entry adw

hln tima antriac
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Recording time entry data for a third party AO

The Time Entry window will display. Select the applicable Authorised officer! for the time entry
record. Select the relevant Activity? type from the list based on the task you have completed—you
can select from inspection, calibration, calibration and loading, and loading.

Enter the start time and end time3 for the inspection/calibration in 24-hour format (hh:mm). The time
can be 15 minutes in the future from the current system time. Time entries for an AO cannot overlap.

For example, if one time entry for an AO is from 11:00 — 12:00 then the start time for the AOs next
time entry could be from 12:01 onwards.

If applicable, enter Comments* relating to the AOs time entry record.

Time entry
Authorised officer®

PEMS-DEY External-Al >
Activity =

Inspection v

Acitivity date™

QU0E2016

Start time * End time *
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The activity date will default to the current date. To change the activity date select the calendar icon?
and select the date from the pop-up calendar?. The activity date cannot be in the future.

Click Save3.

Time Entry

Authorised officer®
FPEMS-DEV External-AC
Activity *
Inspection

Activity date =

22/06/2021

< June 2021
Sun Mon

o AN 01 0z
0s  oF 08 09

13 14 16

Tue Wed Thu

End time *

0z

‘ | hh:mm

10

An end time is required.

The Time Entry page will display the new time entry record®.

Additional time entry records can be added to the record by clicking Add? and repeating the steps

outlined above.

Home Inspections RFP

Calibration

Empty Container Inspection Active 18/04/2016

Inspection

Time entry (1) ada

Re

Authorised officer

PEMS-DEY Intemnal-AQ

A Authorised Officers O Time Entry . Communications
Date Start - end time Actions
18/04/2016 13:115-13:45 Open Remove
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Recording time entry data for a departmental AO
The Time entry window will display.

Select the applicable Authorised officer! from the dropdown menu. Select the relevant Activity? type
from the list based on the task you have completed—you can select from pre-inspection, inspection,
calibration, calibration and loading, and loading.

Enter the start time and end time? for the inspection/calibration in 24-hour format (hh:mm). The time
can be 15 minutes in the future from the current system time. Time entries for an AO cannot overlap.
For example, if one time entry for an AO is from 11:00 — 12:00 then the start time that AOs next time
entry could be from 12:01 onwards.

There are a range of entry option checkboxes for departmental AO time entries. The time entry is
chargeable® checkbox will be selected by default for all activities. The time entry is overtime®
checkbox will be auto-selected if the start time or end time for the activity falls outside core business
hours (06:30 to 18:30). The apply minimum charge® checkbox will appear when the time entered is
less than 30 minutes (you should only select this checkbox where activities fall outside core business
hours). You can select or deselect any of these entry options checkboxes at any time.

If applicable, enter any Comments’ relating to the time entry (mandatory if the entry option
checkboxes are changed from their default settings).

Time entry

Authorised officer™
PEMS-DEY Intemal-A0

Activity *

Inspection

Acitivity date *

OSU0S2016

Start time * End time *

11:30 | 1155

Entry Options
K Time entry & changeable [] Teme entry is overdime
[ apphy minimum change

Comments

If you submit an inspection in PEMS and then realise there is an error that cannot be rectified by
reactivation, and you need to make a new record please ensure you untick the checkbox ‘Time
I entry is chargeable’® before saving the time entry section of PEMS as indicated below.

] Comment box becomes mandatory, insert the following comment ‘subsequent inspection record
to correct error — no further charges required’.
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| If there is a non-standard fee being charged, untick the ‘Time entry is chargable’* checkbox.

Comments become mandatory and you will need to issue a manual invoice to the client through
°
ELSA.

The activity date will default to the current date. To change the activity date select the calendar icon?

and then select the applicable date from the pop-up calendar?. The activity date cannot be in the
future.

Click Save3.

Time entry

Autherised officer
PEMS-DEV Intemal-a0
Activity
Ines peaction

Acitivity date*

OFE2ME

May 2016 End time*
Sum Mon Tue Wed Thu

m

1155

o]

[ TIme entry 15 overtime
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The Time Entry page will display the new time entry?.

Additional time entry records can be created by clicking Add? and repeating the steps outlined

above. PEMS will populate the Time summary? (departmental AOs only) as more time entries are
added to the record.

The firme entry has been added.

B Inzpection X Auehorised Officers 2 Time En:@. Communicatans (5 Actans «

Time entry (1) &

Authonsed officer Date Stant - ensd time I Achans

Rajesh Iver CEMICTR 12400 - 1500 Open | Remie

Time SUMMErY Detaed ieparl | Summany sepzil

Authorised officer Fee far sarvice [FF5) WD ‘WONC WENC Man-chargeable
Rajesh Iver 1:00
Total 1:00
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Edit or remove time entry data

You can Open! a time entry to edit the record or Remove? the time entry up until the
inspection/calibration is cancelled, withdrawn, or submitted.

Containerised Goods Inspection active 051102018 e i dencted oy *

The time entry has been added.

[H Inspection 2 Authorised Officers & Time Entry . Communications G Actions -
Time entry (1) 2
Authorrsed officer Dare Sfart - end time Invgice Actions
Raksh ysr 15 NEETE 14700 - 1500 CpEn Remoee

Invoicing (For departmental AOs only)

When RFP numbers are associated to an empty container inspection the invoicing information
I will be prepopulated based on the exporter number on the RFP. Therefore, departmental AOs
will not need to add invoicing details.

Commodity inspections only
To see the Invoice details, select the Time Entry! tab.

Once the Time entry has been provided (see Section 3.4 Time Entry), the Invoice Details? will
automatically populate details for the client based on the exporter number which has been provided

on the RFP.
Containerised Goods |nsp ection J‘\:ﬂi Requved fels denoted oy *
W Inspection 2 nushon=ad Othcers ) Time Entry Y, Communications [ Actions -
Timz entry (1) o
Authorised offcer Dt Start - end time Invoioe Actions
FEKME-LEY Inlzmal-A0 L) Rarpprind o] 13 -1115 Qp=n REMHINE

Time summary

duthorised officsr Faa for servics (FFE) WD WOHNS WENC Nen-shangeabls

FEME-CEY Ini=mal-A0 ]

Tedal oniag l

Invoica Datails

Exparter Humber Exporter Name URM fctlans
S0 A48 DEPARTMZNTAL TEET EXPORTER 1202046550
Hi ez,
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Once the inspection has been completed and submitted an Invoice number and Status® will appear.

Containerised Goods Inspection complated 01072019 Fiaguret S cencied &y

T Ins peztlcn X suchedsed OMicers () Timee Eriry . Communleathans i Acoans =
Time entry (1)
Asthrorised officer Carte Start - #nd time Inyaice Achions

FLMS LY Inzmal A (LR D ] T - 1118 Jpen

Time summary

Authorised officar Foa for sarics (FFS) woo WDNC WENC Man-chargeabla
FLKELEY Ini2mal-al ]
Tedal 0045

Invaica Datails

Expartar Humbar Exportar Nanss URMN Actons
b AaA DEPERTMENTAL TEST EXPORTER A TS0
Invoice numbsr Siabas

SLALY O IMSOICING

The Status? options are:

Ready for Invoicing — display after submitting

Invoiced — generated by system and delivered to exporter
Failed — system failed to generate an invoice

Paid — invoice paid by exporter and transaction completed

If the invoice status is failed, you do not need to take any further action as this will be managed
I by the PEMS administrators. Do not create a new invoice in an alternate system (ELSA) as this will
lead to duplication of charges.

This is a CONTROLLED document. Any documents appearing in paper form are not controlled and should be checked against the IML version prior to use.

Plant Exports Management System (PEMS) Authorised Officer User Guide — Overview and General Functions Version no.: 21
Date published: 4/07/2024 48 of 122



Non-Commodity inspections

Select the Time Entry tab then select Add? beside the Invoice Details.

Empty Container Inspection active o107 Requied iatls denoed oy

[® inspection 1 authonsed Ofcers ) Time Entry \, Communicatcns G Actons -

Time entry (1) &

Autharised cfficar Cate Stairt - and tinee Irrvoice Artans

PFME-NFY nemalkas CAMTECAR 00 - 11730 Cipen Remaes

Time summary

Aisthearioesd cificer Fee far asmvice (FES5) WDC WONG WENC Man-chargeabes
PFEME-NFY ncmakaly [ pcn)
Total (=i 1]

Invoice Details wa:

MG e,
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The Invoicing Details window will appear.

There are two types of clients who can be invoiced:
e Exporter
e Freight Forwarder /Shipping Agent

If the client that needs to be invoiced is an Exporter, then select Client Type! as Exporter and then
enter the Exporter Number? and click Search®. The Client Name® will appear. Click Save®.

Invoicing Details
Client Type *
Exporer v

Exporter Numbejs*

0339

Client Name *

TESTING EXPORTER 0339

URN

102012047060

ABMN Number
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If the client is a Freight Forwarder or a Shipping Agent, then select Client Type! as Other (Freight
Forwarder/Shipping Agent), then enter the ABN Number? and click Search3. The Client Name* would
only appear if the client account details are available in PEMS and then click Save®.

F
Invoicing Details
Client Type™
Freight Forwarder/Shipping Agent w
ABN=
24113085695
Client Name *
q
Client Name is required
URN
=l
it
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If the search details are not available in the PEMS database, you will receive a warning message
saying ‘No search results found”'.

To have the client details added please contact PEMS@aff.gov.au

Invoicing Details

Mo search results found.

Client Type *
Freight Forwarder v
ABN*

741048047593 m

Client Name *

URN

Close Save
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The Time Entry page will display the Exporter details! that have been added.

The invoice details can be Removed? from the inspection until the inspection record has been
submitted and the invoicing details can also be Opened? to view.

Empty Container Inspectipn active 01/07:2019 Fequves nes denaied oy
The Exporier details has been added
Clinspactan ¥ Authaorised Officers 15 Tna Entry " Communkeations & Actlons-

Tima antry (1} 2

Autharised sMicar Dats Etart - ane ims Invales Aetions

PERS-DEY Internai-Ad 0107ema 1100 - 11:30 Open  Remave
Tima summary

Authormed oHicer Fee tor service [FF5} WDRT WONC WEHNC Hon-chargeable

PERS-DEV IntermaAd)

E R

Tatal

Inwoice Details

0020

Exporter Mumber

0333

Exporter Hame

TEETING EXPORTER 0333

URM Agtons

| Remove

Copezn)

M rrankers

Once the inspection has been completed and submitted, the Invoice details will provide further
information. The Invoice number and Status headings will appear. This will show the progress of the
invoice.

Types of invoice status

Ready for Invoicing — display after submitting

Invoiced — generated by system and delivered to exporter
Failed — system failed to generate an invoice

Paid — invoice paid by exporter and transaction completed

If the invoice status is failed, you do not need to take any further action as this will be managed
I by the PEMS administrators.

Do not create a new invoice in an alternate system (ELSA) as this will lead to duplication of charges.
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Downloading an activity report (departmental AO)

Once an inspection/calibration has been initiated (see the relevant user guide) and time entries have
been added to the record, you can download an activity report (PDF or RTF format) that captures the
time effort recorded for the activities performed. Activity reports can be made available to the client
along with the invoice.

The process for downloading activity reports is the same for all inspection/calibration types. PEMS
allows you to download 2 types of activity reports:

o summary report
e detailed activity report.
Summary report

The summary report is an extract of the record’s time summary and will display the overall effort
recorded by all the assigned AOs for their activities.

To download a summary report, click the Time Entry* tab and then click Summary report? under the
time summary section.

ElInspection A Authorised Officers © Time Entry . Communications & Actions~
Time entry (3) acw t
Authorised officer Date Start - Invoice Actions
PEMS-DEV Internal-AO 24/06/2016 10:00 - 14:00 Open = Remove
PEMS-DEV Internal-AO 23/06/2016 12:00 - 13:30 Open = Remove

PEMS-DEV Internal-AQ 22/062016 09:00 - 11:15 Open = Remove

Time su MMary Detailed report | Summary report

Authorised officer Fee fofservice (FFS) WDC WDNC WENC Non-chargeable
PEMS-DEV Internal-AQ 7:45
Total 7:45

A Summary Report window will display.

Select either PDF or RTF for the Report format! to download onto your device and then click
Download?.

Summary Report

Report format

]
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A copy of the summary activity report will be downloaded onto your device. You can save or print
the summary activity report for you or your client’s records.

Page 11 |

:, Activity Report

Anstralisn Coovernment

T
DO DAY TEST ESTAR BRHRIENT
[

Activity: Inspection

PEMS-DEY o -A0 o7 0 G

[ iy

FFS-Fes For Senvioe
WD Weeh Dap Coinlinues
WIINC-®ast Dy Nnn-Carhinunns

WENC-West-End Hon-Connao.s

Prisd Diabs - 20082000 151 F

Detailed activity report

The detailed activity report allows you to select parameters to display a report for specific activities
performed. The detailed activity report can be used to provide a client with an itemised list of
charges that have been applied on the invoice.

To download a detailed activity report, click the Time Entry* tab and then click Detailed report?
under the time summary section.

Inspection A Authorised Officers © Time Entry %, Communications & Actions~

Time entry (3) adw.

Authorised officer Date Start - cM— Invoice Actions

PEMS-DEV Internal-AC 24/06/2016 10:00 - 14:00 Open  Remove

PEMS-DEV Internal-AQ 23/06/2016 12:00 - 13:30 Open  Remove

PEMS-DEV Internal-AC 22/06/2016 09:00 - 11:15 Open  Remove
Time summary petied report | § Sort

Authorised officer Fee for service (FFS) WDC WDNC WENC Non-chargeable

PEMS-DEV Internal-AQ 745
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The Activity Report window will display.
You can choose to enter specific report parameters as necessary by:
e selecting a Start date? and/or End date?
e selecting an Activity? type
e selecting a User® (AO)
e entering an Invoice number®
e selecting one or more Show these columns on the report® checkboxes.
Alternatively, you can leave the report parameters blank.
Select a Report format’ of either PDF or RTF.

Click Download?®.

Activity Report

Start date

Show these columns on the report
] User [vf] Activity v Activity date K/ Start time ] End time

] Fee for service

Report format

PDF
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A copy of the detailed activity report will be downloaded onto your device. You can save or print the
detailed activity report for you or your client’s records.

LTI Activity Report

Aastralian Covernment

o
EXDOC DAY TEST ESTRE iSHRIFNT
&4

Activity: Inspection

PEMS-DEY il -A0 [T £ 30 {0 ) Guid [T

[ Harya
FFS-Fes For Service

DG eeh Dy Conlinue
WIIHC-Fawi Cay Nnn-Conhinunos

WENC-West End Non-Coninuo.s

Prisd [t © 20-08-2000 1517

3.5 Communications

Attaching files to a record

Once an inspection/calibration is initiated (see the relevant user guide), you can attach any number
of files relating to the record. The process for attaching files is the same for all inspection/calibration

types.

To attach a file, click the Communications! tab and then click Add? under the attachments section.

Home Inspections RFP Calibration

Empty Container Inspection Active 18/04/2016

Inspection A Authorised Officers © Time Entry . Communications

Attachments add ‘F

MNo attachments.

Correspondence add

No correspondence.
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The Attachment window will display (below).

Click Choose File and a file browser will display to allow you to search and select the relevant file from
your device. You can attach Microsoft Word, PDF and image files to the record. Emails will need to be
saved as a PDF before attaching to the record.

The maximum file size permitted for each file is 9MB. Once selected, the file will appear in the File
input? field.

Select the Document type® based on the checkboxes provided. Where you have scanned more than
one document into a single PDF you are able to tick as many checkboxes as applicable.

Only documents that are required for the inspection or the RFP should be attached.
From the dropdown box select the Outcome® noting that the default is set as ‘Accepted’.

If Other is selected as a Document type, then the Other document?® line will appear. You will need to
enter a description identifying the document.

You can provide additional Comments® regarding the attachments if required. Comments are
mandatory if the ‘Other’ checkbox is selected. Click Save’.

Attachment

File input™

1 Choose File | Mo file chosen

Afile is required. Valid file formats are PDF, DOC, DOCX, JPG, JPEG, BMP, PNG, RTF, GIF, TIF, TIFF or
MSG. Max. size of a file that can be attached is SMB.

Document type ®

3 [ Area Freedom Certificate [ Bulk vessel loading running record
[ Grower [ Packer Certificate [ Export Delegate Certificate
O Import Permit O Manual EX188 Form
[ Manual Inspection Record [0 Manual ITCT Calibration Record
[ Manual Vapour Heat Treatment Record [0 Marine Surveyor Certificate
[ OSCT Data Logs [ MIG thermometer NATA test certificate
) Testing Certificate QOther
[ Treatment certificate [ Readings VHT probe calibration
[ Vessel owner/agent's declaration [ Take 5 Assessment checklist
[ VHT treatment readings [ Transfer Certificate
) Vessel owner/agent's declaration test
Outcome ™
Accepted A

Other document™

Comments
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The Communications page will display the newly attached file®.

You then have the option to click Download? to download and view any attached file. You can also
click Remove? to remove the file from the record if you have attached something in error.

The attachmeant has bean added

Slin= pection A futhorised Officers (0 Time [y % Commaunicaticns G Acticins -
Attachments (2] 2
Mame Document Type Souroe Updated Owicome  Reviewed by Bctions
e s Open Dewwnload
Ak . HE-0EY P
Conlainer Repor] 42183, pdf Cunlaingr dac Inspedion HIJ?I' i dnenhed ;FI HEN
h Hamive
01 _advance seanch 8o nams o Ared Freedom Insoedi 200052015 P d PEMS-DEV lilaima- Open  Downlaad
numbe FRG Cartificata MO g PEEEED a

Comespondence s

Ho coraspondanca

Attaching files to a record post completion

FRemove

Once an inspection/calibration is completed, you can attach any number of files relating to the
inspection/calibration to the record. The process for attaching files is the same for all

inspection/calibration types.

To attach a file, click the Communications® tab and then click Add? under the Attachments section.

Calibration

Home Inspections RFP

vendor Test3 (M

Horticulture Inspection Active 10/11/2021

Inspection ID - HE21811

Inspection A Authorised Officers @ Time Entry

Attachments Add

Required fields denoted by *

X, Communications G Actions -

No attachments

Correspondence A

No comespondence.
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The Attachment window will display.

Click Choose File! and a file brower will display to allow you to search and select the relevant file from
your device. You can attach Microsoft Word, PDF, and image files to the record. The maximum file size
permitted for each file is 9MB. Once selected, the file will appear in the File input? field. Select the
Document type® based on the check boxes provided. Where you have scanned more than one
document into a single PDF, you are able to tick as many check boxes as applicable.

From the dropdown box, select the Outcome® noting that the default is set as ‘Accepted’.

You can provide additional Comments® regarding the attachments if required. Comments are
mandatory if the ‘Other’ tick box is selected.

Click Save®.

Att nt

File input™

| Choose File | No file chosen

Document type *

[ Area Freedom Certificate [ Bulk vessel loading running record

[ Grower [/ Packer Certificate [ Export Delegate Certificate

O Import Permit ) Manual EX188 Form

[0 Manual Inspection Record [ Manual ITCT Calibration Record

[0 Manual Vapour Heat Treatment Record [ Marine Surveyor Certificate

O OSCT Data Logs O MIG thermometer NATA test certificate
[ Testing Certificate [ Other

[ Treatment certificate [ Readings VHT probe calibration

[ Vessel ownerfagent's declaration [ Take 5 Assessment checklist

O VHT treatment readings [ Transfer Certificate

[ Vessel owner/agent's declaration test

A document type is required.

Outcome ™

Accepted W

Comments
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The Communications page will display the newly attached file'.

You then have the option to click Download?, to download and view any attached file. You can also
click Remove? to remove the file from the record.

Horticulture Inspection Active 10/11/2021 Required fields denofed by *

The attachment has been added.

Inspection 1D - HE21811

Inspection A Authorised Officers Time Entry X, Communications G Actions -

Attachments (1) Add

Name Document Type Source Updated Outcome Reviewed by Acti

container.pdf Grower / Packer Certificate Inspection 10/11/2021 17:21 Accepted Vendor Test3 Open = Download | Remove

Correspondence add i
No comrespondence

I Documents attached to the record in Active status cannot be removed once the
inspection/calibration is completed but you will be able to download those documents. You
cannot open the record and change the outcome.
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Recording correspondence relating to an inspection/calibration

Once an inspection/calibration is initiated, you can make a record of correspondence relating to the

inspection/calibration. The process for recording correspondence is the same for all
inspection/calibration types.

To record correspondence relating to a record, click the Communications! tab and then click Add?

under the correspondence section.

Home Inspections RFP Calibration

Empty Container Inspection Active 18/04/2016

Inspection A Authorised Officers ® Time Entry . Communications

Attachments Add t‘
Mo attachmenis.

Correspondence add

No correspondence.

The Correspondence window will display.

Enter an appropriate Subject! for the correspondence and select the applicable correspondence

Type? of mail, email, phone, on site or none from the drop down list.
Add details of the correspondence in Comments3.

Click Save*.

Correspondence

Subject*
I
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The Communications page will display the newly added record?.

Click Open? to edit the correspondence or click Remove? to remove the correspondence at any time
until the inspection/calibration record is cancelled, withdrawn or submitted.

The correspondence has been added.

[=l inapaction 2 Authortsed Officers © Tima Entry S, Communications G Action

Attachments s
Mo eftechments.

Correspondence (1) am

Bubject Type Created Created by l

Exzirgile of conespielsce Pl FANAR20E 1008 PEMS-DEY Inilesrial-A0 D Rt

i: 8

Recording correspondence post completion of an inspection/calibration

Once an inspection/calibration is completed, you can make a record of correspondence relating to
the inspection/calibration. The process for recording correspondence is the same for all
inspection/calibration types.

To record correspondence relating to a record, click the Communications! tab and then click Add?
under the correspondence section.

Home Inspections | RFP  [Calibration UAT11 Testing £

HOI"[ICUHU re |nSpeCt|On Active 22/06/2022 Required fields denoted by *

Inspection ID - H725080

[E Inspection A Authorised Officers © Time Entry , Communications & Actions ~

Attachments add |
Mo attachments

Correspondence Add

No correspondence.
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The Correspondence window will display.

Enter an appropriate Subject! for the correspondence and select the applicable correspondence.

From the drop down list select the Type? of correspondence such as email, general enquiry, mail,
none, on site, or phone.

Add details or a summary of the correspondence in Comments3. Click Save®.

Correspondence

Subject*

A subject is required

Type*®

Comments *
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The Communications page will display the newly added record?.

Click Open? to edit the correspondence or click Remove? to remove the correspondence at any time
until the inspection/calibration record is cancelled, withdrawn or submitted.

Containerised Goods Inspection compieted 021082018 FEquee et e by

The comespendence has been added.

Elinspection 3 autherised Omicers (3 Tene Entry i, Communscations & actions =
Attachments an
Ho altactirents
Correspondence (1) s«
Fubyect Type Created l Created by Achons
Test Emall 130582018 1548 PEMS-CEY Imemal- Ao Jpen | Remde

i - |

I Any correspondence added to the record in Active status cannot be removed once the
inspection/calibration is completed. You will be allowed to open the record in Read Only mode.

3.6 Actions tab

Download inspection report

Before or after an inspection record is submitted you can download the inspection report. The
process for downloading a report is the same for all inspection types. It is recommended that you do
this before submitting each inspection record to identify any errors that may have been entered
onto the record, as there is limited capacity to amend errors in core information after it has been
submitted.

To download the report, click the Actions tab and then select Download report?.

Home Inspections | RFP  [Calibration UAT11 Testing ¢ O®

Horticulture Inspection completed 23/06/2022 Required fieids denoted by *

Inspection ID - H725083

[E Inspection A Authorised Officers © Time Entry *, Communications
RFP details open Flow path details Download Repart
Reactivate
RFP number 2218483 Inspection result  Passed
Inspection reason Resulttime  23/06/2022 09-00 Cancel
Destination country ~ CHINA Officer UAT11 Testing
Establishment number 0098 Comments
Establishment name  AQIS HORTICULTURE ESTABLISHIMENT - DO NOT
AMEND Outcome details

Exporter name TESTING - EXPORTER ALL COMMODITY 35
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Inspection reports

A PDF document will be downloaded onto your device (next 2 screen shots). Once the document is
opened the inspection report will display in the relevant format.

For inspection records downloaded after submission in PEMS, all inspection details will be included
on the record. Where multiple AOs are assigned to an inspection, only the details of the AO who
submitted the record® will display.

- ;
1 Praicriteied Gran, Seedi, Nuts, Hiy
%‘: Grain and Plant Product Inspection Record s e Bocd oo ot

A = Froducts, and Growing medsa

MARATHON FOOD MOUSTRIES PROPRIETARY LIBATED S0 EYLERA SEEDSE PL
e e a——— " Enbimustesy hest Mt Wigagisl snd Linat P —r— Y P —

EROAT0RT 1Ay

PEMS-DEY Extorak-AD 07002

04 T LEBE e

W B S P PO B (O] O JRRAE O [l [ i [ O e i Pab AR O (A [eaialt B4 Rk K Fured (i) a0 e amend oF QO wfder {3apied P D of T Eepoe)
Comir' (et o Mt Proccts) Muies 2001 (Mand Mules 2021} Ursder seciion 517 o B Pland Rules 2021, B valldiy perod for paised plants o glant produchs @ 28 deys om P dale of inspecion o as ofherwiee
Eemrd by B Sperrlary P an poforned SR tpocedn @ corgreee] of plants o pact oty an Uked on B record T cleed sl e en suforned pfces § e gy e beeg refedfied srd mud bave
CrTplen WAt e SeAmoral FegunETtL G G b o B-1 0 of Sl Piant Bluiss 2001 Tres smcoed i B Spproevsd ecord tor Sn Sessssrent of Qoo nded issction B 14 of the Plang Pl 2071
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If the inspection record is downloaded before the record has been submitted on PEMS, the
inspection record will be a summary of inspection information provided to date and will not display:
e an end time or date for the inspection
e any AO details

e the department’s logo and name

the note for exporters regarding the Export Control (Plants and Plant Products) Rules 2021.

I Once the inspection records are downloaded, they can be saved or printed for you or your client’s
° records.

Progcribed Genim, Seeds, Nuls, Ha
Grain and Plant Product Inspection Record et
Peoducts, and Growing maedia

1E r M ASA DEFARTMENTAL TEST
EXDOC DAIRY TEST ESTASLISHMENT EXPORTER

RO 14:5

| confizses | wa | WRHEAT 1 & 1 Bk 1 T Rk
| CowyTpmassss ik WRHEAT | 0

a i, L |
L) TR Wk

o |

Tokal Pazand Unit
[T MATONS

Download calibration certificate

Before or after a calibration record is submitted you can download the calibration certificate.

To download the report, click the Actions! tab and then select Download Certificate?.

Container Calibration Acive 15032019

R e
& Calibration © Time Entry . Gomumicatios Fm
RFP details wanicad Cernheate
¥ Caxel
Calibration details chang fildra
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Calibration certificate

A PDF document will be downloaded onto your device. The certificate will be a summary of

calibration information provided to date and will not display:
e the signature block (including wet stamp)

e the department’s logo.

REFRIGERATED CONTAIMNERS

Exporter:

Phytosanitary Mumber:

Container Number: KEIDTRESATS96G
Container Seal Number.

Recordar Sarial Numbar:

Container Clock set to GMT:

Date Calibrated: 1 50320149

1. Calibration Rasuilts (at 0°C):

Sensor First Reading Second Reading Comection Factor
Identification

1 1 0.0 0.0 i

2 2 .0 LLR] 0.4

3 3 0.0 0.0 0.0

2. Gensor Placement & Pulp Temperatures

Sensor Placement: Pulp Temperature (°C)

1

2

3

3. Container Sealed:

Local Time: Date:

Caldsiwtion Fosia Malli.

CERTIFICATE OF LOADING AND CALIBRATION FOR COLD TREATMENT IN SELF

H is submitted on PEMS.

I AOs are advised to preview the record by downloading the certificate before the calibration record
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Download calibration certificate (Thailand)
Before or after a calibration record is submitted you can download the calibration certificate.

To download the report, click the Actions tab and then select Download certificate?.

Thailand Calibration acive 221032019 Requred s cerofety
+i Calibration @ Time Entry \, Communication

RFP details ope Dewrlaad Canficate
RFF number 21408 Estabishmentname - ANTICO INTERMATIOWA. | gypmt

Estabishment number 3515 Exporter name  TESTING EXFORTER 1441

Courtry  THAILAD

Download Thailand Certificate window will display. Select commodity* and click download?.

. 2 -
Download Thailand Certificate
Commodity *
CHERRIES Frijit from Australia B.E. 3214(2014) v
@ Downlead
Close
| g |

A PDF document will be downloaded onto your device. The certificate will be a summary of
calibration information provided to date and will not display:

e the signature block (including wet stamp)

e the department’s logo.
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Exporter TESTING EXPORTER
04418

Phytosanitary Number

Container Number QWGV5B4T589 Seal Number
Recorder Senal Number 5D54456464 Date Calibrated
Container Clock set to GMT  Yes

Calibration Results

Sensor Identification First Reading Second Reading
1 0.0 0.0
2 0.0 0.0
3 0.0 0.0

Sensor Placement

1 - at the mid-height of the stack, on the left side of the contamner, approximately
1.5 m from the far end of a 12 m (40 ft) container

2 - at the mid-height of the stack, in the centre of the container
3 - at the mid-height of the stack, on the right side of the container, approximately

1.5 m from the door end of'a 12 m (40 ft) container

Container sealed:

Time 11:57 AM Date  22/03/2019

Cancelling an active inspection/calibration

Certificate of Calibration for In-Transit Cold Disinfestation Treatment in
Self-Refrigerated Container for Thailand

Attached to the Notification of Department of Agriculture

Re: Conditions for Import of cHERRIES Fruit from Australia B.E. 3214(2014)

LEJ454545

22/03/2019

Correction Factor

0.0
0.0
0.0

Pulp Temperature

(Degrees C)

Situations may arise where you decide to cancel an inspection/calibration before completion. Once
an inspection/calibration is initiated (see the relevant user guide) it can be cancelled. The process for

cancelling a record in PEMS is the same for all inspection/calibration types.

To cancel an active inspection/calibration, click the Actions! tab and then click Cancel?.

I Departmental AOs: When a record containing time entries for chargeable activities is cancelled,

° PEMS will exclude those time entries in calculations for total chargeable times.

/2016

( Time Entry . Communications

Cancel
Withdraw

Download report
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The page will display a confirmation that the record was created in error! for the relevant inspection
or calibration.

I Where a time entry was recorded on the record, the date(s) specified on the cancelled record
will be the start date and end date for the inspection/calibration. The record date corresponds
with the earliest and latest time entry across all AOs for the relevant inspection/calibration.

Empty Container Inspection|created in Error 23/05/2016

1]

=] Inspection A Authorised Officers ®© Time Entry .

The inspection has been cancelled.

Location details

Containeryard ID 1234
Place of inspection CRAIG MICHAEL DEAN GLADSTONE ACT 4680
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Withdrawing an active inspection/calibration

Situations may arise where the client requests that you withdraw an inspection/calibration before
completion. Once an inspection/calibration (see the relevant user guide) is initiated it can be
withdrawn. The process for withdrawing a record on PEMS is the same for all inspection/calibration

types.

To withdraw an active inspection/calibration click the Actions! tab and select Withdraw?.

Departmental AOs: Where chargeable activities should be recorded against the record, the
I record should be withdrawn. PEMS will include the recorded time entries in calculations for total
chargeable times.

/2016

Requ."reiﬁnm‘ed by *

(®© Time Entry . Communications

Download report

Cancel
Withdraw

Submit

Authorised officer Actions Checkout

The page will display a confirmation that the record has been withdrawn! for the relevant inspection
or calibration.

Where a time entry was recorded on the record, the date(s) specified on the withdrawn record
I will be the start date and end date for the inspection/calibration. The record date corresponds
° with the earliest and latest time entry across all AOs for the relevant inspection/calibration.

Empty Container Inspection |withdrawn 06/06/2016

The inspection has baen withdrawn. ﬁ

Bl Inspection 1 Authorised Officers {© Time Entry L. Communications

Location details

Fantainar vard IR 12734
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Completing and submitting the inspection record
The inspection record can only be submitted in PEMS after:

e all inspection results and data are recorded appropriately, unless the flow path failed
inspection

e aTime Entry!is provided for all AOs who recorded inspection results

e if applicable, attachments and correspondence relating to the inspection are added under
the Communications? tab.

Details on the Time Entry and Communications tabs can be found in Section 3 General PEMS
functions.

When you are ready to submit the inspection record, click the Actions®tab and then click Submit*.

For more information on Downloading, Cancelling or Withdrawing® the inspection, see Section 3.6

Actions tab.
Once the inspection record is submitted, the record will become read-only, and you will be
I unable to make changes to the data provided. If you need to make changes to the record, see
¢ Section 3.6 Actions tab — Reactivating a completed record.

e

Horticulture Inspection Active 22/06/2022

Required fiEl noted by

Inspection 1D - H725080

= Inspection A Authorised Officers © Time Entry X, Communications [ Actions ~

RFP details open | change Flow path details cnange ~Download Report_
Cancel
RFP number 2218443 Inspection result  Passed after rect Withdraw
Inspection reason Failed time  21/06/2022 10.0
Destination country  CHINA Resulttime 22/06/2022 10.00
Establishment number 0098 Officer  UAT11 Testing Submit
Establishment name  AQIS HORTICULTURE ESTABLISHMENT - DO NOT Comments test - conveyor bell was cle
AMEND
Exporter name  TESTING - EXPORTER ALL COMMODITY 35 Qutcome details change checkout
TESTING Refresn fram EXDOC
Import permit  No Trade description  Yes
Treatment details No Compliance labelling Yes
Additional declaration No Sampling rate 2 % (two percent per line)

Total quantity 10
Total passed 0
Total failed 0

Place of Origin  Victoria

Results (1) setiine D
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A pop-up window will ask you to confirm that you want to submit this inspection®.

It will also ask if you want to email the exporter/EDI user on the submission of the inspection?.
When selecting this option, the Inspection submit confirmation box will expand.

Enter the email address, this can be multiple email addresses each separated by a comma.
Enter in any Comments* that are to be included in the email.

Click Save®.
P . |

Inspection submit confirmation

Are you sure you want to submit this inspection?
| want to email the exporter/EDI user on the submission of the inspection.

Email Address

Exporters.email @gmail. com

Comment

Dear Exporter

Please note | have submitted the inspection record for RFF1111111 in PEMS, please request Authorisation
at your earliest convenience.

Kind Regards

AOD

The Inspection record status will display as Completed®.

Home Inspections RFP Calibration

Horticulture Inspection|completed 18/08/2021 [

Inspection 1D - H570662

(= Inspection 2 Authorised Officers ® Time Entry
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Reactivating a completed record

Once a record has been submitted in PEMS, it is locked, and no changes can be made. However,
some inspections/calibrations can be reactivated to correct minor errors to non-core information
(refer to the table below).

An inspection record can be reactivated up to 3 times unless otherwise stated. A calibration record
can only be reactivated once.

An AO can reactivate the record themselves, however rules exist in relation to which fields can be
changed. The AO must record a reason for the reactivation in the comments field.

Permission must be sought from the Grain and Seed Exports Program to make amendments to the
following records:

e Empty Container Inspection
e Grain and Plant Product Inspection
e Bulk Vessel Inspection

e Quality Systems Recognition Inspection.

Note: When requesting amendments you may be required to produce supporting evidence, such as
timestamped photographs, that can attest to the amendment.

When reactivating an inspection/calibration, only the comments section and the following fields will
be changeable:

Type of inspection ONLY fields that can be changed when reactivating
Horticulture Inspection Product origin / Line ID

Bulk into Ship Hold Inspection Loading rate

ITCT Calibrations (generic) Recorder serial number/ container seal number/

container Sealed date and time/ Local date / Local
time/ Address (if calibration record is created using
physical address and not Estab. Number) / Town /
Postcode / Date of loading / Comments

ITCT Calibrations Treatment start date GMT / Treatment start time GMT
(Japan Only)

ITCT Calibrations Start loading time / Complete loading time

(USA only)

Offsite ITCT Calibrations Recorder serial number / Local date and time /

Container number

OSCT Calibrations Phytosanitary number / Date (Calibration and Re-
calibration) / Seal number / Seal date / Seal time / Seal
number / Container number

Supervision of VHT Country
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If the associated RFP has been authorised in EXDOC and the status in PEMS is ‘closed with export’,
you cannot reactivate the record yourself. You will need to contact the AO Hotline to have this

reopened before the inspection/calibration can be reactivated. For example, if you need to attach
documents to an inspection in PEMS.

I PEMS will capture the original record and the new record created and apply a version number to
° reactivated records (see: Viewing the original inspection/calibration).

An inspection record can be reactivated up to 3 times

If an inspection record is reactivated 3 times and resubmitted, and subsequent errors are identified,
then a new record must be created with the correct information. You will need to create the new
inspection/calibration record by following the instructions for the relevant inspection/calibration
type, in the relevant user guides. The new inspection/calibrations will appear on top of the list of

inspection/calibration records.

Home Inspections

RFP

Calibration

Vendor Tests £ O

Request For Permit 2213991 (v1) open

Required fields denoted by *

& RFP Inspections =i Calibration ® Time Entry X, Communications 2 Service G Actions ~
Request
Related inspections (4)
RFP Inspection Authorised
Type Status version version Start date  Location officers Actions
Open
Grain and Plant Preduct  Completed 1 4 19/03/2022 E)_(DPORT COMPANY PTY Vendor Tests
Comments
. . Open
(P3|a|:1 and Plant (Eil.s.eaTed in 1 3 1910312022 E([F)’ORT COMPANY PTY Vendor Test5
roduct ror - LD - Comments
. . Open
Slalln and Plant (élealed in 1 2 191032022 B([F)’ORT COMPANY PTY Vendor Test5
roduct ror LTD - Comments
. . Open
Slalr and Plant (Eil.e.}a?ed in 1 1 191032022 Ei([F)’ORT COMPANY PTY Vendor Test5
roduct Iror - LD . Comments

Note: To assist in the prevention of errors, PEMS has a ‘download report’ function located under the
Actions tab, which should be used to view and check the record information prior to submission. All

fields in the inspection/calibration can be corrected prior to submission.
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Reactivating a record and resubmitting

To reactivate a record, you will need to open the relevant inspection/calibration. If you are unsure
how to locate the relevant inspection you should refer to the Section 2: PEMS search functions.

To reactivate the record, click on the Actions! tab and select Reactivate?.

Home Inspections

RFP

Calibration

Horticulture Inspection completed 23/06/2022

Inspection ID - H725083

El Inspection

RFP details open

A Authorised Officers

© Time Entry

Flow path details

. Communications

O

UAT 11 Testing

Required fields denoted by *

Download Report

Reactivate
RFP number 2213489 Inspection result  Passed c I
Inspection reason Resulttime  23/06/2022 09:00 ance
Destination country  CHINA Officer UAT11 Testing
Establishment number 0098 Comments
Establishment name AQIS HORTICULTURE ESTABLISHMENT - DO NOT
AMEND Outcome details
Exporter name TESTING - EXPORTERALL COMMODITY 35
TESTING Trade description  Yes
Import permit  No Compliance labelling  Yes
Treatment details  No Sampling rate 2 % (two percent)
Additional declaration  No Target quantity 3
Place of Origin ~ ACT Progressive count &
Total quantity 10
Inspection validity | History Total passed 10
Total failed 0O
Expiry date  21/07/2022
Results (1)
Line Commodity Packages Packaging Sampled Result Authorised officers Actions
1 ORANGES 10 CONTAINERS 8 Passed UAT11 Testing Open
Comments
I If you are not associated with the inspection/calibration record, you will not be able to see the
H reactivate option.

A message will appear asking to confirm this action. Select OK®.

Are you sure you want to reactivate this inspection?

Confirmation® of the inspection/calibration being reactivated will then appear on the record.

Home

Inspections

RFP

Calibration

Horticulture Inspection Active 27/07/2021

The inspection has been reactivated.

Inspection ID - H570423

E Inspection

2 Authorised Officers

RFP details open| change

@ Time Entry

., Communications

PEMS-DEV External-AO (M

Required fields dencted by *

G Actions

Flow path details cnhange
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You can now change the details in the record, noting that only certain fields can be altered. Fields
that cannot be changed will be greyed out.

Any changes made to the record will be highlighted in red®.

Inspection Result Line 1 - APPLES - BOX
Line ID
Line2 34567
Number of packages ™
200
Sampled number
15
Result™
Passed v
Remarks
Animal faeces Ants
Contaminant Contaminants - Datura spp
Contaminants - Live or Dead rodents Contaminants - Rodent droppings
Dead Insect Dead rodent
Disease (digcoloration) Diseazes - Bacteria
Diseaszes - Virus/\firoid Eggs
Ergots Fly
Frass Fungus
Inadequate or imaccurate trade description Incorrect/unclean packaging
Inert material Insect damage
Insects - Egg/Moths/Caterpillar (Lepidoptera) Insects - Fruit Fly - Egg/Larvae/Adult (Diptera)
Insects - Live injurious {Grain and seed Insects - Live non-injurious {Grain and seed
inspections cnly) inspections only)
Insects - Moths (Lepidoptera) Insects — Thrips (Thysanoptera)
Larvae Lesions
Live field species Live Insect
Live insect pest Live pest
Live rodent Mites
Moth Mould
Nematodes Posifive ARGT result
Rot Soil
Spider Stings
Thrips Weed seeds
Authorised officers™
PEMS-DEV External-AD
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Once the changes have been made, select the Actions? tab and click on Submit?.

Home Inspections RFP Calibration PEMS-DEV Extemal-A0  (®

Horticulture Inspection Active 27/07/2021 Required fieids denoted by *

The inspection result has been updated.

Inspection ID - H570423

Inspection 4 Authorised Officers ® Time Entry . Communications G Actions ~

RFP details open | change Flow path details change Download Report
RFP number 0048517 Inspection result Passed Submit
Reinspection Mo Result time  27/07/2021 11:00
Destination country  INDIA Officer PEMS-DEV External-AD
Establishment number 0100 Comments Checkout
Establishment name MARATHON FOOD INDUSTRIES PROPRIETARY
LIMITED Qutcome details change

The Comments? box will automatically appear and you must record comments as to why the
inspection/calibration was reactivated. Select Save?.

Comments

A comment is required

I The comments entered are for audit purposes and will appear on the inspection report.

A message will appear asking to confirm this action. To confirm, select OK®.
[

Are you sure you want fo submit this inspection?
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Viewing the original inspection

The Inspections! screen will show the number of related inspections. The Inspection version?
column will display the number of inspections performed, any records highlighted in red® and have
the status as Created in error. The most recent record will appear at the top?.

Click Open® on a red highlighted inspections.

Home |nspections ~RFP  Calibration Vendor Tests £
Req uest FO@ 2213991 (v1) open Required fields denoted by *
& RFP Inspections =i Calibration © Time Entry . Communications 2 Service & Actions -
Request

Related inspections (4)

RFP Inspection Authorised
Type Status version version date  Location officers Actions
EXPORT COMPANY PTY Open
Grain and Plant Product  Completed 1 4 19/03/2022 ) Vendor Tests
Comments
. . Open
(P3ra|:1 and Plant Ereated in 1 3 191032022 E_:_([I;'ORT COMPANY PTY Vendor Test5
roduct mor Liv Comments
. : Open
(P3ra|:1 and Plant Erealed in 1 2 191032022 E}I’_{[I)’ORT COMPANY PTY Vendor Test5
roduct rror LIy Comments
. . Open
(P3ra|:1 and Plant Erealed in 1 1 19/03/2022 E—([I;'ORT COMPANY PTY Vendor Test5
Product Error Ly Comments

Open the inspection record that is in red and select Actions® and Download Report?.

Home  Inspections RFP Calibration PEMS-DEV Extemal-A0 (8

Horticulture Inspection completed 27/07/2021 Reguired fields dencted by *

Inspection ID - H570424

Inspection 2 Authorised Officers ® Time Entry . Communications
RFP details open Flow path details Download Report
RFP number 0046517 Inspection result  Passad
Reinspection  No Result time  27/07/2021 11:00
Destination country  INDIA Officer PEMS-DEV External-AO
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A copy of the report will appear and it will now state that it has been rescinded (cancelled).

v Fresh Fruits, Fresh
P i) 02 Vegetables, Nursery
d Stock, Bulbs, Tubers, Cut
Flowers and Foliage

This confirms the original record has been made null and void.

Ny =N ion
) ’ of Control B
Australian Government men| ricult

RFF Number Establishment Name ablishment Number Exporter Name
48517 MARATHON FOOD INDUSTRIES PROPRIETARY LIMITED AAA DEPARTMENTAL TEST
T “_
Sampling Rate Total Quantity Target Quantity Product ation Country n Start Date and Time
Origin
2 % (two percent) 200 Sydney INDIA 27/07i2021 10:50 27/07/2021 11:45
e N <] N I Il
Impeort Permit Mo Import Permit E: ow P ow Path Date Flow Path comments Expiry Date
es and Time
12345 31/07/2019 Y Passed 27107/2021 N/A 24/08/2021
11:00

RFP Line No. Line Target
Identification

Comme:

Compliance Comments

AO Name AO Number

PEMS-DEV External-AO 07002

Additional Declaration Comments e 2d

Comments Total Failed

Tesing 2 —E—

Note for Exporters

Where an authorised officer records a consignment of plants or plant products as passed on this record, the plants or plant products are taken to have passed an assessment of goods under Chapter 9 Part 2 of the Export Control
(Plants and Plant Products) Rules 2021 (Plant Ruls 2021). Under section 9-12 of the Plant Rules 2021, the validity pericd for passed plants or plant products is 28 days from the date of inspection or as otherwise approved by the
Secretary_ Ifan officer records a of plants or plant products as failed on this record, the client must advise an authorised officer that the goods are being resubmitted and must have complied with the
additional requirements set out in section 9-11 of the Plant Rules 2021. This record is the approved record for an assessment of goods under section 9-14 of the Plant Rules 2021

RFP - 48517 Page: 1/2

Viewing the original calibrations

The Calibrations! tab will show the number of related records. The version in red will be the original
record and will state Created in error?. The most recent calibration?® will be at the top of the list.

Click Open® to view the calibration.

I Calibrations can only be reactivated once

Home |nspections RFP  (Calibration SagarTest3 ¥ (O

Request For Permit 00607 ) Open Required fields denoted by *
& RFP £ Calibration © Time Entry . Communications 2 Service G Actions ~
Request
Related calibration records (16)
Container Type Status Calibration version Date Actions
CONT1234567 Thailand Completed 2 23/03/2022 Open | Cgmments
CONT1234567 Th Created in Error 1 23103/2022 Open
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The calibration record will open. Select Actions! and Download Certificate?.

Inspeclions

RFP Calibration

PEMZDEY Intemal-A0 I::j

Generic Calibration acive 120572018

I'he loading detasls have been updated

faguines feids genotsg oy *

ziz Calbrstion %} Teme Entry e Communicaton
RFF details e Deowmnilcad Cartiioaie
RFP numbser  G4ZHT Entablishment nams  EXDOC DAIRY TEST ESTA  ohwekoul
Establishment numbser  G03S Expomier name  TESTING EXPORTER MUM
= Loy FRANCE
eune Submit
Calbration details Laading delails c-ape
Clock set fo GMT  es Establishment namber 0082
Estabbshment number 0035 Establishment name  EXDCC DAIRY TEST ESTAGLISHMENT
Fatahliahment nams:  EEXDOC DAIRY TEST ESTARBLISHMENT Pulp tTemperalung 1 732
Calbration Date 13052019 Pulp temperature 2 2.3
Condainer pumber  HHFY 1321332 Pulp temperabee 3 24
Cantsiner aize 40 food Senl number 333475
Recorder serial number 6% Sealed date and time 13052048 1
Calibration A3 PEMS-DEY Exfernal- A0 Loading AQ  PEMS-DEY Inlemal-A0
Readings
Sandnr I Firat Sewand Coame ean Praihiz
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A copy of the certificate will appear and it will now state that it has been rescinded (cancelled).

This confirms the original record has been made null and void.

CERTIFICATE OF LOADING AND CALIBRATION FOR COLD TREATMENT IN SELF

REFRIGERATED CONTAINERS
Exporter: AAA DEPARTMENTAL TEST EXPORTER
Phytosanitary Number:
Container Number: CONT1234567
Container Seal Number: HER445
Recorder Serial Number: SEALOOO1213
Container Clock set to GMT: Yes
Date Calibrated: 27072021
1. Calibration Results (at 0°C):
Sensor First Reading Second Reading Correction Factor
Identification
11 0.0 0.0 0.0
2 2 -1 -0.1 0.1
313 0.2 0.2 0.2

2. Sensor Placement & Pulp Temperatures

Sensor Placement: Pulp Temperature (°C)
1 02

2 04

3 -0.2

3. Container Sealed:

Local Time: 12:54 Date: 27/07/2021

Calibration Form Multi

RESCINDED
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Refresh from EXDOC

Once extracted into PEMS, the record can be updated by clicking on the Refresh from EXDOC!
button. The refresh will update containers, treatment information and import permits that may have
been added/changed in EXDOC since the RFP was extracted into PEMS. Containers and import
permits can be updated in PEMS anytime until the RFP is closed in PEMS.

Home |nspections  RFP  |Calibration PEMS-DEV Intemal-A0 ¥ O
Req u est F or Pe rm |t 22 ‘1 O 38 1 (:\"2) Open Required fields dencted by *
& RFP = Inspections si1 Calibration @ Time Entry X, Communications 2 service
Request
Container Report
Summary
Refresh from EXDOC
Establishment number 3584 Establishment name GRAINCO QUEENSLAND
Destination country  CHINA ASSOCIATION LTD FISHE s e sewa s e mun e

3.7 PEMS offline

PEMS offline allows you to “check out” an inspection or calibration record to a mobile device and
continue to record certain data even where there is no internet/network connection.

In this checked out mode the data that you entered into the record will be stored in the internet
browser storage on your chosen mobile device, until an internet connection becomes available, and
the record is checked back into PEMS online. You should not clear your cache while in offline mode or
you will lose any PEMS data stored locally on your device at the time. In the checked-out mode PEMS
will not be able to validate any of the data entered and you will not be able to submit the record.

Locating your PEMS security PIN

Before checking out a record and using PEMS offline, you will need to identify your individual PEMS
security PIN. You will need to remember and use this PIN to log in to PEMS offline.

Click on PEMS profile® to access your four to six-digit AO security PIN? under the authorised officer
details section.

I clions FP Calibaalion PEME-DEY Mibaimsal-A {:}

My Profile Pems-DEV Intemak-AD —r
Persaonal details change Authorised officer details
UsarlD FrhS45W Inbemal-800 Mumbser 31201
Tithe  Fdss Sealien  Apgednied
First name  PCMS DCW First aid sapiry date 13057201
Family name  mernal A0 Start date 210120
Crihar namas End data 345X,
Phaana (1) 4774 B8 PN HHEH
Makile
Email  adiidagy PEMS rales
Region  C=nimal East
OfMlca  Mewrsshs PO S nalvl

Checkout a record

Once an inspection/calibration record is initiated (see the relevant user guide) you can check out the
record. You must have an internet connection to check a record out of PEMS online. The process for
checking out a record is the same for all inspection types and for onsite and offsite calibrations.
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To check out the record, open the relevant record, click the Actions tab and then click Checkout?.

(© Time Entry . Communications
Download report
Cancel
0 Withdraw
Submit
Authorised officer Actions Checlkout
I If a record that you are assigned to has been checked out by another assigned AO, contact the AO
e | Hotline for assistance.

Once a record is checked out of PEMS the PEMS online record will be read-only. Only the AO that
I checked the record out of PEMS online will be able to access and add data to the record in PEMS
offline.
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The checked-out inspection/calibration record® will display under My inspections/My calibrations
list on your PEMS online homepage. For demonstration purposes, the following screen shots relate
to an inspection record in PEMS offline.

Checked out records that are highlighted in bold and red have been checked out of PEMS online in a
different internet browser and/or different device from the one you are currently using. You can
click Errors? beside the relevant record to confirm the error.

SRR W e o

Iy inspections (30)

Type

Horticatre

Nulk Vagsal

Contalnsrtsad Goods

Horticailirs

Emply Comaingr

Satus

Checked Ot

Cherkad Onre

Chackad Oar

Chesckad Dt

Checked Oul

St date

TG G

TRIGTAN B

TEEENE

Liwcaticen

ALSTRALIAM SCRMICT COLD STORAGE NSW PTY LTI

Synay

ALES GRAINM ESTABLISHMENT - [N MO AMIEMY

ALSTRALIAN SERVICE COLD STCRAGE NSW PI1Y LITD

CHRAIG MICHAEL DEAN

RET

5T

Lt T

AN

Actions

Oopan

O

Open

i

Uinchackmut

L inchsariont

Limichenckonis

Unchackout

Cmors

Frrairs

Emairs

Emara
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Uncheckout record

Where you have accidentally checked out a record it is possible to undo the check out. If you undo a
checkout, any information you may have entered into the record in PEMS offline will not transfer

into PEMS online.

To undo the check out, click Uncheckout? beside the relevant record.

TSP W WL s

My inspections (30)

Ty Slatus
Hirticature Charcknd Onre
Mulk Vasszl Chearkad (e

Conealnsrisad Ganods Checkad (am

Horticaiture Cheschad Dt

Emply Comainer hecked Oul

Sait dute

1TIGAN G

TN G

TRHGAN B

VRHGTAN B

TG

Logging in to PEMS offline

Liwctiinii

ALSTRALIAM SCRACT COLD STORAGE NSW PTY LTD

Syrclnary

ALAS GRAIN ESTAHLISHMERT - W0 MO AMERND

ALSTHALIAN SERMVICE CUILE STCHRUAGE HSW PI1Y LD

CHAIG MICHAEL DEAN

REP

5T

a5ar

kLB b

Actiong

Opni

Opan

Open

i

8

Uncharkmut

| incharknut

Linchsckns

Unchachinit

Ermrairs

Frrars

Emars

Emrars

When you no longer have an internet/network connection, you can refresh your PEMS homepage
and the logon to PEMS offline window will display.

Select your Authorised officer! name. The AO that checked out the record will appear by default.

Enter your four to six-digit PEMS security PIN2, and then click Logon3.

Logon to PEMS Offline

Authorised officer*

PEMS-DEV Internal-A0

PIM*

Close Logon

This is a CONTROLLED document. Any documents appearing in paper form are not controlled and should be checked against the IML version prior to use.

Plant Exports Management System (PEMS) Authorised Officer User Guide — Overview and General Functions

Date published: 4/07/2024

Version no.: 21
87 of 122



Opening the checked-out inspection record

Once you have logged on to PEMS offline, the PEMS offline homepage will display your offline
(checked out) inspection records.

To open a checked-out inspection record, click Open? beside the relevant inspection record under
the My offline inspections section. The process for opening an offline record is the same for all
inspection types. For demonstration purposes, the following screen shots relate to an empty
container inspection record in PEMS offline.

For all inspection types the PEMS offline inspection page will display by default. The PEMS offline
inspection page will have limited functionality as compared to PEMS online.

Inspaciions PEMS-DEV Intermnal- AD O

Plant Expons__Man%gé_ﬂ’! S

-

oy
el 4 .
Pt

My offline inspections (1)

Type Status Start date Location RFP Actions

Empte Contalner Chacked Cut 5062016 CRAG MICHAEL DEAN GLADSTONE ACT 2680 Opan
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Entering inspection data in PEMS offline
In the PEMS offline mode, for each checked out inspection record, you will only be able to:

e record relevant inspection results (see the relevant user guide), including:

recording inspection results

if applicable, recording flow path inspection results

if applicable, changing outcome type

if applicable, selecting sampling rate

if applicable, record marine surveyor certificate details

o O O O O O

if applicable, record results for additional areas of a bulk vessel.
e view assigned AOs

e add comments (see Section 3.8)

e record time entry data (see Section 3.4)

e record correspondence relating to the inspection (see Section 3.5).
You will not be able to:

e assign additional AOs to the inspection record

add attachments to the inspection record

e view time summary information or activity reports

add invoices to the inspection record

e view any RFP details

submit, cancel or withdrawn the inspection record

download an inspection record

issue bulk vessel approval

check empty container approvals.
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Opening the checked-out calibration record

Once you have logged on to PEMS offline, the PEMS offline homepage will display your offline
(checked out) calibration records.

To open a checked-out calibration record, click Open? beside the relevant calibration record under
the My offline calibrations section. The process for opening an offline calibration record is the same
for all calibration types. For demonstration purposes, the following screen shots relate to an onsite
calibration record in PEMS offline.

Home

Inspachons PEMS-DEV Internal-AQ

Plant ExportsJ\A,asfag =

" | ‘s

DA
w{ ’
e

My offtine inspections

My offiine Calbrations (3)

Type Swutus Start date RFP Container Acbons
Indanxzia Chncked Cu 11042013 oM21TH DANOT41973

Somaier Chacked O 120402019 EGHT5436235 oper
Sonlares Chacked Oul olverany SLUGML0L et

For all calibration types, the PEMS offline calibration page will display by default. The PEMS offline

calibration page will have limited functionality as compared to PEMS online.

Horne

Inespclicms

Indonesia Calibration active (Checked Cut) 11042010

PEMS-DEY kntern

Raguirad feas deaied &y

Wil Calibrabon ) Time Entry Y. Communecation
RFP details
RFF number 00 -] Establishiment name  EXCOC DAIRY TEST EE
Establishmant numibar  O0RER Exportar name  A84 NEMARTLMSNTAL T
Gaumry  INCONESLS,
Calibration details crarg: Leoading details crange
Chook setto GMIT  Yes Establishmant number 0055
Eatabllshment numbar  105R Establlshimant name  FxTE00 DeIRY TEST ERTAR EHRIENT
Establishmend e  ExXD0C DARY TEST ESTABLIZHMENT Pulp bemmperatire 1 1.0
Cahbratian Dade 110450712 Fulp temperaturs 2 4.4
Contaimar numbar — DEWITATF Fulp temparatura 3 -7 4
Certainsr size 20 fool Seal rumber  ATHHIKEEERYT
Recarder serml number sy J4220000= Sealed date amd e TTLS4E0TY TLLC
Calibraton AQ  PEME-DEV Irternal-ac Loading AQ  FEMS-DEV Intermal-a0
Readings
Sansor D Firsi Secord Coeracbon Actions
1 £4 F4 & Capecn
2 Z 2.4 Cpan
J 2 ag Dipan
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Entering calibration data in PEMS offline
In the PEMS offline mode, for each checked out calibration record, you will only be able to:

e record calibration results including:
o recording calibration details
o recording sensor readings
o recording pre-cooling temperatures
o recording loading details
e add comments (see Section 3.8)

e record time entry data (see Section 3.4).
You will not be able to:

e assign additional AOs to the calibration record

add attachments to the calibration record

e record correspondence relating to the calibration
e view time summary information or activity reports
e add invoices to the calibration record

e view any RFP details

e submit, cancel or withdrawn the calibration record

e download a calibration report.

Once a record is checked out of PEMS offline, the PEMS online record will become read-only.
I Only the AO who checked the record out can access and add data by using the same device that
was used to check the record out of PEMS.
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Check in a record

Once an internet/network connection becomes available you can check a record back into PEMS
online to complete and submit the record.

Before checking a record back into PEMS online ensure that you are checking the record back in
using the same device and the same browser that you used to record data in PEMS offline.

To check a record back in to PEMS online, click Check in! beside the relevant record under the My
inspections/My calibrations list on your PEMS online homepage.

I Checked out records that are highlighted in bold and red have been checked out of PEMS online

H in a different browser and/or different device from the one you are currently using.

R R

My inspections (31)

™

Ype

furicullne

Bulk Vessel

Horticulture

Empty Contaner

Containerized Coocs

Containensea Gooos

Ematy Containes

Containensed Goods

Status

Checked Oul

Checked Out

Checked Out

Checkae Out

Checked Out

Checked Out

Checkaa Out

Checked Qut

Stan date

17062016

160612018

160612018

070612016

DROSZ016

0106120156

0G0520156

Location

NISTRALIAK SERVICL COLU SICRAGL NSW S Y LID

Sydney

AUSTRALIAN SERVICE COLD STORAGE NSW PTY LTD

CRAIG MICHAEL DEAN

L USAN

AUSTRALIAN SERVICE COLD STORACE NSWFTY LTD

AUSTRALIAN SERVICE COLD STORAGE NSW PTY LTD

CRAIG MICHAF DEAN

EXDOC DAIRY TEST ESTABLISHMENT

CRAIG MICHAEL DEAN

RFP

35483

34578

8877

T8

Actions

opan

o=

Loen

Urcheckaut

Uncheckaul

Lincheckaut

Urcheckou

Chrockin

Errces

Emces

Froes

PEMS will synchronise and validate the record when it is translated from PEMS offline to PEMS

online.

Once the record has been checked in you can open the record from the My inspections/My
calibrations list on the PEMS online homepage. If no other data is required, you can continue to

complete and submit the record consistent with relevant inspection/calibration type instructions
(see the relevant user guide).
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Remove stored data

PEMS will allow an AO to remove locally stored data from the My inspections/My calibrations list on
the PEMS home page in certain circumstances.

Where 2 or more AOs are assigned to a record, AO 1 may check out the record but will be unable to
proceed with entering data, undo the check out, or otherwise check the record back into PEMS.

In these situations, AO 2 may contact the AO Hotline to request that the record checkout be reversed.
Once the record is active, AO 2 can then check the record out of PEMS.

When AO 2 checks out the record, AO 1 will not be able to check in their offline data. As a result,
PEMS will allow AO 1 to click Remove! to remove the locally stored data from AO 1’s list. The
remove function does not remove the record from PEMS.

Home Inspections RFP Calibration PEMS-DEV Intemal-A0 ()

Plant Exports Management System

v.{,'“

Bulk into ship hold ¥ Bulk vessel Empty container Horticulture Containerised goods

[+ [+ [+

Search inspections

My inspections (24)

Type Status Startdate  Location RFP Actions

Empty Container Checked Out 16/06/2016  CRAIG MICHAEL DEAN Open

Empty Container Checked Out 21/04/2016  CRAIG MICHAEL DEAN Open l
Empty Container Checked Out 19/04/2016  CRAIG MICHAEL DEAN GLADSTONE ACT 4680 Open Remove Errors
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3.8 Adding comments to a record

PEMS allows you to add general comments to all inspection and calibration records. The process for
adding general comments is the same for all inspection/calibration types. The following screen shots
are taken from an empty container inspection record for demonstration purposes.

To add comments to the record, click the Inspection? (or Calibration) tab and then click Change?
under the comments section of the relevant inspection page.

Home Inspescions Canbration PEMS-DEV Intarnal

Empty Container Inspection acive oai07/2018 Riequined flds ceroted by *

[ Inspection A Authorized Officors {5 Tirne Entry . Commaunications G Actions -

Location details

Camvtninar yard 10 23
Place of inspection  CRAIG MICHAEL DEAM GLADETOME QLD 46BD

Resulig s

Mo resulis

Comments chuge

Mo Gt

The Comments window will display.

Enter general comments about the inspection/calibration into the free text field®. There is a limit of
500 characters for the field.

Click Save?.

Comments

This Is an examphe of a com mt‘l'l[l

The inspection/calibration record page will display the comment?.

Empty Container Inspection scive 04072018 Requived heids donaled by
The inspeclion commenl has been updaled

™ inspection 2 Authorized Officors 5 Tz Crvtry b Communications G Actlons -

Location details

Contalner yard I 1234
Plwce of inspection  CRAIG MICHAEL DEAN GLADSTOME QLD 4680

Results s

Mo resulis

COMMEnts change

This in an ecample of 3 comment
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3.9 Alternate way to initiate an inspection or calibration

There is an alternate way to initiate a record in PEMS in addition to the process outlined under the
relevant user guide.

Initiating an inspection record

Click the Inspections! PEMS menu tab on the PEMS home page.

Home Inspections

Plant E

Bulk into ship hold

L+

RFP Calibration

rts Management System

Bulk vessel

Grain and Plant Product
Inspection

L+

Quality System Recognition

Empty container

Upcountry Mobile Bulk
Loading Inspection

[+

The Search Inspections page will display.

PEMS-DEV External-AO ()

Horticulture

L+

ITCT Calibration

[+

Click Create?, and then select the relevant inspection type? from the drop down list.

Home Inspections

RFP Calibration

Search Inspections

Enter RFP num:}eLnLa\labshmem name/number, IMO number or Authorised Officer name/number.

Reset Create

© Department o

Bulk in ship hold
Bulk vessel
Empty container
Horticulture

Grain and Plant Product Inspection

Quality System Recognition

PEMS-DEV ExtemalAO (O

Advanced search

The relevant create inspection window will display.

| Accessibility | Sitemap | Privacy | Disclaimer | Contactus | australia.gov.au

Continue by following the step-by-step instructions provided in the relevant user guide to complete
the process for initiating an inspection record on PEMS.
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Initiating a calibration record

Click the Calibrations! PEMS menu tap on the PEMS home page.

Home Inspactions Calibeation 1 Kellie Weodger ﬂ o

Plant Exports Management System

Search users Search Inspections Search RFPs Search callbrations

2 Q Q Q

The Search Calibrations page will display.
Click Create?, and the relevant create calibration window will display.

Continue by following the step-by-step instructions provided in the relevant user guide to complete
the process for initiating a calibration record on PEMS.

Home Inspections RFP Calibration

Search Calibrations

Enter RFP number, establishment ngmber of Container number

@ Commonwealth of Australia 2016 | Accessibility | Site map | Privacy | Disclaimer

Creale Calbratich

Coréxirer number

Coralner size

~|
[ Thiz commainer ks caizrated oifie (Mol apobos e for apon o Ko
[0 Comaner calbealed for Tawen

Extaislimhmant rumbar®

An estab bsnment cunberis requled

RFF numbar

i m
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4 RFP functions in PEMS (commodity inspections)

This section provides step-by-step instructions for creating and completing various activities that are
related to the RFP record in PEMS.

This section assumes that as an AO, you are skilled in using Micor to determine the importing country
requirements pertaining to the RFP. PEMS will assist this process by displaying a summary of the RFP
details extracted from EXDOC and inspection history for an RFP. This section is organised into the
following sections:

e reloading an RFP from EXDOC
e import permits
e navigating to related inspections/calibrations from the RFP screen.

While PEMS contains other RFP sections, this section only covers those functions that are relevant to
an AO completing their inspection job functions.

4.1 Reload RFP from EXDOC

When an exporter/EDI user attaches pre-inspection documents to an RFP in PEMS the information
from EXDOC will be extracted into PEMS, this is known as an RFP extract. When the AO initiates the
inspection the most recent information will be automatically extracted into PEMS at that time.

If an exporter makes changes to the RFP in EXDOC, after the inspection has been initiated, such as
add or remove commodity lines or change the net weight of the consignment, you will need to
ensure that the information is current in PEMS. PEMS allows you to reload the RFP from EXDOC and
preserve data that was translated from the inspection record onto the RFP recording PEMS, such as
time entries, attachments, or correspondence.

Where an RFP is reloaded from EXDOC, inspection results will need to be re-entered into the
inspection record in PEMS. Inspection results entered before the exporter made changes to their
RFP in EXDOC, can be viewed in previous versions of the RFP (see Section 4.3 Inspections).

The process for reloading an RFP for EXDOC is the same for all commodity inspection types. The
following screen shots are based on a Grain and Plant Product inspection record and are for
demonstration purposes only.

Do not reload an RFP from EXDOC where additional containers are added to a Grain and Plant
I Product inspection record. The AO must ask the exporter to update their RFP record in EXDOC to
reflect the additional containers

I Once an inspection has been submitted for the RFP you cannot reactivate this inspection and
reload RFP from EXDOC.
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To reload an RFP from EXDOC:

e withdraw the current active commodity inspection from PEMS (see Section 3.6 Actions tab)

e gotothe PEMS home page and initiate a new inspection record (see the relevant user
guide).
The relevant create inspection window will display. You should then:
e asrequired for the relevant inspection, enter the required information (such as RFP

number?, Establishment number? (mandatory for third party AOs) and IMO number for bulk
into ship hold inspections (see the relevant user guide)

e select the Reload RFP from EXDOC? checkbox

e click Create®.

The relevant inspection page will display.

Create Grain and Plant Product Inspection

RFP number *

EXDOC
[T Reload RFP from EXDOC

Establishment number *

[[] This is a Reinspection

A new version number will be allocated to the RFP record when the RFP is reloaded from EXDOC
I into PEMS. RFP cannot be re-loaded into PEMS if there is one active or completed inspection
i record for the RFP.
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4.2 Recording import permit details

Where an importing country requires that an exporter has an import permit this will be reflected in
EXDOC. Import permit details which have been provided by the exporter in EXDOC will translate
automatically into PEMS and will be listed under the Import Permits! tab. The Import Permits tab
allows you to record the details of the import permit after it has been sighted.

To record the import permit details, click the Import Permits! tab and then click Open? beside the
relevant import permit listed.

Home |nspections RFP  Calibration PEMS-DEV Extemal-A0 £ (O
Req u eSt FO[ Pel’mlt OO 58 323 (v1) Open Required fields denoted by *
& RFP Inspections =it Calibration © Time Entry %, Communications 2 Service G Actions -
Request
Summary
Establishment number 0098 Establishment name  AQIS HORTICULTURE ESTABLISHMENT - DO NOT
Destination country  INDIA AMEND THE 1 BIG SHED 1 BROUGHTON STREET
Commodity type  Grains BARTON ACT 2601
Last refreshed  27/10/2021 12:23 Exporter name  AAA DEPARTMENTAL TEST EXPORTER - updated
Departing place ADELAIDE multi org

Departing date  30/11/2019 00:00
Freighttype Sea

Request for permit lines (1) View all containers

Line Commodity End use No. of packages Package type Net weight Unit Actions

1 LOGS 0 BULK 10 MTONS Open

Import permits (3)

Number Issued Comments Actions
123 30/07/2021 import permit valid for 3 months Open
124 12/05/2019 Open
44 14/05/2018 Open
Comments
No comment

The Import Permit window will display.
If applicable, enter Comments? relating to the import permit.

Click Save?.
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Import Permit 123

Comments

MAccepted
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4.3 Navigating to related inspections/calibrations from the RFP screen
To view the list of inspections/calibrations related to an RFP select the Inspections'/Calibrations tab.

Each RFP extracted from EXDOC can have multiple inspection/calibration records listed under the
related inspections/calibrations section. However, there can only be one active inspection record
listed at any one time. Each time an RFP is reloaded from EXDOC the new active inspection record
will correspond with a new RFP version number.

You can Open? any inspection record related to the RFP from this page to view the inspection record
data. All inspection records other than the current active inspection record will be read-only.

Home  Inspections RFP  (Calibration PEMS-DEV ExtemalA0 % @
Req Uest FOI’ |t 005861 4 (v1) Open Required fields dencted by *
& RFP E Inspections =i Calibration ® Time Entry ., Communications 2 Service @ Actions ~
Request

Related inspections (2)

RFP Inspection
Type Status version version Start date  Location Authorised officers  Actions
Open
Horticulture ~ Completed 1 3 091172021 WESTGATE TRANSPORT INDUSTRIES (VIC)  PEMS-DEV External-
PTY LTD AOQ Commen

WESTGATE TRANSPORT INDUSTRIES (VIC) PEMS.DEV External. | OPen
PTY LTD AO

Horticulture Completed 1

09/11/2021
Comments
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4.4 Creating inspection records where a record already exists for an
RFP

For Grain and Plant Product, Bulk Into Ship Hold and Horticulture inspections, when an inspection
record already exists in PEMS for an RFP, you must select a reason for creating another inspection
record—Inspection Reason®. Inspection reasons include:

e Re-inspection
e Re-submitting inspection

e Supplementary inspection

P R AN RS ——————

Create Grain and Plant Product Inspection

= There are existing inspections related to the RFP number specified. Please select
the Inspection reason.

= Re-inspection is when the onginal inspection has a failed line result, a
reinspection is performed after treatment/reconditioning.

= Re-submitting is when the inspection needs to be cancelled and restarted.

« Supplementary inspection is additional inspection records.

RFP number*
0062415

Inspection reason ™

This is Re-inspection
Re-Submitting inspaction
Supplementary inspection

Establishment number=

Close Create
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Re-inspection

This is where the AO is conducting an inspection of goods that previously received a ‘Fail’ result, and
the exporter has treated/reconditioned those goods and presented them for reinspection.

After selecting create inspection and entering the RFP number?, PEMS will provide a warning
message?.

From the drop-down list, select the Inspection reason® as ‘This is re-inspection’. Continue to enter
the Original RFP number?, the Establishment number® and select Create®.

Create Grain and Plant Product Inspection l

= There are existing inspections related to the RFP number specified. Please select

the Inspection reason.
» Select Re-inspection if you want to performed a re-inspection for a failed
inspection.

RFP number*
2213994

Inspection reason

This is Re-inspection

Original RFP number*

EXDOC
[ Reload RFP from EXDOC

Establishment number®
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The relevant Inspection page will display for the goods to be reinspected.

Home Inspections

Grain and Plant Product Inspection active 31/03/2022

Inspection ID - G622225

RFP Calibration

# O

Vendor Tests

Required fields denoted by *

[E Inspection A Authorised Officers ® Time Entry . Communications G Actions~
RFP details open | Change Flow path details Change
RFP number 2213994 Inspection result
Reinspection  Yes Officer
Original RFP number Comments
Destination country ~ MALAYSIA
Establishment number 0099 QOutcome details Change
Establishment name  FIRST CLASS INDONESIAPTY LTD .
Exporter name  TESTING - EXPORTER ALL COMMODITY 35 Is a trade description re...
Import permit  Yes Has a trade description ...
Treatment details  Yes Does the trade descripti...
Additional declaration No Outcome type
2.25L/33.33 tonnes  No
Total passed
Total failed
Unit CUBIC METRE
Results (1) Check Containers
Line Commodity End use Container Line weight Unit Result Authorised officers Actions.
1 LOGS MRKU7539512 CUBIC METRE

Comments Change

No comment.
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Re-submitting inspection
This is where the AO restarts an inspection that was cancelled.

After selecting create inspection and entering the RFP number?, PEMS will provide a warning
message?.

From the drop-down list, select the Inspection reason? as ‘Re-Submitting inspection’. Continue to

enter the Establishment number? and select Create®.

=
= There are existing inspections related to the RFP number specified. Please select

the Inspection reason.
« Select Re-Submitting if you want to restart the inspection that was cancelled.

Create Grain and Plant Product Inspection

RFP number™

2213992

Inspection reason

Re-Submitting inspection

Re-Submitting inspection
[ Reload RFP from EXDOC

Establishment number*
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The relevant Inspection page will display for the record to be resubmitted.

Home Inspections =~ RFP  (Calibration vendorTests #£F (O

Horticulture Inspection active 29/03/2022 Required filds denoled by *

Inspection 1D - H622216

Inspection 2 Authorised Officers Time Entry . Communications @ Actions -
RFP details 0Open | Changs Flow path details change
RFP number 2214061 Inspection result
Reinspection Mo Officer
Destination country  THAILAND Comments
Establishment number 5462
Establishment name  EXPORT COMPANY PTY LTD Qutcome details change

Exporter name  TESTING EXPORTER 0339
Import permit Mo Trade description  No
Treatment details Mo Sampling ra.t.e
Additional declaration  Yes Total quantity 820

Place of Origin Total passed
Total failed

Results (1) setlineID

Line Commodity Packages Packaging Sampled Result Authorised officers Actions

1 ORANGES - NAVEL 820 BAGS 0

Comments Change

No comment
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Supplementary inspection

This where the AO needs to record extra inspection activities against the same inspection
record/RFP.

After selecting create inspection and entering the RFP number?, PEMS will provide a warning
message?.

From the drop down select the Inspection reason® as ‘Supplementary inspection’. Continue to enter
the Establishment number® and for a BISH inspection the IMO number®. Then select Create®.

Create Bulk into Ship Hold Inspection l

= There are existing inspections related to the RFP number specified. Please select
the Inspection reason.
+ Supplementary inspection is additional inspection records.

RFP number ™

2214185

Inspection reason

Supplementary inspeciion
EXDOC

[ Reload RFP from EXDOC

Establishment number*

An establishment number is required
IMO number

IMO 1234567

Vessel details

IMO number  IMO1234567
Mame Mafey
Number of holds 5
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The relevant Inspection page will display for the inspection to be completed.

Home Inspections RFP Calibration UAT12 Testing &S 0O

B U| k |n tO S h |p H (0] Id I ns peCtI 0N Active 30/03/2022 Required fislds denoted by *

Inspection ID - B724531

Inspection 2 Authorised Officers © Time Entry %, Communications & Actions -
RFP details Cpen | Change Flow path details Change
RFP number 2214135 Inspection result
Reinspection MNo Officer
Destination country  CHINA Comments
Establishment number 0090 )
Establishment name  ACQIS GRAIN ESTABLISHMENT - DO NOT AMEND Outcome details Change
Exporter name TESTING - EXPORTER ALL COMMODITY 35
TESTING Loading rate
Import permit Mo Rejection limit
Treatment details  ‘Yes Total passed
Additional declaration  No Total failed
Associated RFPs Mo Unit METRIC TONS
Mebile Bulk Loader Yes :
is used Vessel details

IMO number  IMO1234561
Name BUG TEST
Number of holds 3

Results (1)
Line Commodity End use Net metric weight Hold Passed Failed Unit Actions
1 WOOD CHIPS - DE-BARKED 58365 0 0 M/TONS

Comments change

Mo comment

5 Re-exports in PEMS

Re-export inspections can be completed in PEMS, in the same way that a standard inspection is
completed.

To complete a re-export inspection AOs should have the relevant job function for the product to
conduct an inspection. For guidance on how to complete a specific inspection type consult the
relevant inspection user guide.

All re-export inspections will have the Additional Declaration (endorsement number) 6536.

To support the re-export, the AO must sight and verify the original or certified copy of the
phytosanitary certificate from the importing country(ies) at the time of inspection and record that
this has been done in the general comments field. The document/s must be uploaded into PEMS as
an attachment. For guidance on how to attach documents see Section 3.5 Attaching files to a record.

There is currently no option to flag an inspection as a re-export therefore please make a note in
comments that the inspection is a re-export. For guidance on how to add comments see Section 3.8
Adding comments to a record.
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6 Service Request

The Service Request tab provides an alternative Communication Workflow for clients to
communicate with the department in relation to plant exports. It can be used to request
authorisation for Requests For Permit (RFPs), and the issuance of in-transit cold treatment (ITCT)
calibration certificates and declaration and certificate as to condition (EX188).

You can use the Service Request for inspections and calibrations recorded in PEMS, or if there is a
manual inspection or calibration record attached to the relevant RFP.

Note: Some of the images presented below may reflect establishment executive user, however the
process is same for both.

6.1 Request to Authorise RFP

PEMS will validate that there is at least one Completed inspection for the RFP or a Manual
Inspection Record in the Communications tab for the Request to authorise RFP! to appear.

If any information is missing a warning will appear above the tabs, stating what is required.

Home |nspections  RFP  (Calibration SagarTests £+ O

Req UeSt FOI' Permit 0060772 (v2) Open Required fields denoted by *

& RFP Insp <& Calibration © Time Entry %, Communications 2 Service G Actions -
Request

Service Requests Request to authorise RFP
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The RFP Authorisation window displays.
Read and confirm both declarations® by ticking the boxes.

If required, a copy of the request can be sent via email by entering an email address in the CC field?.
You can add multiple email addresses in this field, each separated by a comma.

Enter in any Comments? that are to be included in the email.

Click Save*.

If your Service Request will contain any attachments that are Manual records, then please
indicate this in the Comments section and confirm that an exception applies, if you fail to
do this then your authorisation may be delayed.

Exporters and EDI users will only see one declaration.

When you click save an email will automatically be sent to Plant Exports NDH.

RFP Authorisation

[ | declare that | am authorised to act on behalf of the exporter in relation to this request for permit including
any related or associated export certification.

[ | declare that the information contained in this request, the associated RFP and PEMS records are true,
correct and complete, and the RFP is ready for authorisation.

Note: A person may commit an offence or be liable to a civil penalty under the Export Control Act 2020 or
Criminal Code Act 1995 if the person makes a false or misleading statement in an application or provides false
or misleading information or documents.

cC

Comment
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The RFP Authorisation status will now change to Requested?.

Depending on the inspection type, you will be able to request an issuance of certificates by selecting
Issuance of EX188 Certificate? and/or Issuance of ITCT Calibration Certificate3.

Home Inspections RFP Calibration

SagarTest3 T @

Request For Permit 0060772 (v2) open

Required fields denoted by *

& RFP Inspections

1 Calibration @ Time . Communications 2 Service G Actions ~

Request

Service Requests (1) Issuance of EX188 Certificate | lssuance of ITCT Calibration Certificate

Type Status Time Modified Actions

RFP Authorisation Requested 231032022 1211

Open | Withdraw

The ability to request these certificates will not be available prior to the Request to authorise
RFP has been submitted.
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6.2 Withdraw RFP Authorisation Request

If a service request has been submitted and it is no longer required, the authorisation can be
withdrawn. To withdraw a service request, click on Withdraw?.

Home Inspections ~ RFP  Calibration SagarTest3 £ @
Req u eSt FO r P erm |t 0060 7 72 (v2) Open Required fields denoted by *
& RFP Inspections < Calibration ® Time Entry . Communications 2 Service G Actions ~
Request

Service Requests (1) Issuance of EX188 Certificate | lssuance of ITCT Calibration Certificate

Type Status Time Modified Actions

RFP Authorisation Requested 2310372022 1211 Open | Withdraw

The Withdrawal information window displays.

If required, a copy of the request can be sent via email by entering an email address in the CC field®.
You can add multiple email addresses in this field, each separated by a comma.

Enter in the Withdraw Reason?; this is a mandatory field.

Read and confirm the declaration? by ticking the box.

Click Save®.
F . |
Withdraw information
cC
o
Withdraw Reason®
s
[ | agree by withdrawing RFP authorisation request, any other request for certificates will be withdrawn. A
new request has to be raised again after the RFP authorization request is placed.
= -
i
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If you have completed a service request for the Issuance of an EX188 certificate and/or
Issuance of an ITCT Calibration certificate and request to withdraw the RPF authorisation,

all items will be withdrawn.
When you click save an email will automatically be sent to Assessment Services - Exports.

The service request status will now be in withdrawn status.

SagarTests I O

Home Inspections RFP ‘Calibration

Request For Permit 0060772 (v2) open Required fields denoted by *

& RFP Inspections :i Calibration © Time Entry X, Communications 2 Service (& Actions ~
Request

Service Requests (2) Requestto authorise RFP

Type Status Time Medified Actions
RFP Authorisation Withdrawn 23/03/2022 12:36 Open
lssuance of ITCT Calibration Certificate Withdrawn 23/03/2022 12:36 Open

6.3 Service Request — Re-submission process for all request types

If it is determined that your Service Request cannot be authorised then you will receive a notification
via PEMS, and by ‘DoNotReply’ email that more information is required.

The Service Request status will change to Awaiting info®. Click Open? to view the details of the
email.

Establishment Executive2 o

Req UeSt FOI' Permit 221 0682 (v2) Open Required fields denoted by *

: Calibration ® Time Entry . Communications 2 Service G Actions -
Request

& RFP Inspections

Service Requests (2) lssuance of EX188 Certificats

Type Status Time Modified Actions
lssuance of Ex188 Certificate Auwaiting Info 09/11/2021 17:19 Re-submit
RFP Authorisation Awaiting Info 09/11/2021 17:18 Open | Re-submit

The below window will appear with the details of what needs to be resubmitted under Email
Comment’.
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RFP Authorisation - Awaiting Info

Version 1
Service Requester ESTBEXE2
Date and Time Requested  03/11/2021 15:58
Further Info Requester HUBOFFICER1
Date and Time Requested  09/11/2021 17:18
Email CC

Email Comment

09/11/2021 17:18, HUBOFFICER1

Resubmission Reason: AQ records/paperwork - incomplete/errors, RFP details -
incomplete/errors, Supporting documents - incomplete/errors, Lodgement Error
Comment: RFP details incomplete because of ABC

AD paperwork incomplete

Supporting docs incomplete

Lodgement error XYZ

03/11/2021 15:58, ESTBEXE2 -
Comment: null

Provide all additional information and/or attachments and then click Re-submit!. Add any additional
information to the Comments box.

Establishment Executive? 0

Req uest For Permit 2210682 (v2) Open Required fislds dancted by *

& RFP Inspections

t Calibration @ Time Entry . Communications 2 Service @ Actions ~
Request

Service Requests (2) Issuance of EX188 Certificate

Type Status Time Modified Actions
lssuance of Ex133 Certificate Awaiting Info 09/11/2021 17:19 Re-submit
RFP Authorisation Auwvaiting Info 091172021 17:18 Open  Re-submit

The original request status changes to Cancelled?, and a new request? will appear at the top of the
list.

Establishment Executive2 (')

Req UeSt FOI' Pe m it 221 06 82 (v2) Open Required fields denated by *

z Calibration ® Time Entry . Communications 2 Service & Actions ~
Request

& RFP Inspections

Service Requests (3) Issuance of EX188 Certificate

Type Status Time Modified Actions
RFP Authorisation Requested 021 17:42 Open
Issuance of Ex188 Certificate Awaiting Info 09/11/2021 17:19 Open  Re-submit
RFP Authorisation Cancelled 09/11/2021 17:18 QOpen

This process will repeat for each resubmission until authorisation is granted.
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6.4 Issuance of EX188 Certificates

PEMS will validate that a Manual EX188 Certificate template is attached in the Communications tab
to procced.

Select Issuance of EX188 Certificate®.

Establishment Executive2 0

Req uest For Permit 2210756 (v1) open Required fields denoted by *

& RFP Inspections <& Calibration ® Time Entry . Communications 2 Service & Actions ~
Request

Service Reguests (1) Issuance of EX188 Certificate | Issuance of ITCT Calibration Certificate

Type Status Time Modified Actions

RFP Authorisation Requested 03/11/2021 19:22 Open

The Issuance of Ex188 Certificate screen displays.

If required, a copy of the request can be sent via email by entering an email address in the CC field?.
You can add multiple email addresses in this field, each separated by a comma.

Enter in any Comments? that are to be included in the email.

Click Save3.

Once you click save an email will automatically be sent to the Assessment Services — Exports.

Issuance of Ex188 Certificate

cC

Comment

The Issuance of Ex188 Certificate status will now change to Requested?.
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Establishment Executive2 o

Req uest For Permit 2210682 (v2) Open Required fields denated by *

& RFP Inspections.

: Calibration ® Time Entry %, Communications 2 Service G Actions ~
Request

Service Requests (2) Issuance of EX188 Certificate

Type Status Time Modified Actions
Issuance of Ex188 Certificate Requested 09/11/2021 16:36 Open
RFP Authorisation Requested 03/11/2021 15:58 QOpen
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6.5 Issuance of ITCT Calibration Certificate

Select Issuance of ITCT Calibration Certificate®.

Establishment Executive2 0

Req UeSt FOI’ Perm't 221 0756 (V1 } Open Required fields denoted by *

: Calibration @ Time . Communications 2 Service & Actions ~
Request

& RFP Inspections

Service Requests (1) Issuance of EX188 Certificate | Issuance of ITCT Calibration Certificate

Type Status Time Modified Actions

RFP Authorisation Requested 03/11/2021 19:22 Open
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The Issuance of ITCT Calibration Certificate screen will display.

Some calibrations may relate to several containers, tick the required containers?, there is no limit to
the number of containers that can appear in the certificate.

Add the Phytosanitary No? and select Add>3. You can add up to six phytosanitary numbers for each
certificate by pressing the Add button after each entry.

If required, an email copy can be sent to anyone you wish to advise that the request has been sent
by entering an email address in the CC field®, this can be multiple email addresses each separated by
a comma.

Enter in any Comments® that are to be included in the email.

Click Save®.

At least one container with at least one valid phytosanitary number must be provided.

Once you click save, an email will automatically be sent to Assessment Services — Exports.
Do NOT add this address in the CC field.

Issuance of ITCT Calibration Certificate
Container Phytosanitary No.
At least one container with gt least one valid phytosanitary numbey must be provided
CcC
e
Comment
e
o |
| )
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The Issuance of ITCT Calibration Certificate status will now change to Requested?.

Establishment Executive2 o

Request FOI' Permit 221 0756 (v1) Open Required fields denoted by *

& RFP Inspections

2 Calibration © Time Entry . Communications 2 Service & Actions ~
Request

Service Requests (2) Issuance of EX188 Certificate | Issuance of ITCT Calibration Certificate

Type Status Time Medified Actions
Issuance of ITCT Calibration Certificate Requested 09/11/2021 16:05 Open
RFP Authorisation Requested 03/11/2021 19:22 Open
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Related material

The following related material is available on the department’s website:
e  Micor Plants (importing country requirements, protocols and work plans)

e Plant Export Operations Manual

o Reference: Plant Exports Management System (PEMS) Authorised officer user guide

— Empty container inspections
— Grain and plant product inspections
— Horticulture inspections
— Bulk vessel inspections
— Bulk into ship hold inspections
— Quality systems recognition inspections
— In-transit cold treatment calibration records.

The following related material is available on the department’s Learnhub:

e Plant Exports Management System (PEMS) video tutorials.

Contact information

e Authorised Officer Hotline: 1800 851 305
e Authorised Officer Program: PlantExportTraining@aff.gov.au
e PEMS Administration: PEMS@aff.gov.au

e Assessment Services - Exports: PlantExportsNDH@aff.gov.au

Document information

The following table contains administrative metadata.

Instructional Material | IMLS-12-4220
Library document ID

Instructional material | Director, Digital Clearance Service, Digital Trade Initiative

owner
Risk rating Low
Review period Due for review within 4 years of the most recent approved date.

Version history

The following table details the published date and amendment details for this document.
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https://micor.agriculture.gov.au/Plants/Pages/default.aspx
http://www.agriculture.gov.au/export/controlled-goods/plants-plant-products/plantexportsmanual
https://learnhub.ssc.gov.au/login/
mailto:PEMS@aff.gov.au
mailto:PlantExportsNDH@aff.gov.au

Version | Date Date last Review type | Summary of review
published approved
1.0 08/07/2016 | 08/07/2016 | New Minor variations for accuracy and clarity.
document

11 | 12/07/2016 | 12/07/2016 | Major Complete document restructure
Addition of sections on:
e Logging into PEMS
e (Calibration records
e Calibration search

2.0 | 30/09/2016 | 30/09/2016 | Major e Minor variations for accuracy and clarity
e Removal of Appendix F — Calibrations

and loading
e Removal of Section 2.3 — Calibration
search

2.1 16/12/2016 | 16/12/2016 | Major AO user guide updated with PEMS v2.1
enhancements

3.0 09/10/2018 | 09/10/2018 | Major AO user guide updated with PEMS v3.1 and
v3.2 enhancements

4.0 21/05/2019 | 21/05/2019 | Major Updated with PEMS v3.3 and 3.4
enhancements

5.0 4/11/2019 | 4/11/2019 | Major Updated with PEMS 3.5 enhancements.

6.0 3/06/2020 | 3/06/2020 | Major Removal of appendices from Plant Exports
Management System (PEMS) Authorised
Officer user guide to make each its own user
guide.

7.0 28/08/2020 | 28/08/2020 | Major Updated with PEMS v3.9a enhancements to
invoicing.

8.0 10/12/2020 | 10/12/2020 | Major Changes made to section 4.1

9.0 18/01/2021 | 18/01/2021 | Major Updated for commencement of the Export
Control Act 2020 and associated Plant Rules.

10 28/03/2021 | 28/03/2021 | Major Minor updates to screenshots in line with
PEMS changes.

11 4/05/2021 | 4/05/2021 | Major Name changes from Containerised Goods
Inspection to Grain and Plant Product
Inspection.

12 7/06/2021 | 7/06/2021 | Major Updated with PEMS July 2021 release.
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Version | Date Date last Review type | Summary of review
published approved
13 5/07/2021 | 5/07/2021 | Major e Updated with PEMS September 2021
release

e Reactivation up to three time
e Email notification on submission.

15 17/09/2021 | 17/09/2021 | Major Communications Workflow — Service
Request functionality added.

16 22/11/2021 | 22/11/2021 | Major Updated with PEMS December 2021
release.

17 16/12/2021 | 16/12/2021 | Major Updated with PEMS April 2022 release.

18 04/04/2022 | 04/04/2022 | Major Updated with PEMS June 2022 release.

19 21/07/2022 | 21/07/2022 | Major Updated department branding.

20 11/08/2022 | 11/08/2022 | Major Minor variations for accuracy and clarity.

21 4/07/2024 | 4/07/2024 | Major Updates to the rules for reactivation.
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