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Exports work instruction
[bookmark: _Toc360193309][bookmark: _Toc360194608][bookmark: _Toc360195179]Requesting Authorised Officer eLearning using the Plant Exports Management System
[bookmark: _Toc233185330][bookmark: _Toc234408461]Direction to authorised officers 
This is official instructional material of the Department of Agriculture, Fisheries and Forestry (the department). Failure to comply with it may result in a breach of relevant legislation and/or the code of conduct under section 13(5) of the Public Service Act 1999.

[bookmark: _Toc164418402][bookmark: _Toc238564767]Purpose of this document
This document details the procedure to request and pay for Authorised Officer (AO) eLearning using the Plant Exports Management System (PEMS).
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[bookmark: _Toc164418403]

[bookmark: _Toc238564768]Policy statement
[bookmark: _Hlk108506633]The policy, definitions and legislation related to this work instruction can be found in the Exports Policy: Management of third party plant exports authorised officers.
[bookmark: _Toc164418404][bookmark: _Toc238564769]Roles and responsibilities
The following table outlines the roles and responsibilities undertaken when requesting AO training.
	Role
	Responsibility

	Applicant
	Requesting eLearning through PEMS.
Paying all applicable fees and charges.


[bookmark: _Toc164418405][bookmark: _Toc238564770][bookmark: _Toc475455278]How do I request access to the AO eLearning?
Persons wanting to access the eLearning for their chosen AO job function/s must lodge their request online through PEMS.
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[bookmark: _Toc164418406][bookmark: _Toc238564771]Section 1: Requesting and paying for eLearning 
The following table outlines how to request access to, and pay for, AO eLearning.
	Step
	Action
	Graphic

	1.
	Go to https://online.agriculture.gov.au/selfservice
Note: The log in page will display.

	[image: Screenshot of PEMS login page for a website with fields for username and password, a checkbox to accept terms of use, and buttons for logging in.]

	2.
	Enter your Username and Password. 
Check the I accept the terms of use box.
Click ‘Log in’.
	[image: Screenshot of PEMS login page for a website with fields for username and password, a checkbox to accept terms of use, and buttons for logging in.]

	3.
	Select the PEMS button to enter the PEMS home page.

	[image: Screenshot showing PEMS homepage.]

	4.
	Click ‘Open’ under the Actions column.
	[image: Screenshot of an Authorised Officer Registration web page showing a single application with date 26/02/2020, status marked as Approved, and an Open action button highlighted in red. ]

	5.
	Select the Training and Assessment tab.
	[image: Screenshot of an online Authorised Officer Application interface showing tabs for Summary, Training & Assessment, and Documents, with Training & Assessment tab highlighted in red. ]

	6.
	Select Make Payment next to the e-Learning heading.
	[image: Screenshot of an Authorized Officer Application interface showing tabs for Summary, Training & Assessment, and Documents. The e-Learning section is active with a highlighted Make payment link next to it, indicating a step for completing payment within the application process.
]

	7.
	Click ‘Pay Now’ under the Actions heading.
	[image: Screenshot of an online Authorized Officer Application payment page showing eLearning fee status as Awaiting Payment with a red Pay Now button highlighted under Actions. ]

	8.
	Review the details of the Service Summary.
Click ‘Next’.
	[image: Screenshot of a Plant Exports Management System showing a Service Summary for a horticulture biosecurity pathway. It details one authorized officer eLearning service priced at AUD 130.00 featuring navigation tabs for Services, Payment Arrangement, and Pay, plus Cancel and Next buttons.]

	9.
	Select ‘No’ in response to the question Do you have an Account Number?
Click ‘Continue to Payment’.
Note: Selecting ‘Yes’ will delay processing as the payment may not correctly link to your account.

	[image: Screenshot of a Plant Exports Management System interface showing a Payment Arrangement step with a progress bar highlighting Services, Payment Arrangement, and Pay stages. The screen prompts users to indicate if they have an account number with Yes/No radio buttons.]

	10.
	Enter the required payment details.
Click ‘Pay Now’.
	[image: Screenshot of a payment form from Plant Exports Management System showing fields for card number, cardholder name, expiry date, CVC, and email with a payment amount of $130.00. The form includes navigation tabs, a privacy statement link, accepted card types, and buttons for Cancel, Pay Now, and Continue.]

	11.
	Note your payment confirmation.
Click ‘Continue’.

		[image: Screenshot of a Plant Exports Management System payment confirmation page showing transaction details including date, reference numbers, payment amount  and credit card type (Visa). A green Continue button is highlighted in the bottom right.]

	12.
	Confirm the payment has successfully processed and the status displays as Paid.
Note: The status may take a few hours to update from Payment Confirmed to Paid.
	[image: Screenshot of an Authorised Officer Application webpage showing e-Learning payment status. The status section highlights Paid in a red box, indicating successful payment of the eLearning fee.]
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[bookmark: _Toc159831901][bookmark: _Toc164418408][bookmark: _Toc238564772]Contact information
Authorised Officer Program: PlantExportTraining@aff.gov.au
Authorised Officer Hotline: 1800851305.
[bookmark: _Toc164418409][bookmark: _Toc238564773]Related material
[bookmark: _Hlk164240779][bookmark: _Hlk164239807][bookmark: _Toc525028698]The following related material is available online:
Authorised Officer webpage
· Exports Policy: Management of third party plant exports authorised officers
· [bookmark: _Hlk164240624]Exports work instruction: Applying to become an Authorised Officer using the Plant Exports Management System
· Exports work instruction: Requesting Authorised Officer training using the Plant Exports Management System
· Exports work instruction: Requesting Authorised Officer assessment using the Plant Exports Management System
· Exports work instruction: Requesting an Authorised Officer Instrument of Appointment using the Plant Exports Management System
· Exports work instruction: Requesting additional job functions in the Plant Exports Management System
· Exports work instruction: Requesting to remove job functions in the Plant Exports Management System
·  Plant Exports Management System
·  Plant Export Operations Manual
· Exports reference: Plant Exports Management System Authorised officer user guide
· Exports reference: Table of authorised officer job functions
· Fees and charges
· Privacy Policy.
[bookmark: _Toc164418410][bookmark: _Toc238564774]Document information
The following table contains administrative metadata.
	[bookmark: _Toc407107579][bookmark: _Toc525028699][bookmark: _Toc164418411]Instructional Material Library document ID
	IMLS-9-11622
	Instructional material owner
	Director, Authorised Officer Program

	Risk rating
	Low

	Review period
	Due for review within 4 years of the most recent approved date.





[bookmark: _Toc238564775]Version history
The following table details the published date and amendment details for this document.
	Version
	Date published
	Date last approved
	Review type
	Summary of review

	1	26/08/2026	26/08/2030
	New Document
	First publication of this work instruction.
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