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,& Australian Government

" Department of Agriculture,
Fisheries and Forestry

Exports work instruction

Requesting Authorised Officer eLearning using the
Plant Exports Management System

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.

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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Policy statement

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.

Roles and responsibilities

The following table outlines the roles and responsibilities undertaken when requesting AO training.

Role Responsibility

Applicant e Requesting eLearning through PEMS.

e Paying all applicable fees and charges.

How do | request access to the AO eLearning?

Persons wanting to access the elLearning for their chosen AO job function/s must lodge their request
online through PEMS.
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Section 1: Requesting and paying for eLearning

The following table outlines how to request access to, and pay for, AO eLearning.

Document ID: IMLS-9-11622

Risk rating: Low

Step

Action

Graphic

1.

Go to
https://online.agriculture.gov.au/selfservice

Note: The log in page will display.

Create an accounmt

I accept the terms of use

Forgotten Passwoed?
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Step | Action

Graphic

2. e Enter your Username and Password.

o Click ‘Login’.

e Check the I accept the terms of use box.

\x\

(T

O

willmakin123

sesssscseses

* ¥ 1accept the terms of use

Log in

Create an account Forgotten Password?

For login or registration difficulties, you may contact the department at MARS.Administrator@agriculture.gov.au or Telephone: 1300 004 605 or +61 8 8201 6185

3. Select the PEMS button to enter the PEMS
home page.
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Step | Action Graphic
4, Click ‘Open’ under the Actions column.
Wwilliam Smith (O
Authorised Officer Registration
Application
4
NS
My Applications
V ==
Date Status Actions
25/02/2020 Approved
® Commonwealth of Australia 2016 | Accessibility | Site map | Privacy | Disclaimer | Contactus | australia.gov.au
5. Select the Training and Assessment tab. . , L
Authorised Officer Application Approved 16/06/2026 Required fies denoted by *
4L summary I = Training & Assessment I K Documents
e-Learning Make payment
Training Request
Assessment
Previous Next
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Step | Action

Graphic

6. Select Make Payment next to the e-Learning
heading.

Authorised Officer Application Approved 16/06/2026

2 summary = Training & Assessment

e-Learning] Make payment

Training Request

Assessment

Required fields denoted by *

B Documents

Previous Next

7. Click ‘Pay Now’ under the Actions heading.

Authorised Officer Application Approved 16/06/2026

1 Summary ™ Training & Assessment
e-Learning
Payment Status
eLeaming Fee Awaiting Payment

Flease note that all fees raised for payment will expire on 30 June and new fees will be generated automatically on 1 July.

Traini Ng Request

Required fieids denoted by *

K Documents

Actions

Assessment

Previous Next
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Step | Action Graphic

8. e Review the details of the Service
Summary. Plant Exports Management System Required fields denoted by *

e Click ‘Next’.

Service Summary

Reference: PEMSELEFEEFPPR-0000001002
Biosecurity Description Pathway Qty Additional Information
Horticulture ACP 1
Service Description aty Unit Price Unit GST Total
Authorised Officer eLearning 1 $130.00 $0.00 $130.00

Total (excl. GST): AUD 130.00
Total GST. AUD 0.00
Total (incl. GST): AUD 130.00

Version: v4.0.3; Build Date: 04-03-2025 10:00:56; Environment: PPR m
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Step | Action

Graphic

9. e Select ‘No’ in response to the question
Do you have an Account Number?
e C(lick ‘Continue to Payment’.

Note: Selecting ‘Yes’ will delay processing as
the payment may not correctly link to your
account.

Plant Exports Management System

Services Payment Arrangement Fay

Pre-Payment Arrangement

invoice or statement of account

Do you have an Account Number?

People who make frequent payments to the department, such as agents and brokers, may have an account number. The account number is located on your tax

Required felds denoted by *

Version: v4.0.3; Build Date: 04-03-2025 10:00:56, Environment: PPR :
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Step | Action

Graphic

10. | e Enter the required payment details.
o C(Click ‘Pay Now'.

Senvices

Payment Arrangement m

Plant Exports Management System

By clicking Pay Now you accept the and Terms and Conditions of payment
Visa, Mastercard and American Express are accepted.

Fayment Amount $130.00

Fields marked with an asterisk (*) are required.

Card number*

Cardholder's name*

Expiry month* Expiry year

2026 v

‘07 \/‘

Card verification code*

| Learn more about

Cardholder's email*

Pay Now

Required fields denoted by *
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Step | Action Graphic

11. | e Note your payment confirmation.

e Click ‘Continue’. Plant Exports Management System Required feids denoted by *

Services Payment Arrangement m

Please note: you must click the continue button to finalise this transaction

Payment Confirmation

Transaction Date 24 Jun 2026 09:16:35 AEST
Transaction Reference 9000010025691967000
Payment Reference Number 60000013750

Payment Amount $130.00

Credit Card Type Visa

Version: v4.0.3; Build Date: 04-03-2025 10:00:56; Environment: PPR
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Step

Action

Graphic

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.

Authorised Officer Application Approved 16/06/2026

Required fields denoted by *

A Summary ™ Training & Assessment B Documents
e-Learning
Payment Status Actions
eleaming Fee Paid

Please note that all fees raised for payment will expire on 30 June and new fees will be generated automatically on 1 July.

Training Request

Assessment

Previous Mext
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Contact information

e Authorised Officer Program: PlantExportTraining@aff.gov.au
e Authorised Officer Hotline: 1800851305.

Related material
The following related material is available online:

e Authorised Officer webpage

o  Exports Policy: Management of third party plant exports authorised officers

o  Exports work instruction: Applying to become an Authorised Officer using the Plant Exports
Management System

o  Exports work instruction: Requesting Authorised Officer training using the Plant Exports
Management System

o  Exports work instruction: Requesting Authorised Officer assessment using the Plant Exports
Management System

o  Exports work instruction: Requesting an Authorised Officer Instrument of Appointment using
the Plant Exports Management System

o  Exports work instruction: Requesting additional job functions in the Plant Exports
Management System

o  Exports work instruction: Requesting to remove job functions in the Plant Exports
Management System

Plant Exports Management System

Plant Export Operations Manual

o Exports reference: Plant Exports Management System Authorised officer user guide
o Exports reference: Table of authorised officer job functions

Fees and charges

Privacy Policy.

Document information

The following table contains administrative metadata.

Instructional Material IMLS-9-11622

Library document ID

Instructional material Director, Authorised Officer Program

owner

Risk rating Low

Review period Due for review within 4 years of the most recent approved date.
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Version history
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The following table details the published date and amendment details for this document.

Version | Date Date last Review type Summary of review
published approved
1 26/08/2026 26/08/2030 New Document | First publication of this work

instruction.

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.

Requesting Authorised Officer eLearning using the Plant Exports Management System

Date published: 26/08/2026

Version no.: 1
13 of 13



