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1. Introduction

1.1

This Public Health Inspection System (PHIS) Industry User Guide is designed for all
industry representatives who produce and sell meat, poultry, and processed egg products
regulated by the United States Department of Agriculture, Food Safety and Inspection
Service (USDA/FSIS). Industry representatives include establishment administrators,
corporate administrators, plant managers, export applicants, and export brokers.

Purpose

This guide provides detailed, role-based, step-by-step instructions on performing all
industry actions within the PHIS. This resource provides guidance on entering data and
working directly within the PHIS.



2. Overview of PHIS
2.1 What is PHIS?

The United States Department of Agriculture (USDA) Food Safety and Inspection Service
(FSIS) is the public health regulatory agency responsible for ensuring that domestic and
imported meat, poultry, and processed egg products are safe, wholesome, and correctly labeled
and packaged.

FSIS implemented the Public Health Information System (PHIS) as part of an effort to collect,
consolidate, and analyze data. PHIS is a web-based application that replaced many of FSIS’
systems. PHIS improves the way FSIS detects and responds to foodborne hazards.

PHIS has four components: domestic inspection, import activities, export activities, and
predictive analytics.

2.2 Requirements

In order to use PHIS, your computer must have the following software installed:
¢ One of the following Web browsers:
o Internet Explorer 11 or later and Microsoft Edge
o Mozilla Firefox
o Google Chrome
e Adobe Acrobat Reader
Compatibility mode is not required. The supported operating system is Windows 10.
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PHIS provides functionality to support FSIS’ main lines of business in four areas:
e Domestic inspection
e Import management
e Export certification
e Analytics
2.4  Role-based Access
PHIS is a role-based system. When users access PHIS, the functionality and data to which they

have access depends on their assigned PHIS roles.

User authentication is the foundation of PHIS’ role-based access. Each user’s privileges and the
scope of data they can access (i.e., establishment versus national data) is based on their specific
work assignments, responsibilities, and assigned PHIS roles.



2.5 Creating an eAuthentication Account

Every person that uses PHIS must have electronic Authentication account that includes the
identity verification step. The verification step is covered in Section 2.6. The Department of
Agriculture manages this process, not the individual Agencies, such as FSIS. For more
information on eAuthentication, visit the eAuthentication website at
http://www.eauth.egov.usda.gov/.

Step 1 Open a web browser and go to
https://www.eauth.usda.gov/MainPages/index.aspx.

Step 2 On the eAuthentication Home page, select Create an Account.

HOME | CREATE ACCOUNT MANAGE ACCOUNT HELP

1 We’ll take you to your destination in just a moment...

The application you are accessing requires you to log in to USDA eAuthentication. Please log in or create an account.

z @R
== LogInwith @ LogInwith
=

[ LincPass (PIV) W Password
User 1D

o

\

()
= —

Aleander,
Bobiy 5.

B show Password

Log In with LincPass

BN T—
2 Create Update

Account Account |,

s

Return to top

Quick Links USDA-Employee Links Other Links
Home Local Registration Authority (LRA] Accessibility Statement

| Create Account | Privacy Policy

Figure 1: Create an eAuthentication Account

Step 3 The Account Registration type page opens. Select the option for Customer and
then select the Continue button.

Account Registration @ o

What type of user are you?

© Customer

’ ) USDA Employee / Contractor

Figure 2: Identify Account Type
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Step 4 Enter your email address.

Customer Account Registration @ 9

Please enter your email address

Email Address

ioe.cus‘tomerusda@gma\“l.com| X ‘

Figure 3: Enter Email Address
Step 5 Select Submit.
Step 6 A registration confirmation email completes the account registration.

Step 7 Open Confirmation email and select confirm email address link located in the
email. Completing this step must happen within 30 minutes before the link
provided in the email expires.

Step 8 The Customer Account Registration page opens. Enter your name as provided on
government issued ID. This is important for completing the identity verification
step later.

Step 9 Enter a password for the account.

Step 10 Select Submit.
A new window displays indicating that the account registration process is
complete.

Note: The eAuthentication identity verification process doesn’t have to happen at a Local
Registration Agency (LRA) and can substituted with the self-service identity verification
process. Self-Service Identity Verification allows you to complete the identity verification
process online by answering out-of-wallet quiz questions that only you would know. This
process leverages the Experian identity verification system, which meets NIST standards for
identity verification.

Additional information on the identity verification process and eAuthentication is located here:

https://www.eauth.usda.ecov/ GlobalAssets/Documents/USDA eAuthentication FAQ 508.pdf

2.6  Performing the Identity Verification Process

To access PHIS, go to https://phis.fsis.usda.gov. Your browser re-directs to the online identity
verification page. The options presented are complete the process online or visit a USDA Service
Center.

Step 1 Select the Online Identity Verification option and Agree to the Terms of Service.
Step 2 Complete the account profile form.
a. Confirm the first and last name match government issued photo ID, no
nicknames. Update if necessary.
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b. Complete the remaining fields: address, phone, date of birth, and SSN.
Step 3 Select Continue.

Step 4 The identity verification quiz opens. There are five questions displayed from the
Experian credit database. There is an option to go to the previous pages to review
the answers.

Step 5 On the last page, select Submit to complete the process. If you are unsure of the
answers, closing the browser allows for a later attempt.

Step 6 There is a notification indicating if the identity verification is successful. Select
Continue to return to the original application.

There are a number of reasons why a Local Registration Agency (LRA) must be visited in
person.

e Failing too many attempts at identity verification.
e Not enough data available to generate the quiz.

Valid documentation is necessary to complete identity verification at the LRA.
2.7 Logging in to PHIS

Note: Verify that all PHIS emails are not being directed to your junk/spam folder.

To access PHIS, go to https://phis.fsis.usda.gov. Your browser re-directs to the eAuthentication
Login page (Figure 4).

Log In with (N . Log In with
LincPass (PIV) Password

Password

B Show Password

Log In with LincPass

Figure 4: eAuthentication page

Provide an eAuthentication User ID and Password and then select Login. The USDA
eAuthentication system validates the User ID, Password, and that identity verification is
complete before opening the PHIS application.
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Below the log in 1s a warning for USDA eAuthentication consent. By logging into PHIS, you are
agreeing to this statement.

Warning
Upon Login You Agree to the Following Information:

» You are accessing a .5, Government information system, which includes (1) this computer, (2) this computer network, (3) all
computers connected to this network, and (4] all devices and storage media attached to this network or to a computer an this
netwaork. This infarmation system is provided for U.5. Government-authorized use only.

» Unauthorized or improper use of this systemn may result in disciplinary action, as well as civil and criminal penalties.
+ By using this information system, you understand and consent to the following:
1. You have no reasonable expectation of privacy regarding any communications or data transiting or stored on this information

system. At any time, the government may for any lawful government purpose moniter, intercept, search and seize any
communication or data transiting or stored on this information system.

2. Any communications or data transiting or stored on this information system may be disclozed or used for any lawful government
puUrpose.

3. Your conszent is final and irrevocable. You may not rely on any statements or informal policies purporting to provide you with any
expectation of privacy regarding communications on this system, whether oral or written, by your supervisor or any other official,
except USDA's Chief Information Officer.

Figure 5: USDA eAuthentication Consent
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2.8 PHIS User Interface Overview

The PHIS user interface is labeled in Figure 6. It incorporates many features that are
standard across many USDA websites.

[UDEST-2 5) | Your Current Role is Plant Management |5

USDA United Stales Department of Agriculiure Public Health
Zal Food Safety and Inspection Service Information System

About PHIS My Profile Help Sign Out 7

e
3 My Establishments 8
View Report _

"N PHIS Home |

Figure 6: PHIS User Interface

Item Name Notes

1 Banner This banner appears on all USDA web pages.

2 Role Displays your current role. Certain users may be assigned
multiple roles and change roles using this selection list.

3 Navigation Menu Appears on many PHIS pages; menu options depend
upon user role.

4 Quick links Appears at the bottom of every page; with links to
additional resources if applicable.

5 Welcome statement | Appears on all PHIS pages; indicates your name and
current role. New to this line is the PHIS assigned user
access code, also called your PHIS ID.

6 PHIS Appears on all pages within the PHIS system.

7 PHIS Menu Bar Home Navigates to the PHIS Home page.
About PHIS Provides an overview of PHIS.

Help Provides access to online PHIS
support resources.

Contact Us Provides point of contact information for
the PHIS administration team and a messaging interface.

Sign Out Exits PHIS.
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Item Name Notes

8 Header Appears on every PHIS page; indicates the functionality
displayed in the context area. Includes a path that shows
the page navigation followed to reach the current page
and allows you to navigate back to previous pages.

9 Content Area Central to all PHIS pages, this area of the screen provides

the functionality needed for the user to perform a task
within PHIS.

Table 1: PHIS User Interface Attributes

2.9 Navigation Menu

The Navigation Menu is the primary way that one accesses the PHIS functionality. It is
customized based upon the user’s role. The user sees only those navigation links that are
appropriate to the user’s role. Items in the Navigation Menu may implement a hierarchy of links
and selecting on an item in the Navigation Menu may cause a menu of sub-items to be displayed.

The lowest level of items in a menu are links which, when selected, present a PHIS functional
page in the Content Area.

USDA United States Department of Agriculture ‘

< i Public Health
__‘5‘" Food Safety and Inspection Service Information System

Export Applicant e 1018 About PHIS My Profile Help Sign Out
You are here: Home > Dashboard
9060
Batch Processing
Upload Files
Batch Results w
Service Accounts
View Report

PHIS Home |

Figure 7: Navigation Menu



2.10 PHIS Home Page

The PHIS Home Page provides a point of entry to PHIS. The Home Page is customized so each
user sees information that is relevant to the user’s role. The information provided in the Home
Page may also provide access to PHIS functionality via links, i.e., an alternative way to access
system functions, augmenting the Navigation Menu.

Figure 8 provides an example of the Home Page as seen by a user with the Plant Management
role.

{U-DEST-2 5} | Your Current Role is Plant Management

USDA United States Department of Agriculture Public Health
__’"" Food Safety and Inspection Service Information System

Plant Management

My Establishments
View Report _

PHIS Home |

Figure 8: PHIS Home Page Example: Plant Management Role

Note: The Plant Management role may not have any tabs or tables displayed; in these cases, all
required functionality is accessed via the navigation menu.
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3. PHIS Guide for Industry Users: User Enrollment and Administration
3.1 Overview

This section provides an overview of the PHIS User Enrollment and Administration application.
This application links your eAuthentication account with your user role and establishment in
PHIS.

PHIS supports these roles: Establishment Administrator, Plant Management, Corporate
Administrator, Export Applicant, and Export Broker.

Each establishment is responsible for managing whom they give access to within PHIS. This
includes removing individuals that are no longer associated with the establishment or corporate
entity. FSIS recommends having more than one Establishment Administrator to manage the
roles.

Additionally, because PHIS is password and security protected, ninety days of inactivity by any
one individual, triggers PHIS to make that individual’s account inactive.

Users with Establishment Administrator and Corporate Administrator roles can deactivate and
reactivate users with Plant Management and Export Applicant roles as well as other users with
their same role.

If an establishment administrator user account is deactivated due to inactivity, the user should
follow the same steps as when first accessing PHIS. As long as the Contact record remains, the
user should see the Accept Industry Invitation option (Section 3.1.1).
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Table 2 describes each role and the associated functionality.

Role Functionality

Establishment | e  Search for existing users associated with the establishment
Administrat . ) .
dministrator e Update the following details for establishment users
Salutation
Display Name
Credentials
Work Phone
Mobile Phone

o Fax
e View enrollment requests for the establishment

O O O O O

e Approve enrollment requests for the establishment

e Add roles to users associated with the establishment

e Revoke roles from users associated with the establishment
e Deactivate user accounts associated with the establishment

e The FSIS in-plant personnel can assign up to 3 establishment
administrators when provided names by the establishment. An
establishment can assign an additional 10 establishment administrators
per establishment

e View Reports for any associated establishments

Corporate e Search for users associated with corporate establishments
Administrator . . .
e Update the following details for establishment users
Salutation
Display Name
Credentials
Work Phone
Mobile Phone
o Fax
e View enrollment requests associated with corporate establishments

O O O O O

e Approve enrollment requests associated with corporate establishments
e Add roles to users associated with corporate establishments

e Revoke roles from users associated with corporate establishments

e Deactivate user accounts associated with corporate establishments

e A corporate administrator can assign up to 10 corporate administrators
per establishment

e View reports for any associated corporate establishments
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Role Functionality

Plant e Respond to noncompliance records

Management .
£ e Appeal noncompliance records

e View and respond to MOI records

e View and print pre-defined reports

e Save reports to your local computer

e Add establishment Contact information

e Update the following details for establishment users

Job Title
Salutation
Display Name
Credentials
Work Phone
Mobile Phone
o Fax
e Link the establishment to a corporate entity

O O O O O O

e An establishment or corporate administrator can assign up to 10 plant
managers per establishment

Export e Create and view 9060-6 Export Applications

Applicant . . . .
e View PDFs associated with approved 9060-5 Export Certificates

e (reate and view 9080-3 Applications

e Upload 9060-6 Export Application files for batch processing

e View results of batch file uploads

e There is no limit per establishment on the number of related Export
Applicant users.

Export Broker | ¢ Create and view 9060-6 Export Applications

e View PDFs associated with approved 9060-5 Export Certificates
e Upload 9060-6 Export Application files for batch processing

e View results of batch file uploads

e The Export Broker role is not associated with any specific establishment

Table 2: Roles and Functionality
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3.1.1 Establishment Administrator: User Enrollment

Establishment administrators are responsible for managing users in his or her establishment who
have the Plant Management, Export Applicant, or Establishment Administrator roles. In order for
an establishment to have a user with the Establishment Administrator role, FSIS IIC or CSI must
add at least one contact to PHIS with the Establishment Administrator role. Information added to
the list of plant contacts must match exactly (case sensitive) with that associated with the
eAuthentication record (first name, last name and email address). After a contact has been added,
that individual can log into PHIS following the instructions outlined in section 3.1.1.1
Establishment Administrator: How to Access PHIS for the First Time. Up to three users per
establishment can be specified as Establishment Administrators.

As another option, subsequent prospective users seeking the Establishment Administrator role
can submit an enrollment request for the role and it can be approved by either an Establishment
Administrator associated with the Establishment or a Corporate Administrator associated with
the Establishment’s linked Corporate Entity. To do so one can follow the instructions for
submitting an enrollment request in section 3.1.4.1 Plant Management: How to Submit an
Enrollment Request but requesting the Establishment Administrator role versus a Plant
Management role.

Any other establishment users who don’t require the Establishment Administrator or Corporate
Administrator roles must follow the instructions for submitting an enrollment request in section
3.1.4.1 Plant Management: How to Submit an Enrollment Request.

3.1.1.1 Establishment Administrator: How to Access PHIS for the First Time

Once a Contact has been added to the Establishment Profile Contacts’ page, the user must accept
an invitation and to activate their PHIS account by completing the following steps:

Step 1 Open a web browser and go to https://phis.fsis.usda.gov/enrollment/.

Step 2 Log in to PHIS with your eAuthentication user ID and password.
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Step 3 On the Enrollment Welcome page, select Accept Industry Invitation...
See Figure 9: FSIS Enrollment Welcome page. If you do not see an Accept
Industry Invitation... link, either the Contact record information entered into
PHIS does not match exactly that associated with the eAuthentication record or
you are either not eligible to enroll as an Establishment Administrator. Refer to
section 3.1.4.1 Plant Management: How to Submit an Enrollment Request or
contact your local FSIS representative.

Welcome to the FSIS Enrollment Application! |

Patrick Henry,

Your FSIS account was not found. An account is required to access FSIS applications. There are a few ways to enroll. The
first enrollment option is the preferred way, Review available options below,

Enroll by Accepting Invitation

You are designated as a company's FSIS Application User Administrator. Click Accept Industry Invitation below to accept
the invitation, Follow the on screen instructions,

= fccept Industry Invitation...

Enroll by Submitting Enrollment Request

Click Submit Enrollment Request to run the Enrollment Request wizard, vou will be notified when your request is
approved or denied,

= Submit Enrollment Request...

Figure 9: FSIS Enrollment Welcome page

Step 4 On the Industry Invitation — Disclaimer page (Figure 10), read the disclaimer and
select the box next to I Agree.

Industry Invitation - Disclaimer

You are accessing a U5, Gavernment information system, which includes all computers connected to this netwark,
and for all devices and storage media attached to this network, This information system is provided for WS,
Government-authorized use only and improper use of this system may result in civil and criminal penalties.

Connecting to this system means you understand and consent to monitaring, communication, intercept, search of
any communication or data traversing or stored on the system.

Secondly, communication or data traversing or stored on this system may be disclosed or used for any lawful
government purpose.

O I Agree

Continue Cancel

Figure 10: Industry Invitation — Disclaimer page
Step 5 Select Continue.

Step 6 In the Establishment Numbers field on the Industry Invitation page (Figure 11),
type the establishment number for the establishment for which you will be the
Establishment Administrator. The number must match exactly, including any
suffixes. You can also select Lookup... to search for your establishment.
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Industry Invitation

Usze thiz page to accept the industry invitation. If you are not a designated Establishment Administratar, click Cancel
Create Establishment Administrator Account
Patrick Henry,

Enter one establishment number for the establishrment for which vou are a designated establishrnent administrator in the
Establishrmnent Number field below and click Create Account. Invitations cannot be accepted for inactive establishrments or
for establishrments that do not reet the implementation timeline, vou can search for eligible establishments by clicking
Lookup...

after verification, your FSIS account with administrator privileges will be created and will be effective immediately. vou will
then be redirected to the FSIS PHIS Dashboard.

* Establishment Number: Lookup... | ¥ Clear
Enter only one number in the following format: MI23 or MES55,

Create Account

Figure 11: Industry Invitation page

Step 7 Select Create Account.
After you select Create Account, the system directs you to the User Management
application. Continue to the next section of this guide, 3.1.2 Establishment
Administrator: User Management, for information on managing users and
account requests.

Note: If an establishment administrator user account is deactivated due to inactivity after ninety
days, the user should follow the same steps as when first accessing PHIS. As long as a related
Contact record is still associated with the Establishment in PHIS, the user should see the Accept
Industry Invitation option after logging in through eAuthentication.

3.1.2 Establishment Administrator: User Management

Establishment Administrators are responsible for managing user accounts for their establishment,
which includes approving enrollment requests and adding or removing roles. Establishment
Administrators can assign the Plant Management, Export Applicant, or Establishment
Administrator roles to users of their establishment.

3.1.2.1 Establishment Administrator: How to Manage User Requests from New Users

Users in your establishment may request changes to their PHIS accounts using the Requests
feature. As the establishment administrator, you can respond to the requests by completing the
following steps:

Step 1 Log in to PHIS with your eAuthentication user ID and password.
Step 2 From the navigation menu, select Manage Requests.
Step 3 Select Edit next to the request you want to review. The Request page (Figure 12)

appears and you can review the request, make changes to it, or approve/reject it.

Step 4 Review the request and make any changes to the user’s profile, such as assigning
a role or removing a role, if necessary.
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Step 5 Select Reject if you do not know the user or do not have enough information. If
the user has provided contact information, you can also contact him or her to
verify the request. If you want to approve the request, select Approve.

Request Number - by

— Account Information

Eirst Name: Request Type: New Account
Middle Name:

Last Name:

Email:

Job Title: Corporate Operations Manager

Work Phone:

— User Comments

Requests from the user appear in this
area.

— Establishment Information

Establishment Number:
Establishment Name:
Address:

—Add/Edit Roles

Add a Role...

Role From To ‘

P [Primary role]
Plant Management
[ESTABLISHMENT] 1 work area assigned.

&)
15l

— Feedback

Include any feedback here before you
finish responding to the request.

[ send Feedback to the Requestor

V'Approve 3 Reject

Figure 12: Review Requests page
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3.1.2.2 Establishment Administrator: How to Manage User Requests from Existing
Users

Users in your establishment may request changes to their PHIS accounts using the Requests
feature. As the establishment administrator, you can respond to the requests by completing the
following steps:

Step 1 Log in to PHIS with your eAuthentication user ID and password.

Step 2 From the navigation menu, select Manage Requests.

Step 3 Select Edit next to the request you want to review.

Step 4 Review the request and make any changes to the user’s profile, such as assigning

a role or removing a role, if necessary.

Step 5 Select Approve or Reject when you are done with the request.

3.1.2.3 Establishment Administrator: How to Assign a Role
To assign a role to other users in your establishment, complete the following steps:

Step 1 Log in to PHIS with your eAuthentication user ID and password.
Step 2 On the Manage Users page, search for a user by typing all or part of the user’s last
name in the Last Name field and selecting Search.
Step 3 Select Edit (Figure 13).
User | Roles | Type | Status |
[ | k4l K4l A4l

Establishment Administrator Industry Active| Edit icon || o]
Export Applicant ! )

Plant Management

- - Export Applicant Industry Active El

Figure 13: Edit icon
Step 4 Select the Roles tab.
Step 5 Select Add a Role...(Figure 14).

My Profile

General Roles (2) Personal Information Requests (0)

Add a Role...| immm—

Role From To

> [Primary]

Plant Management

' Establishment Administrator p

Figure 14: Roles Tab on Profile page
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Step 6 From the Role drop-down list, select the role you want to add to the selected
user’s account.

Step 7 If you only want to add a role to a user’s account for a specific timeframe, enter
dates in the Effective From and Expires After fields. If you want the user to have
the role until you revoke it, leave the Effective From and Expires After fields

empty.
Step 8 Select Save.
Step 9 Select Add Work Areas (work areas for industry users are affiliated

establishments) (Figure 15).

Edit Role

" Role: Export Applicant v

Effective From:

22.]
Jit;

]

Expires After:

i)

Primary Role? Yes ® No

Save  Save and Go Back  Cancel

Add Work Areas... h

Work Area

No work areas were assigned.

Figure 15: Edit Role page
Step 10 Establishments for which the account can be associated appear.
Step 11 Select establishment(s).
Step 12 Select Save.
Step 13 Select Save and Go Back.

3.1.2.4 Establishment Administrator: How to Update a User’s Personal Information

To update another user’s personal information, such as contact information, complete the
following steps:

Step 1 Log in to PHIS with your eAuthentication user ID and password.

Step 2 On the Manage Users page, search for the user by typing all or part of the user’s
last name in the Last Name field and selecting Search.

Step 3 Select Edit.

24



Step 4 Select the Personal Information tab.

Step 5 Enter the user’s information in the available fields, which are defined in Table 3:

Personal Information Fields and Definitions.

Field Definition

Salutation The user’s formal salutation, such as Mr., Mrs., Ms., or Dr.

Credentials The user’s certifications or degrees

Work Phone The user’s 10-digit work or office phone number

Mobile Phone | The user’s 10-digit mobile phone number

Fax The user’s 10-digit fax machine number

Table 3: Personal Information Fields and Definitions
Step 6 Select Update.

3.1.2.5 Establishment Administrator: How to Remove a Role

Establishment Administrators can remove roles from users in their establishment. To remove a
role from a user’s account, complete the following steps:

Step 1 Log in to PHIS with your eAuthentication user ID and password.

Step 2 On the Manage Users page, search for the user by typing all or part of the user’s
last name in the Last Name field and selecting Search.

Step 3 Select Edit.

Step 4 Select the Roles tab.

Step 5 Select Delete Role (Figure 16).
Role From To

> [Primary]
Establishment Administrator
[ESTAELISHMENT] 1 work area assigned.

¥ Plant Management Q]‘ Eq
[ESTAELISHMEMT] 1 work area assigned,

Delete Role icon I:

Figure 16: Delete Role icon
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Step 6 If you are certain you want to delete the role, select OK in the confirmation
window (Figure 17).

Message from webpage §|

\:,?/ The role and its work areas will be permanenth deleted.

[ 8] 4 H Cancel ]

Figure 17: Delete Role Confirmation

3.13 Corporate Administrator: User Enrollment

Corporate administrators can manage industry users with Plant Management, Establishment
Administrator, and/or Export Applicant roles at establishments associated with the corporate
entity. Users with the Corporate Administrator role can also manage the records of other
corporate account type users associated with the same corporate entity.

In order for a user to add the Corporate Administrator role associated with a specific
establishment, an enrolled user from the establishment with a Plant Management role must add a
contact to PHIS with the Corporate Administrator role.

Users with the Corporate Administrator role who would like to add the Plant Management or
Export Applicant role to view one of the corporations associated establishments, must follow the
instructions for submitting an enrollment request in section 3./.4.1 Plant Management: How to
Submit an Enrollment Request or in section 3.1.4.1 Export Applicant: How to Submit an
Enrollment Request.

3.1.3.1 Corporate Administrator: How to Access PHIS for the First Time

Once a Corporate Administrator Contact has been added to an Establishment’s Establishment
Profile Contacts’ page, to accept an invitation and activate your PHIS account, complete the
following steps:

Step 1 Open a web browser and go to https://phis.fsis.usda.gov/enrollment/.

Step 2 Log in to PHIS with your eAuthentication user ID and password.
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Step 3 On the Enrollment Welcome page, select Accept Invitation...(Figure 9).
If you do not see an Accept Invitation... link, you are not eligible to enroll as a
Corporate Administrator. Refer to section 3.7.4.7 or 3.1.5.1.

Welcome to the FSIS Enrollment Application!

Frederick Douglass,

Your FSIS account was not found. An account is required to access FSIS applications. There are a few ways to enroll. The first
enrollment option is the preferred way. Review available options below.

Enroll by Accepting Invitation

You are designated as a company's FSIS Application User. Click Accept Invitation below to accept the invitation. Follow the on
screen instructions.

= Accept Invitation...

Enroll by Submitting Enrollment Request

Click Submit Enrollment Reguest to run the Enrollment Request wizard. You will be notified when vour request is approved or
denied.

= Submit Enrollment Request...

Figure 18: FSIS Enrollment Welcome page for Corporate

Step 4 On the Industry Invitation — Disclaimer page (Figure 19), read the disclaimer and
select the box next to I Agree.

Industry Invitation - Disclaimer

You are accessing a U.S. Gavernment information system, which includes all computers connected to this netwaork,
and faor all devices and storage media attached to this network, This information system is provided for LS.
Government-authorized use only and improper use of this system may result in civil and criminal penalties.

Connecting to this system means you understand and consent to monitaring, communication, intercept, search of
any communication or data traversing or stored on the system.

Secondly, communication or data traversing or stored on this system may be disclosed or used for any lawful
government purpose,

O I Agree

Continue Cancel

Figure 19: FSIS Disclaimer page
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Step 5 Select Continue.

Step 6 In the Establishment Numbers field on the Industry Invitation page (Figure 11),
type the establishment number for the establishment for which you will be the
Establishment Administrator. The number must match exactly, including any
suffixes. You can also select Lookup... to search for your establishment.

Industry Invitation

Use this page to accept the invitation. If you are not a designated FSIS Application User, click Cancel.
Create Account
Frederick Douglass,

Enter one establishment number for the establishment for which you are a designated administrator in the Establishment
Number field below and click Create Account. Invitations cannot be accepted for inactive establishments or for establishments
that do not meet the implementation timeline. You can search for eligible establishments by clicking Lookup...

After venification, your FSIS account with administrator privileges will be created and will be effective immediately. You will then
be redirected to the FSIS PHIS Dashboard.

Establishment Number* : || @, Lookup... | # Clear

Enter only one number in the following format: M123 or M4565.

Create Account

Figure 20: Industry Invitation page

Step 7 Select Create Account.
After you select Create Account, the system directs you to the User Management
application for Corporate Administrators. For information on managing users and
account requests as a Corporate Administrator, please see section 3.7.2
Establishment Administrator: User Management. The functionality is the same,
with the exception that the Corporate Administrator role can manage both
Corporate and Industry user account types and requests associated with all
establishments linked to the corporation.

3.14 Plant Management: Request User Enrollment

In order to use PHIS to respond to noncompliance records, appeal noncompliance, view MOls,
or view reports, a user needs the Plant Management role. There are two ways the Plant
Management role can be assigned: An Establishment Administrator or Corporate Administrator
adds the role to an existing account related to the Establishment, or a prospective user submits an
enrollment request and the establishment administrator approves the request.

3.1.4.1 Plant Management: How to Submit an Enrollment Request

To activate your PHIS account and request a role for the first time (you do not already have a
PHIS account), complete the following steps:

Step 1 Open a web browser and go to https://phis.fsis.usda.gov.
Step 2 Log in to PHIS with your eAuthentication user ID and password.
Step 3 On the Enrollment Welcome page, select Submit Enrollment Request.
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Step 4 On the Step 1 page, select Next.

The FSIS Enrollment Request Wizard (Step 1)

This wizard helps you prepare and submit your enrollment request.

_ Welcome to the FSIS Enrollment Request Wizard

| Welcome The wizard helps you submit your enrollment request to an FSIS administrator. An administrator
reviews each enrollment request and either approves or denies it. After the review process, you
will receive an email notification.

E. Applicant

Account Type

Primary Role Your progress through these steps will be displayed on the left side navigation menu.

My Preferences
My Comments . .
Click Next to continue.

Summary Click Cancel to exit the wizard. All modifications will be canceled.

Figure 21: FSIS Enrollment Request Wizard
Step 5 On the Step 2 page, in the Account Type field, select Domestic and select Next.
Step 6 On the Step 3 page, in the Role field, select Plant Management and select Next.

29



Step 7 On the Step 4 page, enter filter criteria to find the establishment and select Find.
Step 8 Choose Select next to the Establishment and select Next.

The FSIS Enrollment Request Wizard (Step 4 of 7)

E. Applicant
pp This wizard helps you prepare and submit your enrollment request.

_ Select Domestic Establishment

Welcome

Select or verify your establishment. You may choose from the list below by clicking the Select on
Account Type the right side of the entry, or search by entering your establishment's information in the boxes
provided and clicking Find.

Mote that if an establishment hasn't been rolled out yet or it has inactive status in the system, it
Dom. Establishment is not eligible for user enrollment and it will not be displayed here.

Primary Role

My Preferences .
Y Name: | | Full or partial name.

My Comments

Number: | |.i\n establishment number

s :
Establishment:
Establishment Address
v

Figure 22: Select Domestic Establishment feature
Step 9 On the Step 5 page, complete optional user account information and select Next.
Step 10 On the Step 6 page, add optional comments and select Next.
Step 11 On the Step 7 page, verify that all the information is correct and select Finish.

After you submit the request, your establishment administrator must approve your
request before you will be able to use PHIS.
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3.1.4.2 Plant Management: How to Request Additional Roles

If you already have a PHIS account, but need an additional role, complete the following
instructions:

Step 1 Open a web browser and go to https://phis.fsis.usda.gov.
Step 2 Log in to PHIS with your eAuthentication user ID and password.
Step 3 Select My Profile in the PHIS Menu Bar (Figure 23).

| Your Current Role is Plant Management

USDA United States Department of Agriculture Public Health
@ Food Safety and Inspection Service Information System

wuile

S NEEY LA T v o Tnd -—“-r—w k ] ‘-:J*-‘,"'T": £ m
RPN AN O YRR PR R B L
8 ‘Home[MyPrfile|Help Contact Us Sign Out

Profile > Profile

My Profil Admi
My Establishments 2 ¥.EIafiie footp i)

:Plant Management

View Report
General Roles (5) Personal Information Requests (0) I
Add a Request...
Submitted On Request
Figure 23: My Profile
Step 4 Select the Requests tab.
Step 5 Select Add Request...
Step 6 Enter your request details in the text box.
Step 7 Select Create Request.

After creating the request, your establishment administrator will need to modify
your account accordingly (section 3.1.2 Establishment Administrator: User
Management). You can modify the request or delete it by selecting the
appropriate icon on the Requests page before your establishment administrator
acts on the request.

3.1.5 Export Applicant: Request User Enrollment

In order to use PHIS to complete 9060 and 9080-3 export applications, a user needs the Export
Applicant role. There are two ways the Export Applicant role can be assigned: An Establishment
Administrator or Corporate Administrator adds the role to an existing account related to the
Establishment, or a prospective user submits an enrollment request and the establishment
administrator approves the request.

31


https://phis.fsis.usda.gov/

3.1.5.1 Export Applicant: How to Submit an Enrollment Request

To activate your PHIS account and request a role for the first time (you do not already have a
PHIS account), complete the following steps:

Step 1 Open a web browser and go to https://phis.fsis.usda.gov.
Step 2 Log in to PHIS with your eAuthentication user ID and password.
Step 3 On the Enrollment Welcome page, select Submit Enrollment Request.
Step 4 On the Step 1 page, select Next.
E. Applicant

_ Welcome to the FSIS Enrollment Request Wizard

This wizard helps you prepare and submit your enrollment requast.

| Welcome

The wizard helps you submit your enrollment request to an FSIS administrator. An administrator

Account Type

Primary Role

My Comments

My Preferences

reviews each enrollment request and either approves or denies it. After the review process, vou
will receive an email notification.

Your progress through these steps will be displayed on the left side navigation menu.

Click Next to continue.

Summary Click Cancel to exit the wizard. All modifications will be canceled.
Figure 24: FSIS Enrollment Request Wizard
Step 5 On the Step 2 page, in the Account Type field, select Domestic and select Next.
Step 6 On the Step 3 page, in the Role field, select Export Applicant and select Next.
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Step 7 On the Step 4 page, enter filter criteria to find the establishment and select Find.
Step 8 Choose Select next to the Establishment and select Next.

The FSIS Enrollment Request Wizard (Step 4 of 7)

This wizard helps you prepare and submit your enrollment request.

_ Select Domestic Establishment

Welcome

E. Applicant

Select or verify your establishment. You may choose from the list below by clicking the Select on
Account Type the right side of the entry, or search by entering your establishment's information in the boxes
provided and clicking Find.

Primary Role Mote that if an establishment hasn't been rolled out yet or it has inactive status in the system, it

Dom. Establishment is not eligible for user enrollment and it will not be displayed here.

My Preferences Name: | | Full or partial name.

My Comments Number: | |.i\n establishment number

Summary

Establishment:
Establishment Address
v
Figure 25: Select Domestic Establishment feature

Step 9 On the Step 5 page, complete optional user account information and select Next.
Step 10 On the Step 6 page, add optional comments and select Next.
Step 11 On the Step 7 page, verify that all the information is correct and select Finish.

After you submit the request, your establishment administrator must approve your
request before you will be able to use PHIS.
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3.1.5.2 Export Applicant: How to Request Additional Roles

If you already have a PHIS account, but need an additional role, complete the following
instructions:

Step 1 Open a web browser and go to https://phis.fsis.usda.gov.
Step 2 Log in to PHIS with your eAuthentication user ID and password.
Step 3 Select My Profile in the PHIS Menu Bar (Figure 23).

| Your Current Role is Plant Management

USDA United States Department of Agriculture
Food Safety and Inspection Service

S AN AR T R oy

B o MyPooie[help conaiUs Swnow

Profile > Profile

My Profil Admi
My Establishments 2 ¥.EIafiie footp i)

;Plant Management

View Report
General Roles (5) Personal Information Requests (0) I
Add a Request...
Submitted On Request
Figure 26: My Profile
Step 4 Select the Requests tab.
Step 5 Select Add Request...
Step 6 Enter your request details in the text box.
Step 7 Select Create Request.

After creating the request, your establishment administrator will need to modify your account
accordingly (section 3.1.2 Establishment Administrator: User Management). Y ou can modify the
request or delete it by selecting the appropriate icon on the Requests page before your
establishment administrator acts on the request.

3.1.6  Export Broker: Request User Enrollment

Users with the Export Broker role in PHIS can create and submit 9060-6 Applications for Export
Certificate for any regulated establishment in PHIS. Export brokers can manage and upload
batch files to create, edit and submit 9060-6 applications. Export brokers can edit or delete
applications that they personally created and any applications for which their PHIS ID record is
associated with Read-Write access. Export Brokers cannot create, edit, delete, or submit 9080-3
Establishment Applications for Export.

Brokers cannot edit, delete, submit, re-submit, view data related to 9060-6 applications and
certificates that the user did not create by entering the data manually or uploading the associated
batch file, unless their PHIS ID is associated with an application via Access Control. The
broker’s defined access level is associated at the individual application level.
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The Export Broker role, unlike the Export Applicant role, is not associated with any particular
establishment in PHIS and therefore, the enrollment process is different, and PHIS does not limit
from which establishments brokers can submit export applications.

3.1.6.1 Export Broker: How to Submit an Enrollment Request

To activate your PHIS account and request a role for the first time (you do not already have a
PHIS account), complete the following steps:

Step 1 Open a web browser and go to https://phis.fsis.usda.gov.
Step 2 Log in to PHIS with your eAuthentication user ID and password.
Step 3 On the Enrollment Welcome page, select Submit Enrollment Request.
Step 4 On the FSIS Enrollment Request Wizard (Step 1) page, select Next.
E. Broker This wizard helps you prepare and submit your enrollment requast,
_ Welcome to the FSIS Enrollment Request Wizard
| welcome The wizard helps you submit your enrollment reguest to an FSIS administrator. An administrator

Account Type
Primary Role
My Preferences

My Comments

reviews each enrollment request and either approves or denies it. After the review process, you
will receive an email notification.

Your progress through these steps will be displayed on the left side navigation menu.

Click Next to continue.

Summary Click Ccancel to exit the wizard. All modifications will be canceled.
Figure 27: FSIS Enrollment Request Wizard
Step 5 On the Step 2 page, in the Account Type field, select Brokers and select Next.

C. Baskerville

Welcome

| Account Type

Primary Role
My Preferences
My Comments

Summary

The FSIS Enroliment Request Wizard (Step 2)
This wizard helps you prepare and submit your enrollment request.
Select Your Account Type

Select your account type.

* Account Type: |Brokers v|

Description: Brokers And Traders

<< Previous Mext == Cancel

Figure 28: Enrollment Wizard select Account Type
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Step 6

On the Step 3 page, in the Role field, select Export Broker and select Next.

C. Baskerville

Welcome

Account Type

| Primary Role

Disclaimer
Account Activation
My Preferences
My Comments

Summary

The FSIS Enrollment Request Wizard (Step 3 of 8)

This wizard helps you prepare and submit your enrollment requast.
Select Your Primary Role

Select or verfy vour primary business area and role. You may reqguest or be assigned additional
roles after approval. A role represents a set of permissions to perform various tasks or to access
to various resources.

* Role:

The Export Broker submits export applications on behalf of
establishments or other brokers.

|Exp0rt Broker

Description:

<< Previous Mext == Cancel

Step 7

Figure 29: Enrollment Wizard select Role

On the step 4 page, Disclaimer page (Figure 10), read the disclaimer and select

the box next to I Agree.

H. Baskerville

Welcome
Account Type

Primary Role

Disclaimer

Account Activation

The FSIS Enrollment Request Wizard (Step 4 of 5)

This wizard helps you prepare and submit your enrollment reguest.
Disclaimer
Accept Disclaimer to continue.

You are accessing a U.S. Government information system, which includes all computers
connected to this networlk, and for all devices and storage media attached to this network.
This information system is provided for U.S. Government-authorized use only and
improper use of this system may result in civil and criminal penalties.

Connecting to this system means you understand and consent to monitoring,
communication, intercept, search of any communication or data traversing or stored on
the system.

Secondly, communication or data traversing or stored on this system may be disclosed or
used for any lawful government purpose.

[O1 Agree

<< Previous Mext >> Cancel

Figure 30: Enrollment Wizard Disclaimer
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Step 8 Select Next.

Step 9 Receive notification that an email containing an Activation Code has been sent to
the email account associated with the eAuthentication account.

The FSIS Enroliment Request Wizard (Step 5 of 5)

H. Baskerville
This wizard helps you prepare and submit your enrollment request.

Welcome Please enter your Activation Code below and push Finish button to complete your enrcliment.
If entered Activation Code is valid, system should enroll and redirect you to the PHIS

Account Type applications.

Primary Role
An email was sent to your E-Auth email account with Activation Code. This Activation Code

Disclaimer is valid for 24 hours.Use that Activation Code below to complete your enrollment.

Account Activation

* Activation Code: |

<< oroious Q] cinien J"Concel

Figure 31: Enrollment Wizard notification and Activation Code field

Step 10 Check account for email containing the Activation Code

From: FSiSses is.usda. gov <FSISservice @fsis.usda.gov
Sent: Monday, January 22, 2018 9:13 AM

To:

Subject: The PHIS Enrollment Request submitted by

We have received your PHIS enroliment request for the Export Broker role. To activate your account please click this Activation Code: |[E2574CD2140B4CFCB6CO22DCAGBFI7D7 I

You must activate your account within 24 hours of receipt of this email.

Thank you,
The FSIS Application Notification System.

Please do not reply to this email address. It is not monitored. For technical assistance, please contact the FSIS Service Desk 24/7/365 at 1-800-473-0135.

http://service/footprints

Figure 32: Email notification with Activation Code

Step 11 Enter your Activation Code (expires after 24 hours) received by email into the
Activation Code field and select Finish.
PHIS opens the Export Broker home page and the user may begin adding 9060
applications and/or uploading batch files.
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3.1.7 Change Account

Some Corporate and Establishment industry users may have another FSIS account type. If so, a
Change Account option appears on the left menu to allow the user to switch back and forth from
one account to another, Corporate <> LSAS Submitter (Figure 33). Once you select the Change
Account menu option, PHIS displays the Change Session Account page (Figure 34) and you can
choose from the available Account type options available.

USD United States Department of Agriculiure Public Health
—_‘5"‘ Food Safety and Inspection Service Information System

S A L VAR L T L T BT

Corporate Administrator “ m About PHIS My Profile Help Sign Out

ou are here: Home > Dashboard

User Management
View Report _

Change Account

PHIS Home |

Figure 33: Change Account

Change Session Account

You are assigned multiple accounts. Select another account and click Select on the right or click Continue to continue with the
current session account.

Account Name Account Type Roles

[session account] Corporate - Corporate Administrator Continue

test@test.com

LSAS Submitter - Submitter Select
test@test.com

Figure 34: Change Session Account
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4. PHIS Guide for Industry Users: Domestic Inspection

4.1 Overview

This section provides an overview of the plant management functions within PHIS that are
accessible by and designed for establishment management. PHIS supports one domestic
establishment management role: Plant Management.

4.1.1 Plant Management Role: Domestic Inspection

The primary responsibilities in PHIS for users with the Plant Management role are to respond to
memorandum of interviews and noncompliance record information recorded by FSIS inspectors.
The Plant Management role also manages the establishment’s contact records that were entered
by the users at the establishment. For establishments associated with corporate entities, the Plant
Management role manages their association with a corporate entity. For establishments with
New Swine Inspection System (NSIS) slaughter lines, users with the Plant Management role
manage establishment sorting records on the Establishment Reporting page.

4.1.1.1 Plant Management: How to Add Corporate Profile

Step 1 Log on to PHIS with the Plant Management role.

Step 2 From the menu, select My Establishments > Select Establishment.

Step 3 On the Domestic Inspection - Select Establishment page, select the appropriate
establishment.

Plant Management v About PHIS My Profile Help Sign Out

You are here: Home > Domestic Inspection

sl siNomestic Inspection
Select Establishments |

Corporate Profile

Establishment Contacts

Respond to MOI Select Establishment
Respond to NR
Establishment Profile v
Select PHIS Id Number Name
Animal Disposition v
: ®

View Report

@)

O

Figure 35: Domestic Inspection - Select Establishment page for Plant Management

Step 4 From the menu, select Corporate Profile.

Step 5 On the Corporate Profile page, select the Add New Corporate Profile radio button
or if the profile already exists, go to Step 7.



Step 6 Enter the Corporate Profile details: name, all address fields, and phone number

and select Add.
Once created the Corporate entity is assigned a PHIS ID (E-FCHQ-####). The
PHIS ID (E-FCHQ-####) functions as linkage of multiple establishments under

the Corporate entity.

B IA Sssociate Corporate Profile

Select Establishments

Corporate Profile l No Corporate Profile Found.

Establishment Contacts Select an option to associate the Corporate Profile with the Establishment.

Respond to MOI
=esP ® Add New Corporate Profile

Respond to NR
=eP (O search and Associate an Existi ng Corporate Profile

Establishment Profile v|| —Add new Corporate Pofile to Establishment
Animal Disposition v Corporation Name*: |
View Report Address Line1*: |

|
Address Line2: | |
|

City™:

State/Province™: Select -

Phone Number*: () - ext{ )
Add

Figure 36: Associate Corporate Profile page with Add Option Selected for Plant
Management

Step 7 On the Corporate Profile page, select the Search and Associate Existing Corporate
Profile radio button.

¥ou are here: Home > Add Edit CorporateProfile.aspx

SIS A ssociate Corporate Profile
Select Establishments

Corporate Profile ] No Corporate Profile Found.

Establishment Contacts Select an option to associate the Corporate Profile with the Establishment.
Respond to MOI
Respond to NR

() Add New Corporate Profile

'®) Search and Associate an Existing Corporate Profile

Establishment Profile v|| —Ssearch Corporate Profile
Animal Disposition v| | | Corporation Name: |
View Report City: |

State/Province: Select -

Postal Code: l:l
Phone Number: l:l

Figure 37: Associate Corporate Profile page with Search Option Selected
for Plant Management
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Step 8 Select the House icon in the Associate column related with desired corporate
record.

You are here: Home > Add Edit CorporateProfile.aspx

LA s sociate Corporate Profile

Select Establishments
I ’ Corporate Profile ] No Corporate Profile Found.

Establishment Contacts Select an option to associate the Corporate Profile with the Establishment.

Respond to MOI _
_) Add New Corporate Profile
Respond to NR

'® Search and Associate an Existing Corporate Profile

Establishment Profile ¥l| _search Corporate Profile
Animal Disposition v|| | Ccorporation Name: |Corporate
View Report City: |

State/Province: Select -

Postal Code: l:l
Phone Number: l:l

Name | PhoneMumber | City | State | ZipCode |Associate
Corporate Worldwide 9735447877 Wayne  Newlerssy 07470

Figure 38: Associate Corporate Profile page for Plant Management

Step 9 Notice that the establishment is listed on the Corporate Profile’s page. When this
process is repeated for other establishments, they will appear in the grid as well.

Plant Management v About PHIS My Profile Help Sign Out

You are here: Home > Corporate Profile

My Establishments Al "
Select Establishments Corporate PrOfIIe

GupelEi e l Corporation Name: |Corpmaﬁon Name
Establishment Contacts

Respond to MOI Address: 1776 Independence St .
\Washington, District Of Columbia
Respond to NR 20001
Establishment Profile V|
Ph 1 -
Animal Disposition v| one |(777) Trr-T7TT
View Report PHIS ID: |

Establishments associated to Corporate

PHIS Id ‘ Name | Number | City | State Delete

Figure 39: Corporate Profile page for Plant Management

4.1.1.2 Plant Management: How to Remove Establishment from the Corporate Profile

Step 1 Log on to PHIS with the Plant Management role.

Step 2 From the menu, select My Establishments > Select Establishment.

Step 3 On the Domestic Establishment — Select Establishment page, select the
appropriate establishment.

Step 4 Select Corporate Profile.

Step 5 In the Establishments Associated to Corporate section, find the establishment that

needs to be removed.

Step 6 Select Delete.
41



Step 7 On the confirmation message, confirm the deletion.
Note: If the delete button does not appear, verify the following:

e The user completing the process has both the Corporate Administrator and Plant
Management roles. The user completing the process is logged in to the system under the
Plant Management role.

e A Corporate Administrator has accepted the invitation from the Plant Management to be
a Corporate Administrator of that establishment.

4.1.1.3 Plant Management: How to Manage Establishment-Entered Contacts

Note: Contacts entered by Plant Management may be deleted only by users with the Plant
Management role. Contacts entered by FSIS Personnel may be deleted only by FSIS users.

Step 1 Log on to PHIS with the Plant Management role.

Step 2 From the menu, select My Establishments > Select Establishment.

Step 3 On the Domestic Establishment — Select Establishment page, select the
establishment to which you are adding the contact.

Step 4 From the menu, select Establishment Contacts.

Step 5 On the Establishment Contacts page, select Add New Contact.

Step 6 On the Add/Edit Contact page, fill in required fields.

Step 7 Enter the required information. The First Name, Last Name, and Email Address

must match the user’s eAuthentication information.

Step 8 Select applicable Type from the list: Plant Management, Establishment
Administrator or Corporate Administrator roles. (HACCP and Others? contact
types are not related to accessing PHIS.)

Step 9 Select Save.

ou are here: Home > Establishment Contacts

= LNl o ta blishment Contacts
Select Establishments

Corporate Profile

Establishment Contacts | P

Respond to MOI

Respond to NR
Establishment Contacts entered by Plant Management

Establishment Profile hd

Animal Disposition v

)
View Report Add new Contact

Last Name First Mame Title Email | Edit | Delete
Others? test@test.com I 4 i
Corporate Administrator #

illll L] I|i|l b || M| Pagesize:|10 ~| 2items in 1 pages

Establishment Contacts entered by FSIS Personnel

Figure 40: Establishment Contacts page for Plant Management

Step 10 To delete an establishment contact, select Delete.
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4.1.1.4
Step 1

Step 2

Step 3

Step 4

Log in to PHIS with the Plant Management role.

Plant Management: How to Respond to a Memorandum of Interview

Once on the Plant Management Homepage from the menu, select My
Establishments > Select Establishments.

On the Domestic Inspection — Select Establishment page, select the appropriate
establishment.

From the menu, select Respond to MOI.
The system displays the list of MOI records that have been recorded by an FSIS

Inspector for your establishment on the MOI List page.

Plant Management

My Establishments

Select Establishments
Corporate Profile

Establishment Contacts

Respond to MOI

Respond to NR.
Establishment Profile

Animal Disposition

View Report

Plant

“m About PHIS My Profile Help Sign O

You are here: Home > Domestic Inspection > MOIT List

MOI List

Date Inspector MOl Mumber Type Management | Status ::sﬁ‘g;d Print
Response
10/25/2019 MO / weekly meeting 10/23/19 Mo Finalized = =Y
10/23/2019 M1/ Micro Record Review Mo Finalized = =1
10/19/2019 MO / weekly meeting 10/16/19 Mo Finalized = =Y
10/15/2019 MOI / weekly meeting 10/9/19 Mo Finalized =2 =
10/15/2019 MOl / Meeting with Mo Finalized = =1
Establishment Management /
ACA35101055151
10/08/2019 MOl / Meeting with Mo Finalized = =1
Establishment Management /
ACAD0131002081
10/05/2019 MO / Weekly meeting 9/25/19 Mo Finalized = =
10/05/2019 MO / weekly meeting 10/2/19 Mo Finalized = =Y
10/05/2019 MOI / R5A humane handling Mo Finalized = =1
9/27/19
10/02/2019 MOl / Micro Record Review Mo Finalized = =1

10/1/19

843 items in 85 pages

Figure 41: MOI List page for Plant Management
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Step 5 Select the red arrow in the grid for any MOI record that you want to review.
The Memorandum of Interview page appears.

Step 6 On the Memorandum of Interview page, you have the option to enter comments
or associate attachments to the MOL

Memorandum of Interview (MOI)

[ Status ] Issues 1 Response |

Plant Management Response

| & 24 B AEREEESTE -
| /" Design | €% HTML o\ Preview | q B Zoom~ - |
" Add Attachment
File Name ‘ Title Date Added Delete
No records to display.

Finalize

Save | Submit = Cancel

Figure 42: Memorandum of Interview (MOI) page for Plant Management

Step 7 After you have typed in your comments, the comments can be saved in a draft
status by selecting Save.
The record is not submitted and is not be available for the inspectors to view.

Step 8 When you are ready to submit your response to FSIS, select Submit.

Step 9 On the dialog box, confirm whether you want to submit the response for the
inspectors to view. If you would like to submit the response select OK.
The record is now submitted and available for the inspectors to view.

4.1.1.5 Plant Management: How to Respond to a Noncompliance Record

Step 1 Log in to PHIS with the Plant Management role.

Step 2 Once on the Plant Management Homepage from the menu, select My
Establishments > Select Establishments.

Step 3 On the Domestic Inspection — Select Establishment page, select the desired
establishment.

Step 4 From the menu, select Respond to NR.

The system displays the list of noncompliance records that have been recorded by
an FSIS Inspector for your establishment.
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Step 5 Select the red arrow in the grid (Figure 43) for any noncompliance record that you
want to review.

You are here: Home = Domestic Inspection > Plant Management

My Establishments WiEPlant Management

Select Establishments

Corporate Profile
Establishment Contacts
Respond ta MOI

NE Number | Date | Inspector Name | Under Appeal | View | Response

Respond to NR —
. 9/26/2017 No =Y =
Establishment Profile w -
9/25/2017 No =Y =
Animal Disposition v -
9/14/2017 No =Y =
View Report —
9122017 No =Y =
9/7/2017 No =Y =
9/7/2017 No =Y =
8/25/2017 No =Y =
a/24/2017 No =Y =
&n7/207 No =Y =
&n7/207 Mo =Y =

fWil«|[1]2 345678910 .[r|n| Pagesze:lt0 -] 153 items in 16 pages

Figure 43: Plant Management - Respond to NR page for the Plant Management
Step 6 The Plant Management Response page appears.

Step 7 On the Plant Management Response page (Figure 44), you have the option to
select the Accept FSIS’s decision or Appeal option and enter written response in
the available text box.
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Plant Management Response

NR Number:

— Plant Management Response

— NonCompliance 1

Cited Regulations:

+ 416.13(c): plant monitors implementation of SSOP procedures
Description of NonCompliance:

) Accept FSIS's decision ) Appeal
|‘$" A ’ TEa EI\EI ; EE EE

I
]
(il
11
4

|/ Design | €% HTML  ©, Preview | 2 Zoom = ea T |

History

Action Establishment Management Respons4 Reasan for Decision ‘ Submitted By ‘ Submitted On

Mo records to display.

Attachments
[®) Add Attachment
File Name ‘ Title | Date Added | Delete

Mo records to display.

| Save || Submit || Cancel |

Figure 44: Plant Management Response page for Plant Management

Step 8 After you have selected the appropriate option and typed your comments, select
Save.
A confirmation message appears.

Step 9 When you are ready to submit (lock) your response to FSIS, select Submit.

Step 10 On the dialog box, confirm whether you want to submit (lock) the record. If you
accept the decision and select OK, the record is now locked, and the process is
over. If you are appealing the decision and select OK, the record is now locked
until FSIS responds.

Step 11 PHIS returns you to the NR List page.
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4.1.1.6 Plant Management: How to View Establishment Profile
Industry users with the Plant Management role can view profiles for their establishments but
cannot edit the information. If you notice an error, please contact your FSIS inspector.
Step 1 Log in to PHIS with the Plant Management role.

Step 2 Once on the Plant Management Homepage from the menu, select Establishment
Profile > Select Establishment.

Step 3 On the Select Establishment page, select the appropriate establishment.
PHIS displays the Establishment Profile for the selected establishment (Figure 45).
The Establishment Profile page contains several expandable/collapsible sections.

Plant Management e “m About PHIS My Profile Help Sign Out
You are here: Home > Domestic Profile > Establishment Homepage
My Establishments
Establishment Profile _
Select Establishment |
Profile Summary Basic =
Waivers & Letters
Slaughter Operating Status: Active
Animal Disposition Enforcement Status: Unavailable
e BU/District/Circuit:  OF0 / 80 -
FLS: Last Name First Name Paosition
Frontline Supervisor
Jurisdiction
Code Description
FSIS F5IS Inspection Only
Inspection Activities
Description
Meat Processing
Meat Slaughter
Poultry Processing
Poultry Slaughter
Exemptions
Code | Description
No records to display.
HACCP Categories

all

Figure 45: Establishment Profile page for Plant Management
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4.1.1.7 Plant Management: How to View Waivers

Industry users with the Plant Management role can view waivers and any associated attachments
for their establishments but cannot edit the information. If you notice an error, please contact
your district office.

Step 1 Log in to PHIS with the Plant Management role.

Step 2 From the menu, select Establishment Profile > Select Establishment.
Step 3 On the Select Establishment page, select the appropriate establishment.
Step 4 From the menu, select Waivers & Letters.

PHIS displays the Waivers & Letters landing page.

Step 5 Select View for one of the waivers in the Waivers grid.
PHIS displays the View Waiver page with an Attachments grid.

|
USDA United States Department of Agrculture

S Food Safety and Inspection Service ﬁ&‘gﬁim'g,m

e A 4 | e o) i

My Establishments va Z ‘ 2 . : _ i I
Select Establishment
Profile Summary -
Waivers & Letters \
Slaughter Log #~ NT 567897
Animal Disposition - Issue Date.”
View Report Regulations:
Status:” Active
Summary:
File Name Title c';:::d Created By
Sample Frequency Waiver Sample Frequency Waiver 11/14/2019
Cancel
Figure 46: View Waiver page for Plant Management
Step 6 If attachments are associated with the waiver record, select the File Name to open
the PDF.
Step 7 On the pop-up message, select Open.
PHIS opens the PDF on a separate tab.
Step 8 Close the tab.
Step 9 On the View Waiver page, select Cancel.

PHIS displays the Waivers & Letters landing page.
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4.1.1.8 Plant Management: How to View No Objection Letters

Industry users with the Plant Management role can view no objection letters and any associated
attachments for their establishments but cannot edit the information. If you notice an error,
please contact your district office.

Step 1
Step 2
Step 3
Step 4

Step 5

Log in to PHIS with the Plant Management role.
From the menu, select Establishment Profile > Select Establishment.
On the Select Establishment page, select the appropriate establishment.

From the menu, select Waivers & Letters.
PHIS displays the Waivers & Letters landing page.

Select View for one of the letters in the No Objection Letters grid.
PHIS displays the View No Objection Letter page with an Attachments grid.

Plant Management

USDA United States Department of Agniculture
@ Food Safety and Inspection Service Public Health

Information System

v 7] About PHIS My Profile Help Sign Out

My Establishments

Profile Summary

_ Waivers & Letters
Slaughter
Animal Disposition

View Report

Establishment Profile

Select Establishment

You are here: Home > Domestic Profile > Walvers & Letters > Assoclate Waive d L

: View No Objection Letter

-

Log #° LG 765462822

+| | Issue Date:”

Status:”

Summary:

File Name Title Cemetod

Date

Created By

Tabular Forms No Objection Letter Tabular Forms No Objection Letter 11/14/2019

Cancel

Figure 47: View No Objection Letter page for Plant Management

Step 6

Step 7

Step 8
Step 9

If attachments are associated with the letter record, select the File Name to open
the PDF.

On the pop-up message, select Open.
PHIS opens the PDF on a separate tab.

Close the tab.

On the View Waiver page, select Cancel.
PHIS displays the Waivers & Letters landing page.
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4.1.1.9 Plant Management: How to View Slaughter Line Information

Industry users with the Plant Management role can view the slaughter lines for their

establishments but cannot edit the information. If you notice an error, please contact your FSIS
inspector.

Step 1 Log in to PHIS with the Plant Management role.

Step 2 From the menu, select Establishment Profile > Select Establishment.
Step 3 On the Select Establishment page, select the appropriate establishment.
Step 4 From the menu, select Slaughter.

PHIS displays the Slaughter page.

You are here: Home > Domestic Profile > Slaughter

My Establishments [w]

Establishment Profile [ _

Select Establishment

Profile Summary

Waivers & Letters

Slaughter y Inspection 5
= shift lype Name Llass 2laugnier oystem Max Line Speed =laffing
l Shi Type Name Class Slaughter System System Max Line Speed Staffin

Animal Disposition [wl

Shift 1 M Cattle Chain Driven Rail Using Viscera 216 7
View Report Table with

Tongue-Out

Shift 1 M Swine Bed Dressing NSIS 0 0

Shift 1 P Chicken Meyn-Maestro SIS 0 0

Shift 1 P Ratite Not Specified Not Specified 0 0

— Slaughter Line Parameters

-

Number of Physical Slaughter Lines: * 4 * = indicates required fields.

-

Number of Slaughter Lines Operating Simultaneously:

Shift 1:* | 4
Shift 2: = 1

4 r4

Figure 48: Slaughter page for Plant Management

4.1.1.10 Plant Management: How to View Slaughter and Disposition Records

These instructions assume that your establishment has at least one slaughter line defined in its
Establishment Profile.

Step 1 Log in to PHIS with the Plant Management role.

Step 2 From the menu, select Animal Disposition > Establishment Reporting.

Step 3 On the Establishment Reporting page, select an establishment from the drop-
down field.

Step 4 Select a date.
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Step 5 If applicable, select a shift.
PHIS displays the Establishment Reporting page with one or more of the
following tabs: Meat, Poultry, Ratite, and All (Figure 49).

Step 6 Expand any of the slaughter rows to view disposition records by selecting the

triangle to the left of the row.

Establishment Reporting

Establishment: -
Date: 11/13/2019
Meat Poultry Ratite All
Meat Shift 1 Shift 2
Head Live Dressed Weight
Sub-Class Type C Weight Weight Mot
(Ibs) ({lbs) Reported
» Heifer Inspected 703 892676 561736
> Steer Inspected 792 1052634 bo2647 =
& Top
Establishment Sorting Records
Add Sorting Record 5 Refresh
Total Number of Hogs Sorted | Total Number of Carcasses i n Revi i
Shift and Removed Before F5IS Sorted and Removed Before g; Elted B
Ante-Mortem Inspection F515 Post-Mortem Inspection y
Mo sorting records to display.
#* Top

Figure 49: Establishment Reporting page with Meat Slaughter and Establishment Sorting
Record grids for Plant Management

Note that in Figure 49 there are two slaughter records in the Meat grid. The Print icon for the

first row is disabled because there are no disposition records for that sub-class. The Print icon is
also disabled when there are no disposition records with a Disposition of Post-Mortem
Condemned or Ante-Mortem Condemned. The Print icon for the second row is enabled because
there are disposition records for that sub-class.
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Note how in Figure 50, no slaughter records are displayed after the first row is expanded and two
slaughter records are displayed after the second slaughter record is expanded.

Establishment Reporting

Establishment:

Date: 11/13/2019
Meat Poultry Ratite All
Meat Shift 1 Shift 2,
Head Live Dressed Weight
Sub-Class Type Count Weight Weight Not
(lbs) (Ibs) Reported

~ Heifer Inspected 703 892676 561736
Tag . . g - .

Number Tag Type ‘ Animal ID Condition Disposition KIS MNarrative
Mo disposition records to display.

v Steer Inspected 792 1052634 662647
Tag . =5 . — o
Number Tag Type Animal ID Condition Dispaosition KIS MNarrative
MPD. U.5. Retained lot 29 #12.., Gen. Miscellanecus Post-mertem 0

Condemned
MPD U.5. Retained lot 25 #11... Abscess/Pyemia Passed without ()
Restriction
& Top
Establishment Sorting Records
Add Sorting Record WG Refresh
Total Number of Hogs Sorted | Total Number of Carcasses i . Revi i
Shift and Removed Before F5IS Sorted and Removed Before g; zﬂed B
Ante-Mortem Inspection F5IS Post-Mortem Inspection y
Na sorting records to display.
#* Top

Figure 50: Establishment Reporting page with Expanded Meat Slaughter grid
for Plant Management

4.1.1.11 Plant Management: How to Generate Condemnation Certificates

Step 1 Log in to PHIS with the Plant Management role.

Step 2 From the menu, select Animal Disposition > Establishment Reporting.

Step 3 On the Establishment Reporting page, select an establishment from the drop-
down field.

Step 4 Select a date.

Step 5 If applicable, select a shift.

PHIS displays the Establishment Reporting page with one or more of the
following tabs: Meat, Poultry, Ratite, and All.
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Step 6 On the Meat or Ratite tab, select Print for the appropriate slaughter record.
Step 7 On the Condemnation Report Parameter Section pop-up, do one of the following:
e To generate individual reports for all the selected records, accept the default
checkboxes and select View/Print Individual Report.
e To generate one consolidated report for all the selected records, accept the
default checkboxes and select View/Print Consolidated Report.
e To generate individual reports for some but not all of the selected records,
remove one or more checkboxes and select View/Print Individual Report.
e To generate one consolidated report for some but not all of the selected
records, remove one or more checkboxes and select View/Print Consolidated
Report.
Step 8 PHIS opens the report on a separate tab. View and/or print report.
Step 9 Close the tab.
Step 10 On the Condemnation Report Parameter Selection pop-up, select Cancel.
PHIS displays the Establishment Reporting page.
4.1.1.12 Plant Management: How to Add an Establishment Sorting Record

These instructions assume that

e No sorting record exists for the selected establishment, date, and shift.

o
Sorting
Step 1
Step 2
Step 3

Step 4
Step 5

The selected establishment has an NSIS shift defined

records cannot be added for a slaughter date that is more than 90 days in the past.
Log in to PHIS with the Plant Management role.
From the menu, select Animal Disposition > Establishment Reporting.

On the Establishment Reporting page, select an establishment from the drop-
down field.

Select a date.

If applicable, select a shift.
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Step 6

On the Establishment Sorting Records grid, select Add Sorting Record.

Plant Management v m About PHIS My Profile Help Sign Out
You are here: Home > Animal Disposition
My Establishments [v| n =
Fermmemnauelll Establishment Reporting
Animal Disposition bl .
Establishment: -

Establishment Reporting |
View Report Date: 117152019 | [EH

Meat Poultry Ratite Al Shift 1 | Shift 2

Meat
Head Live Dressed Weight
Sub-Class Type Count Weight Weight Not
(Ibs) (Ibs) Reported
No slaughter records to display.
# Top
Establishment Sorting Records
s Add Sorting Record | 5, Refresh
Total Number of Hogs Sorted | Total Number of Carcasses . .
Shift and Removed Before FSIS | Sorted and Removed Before :;“'ed :"“”d g;""m"
Ante-Mortem Inspection FSIS Post-Mortem Inspection ¥
Mo sorting records to display.
#* Top

Figure 51: Establishment Reporting page for Plant Management
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Step 7 On the Establishment Reporting - Sorting Record page, enter the appropriate
number for each applicable condition. Note that on this page there are three
system-generated total fields that display a running total based on your entries.

Establishment Reporting - Sorting Record
Establishment:
Date: 11/15/2019
Shift: Shift 1

Reviewed
1. Total number of Hogs Sorted and Removed Before F5I5 Ante-Mortem Inspection: ,—0|
2. Total number of Carcasses Sorted and Removed Before F51S Post-Mortem Inspection: ,—0|

Primary Reasons for Removal:

Conditions Identified and Removed Before FSIS Ante-Mortem Inspection and Slaughter |~
Dead: [} Pyrexia: [}
Moribund (Dying): 0 Central Nervous System: 0
Septicemia: 0 Erysipelas: 0
Other: [}
If Other, please specify: Enter up to 500 characters.
Conditions |dentified For Disposal Before FSIS Post-Mortem Inspection |~
Arthritis: 0 Pigmentary Condition: 0
Carcinoma: 0 Pneumonia: 0
Contamination: 0 Pyemia: 0
Cysticercosis: 0 Residues: 0
Emaciation: 0 Sarcoma: 0
Myiasis: 0 Septicemia: 0
Icterus: 0 Skin Conditions: 0
Injuries: 0 Swine Erysipelas: 0
Malignant Lymphoma: 0 Sexual Odor: 0
Misc. Parasitic Conditions: 0 Toxemia: 0
Misc. Degenerative & Dropsic Diseases: 0 Tuberculosis: 0
Misc. Infectious Diseases: 0 Uremia: 0
Mastitis: 0 Vesicular Diseases: 0
Metritis: 0 Foot & Mouth Diseases: 0
MNephritis: 0 Other Vesicular Diseases: 0
Pericarditis: 0 Cther 0
Peritonitis: 0

Reviewed

Figure 52: Establishment Reporting — Sorting Record page for Plant Management
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Step 8 Once you are finished, select Save.
PHIS displays a confirmation message.

Step 9 Select Cancel to return to the Establishment Reporting page. Note that your name
appears in the Created By column.

4.1.1.13 Plant Management: How to Edit an Establishment Sorting Record
If an FSIS user added the sorting record or if the record is for a slaughter date more than 90 days
in the past, you cannot edit it.

Step 1 On the Establishment Reporting page, select Edit for the existing sorting record
in the Establishment Sorting Records grid.

Step 2 On the Establishment Reporting - Sorting Record page, edit the necessary data
entry fields and select Save.
PHIS displays a confirmation message.

Step 3 Select Cancel to return to the Establishment Reporting page.
Note that your name appears in the Edited By column.

4.1.1.14 Plant Management: How to Delete an Establishment Sorting Record
If an FSIS user added the sorting record or if the date is more than 90 days in the past, you
cannot delete it.

Step 1 On the Establishment Reporting page, select Delete for the existing sorting record
in the Establishment Sorting Records grid.

Step 2 On the confirmation message, select OK.
PHIS deletes the record.

4.1.1.15 Plant Management: How to Generate Reports
Step 1 Log in to PHIS with the Plant Management role.

Step 2 From the menu, select View Report.
The Inventory of Standard Reports page appears.

¥ou are here: Home > Reports Inventory

My Establishments
peresmesaaull Inventory of Standard Reports

Animal Disposition ~|| Show Description

View Report
Page size: |39 « First Prev Page: 1of 1 Mext Last Displaying page 1 of 1, items 110 4 of 4
Title Description Category
|| || ||
Industry Establishment Profile Establishment profile repeort for plant management users Industry Run
(Industry).
Industry MR and Task Summary for an Establishment ~ Mon-compliance Records and task summary for an Industry Run

establishment for plant management only.

)
=
=]

Industry PHR Nencompliance Report PHR Moncompliance report by establishment. Shows the Industry
PHR MR Rate for a three month period.

)
=
=]

Industry Sampling Results Summary Sampling results summary for an establishment for plant Industry
management only.

Figure 53: The Inventory of Standard Reports page for Plant Management
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Step 3 Select Run for the desired report.

Step 4 A Report Parameters popup appears requesting to indicate report date range,
report format, and Establishment ID values.

Step 5 Fill in the data range fields if applicable, select establishment for the report, and
select the desired report format (Microsoft Excel or PDF) and select Submit.

Report Params X

Report Parameters

Enter Inspection Date(Start): | |
Enter Inspection Date(End): | |

Report Format:

Enter value(s) for Establishment 1D:

(Hold down the Shift key to select
multiple Establishments)

| Reset || Submit |

Figure 54: Report Parameter page for Plant Management
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Step 6 The report opens in a new window where you can export the report as a Microsoft

Excel or PDF file.
Step 7 For reports exported to an Excel format, a navigation bar with tabs is available to
move from section to section page to page.
A B (D] F G H | J K L
1 Public Health Information System
2
3 Report Name: NRs for an Establishment
5 Purpose: List of non-compliances, percent non-compliant
by task, monthly trends, regulations cited
6 summary, and linked NRs.
7
8 | Directives: "13000.1

10 Special Instruction: This Report may contain Confidential Business

11 Information
12
13 Terminology: Non-compliance (NC): A finding by IPP during the

performance of a verification task that an
establishment has not complied with one or more
regulatory requirements. A NR may have one or more
non-compliances.

NR Creator: Inspector who created the non-
compliance record

NR Last Editor: Last inspector to edit the non-
compliance record.

NR Status - Status of the parent noncompliance
record. Finalized - NR is ready to be issued to the
establishment. Completed - Indicates that IPP have
verified that the establishment has been brought back
into compliance that IPP found non-compliantin an

NR.
14 Noncompliance Status: Status of individual non-
15
16 Source: PHIS
| | 1 1 1 1
Cover | MC List MC Summary - Estab Trend Regs Cited Summary Linked MNCs

Figure 55: Sample Industry Report Output in Excel for Plant Management

58



5. PHIS Guide for Industry Users: Export

5.1 Overview

This section provides an overview of export functions within PHIS. PHIS supports two industry
export roles: Export Applicant and Export Broker. The difference between these roles is that
Export Brokers can select any regulated domestic establishment as the exporting establishment
on the export application, while Export Applicants can select only from the list of establishments
with which they are associated.

5.1.1 9060 Application for Export Certificates

5.1.1.1 PHIS IDs for 9060 Access Control

Due to the information available on 9060 applications, PHIS restricts access to these
applications. In order to do this, PHIS users the concept of PHIS IDs. Each industry user and
establishment in PHIS is assigned a PHIS ID. Entity PHIS IDs apply to establishments (E-FCLT-
####). Access Control functions do not extend to PHIS IDs assigned to corporate entities. User
PHIS IDs apply to industry users Export Applicants (U-DEST-#####) and Export Brokers (U-
BRKR-#####).

The PHIS ID for a user appears after the user’s name in the top right corner of PHIS pages. PHIS
IDs on Select Establishment pages within Plant Management and on the Corporate Profile page.

The PHIS ID for individuals is an attribute of a user’s account. Other attributes include last
name, email, and phone number. PHIS does not change a user’s account or identifiers when the
user leaves one establishment and moves to another. A user’s account can be associated with one
or more establishments (also called work areas).

When data is manually entered to create a 9060 application, PHIS by default associates the
application with the PHIS ID for the user who created the record. The user can add additional
PHIS IDs during the creation process to expand access to the record. When the PHIS ID for an
establishment (E-FCLT-####) is added under access control to a 9060 record, then all users with
an active Export Applicant role associated with the Establishment will be able to access the
record the 9060 record.

The schema for creating batch files includes PHIS IDs. A minimum of one PHIS ID must be
included in a batch record to grant access to the resulting 9060 record from the Ul This ability to
add or remove PHIS IDs from 9060 records is called Access Control.

There are additional security features in place to control access to 9060 records. Of the industry
roles, only the Export Applicant and Export Broker can access to 9060 records. A user with the
Export Applicant role must be associated with the Exporting Establishment listed under Access
Control in the 9060 record or granted specific user access on the Access Control page in order to
view 9060 records. The Export Broker role must be granted specific access on the Access
Control page in order to view 9060 records.
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PHIS Account Type Code
Export Applicant EXPT
Export Broker BRKR
Establishment FCLT

Table 4: Access Control can be assigned to the above PHIS Account Types

Access Control is discussed further on page 70, Step 33 of Section 5.1.1.2.

5.1.1.2 Export Applicant: How to Create 9060 Applications

Step 1
Step 2

Step 3

Log in to PHIS with the Export Applicant role.

On the left navigation menu, select 9060.
The system displays the Create/View 9060-6 Export Applications page,

Select Create Application.

Export Applicant

'[EIIIf] About PHIS My Profile Help Sign Out

You zre here: Home = 3060 Applications

9060

9080-3

Create/View 9060-6 Export Applications

Batch Processing
View Report Key Word Search: l |
Application Type: | All ¥ |Status: | All ¥ | Importing Country: | All i
Date Range: ® Two Days (' OneWeek ( OneMonth (' Date Range | Search ;}M | Reset f‘}l
I [® Create Application I
Number Ap?rl;cpa:ion B&mgent %ﬁg Status Reviewer | PDF Sulﬁtﬁd ?:;E Edit | Copy | Delete
0012970 New Submitted -] 9/9/19 2 | a )
| 1 ]| 4 ||i|| » || M| Pagesize:) 10 ~ 1items in 1 pages
Figure 56: Create 9060 application
Step 4 From the list of establishments that you are associated with, select the House icon

for the desired exporting establishment.

Export Applicant

W “m About PHIS My Profile Help Sign Out

You are here: Home > 9060 Applications > Select Establishment 3060

9060 Application

T | Select Establishment

Exit Menu

BosicsionType ity Gt

Exporter

Importer | MName | Number
Products Summary Q|

Shipment Informaticn G

Access Control

Submit Application

Figure 57: Associate Establishment with 9060

60



Step 5 On the Select 9060-6 Export Application page, select one of the options in the
Shipment Type drop-down.
Choices available are Commercial Sale, Ship’s Stores, U.S. Military Installation,
Personal Consumption, Samples, U.S. Embassy, and Airlines.

Step 6 For the Application Type drop-down menu, select New.
Choices available are Consolidate, New, Replacement, and Split.

Step 7 Select Next.

You are here: Home > 9060 Applications > Application Type

9060 Application
My Establishment Select 9060-6 Export Application
iy EEn T 7e | At fieigs with + are required.
Exporter
Importer 9060 Application Header
Products Summary Exporting Establishment Name: Application Type: None
. . Exporting Establishment Number:

Shipment Information Replacement Reason:
Access Control Certificate(s) being replaced:
Submit Application _

Shipment Type : Select One v
Exit Menu Application Type: [(Select One) V|

| Previous | | Next

Figure 58: Select Shipment and Application types for 9060
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Step 8 On the Exporter page, complete all required fields.

For the Export Establishment Number, select from the options displayed in the
drop-down menu that best corresponds with the product (M for meat, P for
poultry etc. or an Establishment Number without the commodity prefix).

9060 Application

=

Exporter

Importer

Products Summary
Shipment Information
Access Control
Statements

Submit Application

& Exit Menu

You are here: Home > 9060 Applications > Export Applicant Information

All fields with *are required.

9060 Application Header

Exporting Establishment Name: . Application Type: New
Exporting Establishment Number: Shipment Type: Airlines
Application Number: 0033283

Certificate Package: Certificate Package

Company Name*: H

Address Line 1*:
Address Line 2:

Address Line 3:

City*:

Country*: UNITED STATES v
State/Province *: (Select One) v
Postal Code™:

Phone Number:

Export Establishment Number*: Select Number v @

®' USDA Export Mark

Unique Identifier

Export Mark to be Used*:

Figure 59: Exporter Information for 9060
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Step 9 For Export Mark to be Used, select one of the available options, USDA Export
Mark or Unique Identifier.

When the unique identifier is selected and the associated text field is
completed, PHIS generates a remarks statement on the Submit Application

page. If desired, the statement can be selected by the user to be printed in the

Remarks section on the export application and export certificate.
Step 10 Select Next.
Step 11 On the Importer page, complete all required and applicable fields.

e Select the importing country from the Country field dropdown.
e State/Province and Port of Entry field options are available only when related
reference data is associated with the Country in PHIS.
e Export requirements for the Final Destination Country are not validated by
PHIS.
You are here: Home = 9060 Applications > Import Country Information
9060 Application [~

Exporter

Importer

Products Summary
Shipment Information
Access Control
Statements

Submit Application

& Exit Menu

All fields with * are required.

9060 Application Header

Exporting Establishment Name: | Application Type: New
Exporting Establishment Number: [ Shipment Type: Airlines
Application Number: 0033283

Certificate Package: Certificate Package
Company Name™: International Importer
Address Line 1%: 333 Baker Street
Address Line 2: Suite 1000
Address Line 3: Third Address Line
City*: Test City
Country*: [ v

Phone Number:

Final Destination Country: v

| Previous I Next

Figure 60: Importer Information for 9060
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Step 12 Select Next.

e After data is saved on the Importer page, Export Library links are added to the
header for the related Country of Destination (data comes from the Country
field) and when applicable, the Final Destination Country.

e A draft PDF of the certificate package that will be generated from the 9060
record is also available in the header.

Step 13 On the Products Summary page, select Add Product.

e Poultry, Meat, and Siluriformes certification statements all appear prior to
adding the product.

Vou are here: Home = 9060 Applications > Products Summary

9060 Application
Products Summary

Exporter 9060 Application Header
Importer Exporting Establishment Name: Application Type: New
Praducts Summary Exporting Establishment Number: [0 Shipment Type: Airlines
Application Number: 0033283
Shipment Information Country of Destination: —
Certificate Package: Certificate Package
Access Control

Statements

Submit Application

-_— |"‘5’| Add Product —
Exit Menu ! :
Product Label L:T:#Z_. Frozen/ Ne. of Est. No.
HACCP Species Shelf- | Net Weight of Lot | Packages | Package Type on Edit | Delete
(Product Code) 30 .
Stable in Lot Product
Menths
Mo records to display.
Total Net Weight™: Ibs kgs

Under penalty of law, | certify that the product covered by this application for export meets the inspection requirements for the
country of destination. | will provide documentation to FSIS program employees upon request.

Certification Statements”

| CERTIFY that the meat, meat food product or meat byproduct specified hereon is from animals that received both
antemortem and postmortem inspection and were found sound and healthy and that it has been inspected and passed as
provided by law and regulations of the Department and is sound and wholesome.

| CERTIFY that the poultry, poultry products or poultry food products specified above came from birds that were officially
given an antemortem and postmortem inspection and passed in accordance with applicable laws and regulations of the United
States Department of Agriculture and are wholesome and fit for human consumption.

| CERTIFY that the Siluriformes fish and fish products specified on this form have been inspected and passed in accordance
with the applicable laws and regulations of the United States Department of Agriculture and are wholesome and fit for human
consumption.

None of the above

| Previous || Next

Figure 61: Products Summary page
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Step 14 On the Product Details page, at a minimum, complete all required Product
Information fields.

Step 15 To enter Establishment Number on Product, select the Pencil icon.

“ou are here: Home > 9060 Applications > Products Summary = Product Details

Product Details

9060 Application

Exporter ‘9060 Application Header
Imparter Exporting Establishment Name: Application Type: MNew
Products Summary Exporting Establishment Number: Shipment Type: Airlines
Application Number: 0033283
Shipment Information Country of Destination:
Certificate Package: Certificate Package
Access Control
Statements All fields with * are required.
Submit Application — Product Information
Exit Menu Product Name:™ Chicken Wings
Product Code: CWo1t
HACCP Category:™ Raw - Intact v
Species:™ Chicken v
Is the Maturity Less than 30 Months: No L
Is the Product Frozen/Shelf-Stable:™ e Yes No
Marked Net Weight of Lot™ 500 Ibs
kgs
Mumber of Packages in Lot:™ 500
Package Type:™ Bag v
Shipping/ldentification Marks:
Est. Number on Product” (Select One) v @

| Cancel | | Finish

Figure 62: Product Details page
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Step 16 An Establishment Search menu appears. Complete applicable fields to filter the

results.
Establishment Search (5]
Name: | | Number:
Inspection | . | Operating | - |
Type: Status:
Business .
Unit: | st | Region: | - |
Circuit: | ~| City: | |
State: | ~| Zip Code: | |
| Search ‘ | Reset |
Select ‘ MName Number Circuit | City ‘ State
@
[ 4[] 4 ||E|| IR Page: 1 of1 Go Pagesizer 2 Change ftem 110 2 of 2
Figure 63: Establishment Search Menu
Step 17 Select Search.
A grid with the results of the search is added to the page.
Step 18 Select an establishment by selecting the House icon.
Product Details
9060 Application Header
Exporting Establishment Name: Application Type: New
Exporting Establishment Number: = Shipment Type: Airlines
Application Number: 0033283
Country of Destination: B
Certificate Package: Certificate Package
I(Seiecl One)
M
Est. Number on Product® '4 ﬁ
1234
Cancel I Finish

Figure 64: Select Establishment Number

Step 19 For the Establishment Number on Product, select from the options displayed in
the drop-down menu that best corresponds with the product (M for meat, P for
poultry etc. or an Establishment Number without the commodity prefix).
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Step 20

When the importing Country of Destination requires Processing and/or Slaughter

establishment data, PHIS displays extra data entry fields so that you can enter this
information in your application.

Est. Number on Product™

Processing Establishment(s)

Slaughter Establishment(s)

)

Figure 65 Additional Data Fields Displayed

Step 21 Select Finish.
Step 22 If you have additional products, add them now; otherwise, go to the next step.
Step 23 Add Total Net Weight data in Ibs. and/or kgs.
e Only the weight fields for which data was entered at individual product level
is available at the Total Net Weight level. In other words, if you entered the
weight for all your products in pounds, PHIS displays only the Total Net
Weight (Ibs) field.
[ Add Product
MatUrty | Frozens No. of Est. No
Praduct Label : Less Than : i T .
(Product Code) HACCP Species M:r?ms :tl':]llf; MNet Weight of Lot P?:,Ttﬁ Package Type pr;;‘luct Edit| Delete
Chicken Wings Raw - Intact Chicken Yes Yes 5000 lbs 5000 Bag M35401 £ 0
(0 kgs)
5000 Ibs kgs

Total Net Weight™®:

Figure 66: Add Total Net Weight
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Step 24
Step 25

Step 26

Accept the Under Penalty of Law statement by selecting the checkbox.
Accept the Certification Statement(s) by selecting the applicable checkbox(es).

e Ifthe added product is meat or poultry related, PHIS displays only the meat
and poultry statements.

e [fthe added product is Siluriformes, PHIS displays only the Siluriformes-
related statement.

Select Next.

Under penalty of law, | certify that the product covered by this application for export meets the inspection requirements for the
country of destination. | will provide documentation to F515 program employees upon request.

Certification Statements™

| CERTIFY that the meat, meat food product or meat byproduct specified hereon is from animals that received both
antemortemn and postmortem inspection and were found sound and healthy and that it has been inspected and passed as
provided by law and regulations of the Department and is sound and wholesome.

| CERTIFY that the poultry, poultry products or poultry food products specified above came from birds that were officially
given an antemortem and postmortem inspection and passed in accordance with applicable laws and regulations of the United
States Department of Agriculture and are wholesome and fit for human consumption.

Mone of the above At least one of the available Certification Statements must be completed

v || em |

Figure 67: Penalty of Law disclaimer and Certification Statements
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Step 27 On the 9060-6 Shipment Information page, if you know the Container and Seal

Information (Figure 68), complete Step 28 - Step 32; otherwise, continue to Step
33.

You are here: Home > 9060 Applications > Shipment Information 3060

9060 Application

9060-6 Shipment Information

Exporter 9060 Application Header
Importer Exporting Establishment Name: Application Type: New
. Exporting Establishment Number: Shipment Type: Airlines
Preducts S
rocucts summary Application Number: 0033283
Shipment Information | Country of Destination:
Certificate Package: Certificate Package
Access Control

Statements

Submit Applicati = =
omit Applcation IConlalner and Seal Information

Exit Manu
|I BAdd new record I |G | Refresh
Commercial Container Number Commercial Seal Number | Edit | Delete
| ¥ dl
No records to display.
| Previous | | Next

Figure 68: Commercial Seal and Container Information
Step 28 Select Add New Record.

+ | Add new record |5 | Refresh
Commercial Container Mumbsr | Commercial Seal Mumber | Edit | Delete
| & T
[ ] — __
Mo records to display.
revon
Figure 69: Enter Seal and Container Information

Step 29 For the Commercial Container Number field, enter the appropriate number.
Step 30 For the Commercial Seal Number field, enter the appropriate number.

Step 31 Select Insert.
Step 32 Select Next.
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Step 33

Write and Access to the 9060 record to persons or companies by adding
associated record linked to the related PHIS ID using the following steps 35 — 40.

Export Applicant

You are here: Home > 9060 Applications = Access 9060

On the Access Control page (Figure 70), give Read-Only, Read-Write, or Read,

v m About PHIS My Profile Help Sign Out

9060 Application [A]
Access Control
Exporter 9060 Application Header
Importer Exporting Establishment Name: Application Type: New
Products Summary Exporting Establishment Number: & Shipment Type: Airlines
Application Number: 0033283
Shipment Information Country of Destination: s &
Certificate Package: Certificate Package
| Access Control |
Statements
Submit Application @ New person has been added successfully
& Exit Menu
™ Add New Person ™ Add New Company
PHISID Name CompanyName Access ‘ Type ‘ Edit ‘ Delete
U-BRKR- Read-Write Person V4 0]
E-FCLT- Read-Only Entity rd o
E-FCLT- Read-Write Entity V4 @
Previous ‘ | Next ‘
Figure 70: Access Control
Step 34 Select Add New Person or Add New Company.
IE Establishment Search I a E Person Search | a
Company Search Criteria Person Search Criteria
PHIS ID: ] pasm: [ ]
e A E— [on | il m—
amber: L 1
e [ search Reset || Close |
| search || Reset |[ close |
selet [ prsio Nome First and Lasy) | Role [ pris Tvpe
Select | PHIS ID Company Name | Establishment Number | Type | Facility Type:
m U-DEST- Plant Management Person
m EFCLT-2 ° Entity | FQLT @ U-DEsT- :‘::L?;:‘: Persan
3 ears 2 il o wossT Pla Mansgemens | Person
b . s ity istablishment
© erars p Entity | FCLT © uHpEsT i.:lrrl:mmmr penscn
© erare o Emity | FQLT @ U-DEST- Plant Management Person
\||.|-.|E|21, »in Page: 1 of1548 Go  Psgesize 5 | Change Item 110 5 0f 7739 R pE Page:| 1 |of&1 |Go| Pagesize S | Change ftem 110 5 of 304
Figure 71: Add Establishment or Person Search Windows
Step 35 Search for person or company for whom you would like to define access.
Step 36 Select House icon associated with the record you would like to add.
Step 37 Selected record is added to the Access Control grid with the default Access level

of Read-Write.
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Step 38 If desired, select Edit associated with any added records and update the defined
Access level and select Save.

e Read Write and Access allows associated users to add or remove from the

Access Control grid records for both persons and companies associated with
the application.

e When an access level is granted to a company record, all export users
associated with that company receive the same specified access level.

=) Edit 9060 Access o

PHISID: U-DEST-

Name:

Company: -

Eole: -

Type: [Read-Only

Access: Read-Wlil-E
[ Read Write and Access h

| Save | | Close |

Figure 72: Edit Level of Access

71



Step 39 Select Next.
The Select Statements for Application Package page appears.

When statements have been published in PHIS that match the Importing Country
or Importing Country/Species combination of the record being added, a grid with
an Add Statements button is displayed. If no statements are available for
selection PHIS displays message: No related statements in PHIS apply to this
application.

When applicable, Statements previously selected and associated with the 9060
record are displayed on the Selected Statements grid with Add Statements, Re-
Order Statements, and Remove Statements options.

Step 40 Select Add Statements.
The page refreshes and displays a grid of Select from Statements records
associated with Importing Country or Importing Country/Species combination,
that have not previously been selected for the application package being created
or edited.

9060 Application [l

Exporter
Importer L
9060 Application Header
Products Summary
X 5 Exporting Establishment Name: Application Type: New
Shipment Information Exporting Establishment Number: Shipment Type: Commercial Sale
‘Arcess Control Application Number: 0033345
Country of Destination:
| Statements Country of Destination Export URL: Export Library
Certificate Package: Certificate Package

Submit Application

B Exit Menu Selected Statements for Application Package

|5l" Add Statements |

|

N items to view

Statement Name ‘ View

Re-Order

| 14} 4 I|‘I|I b || M | Pagesize:| 10 ~| 0items in 1 pages

Previous | | Next

Figure 73: Statements
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Step 41

To insert text connected with statement record(s) complete associated checkboxes
followed by Select button.

The Select Statements for Application Package grid is updated to display only
those records not selected.

If any of the statements are later removed from one of the Selected grids (the grid
on the Statements page or from the grid that appears on the Submit Application
page, they are returned to the Select from Statement grid.

9060 Application
Exporter
Importer Select Statements for Application Package
Products Summary
Select
Shipment Information 'b'
Access Control [] | Statement Name Y
Statements | O Statement - 4 Q,
Submit Applicaticn O Statement - 3 Q,
Exit Menu [0 | Statement-2 Q,
O Statement - 1 Q,
| || 4 ||‘I|| » || M| Pagesize:| 10 ~| 4 items in 1 pages

| select || Back |

Figure 74: Select Statements for Application Package
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Step 42

Insert number values in the Re-Order text boxes associated with the Selected
Statements and select 1| Re-order Statements function

Records in the Selected Statements grid re-order per the values entered into the
Re-Order text boxes per lesser to greater values.

9060 Application

Exporter

Importer

Praducts Summary
Shipment Infarmation

Access Control

9060 Application Header

Exporting Establishment Name: Application Type: New
Exporting Establishment Number: Shipment Type: Commercial Sale
Application Number: 0033345

Country of Destination:

|St:|temenis

Country of Destination Export URL Export Library

Submit Applicaticn

Certificate Package: Certificate Package

Exit Menu Selected Statements for Application Package

|5 Add S ts || [l Re-order s ts || X R s ts |
[] | Re-Order | Statement Name View
O 1 Statement - 3 Q
O 2 Statement - 4 Q
O 3 Statement - 1 Q
O 4 Statement - 2 Q
| 14 || 4 ||z|| b || M|  Pagesize:| 10 ~| 4 items in 1 pages

| Previous | | Next |
Figure 75: Selected Statements for Application Package
Step 43 Complete checkboxes associated with any statements you no longer want to be

inserted into the Remarks selection of the 9060 record and select X Remove
Statements option.

The statements removed are no longer displayed on the Selected Statements for
Application Package grid. If the user selects the Add Statements option, statement
records removed are once again displayed on the Select Statements for
Application Package grid.
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Step 44 Select Next

Step 45 On the Submit 9060-6 Application page, a summary of the application
information appears in the 9060 Application Header with a link to open a
Certificate Package PDF and a Products on Application grid. Verify the
information which appears in both the header and the grid.

=xport Applicant v m About PHIS My Profile Help Sign Out

You are here: Home > %080 Applications > Submit 2060 Application

9060 Application
Submit 9060-6 Application
Exporter
Importer 9060 Application Header
Praducts Summary Exporting Establishment Name: Application Type: New
Exporting Establishment Number: Shipment Type: Airlines
Shipment Information Application Number: 0033283
Country of Destination:
Access Contral Certificate Package: Certificate Package
Statements
Submit Applicati . .
| subit Application Products on Application
Exit Menu
[® Add Product
Maturity Less| Frozen/ Est. No.
(E“;‘j“;t g:'] HACCP Species Than 30 | Shelf- Package Type on Edit | Delete
b = Months Stable Product
Chicken Wings Raw - Intact Chicken No Yes Bag # w

Figure 76: Verify Header and Product Information

Step 46 To provide any Supplemental Documentation, select Add New File.
Supplemental documents include any scanned .pdf versions of completed
letterhead certificates required by a foreign country.

Step 47 Identify the document type as either a Transit (Letterhead) Certificate or Other. If
Transit is selected, identify the transit country in the drop down.

Supplemental Documentation Required for the 9060

N Add Mew File

File Mame Tite Created Date Created By Delete

Mo records to display.

Figure 77: Add Supplemental Documentation
Step 48 Select Browse, select file, complete the document type
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Step 49 If Transit Letterhead is selected, select Country (country select option only
appears when Transit Letterhead is chosen)

Supplemental Documentation Required for the 9060

" Add Mew File

File Mane Title Created Date | Created By | Diocument Type Del=te

Mo records to display.

(Select Document type:)
Document T ' Other ; ;
¥pe " - |{Selec1 country being transited) V|

.
File Name * l"} Browse. ..

Document Title * : | |
*Note: The file size cannot exceed 5 ME. File type must be PDF.

| Upload || Cancel |

Figure 78: Supplemental Documentation Upload
Step 50 Select Upload.

Supplemental Documentation Required for the 9060

' Add Mew File
File Mame Title Cr;::d Created By Document Type Delet=
Transit Certificate test documentpdf Tramsit Letterhead - 05/ 29/2018 Beebs Transit - Finland |
Findand Applicant
Figure 79: Document appears in Grid
Step 51 To provide any Supportive Documentation, select Add New File.

Supportive documents include scanned .pdfs that you want to share with the
inspector but do not want to be part of the certificate package that goes to the
foreign country.

Supportive Documentation Provided by Applicant

File Mame Title Created Date Created By Delste

Mo records to display.

Figure 80: Add Supportive Documentation

Step 52 Just as with Supplemental documentation, select Browse, select file, and
complete the required Document Title field.

Step 53 Select Upload.
If applicable, the PHIS-generated Statements appear under the PHIS Generated
Statements. Deselecting on the Final page move the options back to the
Available for selection grid on the prior page.
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Step 54 When applicable, add the PHIS-generated statement(s) located under the
Remarks heading, by selecting the associated checkbox(es).

Under Remarks, PHIS generates remarks statements when a unique identifier
selected and recorded for the application’s Export Mark (see Step 9 on page 63),
when the application is one of the three replacement types, and when the Country
of Destination requires one or more of the following values, container, seal and/or
port of entry. When selected, the PHIS-generated statement(s) appear first in the
Additional Statement section on the export application and the Remarks section
on the export certificate PDFs.

Remarks
Select the statement[s} to insert into the remarks section of the EXDDI’E application and EHDOI‘I cerificate PDFs.

[] | Remarks
]  This certificate replaces certificate no. 0012886 dated 09/05/2019. The product covered by this Certificate is marked with Ul 12545474,

[J  Container: c38444
[[]  Seal: 532423

[J  Portof Entry: Port

Figure 81: PHIS-Generated Remarks

Step 55 When applicable, review any statements displayed under the PHIS Generated
Statements per Country Requirements heading. These statements appear
immediately after any selected remarks related to a unique identifier value and/or
replacement related text but before any custom remarks entered into the
Application.

To remove any of the displayed remarks under PHIS Generated Statements per
Country Requirements heading, select the associated red X. PHIS removes the
statement from the grid and returns to the Select from Statements grid accessed
via the left menu Statements tab.

PHIS Generated statements per Country Requirements

Statement Name Remove
Statement - 4 b 4
Statement - 2 b 4
| | 4 I|'I|i b |[M| Pagesize:| 10 ~ 2 items in 1 pages

Figure 82: PHIS Generated statements per Country Requirements
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Step 56 For PHIS to print any other Required Statements on the PDFs, type additional
statements in the text box. These statements appear in the Remarks field of the
9060 export certificate exactly as you typed them. You also can copy and paste
from Export Library or other documents.

Required Statements for Export Certificate

|5 g - - B oI U 3 4 B B EE =

| _/' Design |°§ Preview | ‘E‘, Zoom~ 'ff*'; B

Figure 83 Text field to enter Required Statements for Export Certificates

Step 57 Select Review Application Submission to open a PDF of the application in a
separate tab. The Submit Application button is enabled after an initial review of
the application package has been completed.

If you navigate back to another tab prior to selecting the Submit Application
button, the Review Application Submission button needs to be re-selected to re-
enable the Submit Application button. This applies when an application is
unlocked and updated.

PHIS Generated statements per Country Requirements

Statement Name Remaove

Test 1 X

| M| 4 | LRI Page size:| 10~ TR e

Required Statements for Export Certificate

| % W-B L U 3 4 FE

wh

i
il
il
1]
K

This is a test

/" Design Q, Preview | 2 Zoom= LT

Previous Review Application Submission Submit Application

Figure 84: Review Application Submission — Submit Application button is disabled
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Step 58 Select Submit Application.

=xport Applicant v Home | About PHIS My Profile Help Sign Out

You are here: Home > 9060 Applications = Submit 3060 Application

9060 Application
Submit 9060-6 Application

Exporter
Importer 9060 Application Header
Praducts Summary Exporting Establishment Name: == Application Type: New
Exporting Establishment Number: Shipment Type: Airlines
Shipment Information Application Number: 0033283
Country of Destination:
Access Contral Certificate Package: Certificate Package

Statements

Submit Applicati S
E ot Products on Application

Exit Menu
[® Add Product
Maturity Less| Frozen/ Est. No.
{E:‘;‘;Eg a:ee'] HACCP Species Than 30 | Shelf- Package Type on Edit | Delete
Months Stable Praduct

Chicken Wings Raw - Intact Chicken No ez # w

Bag
— {cwo) . -
Previous Review Application Submission Submit Application

Figure 85: Submit Application button is enabled

Step 59 The page refreshes and if all required data has been entered a confirmation
message appears.

Submit 9060-6 Application

@ Export Application 3060 - 6 has been submitted successfully

Figure 86: Confirmation Message

In addition, to the FSIS maintained Export Library website with exporting requirements by
importing country, an Export Library is also maintained in PHIS by country to validate per the
application data that certain exporting requirements have been met. These requirements are
verified by PHIS when the 9060 record is submitted.

If a requirement is not met, PHIS displays an error message notifying the user of the issue
identified preventing the application from being submitted or approved. Lack of such messages
in no way ensures that the 9060 record is complete and will be approved by FSIS as submitted.

Export requirements related to the Final Destination Country are not validated by PHIS.
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Step 60

! [ Action Required X

If a country requires data be entered for one or more of the following fields:
Container, Seal, Port of Entry, Slaughter Establishment, and/or Processing
Establishment and PHIS has validated that related data has not yet been entered, a
message appears alerting you that these fields are required.

PHIS allows you to select Yes to proceed and submit the application for approval
in order to start the review of the application by IPP or select No to Cancel the
submission, complete the missing fields, and resubmit.

_15 Values for one or more of the following data fields are missing (Processing Establishment, Slaughter
Establishment, Seal. Container or Port of Entry) and are required by for F5I5 to approve and sign the 9060-5
certificate.

Do you wish to continue? ¢

|Yes || No |

Figure 87: Action required warning message

5.1.1.3 Export Broker: How to Create 9060 Applications
To create a new 9060 application as an export broker, follow these steps:

Step 1
Step 2
Step 3

Step 4
Step 5
Step 6

Step 7
Step 8
Step 9
Step 10

Step 11

Step 12

Step 13

On the navigation menu, select 9060.
On the Create/View 9060 page, select Create Application.

Select the exporting establishment on the Select Establishment page by entering
establishment number in the Number field.

Select Search.
Select an establishment by selecting the House icon.

On the Application Type page, select Shipment Type and an Application Type of
New.

Select Next.
On the Exporter page (Figure 59), complete required fields and select Next.
On the Importer page (Figure 60), complete required fields and select Next.

On the Products Summary page (Figure 61), select Add Product to start adding
product.

On the Product Details page (Figure 62), add information about your first product
including the establishment number marked on the shipping cartons of the
product.

To complete the establishment number field, select the Pencil icon to the right of
the field. When you select the Pencil icon, an Establishment Search window
appears where you can search for any establishment.

Select one of the search fields and select the desired establishment by selecting
the House icon (Figure 63).
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Step 14

Step 15
Step 16

Step 17
Step 18

Step 19
Step 20

Step 21
Step 22

Step 23

After you have selected the establishment, narrow down which establishment
number (with or without commodity prefix) appears on the 9060-5 certificate by
selecting one of the options in the drop-down list (Figure 64).

Select Finish.

After you select Finish, PHIS refreshes the page and displays the updated Product
Grid. At this point you can add more products or continue with the remaining part
of the data entry for the application.

Add Total Net Weight data in Ibs. and/or kgs. (Figure 66).

After you have added all the products, it is important to look at the attestation and
certification statements on the Products Summary page. This page also contains
certification statements

Accept Under Penalty of Law statement by selecting the checkbox (Figure 67).
Accept Certification Statement(s) by selecting the applicable checkbox(es).

e Ifthe added product is meat or poultry related, PHIS displays only the meat
and poultry statements.

e If the added product is Siluriformes, PHIS displays only a Siluriformes-related
statement.

Select Next.

On the 9060-6 Shipment Information page (Figure 68), if you know the Container
and Seal Information, complete the following sub-steps; otherwise, continue to
the next step.

Select Add New Record (Figure 69).

b. For the Commercial Container Number field, enter the appropriate
number.

c. For the Commercial Seal Number field, enter the appropriate number.
d. Select Insert.
e. Select Next.

On the Access Control page (Figure 70), give Read-Only, Read-Write, or Read,
Write and Access to the 9060 record to persons or companies by adding
associated record linked to the related PHIS ID using the following steps.

a. Select Add New Person or Add New Company (Figure 71).
b. Search for person or company for whom you would like to define access.

c. Select the House icon associated with the record you would like to add.

o

Selected record is added to the Access Control grid with the default
Access level of Read-Write.

e. Ifdesired, select edit pencil associated with any added records and update
the defined Access level and select Save (Figure 72).

f.  Select Next.
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Step 24

Step 25

Step 26

Step 27

Step 28
Step 29

Step 30
Step 31

Step 32

Step 33

Step 34

Step 35

Select Statements for Application Package page appears.

When statements have been published in PHIS that match the Importing Country
or Importing Country/Species combination of the record being added, a grid with
an Add Statements button is displayed. If no statements are available for selection
PHIS displays message: No related statements in PHIS apply to this application.

When applicable, Statements previously selected and associated with the 9060
record are displayed on the Selected Statements grid with the Add Statements,
Re-Order Statements, and Remove Statements options.

On the Submit 9060-6 Application page, a summary of the application
information appears in the 9060 Application Header and a Products on
Application grid. Verify the information which appears in both the header and the
grid (Figure 76).

To provide any Supplemental Documentation, select Add New File (Figure 78
and Figure 79).

Supplemental documents include any scanned .pdf versions of completed
letterhead certificates required by a foreign country. Identify the document type of
Transit Letterhead or Other. If transit is selected, identify the transit country.

Select Browse and add a Document Title.

To provide any Supportive Documentation, select Add New File (Figure 80).
Supportive documents include scanned .pdfs that you want to share with the
inspector but do not want to be part of the certificate package that goes to the
foreign country.

Select Browse and add a Document Title.

When applicable, add the PHIS-generated statement(s) located under the Remarks
heading, by selecting the associated checkbox(es).

When applicable, review any statements displayed under the PHIS Generated
Statements per Country Requirements heading. To remove any of the displayed
remarks under PHIS Generated Statements per Country Requirements heading,
select the associated red X.

To include custom statements for the export application and certificate, type your
remarks in the Remarks text box. These statements appear in the Remarks field on
the 9060 export certificate exactly as you type them. You also can copy and paste
from Export Library or other documents.

Select Review Application Submission.
This action opens a PDF of the application in a separate tab. The Submit button
appears after you have completed the initial review of the application package.

Statements generated by PHIS per 9060 application country — species data.
Remarks selected are inserted into the remarks section of the export application
and export certificate PDFs. Perform the final review and deselect options no
longer desired.
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Step 36 If you navigate back to another tab prior to selecting the Submit button, the
Review Application Submission button needs to be re-selected to re-enable the
Submit button. This applies when an application is unlocked and updated.

Step 37 Select Submit Application.

Step 38 If a country requires data be entered for one or more of the following fields:
Container, Seal, Port of Entry, Slaughter Establishment, and/or Processing
Establishment and PHIS has validated that related data has not yet been entered, a
message appears alerting you that these fields are required.

Step 39 PHIS allows you to select Yes to proceed and submit the application for approval
in order to start the review of the application by IPP or select No to Cancel the
submission, complete the missing fields, and resubmit.

Step 40 Select Yes.
The page refreshes and a confirmation message appear.

5.1.1.4 9060 Grid Filters

9060 grid filters are available on the Create/View 9060-6 Export Applications page. The filters
are: Application Number, Export Establishment Name/Number and dates. You can search for
records by using typing in the Key Word Search text box. You must type a minimum of three
characters before PHIS begins returning related options. Multiple values may be incorporated
into a search but must be added one at a time. Select the corresponding red X to remove a value
from the Key Word Search.

Application Type, Status and Importing Country filters are also available for selection. Once all
desired filters have been set, select Search. PHIS returns 9060 records that match the selection
criteria.

You may also specify Data range options of Two Days (default selection), One Week, One
Month, or a range of dates (not to exceed one year). Selecting a date range option immediately
refreshes the results.

Selecting the Reset button returns all filter options, including date range, to display the default
values and matching 9060 records.

Step 1 On the left navigation menu, select 9060.
The system displays the Create/View 9060-6 Export Applications page, with a set
of filters.

Step 2 In the Key Word Search box, type three digits corresponding to available records
to narrow records displayed.

Step 3 Select a value displayed.

Step 4 Select Search.
PHIS narrows the records displayed.

Step 5 Select Reset.
PHIS removes the filter(s).

Step 6 In the Key Word Search box, type three letters of a reviewer’s last name.

Step 7 Select a value displayed.
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Step 8

Step 9

Step 10

Select Search.
PHIS narrows the records displayed.

Select Reset.
PHIS removes the filter.

Select the One Month date range option.
PHIS displays all records created during the last month.

Export Applicant

v m About PHIS My Profile Help Sign Out

You zre here: Home = 9060 Applications

9060

9080-3

Create/View 9060-6 Export Applications

Batch Processing

View Report

Key Word Search: I |

Application Type: | All

¥ |Status: | All ¥ | Importing Country: | All %
Date Range: (® Two Days (. One Week (0 One Month (. Date Range | Search QM | Reset %I
[® Create Application
Application Exporting Importing . Date Ship. .
Number Time Eetablichment Eomi, Status Reviewer | PDF Submitted Info. Edit | Copy | Delete
0012970 New Submitted -] 9/9/19 # w

L

M4 T b M Page size:| 10 ~ 1itemsin 1 es
L 9 pag

Figure 88: Filter 9060-6 records

5.1.1.5 Download Records Option
Both export roles have access to download records.

Step 1

Step 2

On the Create/View 9060-6 Export Applications page (Figure 89), select
Download.

Open the Excel file containing filtered set of 9060 records with the following data
elements: Number, Application Type, Exporting Establishment, Importing
Country, Status, Date Created, Date Submitted, Last Updated Date, Reviewer,
Container, and Seal Number.

Export Applicant

m']ﬂﬁouf'ﬁﬁfs My Profile Help Sign Out

You zre here: Home > 9060 Applications

9080-3

Create/View

060-6 Export Applications

Batch Processing

View Report

Key Word Search:

Application Type: | All

¥ |Status: | All ¥ | Importing Country: | All »:
Date Range: ® Two Days () One Week (. One Month () Date Range | Search \J\I | Reset W}I
| [ Create Application
Application Exporting Importing . Date Ship. :
MNumber T el oty Status Reviewer | PDF Submitted leies Edit | Copy | Delete
0012970 New Submitted -] 9/9/19 & ]

||« T k|| M Pagesize:| 10 ~ 1 itemsin 1 ==
[ || f1 ][> ]l m | pag e

| Downloadi, |
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Figure 89: Download Filtered 9060-6 records

5.1.1.6 View Replacement-Related 9060 Record References
Both export roles can view replacement-related 9060 information.

Step 1
Step 2

Step 3

Step 4

Log in to PHIS with either an Export Applicant or Export Broker role.

On the left navigation menu, select 9060.
The system displays the Create/View 9060-6 Export Applications page,

Hover over Application type when it is one of the three Replacement type
application.

PHIS displays a message with the related application number(s) that the record(s)
replaced or are in the process of replacing.

Hover over an application with a status of Replaced or Pending Replacement.
PHIS displays a message with related application number(s) that are replacing the
selected record.

Export Applicant

I} Avout PHIS My Profile Help Sign Out

Vou are here: Home > 3060 Applications

2060

9080-3

Create/View 9060-6 Export Applications

Batch Processing

View Report

Key Word Search:
Application Type: | All v Status: | 9 items checked v Importing Country: | Al %
Date Range: (OTwo Days () One Week (8 One Month () Date Range | Search | | Reset G|

[® Create Application

Application Exporting Importing < Date Ship. -
Blumberd S e ErbEmen | e SLUL R pfovieacr [EDRE B el (i RComv (sleie
0012847  New Submitted B v | 2 4 o
0012945 | Consolidate Submitted B 8/27/19 4 - w
0012943 split Pending  DEvRies [ 8/27/19 7 o
Replacement
0012944 split Pending  DEvRies [ 8/27/19 7 o
Replacement
0012942 New Replaced 7 o
This applicaticn is replaced by
0012939 Repl t A #
Eplacemen PH application(s) 0012943, 0012944,
0012937 New Rept! 4 i)
0012935 New Approved pevries 8/27/19 &
0012930 New Approved SHUPE = 8/26/19 &
0012901 = Replacement Unlocked E 2/14/19 & # w
- This certificate replaces certificate no. 0012881 dated 08/19/2019. The product covered i i
[ W ][ «|[] by this Certificate is marked with 0012881, 18 items in 2 pages

| Downlmd.i, |

Figure 90: Detailed Replacement Information
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5.1.1.7 Delete 9060 Applications

Both export roles can delete applications. Most 9060 records can be deleted. Exceptions include
rejected applications, approved certificates and those certificates that have been replaced or are
currently pending replacement.

Step 1
Step 2
Step 3

Log in to PHIS with either an Export Applicant or Export Broker role.
On the navigation menu, select 9060.

On the Create/View 9060-6 Export Applications page, select the Trash Can icon
to delete a chosen application.

¥ou are here: Home > 9060 Applications

Step 4
Step 5

Create/View 9060-6 Export Applications

Batch Processing v

Figure 91: Delete Application
A pop-up window appears asking for confirmation:

Select OK.
The page refreshes and the row is removed.

5.1.1.8 Edit 9060 Applications

Both export roles can edit applications. To edit an application that has already been submitted,
but has not started the review process with the FSIS personnel, follow these steps:

Step 1
Step 2
Step 3

Step 4

Step 5

Step 6
Step 7

Log in to PHIS with either an Export Applicant or Export Broker role.
On the navigation menu, select 9060.

On the Create/View 9060-6 Export Applications page, select the Lock icon to edit
a chosen application.

The status of the application is updated to Unlocked

e Until the application is re-submitted no further actions may be taken by FSIS
to approve application and sign the related export certificate.

This action leads you through the same application process as listed above. Make
edits accordingly.

Re-select the Under penalty of law statement.

Select Next.
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Step 8

Continue until you reach the Submit 9060-6 Application page. Select Submit

Application.
The page refreshes and a confirmation message appears.
The application status returns to Submitted.

5.1.1.9 Edit Catch Weights on 9060 Applications
Both export roles can edit per product the product weight (Ibs and kgs) and the number of
packages and Total Weight fields for applications for which the approval process has begun and
the status is not Pending Upload, Replaced, Pending Replacement, or Approved.

Step 1 Log in to PHIS with either an Export Applicant or Export Broker role.
Step 2 On the Create/View 9060-6 Export Applications page, select the Lock icon to edit
a chosen application.
R Create/View 9060-6 Export Applications
Batch Processing s
View Report » Create @Iimlbn _ _ . . _ _ _ . _ . |
T ' v T Reviewe | T L3
0000430 Mew : ¢ B e s III | |
Figure 92: Update Catch Weights
Step 3 The status of the application is updated to Unlocked.
e Until the application is re-submitted no further actions may be taken by FSIS
to approve application and sign the related export certificate.
Step 4 PHIS opens on the Products Summary page.

9060 Application

Exporter

Importer

Products Summary

Shipment Information
Access Control
Statements

Submit Application

Exit Menu

You are here: Home > 9060 Applications > Products Summary

Products Summary

@ This application is currently under review. The only fields that are editable are the product weight, product number of
packages, processing establish ts, slaughter establish ts and total weight.

9060 Application Header
Exporting Establishment Name: Application Type: Split
Exporting Establishment Number: Shipment Type: Airlines
Application Number: 0033313 Replacement Reason: Certificate Missing Required Information
Country of Destination: Certificate(s) being replaced: 0033283
Certificate Package: Certificate Package
Maturity | Frozen/ No. of Est. No.
(Erz‘;uz l:o:e'] HACCP Species Less Than | Shelf- | Net'Weight of Lot | Packages | Package Type on Edit
ot & 30 Months| Stable in Lot Product
Chicken Wings Raw - Intact Chicken No Yes 250 lbs 250 Bag £
(CWO01) (0 kgs)
Total Net Weight™: 250 Ibs Kgs

Figure 93: Update Catch Weights on Products Summary page
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Step 5
Step 6
Step 7

The Total Net Weight field is editable on the Products Summary page.
Select Edit associated with product record(s).

Edit product weights and package as needed.
All other application fields appear in the read-only mode.

“ou are here: Home > 9060 Applications > Products Summary > Product Details

9060 Application

Exporter

Importer

Preducts Summary
Shipment Information
Access Control
Statements

Submit Application

B3 Exit Menu

Product Details

‘9060 Application Header

Exporting Establishment Name: Application Type: Split

Exporting Establishment Number: Shipment Type: Airlines

Application Number: 0033313 Replacement Reason: Certificate Missing Required Information
Country of Destination: Certificate(s) being replaced: 0033283

Certificate Package: Certificate Package

All fields with ™ are required.

r—Product Information

Step 8
Step 9
Step 10
Step 11
Step 12
Step 13

Product Name:™ :Ch_ic_ken_ Wings

Product Code: :CWN

HACCP Category:™ | Raw - Intact v
Species:™ | Chicken |

Is the Maturity Less than 30 Months:

Is the Product Frozen/Shelf-Stable:™ Yes No
Marked Net Weight of Lot™ 250 Ibs
0 kgs
Mumber of Packages in Lot:™ 250
Package Type:™ |Bag v

Shipping/identification Marks:

Est. Number on Product™ I'd v

| . Cancel Finish

Figure 94: Update Catch Weights on Product Details page
Select Finish.
Re-select the Under penalty of law statement.
Select Next.
Continue until you reach the Submit 9060-6 Application page.
Select Review Application Submission.

Select Submit Application.
The page refreshes and a confirmation message appears and the application status
is returned to its prior status.
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5.1.1.10 Edit Slaughter Establishment and Processing Establishment on 9060 Application

When the importing country requires slaughter/processing information, you can edit those fields
on the Products Summary page even after the approval process has begun as long as the status of
the record is not Pending Upload, Replaced, Pending Replacement, Rejected, or Approved.

5.1.1.11 Manage Seal, Container and Port of Entry Information
Both export roles can manage seal, container, and port of entry information for export
applications.

Unless required by the importing country for approval; seal, container, and port of entry values
can be edited regardless of the status of the 9060 record.

If a importing country requires values to be entered prior to approval, once the 9060 is approved,
PHIS displays these fields in a read-only format. Values also may not be edited if the record has
a status of Pending Replacement, Replaced, or Rejected.

Port of Entry field options are available only when related reference data is associated with the
Country in PHIS.

To manage seal, container, and port of entry information, follow these steps:
Step 1 On the navigation menu, select 9060.

Step 2 Select Edit in the Ship Info column.
The Shipment Information window appears.

Step 3 Edit Container and Seal information accordingly (see Figure 68 and Figure 69).
These are the same fields from the 9060 application data entry process.
Note: Select Insert once finished, otherwise PHIS does not save the data.

Export Applicant v

e Shipment Information

9060

Container and Seal Information
0080-3

Batch Processing v
| |+ |G|
o Key Word § Add new record *#| Refresh
Commercial Container Number Commercial Seal Number | Edit | Delete
Applicatio [+ | [ | G
N records to display.
Date Rang Scores to oy I
 Create | | port of Entry: v
Number Save I| Close Delete
0012970 w
PRIRE n 1 pages
hload ¥

Figure 95: Shipment Information window
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5.1.1.12 Copy Data from One Application or Certificate to Create a New Application

The Copy function helps reduce the amount of data entry needed to create a new application.
Both export roles can copy an application or approved certificate to create a new application by
taking the following steps:

Step 1 From the navigation menu, select 9060.
Step 2 Select Copy for an existing record.
PHIS adds a new application with an unsubmitted status added to the top of the
9060 grid.
Step 3 Select Edit for the new application and make needed updates.

e Checkmarks are removed from the Under penalty of the law and any of the
checked Certification Statements from the source application or certificate

e Container and Seal Information and Access Control data are not copied over
to the new application from the source application or certificate.

e Supplemental and Supportive documentation is also not copied over from the
source application or certificate to the new application.

Step 4 Accept the Under Penalty of Law statement by selecting the checkbox.
Step 5 Select the appropriate Certification Statement(s).
Step 6 Continue until you reach the Submit 9060-6 Application page. Select Review

Application Submission to review the certificate before submitting.

Step 7 The Submit Application button is enabled, select Submit Application.
The page refreshes and a confirmation message appears.

5.1.2  Replacements

This section covers the different type of replacements possible in PHIS. Replacements have three
types: 1:1 Replacement, Consolidated, and Split. Both brokers and export applicants can do
replacements. All replacements start with one or more approved certificates and result in one or
more applications. If you have paper certificates that you want to replace, the only replacement
type available is 1:1 replacement.
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5.1.2.1 Replace One Paper Certificate with One Electronic Application

To replace a paper certificate, follow these steps:

Step 1 On the Application Type page, select Shipment Type and an Application Type of
Replacement.
Step 2 Select a reason for replacement in the drop-down menu.
9060 Application |
Select 9060-6 Export Application
BEpRARH Ty ] All fields with * are required.
Exporter
Importer 9060 Application Header
Products Summary

Shipment Information
Access Control

Submit Application

Exit Menu

Exporting Establishment Name:
Exporting Establishment Number:

Shipment Type™: [Commercial Sale v|

Application Type™: [Replacement v|

Why are you replacing this certificate?”: (Select One) Z

Certificate Missing Required Information
Which certificate are you replacing?”: Consolidated Shipment
Importer/Exporter Changed

Importing Country Border Closure
Incorrect Certificate

Lost Certificate

revious | ‘ Next |

PHIS Home

Replacement

" ——

Step 3

Step 4
Step 5

Step 6

Figure 96: Reasons for Replacement

Type the certificate number you are replacing. As this certificate was generated
outside of PHIS, the format should be three letters and six numbers, for example:
MPL123456.

Select Next.
Follow the same process as creating a new application.

e Because this is an application for the approval of 9060 replacement certificate,
export users are responsible for typing any required statements in the
Required Statements field on the Submit Application page and/or selecting the
checkbox associated with PHIS-generated statement (if a Unique Identifier
was entered for the Export Mark to be Used on the Exporter page).

e Export users must upload applicable supplemental and supportive
documentation to the replacement application.

Continue until you reach the Submit 9060-6 Application page. Select Submit
Application.
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Step 7

Receive message the following message and select Yes, if desired.
The page refreshes and a confirmation message appears.

Action Required X

If you continue, your original certificate will be “Pending Replacement”.
Upon approval of the replacement application, the original certificate will be voided.

Continue?

Yes Mo

Figure 97: Action Required

5.1.2.2 Replace One Electronic Certificate with One Electronic Application

To replace a certificate that was originally created in PHIS, follow these steps:

Step 1

Step 2
Step 3

Step 4
Step 5

On the Application Type page, select Shipment Type and an Application Type of
Replacement.

Select a reason for replacement in the drop-down menu.

Type the certificate number being replaced. The certificate being replaced must
have an approved status.

Select Next.

At this point, the process is similar to creating a new application, but most fields
are pre-populated and editable.

e A link to the approved certificate being replaced appears in the 9060
application header.

e The Export Mark to be Used data is copied over to the replacement
application from the original approved certificate and displays as a read-only
value.

e Total Net Weight value(s) do not transfer.

e The PHIS-Generated Statements per Importing Country or Importing
Country/Species combination do not transfer to replacement type applications
from the original certificate. To include such statements, select Statements
from left menu and select from the available Statement options.
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Step 6

Step 7

Step 8
Step 9

Step 8

Step 9

On the Product Details page, the only editable fields are weight and number of
packages.
Please note:

You cannot add more product than what was on the original certificate.

You can enter a value in Ibs field at the product level, even if it was not
completed on the original approved certificate. The system validates only that
the value you typed is positive.

You can enter a value in the kgs field at the product level, even if it was not
completed on the original approved certificate. The system validates only that
the value you typed is positive.

On the Products Summary page, enter appropriate values into the available Total
Net Weight value fields.

You cannot enter into the Total Net Weight field values greater than those
values recorded on the original approved certificate.

If a value was added to the kgs field at the product level that was not part of
the original approved certificate, you need to type a value in the Total Net
Weight kgs field. The system validates only that the value you typed is
positive.

If a value was added to the Ibs field at the product level that was not part of
the original approved certificate, you need to type a value in the Total Net
Weight Ibs field. The system validates only that the value you typed is
positive.

Accept the Under Penalty of Law statement by selecting the checkbox.

You may now move through the rest of the application and make any necessary
edits.

The PHIS-Generated Statements per Importing Country or Importing
Country/Species combination do not transfer to replacement type applications
from the original certificate. To include such statements, select Statements
from left menu and select from the available Statement options.

Because this is an application for the approval of 9060 replacement certificate,
export users are responsible for either typing any required statements in the
Required Statements field on the Submit Application page and/or selecting the
checkbox associated with PHIS-generated statement.

Supplemental and Supportive documents attached to the application submitted
with the application for the originally approved certificate do not transfer to
the Replacement application. As needed, users must upload applicable
supplemental and supportive documentation to the replacement application.

Select Review Application Submission to review the certificate before
submitting.

The Submit Application button is enabled, select Submit Application.
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Step 10

Receive the Voided message (Figure 97) and select Yes, if desired.
The page refreshes and a confirmation message appears.

5.1.2.3 Consolidate Multiple Certificates to One Application
To consolidate two or more electronic PHIS certificates, follow these steps:

Step 1

Step 2
Step 3

On the Application Type page, select Shipment Type and the Application Type of
Consolidate.

Select reason for replacement.

Type the Certificate Numbers you are consolidating.
Note: Separate the numbers with a comma without spaces.

9060 Application

You are here: Home > Application Type

R Select 9060-6 Export Application

All fields with * are required.

9060 Application Header

Exporting Establishment Name:
Exporting Establishment Number:

Shipment Type *: |Commer<:ia| Sale > |
Application Type™: |Conso|idate ~ |
&3 Exit Menu Why are you replacing these certificates?*: |Certiﬁcate Missing Required Information ~ ~ |
Which certificates are you replacing?*: 0000081,0000261
For multiple certificate numbers, separate numbers by commas.
Previous Next
Figure 98: Completed Fields for Consolidation
Step 4 Select Next.
Step 5 At this point, the process is the similar to creating a new application, but the most
fields are pre-populated.
e A link to the approved certificates being replaced appears in the 9060
application header.
e The Export Mark to be Used data is copied over to the consolidated
application from the original approved certificates and cannot be editable.
e Total Net Weight fields on the Products Summary page are not pre-populated.
e PHIS-Generated Statements per Importing Country or Importing
Country/Species combination do not transfer
Step 6 On the Product Details page, the only editable fields are weight and number of

packages. Please note:
¢ You cannot add more product than what was on the original certificate.

e A value can be entered into the kgs field associated with product(s) even if it
was not completed on the original approved certificate.
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Step 7

Step 8

Step 9
Step 10

Step 11

Step 12
Step 13

e Ifavalue is entered into the previously empty kgs field, the system validates
only that a positive value has been entered.

There is no way to add or delete product lots from the Products Summary grid
during the consolidation process.

On the Products Summary page, enter appropriate values into the available Total
Net Weight value fields.

e A user cannot enter into the Total Net Weight field values greater than the
summed values per weight unit recorded on the original approved certificates.

e However, if a value was added to the kgs field at the product level that was
not part of any of the original approved certificates, values must also be
entered into the Total Net Weight kgs field.

e The system validates only that the value entered into a previously empty kgs
field is positive.

Accept Under Penalty of Law statement by selecting the checkbox.

You may now move through the rest of the application and make any necessary
edits.

e The PHIS-Generated Statements per Importing Country or Importing
Country/Species combination do not transfer to replacement type applications
from the original certificate. To include such statements, select Statements
from left menu and select from the available Statement options.

e Because this is an application for the approval of consolidated 9060 approved
certificates, you are responsible for either typing any required statements in
the Required Statements field on the Submit Application page and/or selecting
the checkbox associated with PHIS-generated statement.

e Supplemental and Supportive documents attached to the application submitted
with the application for the originally approved certificates do not transfer to
the Consolidated application. As needed, users must upload applicable
supplemental and supportive documentation to the replacement application.

Select Review Application Submission to review the certificate before
submitting.

The Submit Application button is enabled. Select Submit Application.

Receive VOID message (Figure 97) and select Yes, if desired.
The page refreshes and a confirmation message appears.
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5.1.2.4 Split One Certificate to Multiple Applications
To split one electronic PHIS certificate into two or more applications, follow these steps:

Step 1 On the Application Type page, select Shipment Type and Application Type of
Split.

Step 2 Select a reason for doing the replacement.

Step 3 Type the Certificate Number you are replacing and how many new applications

you want to create.
The next page displays a grid based on your entry and the product information of
the original approved certificate.

@ Click on the weight or packages column cells to edit.
Es=t
Splits Product Mame (Code) Species Weight (Ibs) Weight (Kg) Packages _Fr':‘;age :: pher
Product

Split: 1; Export Establishment Name: Bethlehem Sausage Works Inc.; Number: #

fish 0 0 0 Bag,

plastic
Catfish tenders 0 0 0 Foodtainer
(56565)
Total weight for new Application 1 * Ibs. kgs.

Split: 2; Export Establishment Name: Bethlehem Sausage Works Inc.; Number: #

fish 0 0 0 Bag,

plastic
Catfizsh tenders 0 0 0 Foodtainer
(B6565)
Total weight for new Application 2 * Ibs. kgs.
Total: fish 0 1] 1]
of 150 of 50 of 100
Total: Catfizh tenders{56565) ] 1] 1}
of 59 of 0 of &
Figure 99: Split Application Product Data Entry Grid
Step 4 Divide up product as desired by weight and number of packages and enter the

values into the Weight, Package and Total Net Weight fields for each new
application and select Next.

e For your convenience previous weight and package totals are listed by product
at the bottom of the grid. PHIS tracks your entries as they are assigned to the
proposed applications based upon the original weight and package values of
the approved certificate.

e Values entered cannot total to a value greater than those associated with the
original approved certificate.
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Step 5 If value(s) entered by product on each application sum up to an amount greater
than that of the source certificate, upon selecting Next, PHIS displays the
following message and you must adjust the values entered in order to proceed:

@ The total amount of product on the new applications exceeds the amount on the original certificate

Figure 100: Exceeds the Values of the Original Certificate Message

Step 6 Or, if value(s) entered by product on each application sum up to an amount less
than of the source certificate, upon selecting Next, PHIS displays the following
message. Select Yes to continue or select No to go back and adjust the values
entered for each proposed application.

[=] Action Required *

The total amount of product on the new applications is less than the amount on the original certificate.
Please werify this is correct.

Any product from the original certificate that is not allocated will need a new export application,
re-inspection, and new export marks if it is to be exported. Continue?

Figure 101: Values Entered are Less than those on the Original Certificate

Step 7 PHIS presents the system-generated remarks. Select the associated checkbox to
include the remark on the Application and Certificate (System-generated remarks
are not copied from the original approved certificate to the resulting split
applications).

Step 8 If applicable, type any required statements in the Required Statements field on the
Submit Application page. (Required Statements are not copied from the original
approved certificate to the resulting split applications.)

Step 9 Once satisfied, you have two buttons from which to choose from: Finish or
Submit.

e If the Finish button is selected, the requested number of applications are
created with the defined values, but the resulting applications have a status of
unsubmitted and can be immediately edited from the 9060 grid.

e Ifunlocked and edited, a link to the approved certificate being split appears in
the 9060 application header.

e The PHIS-Generated Statements per Importing Country or Importing
Country/Species combination do not transfer from the original approved
certificate. To include such statements, select Statements from left menu and
select from the available Statement options.
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e The Supplemental and Supportive documents attached to the application
submitted with the application for the originally approved certificate do not
transfer to the Replacement application. As needed, you must upload
applicable supplemental and supportive documentation to the replacement
application(s).

e If the Submit button is selected the requested number of applications are
created with the defined values and the resulting applications have a status of
Submitted and must be unlocked for any updates to be made.

5.1.3 Batch Export

PHIS includes option for processing a batch of export applications. An applicant can create data
files for upload to PHIS, initiating the application process.

This process allows for:
e Creation of applications by individual XML files

e Creation of application packages that include the XML applications and associated
supplemental documentation in PDF format, placed in a ZIP file

e Creation of applications by individual Excel files

e Creation of application packages that include the Excel file and associated supplemental
documentation in PDF format, placed in a ZIP file

Once the files are successfully uploaded, processed, and submitted, FSIS personnel review the
applications as they do manually entered applications.

There are two options for loading the files to PHIS:
e Machine-to-machine (XML only)
e Through the PHIS Interface (XML and Excel)

These options provide flexibility for different sized establishments and for various corporate
structures to manage their application processes.

For more information, see the PHIS Industry Export Batch User Guide.
5.1.4 9080-3 Applications

5.1.4.1 Export Applicant: How to Create/View 9080-3 Applications

Only certain countries require 9080-3 Applications and only the export applicant role can create
them. To create and view a new 9080-3 application for export applicants, follow these steps:

Step 1 Log in to PHIS with the Export Applicant role.

Step 2 From the left navigation menu, select View 9080-3.

Step 3 On the Create/View Establishment Application for Export page, select Create
Application.

Step 4 On the Select Establishment page, select the House icon associated with the

desired Establishment.
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Step 5 On the General Information page, enter the required data and select Next.

Step 6 For the Category of Product section, enter 9080-3 related data and select Next.

9080 Application A/ _ —

Scloct Exablishment Establishment Application For Export

General Infermation Mg Reqart
[ Broduct Information | [ Category of Product |

Subemit Application [ [ Check All

- [ GG PRODUCTS =

Cat Mens [ MEaT W

ClnTHer

[Type of Operaticn(s)

[] et All
[ BONING/CUT-UP
[ COLD STORAGE
[ GRINDIMNG
[JoTHER

[ PROCESSING

[ SLAUGHTER

| Class of Product(s) To Be Exported

[ [ Check An
I_' 038 RAW PRODUCT-GROUND
[103C RAW PRODUCT-NOT GROUND
I__ 030 THERMAL PROCESSEDSCOM. STERILE
[103E NOT HEAT TREATED-SHELF STABLE (5.5}
|__ 03F HEAT TREATED-SHELF STABLE
[[103G FULLY COOKED/NOT SHELF STABLE
[]03H HEAT TREATED/NOT FULLY COOKED-NOT 5.5
] 031 PRODUCT WITH SECONDARY INHIBITOR-MOT 55, %

[Species
Figure 102: Product Information page
Step 7 On the Establishment Application for Export page, add an attachment by selecting
Add New File.
Step 8 Select Browse to locate the file and then select Open.
Step 9 Fill in the Document Title field and select Upload.
Step 10 After all the necessary files are uploaded and the application is complete, select
Submit.
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Step 11 Select OK to confirm that you want to submit the application.
A confirmation message appears.

Step 12 Select Exit Menu.
Export Applicant [T Avout PHIS My Profilo Holp Signout |

You are here: Home > 9080 Applications > Submit 5080-3 Application

9080 Application . . -
Setect Establ shrment Establishment Application for Export

General Information

@ The application was successfully submitted.

Product Information

| sibmigppicsion | View Repar

Exit Menu ™ Add New File
File Name Title Created Date Created By Delete
Applicant9080test.pdf Applicant 9080 Test 02/03/2017 Flegal Applicant o

Figure 103: Confirmation Message for Submitting 9080-3 Application
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Step 13 On the grid, your application appears with a status of Submitted. At this point, if
you select the PDF icon, the application opens a PDF of the 9080-3 in read-only
mode.

According to the Paperverk Reduction Act of 1995, an agency may not conduit or sponsor, and & person is ot reqLirsd to respond to. & collaction of information unless i cisplays OME sontrol
ber. The valid OMB cortrol number for this information collection is 0583-0153. The time required to complete ris information collection is sstmate: 95 5 minutes per rssponse.
inciucing the time for reviewing insiructions, searching existing data sources, gathering and martaining the date needsd, and completing and reviewing the callection of information

UNITED STATES DERARTMENT OF AGRICULTURE 2. DATE OF REQUEST
FOOD SAFETY AND INSPECTION SERVICE

ESTABLISHMENT APPLICATION 3. COUNTRY (To which product will be exported)
FOR EXPORT OF

[[Jmeat [JPouLtrY [[]EGG PRODUCTS [ |OTHER

4. DISTRICT OFFICE (Name and Number)

TO: USDAFSISIOPPD/IEPDS Email: ImportExport@fsis.usda.gov 5.USDA ESTABLISHMENT NO. (Specily Est. No., M, F, ID, I, etc)
1400 Independence Ave., SW .
Room 21375 PHONE: (202) 720-0082 (Check if Voluntary inspection) | |
Washington, DC 20250 FAX: (202 720-7990

6. FROM: (Establishment name and address as shown on current Grant of

10.CLASS OF PRODUCT(s) TO BE EXPORTED
Inspection, FSIS Form 5200-1, and include DBA's I appiicabie) (Check)

9. TYPE OF
OPERATION(s)
(Check)

[[] 038 Raw Product-Ground
[ staughter [] 03C Raw Product-Not Ground
[] Boning/cut-up [] 03D Thermal ProcessediCom. Sterile
[ Grinding [] 03E Not Heat Treated-Shelf Stable (S.5)
0] processing [] 03F Heat Treated-Shelf Stable
D 03G Fully Cooked/Not Shelf Stable
[ cotastorage [ 03 Heat TreateciNot Fully Gooked-Not S.5.
Other [ 081 Product With Secondary Inhibitors-Not S.5
7. PHONE NO. 8. FAX NO.
TT_SPECIES (Check all that apph) - WILD GAME LIST OTHER SPECIES LIST

[] seet [Jison []Buflalo []Chicken [ ] Lamb [ ] Siluriformes Fish [[] Antslope [ peer [Jex [Dcatalo [ Rabbit
[Jouck [JEmi [JHose [] Tukey []Rnea [] Pheasant ~ [Jouail [ ] Reindeer |[]Guinea [ ] Goose
[] mutton [ ostrich [ ] ok [] veal [ ] Egg Products [] water Bufialo [Jeoat [ sauab

12. The undersigned requests that the firm identified in Item 6 be included on the list of establishments certified by USDA as meeting the requirements of the
country specified with respect to the i ion of products.

We make this request with the understanding that, In addition to compliance with normal U.S. inspection requirements, the above-named firm voluntary agrees to

the following:
® Tocomply with all provisions of appropriate inspection laws and regulations of the importing country when preparing
product for export to that country. These requirements have been reviewed by officials of this firn and are fully
understood.
® Toreimburse USDA for any inspections over and above U.S. requirements, (Reference FSIS Directive 5110.1).
®  Tosegregate and maintain identity of product eligible for export from noneligible product
® Tooperate in the mode to meet the importing country's requirements anytime an export audit is made by a U.S. review
team or by a foreign official
®  Tonotify appropriate FSIS officials promptly when firm wishes to be removed from the list of plants that are eligible to
export to the country named herein (tem 3).
13. SIGNATURE OF AUTHORIZED FIRM REPRESENTATIVE 14. TITLE (Type or Prirt) 15. DATE SIGNED

(Type or Print Name Above Signature)

16.NAME OF CONTACT PERSON IF DIFFERENT FROM ABOVE 17. TITLE (Type or Prirt) 18. PHONE: 19. FAX:

FSIS SECTION (Type or Print Name Above Alf Signatures)

20.1 surveyed the above-named establishment on the date indicated below and in my opinion, it meets the requirements for export to

(Neame of Country) subject to comments if any on the attached correspondence.

21. SIGNATURE OF INSPECTOR-IN-CHARGE 22. DATE SURVEYED

23. SIGNATURE OF GIRCUIT SUPERVISOR/DATE 24. SIGNATURE OF DISTRICT MANAGER/DATE

FSIS FORM 8080-3 (06/22/2017) (PREVIOUS EDITIONS OBSOLETE)

Figure 104: PDF of 9080-3 Application
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