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This document outlines the highlights of using the FGIS s Distributed Certificate System. It does not
include all FGIS Palicies or guidelines. Contact your local Field Office for policy guidance.

WARNING: Only authorized personnel should use this application. Anyone who downloads this
application is responsible for the use and security of the application.

Page 1 of 54



Contents

(€750 = I 1 o0 7= 1o o O TPST 5
(OS]0 B o oo g PR URTRIN 5
SYSLEM REQUITEIMENTS. ... .o ieeeieieeie e eieetesee e e e e teseeeseeeseesseeeseessseesaeaneeanseessessseaneeenseenseensennsennees 5
CertifiCate TYPES ANU USES ......eiceieceie e te et e e sae s te e eree et e e seeeneeeneeenseenaeennennnenneas 6
[F0S = 1 = 1 o o USRS 7
Synchronization (Transmitting) REQUITEMENT ..........cccueeieiieiie e eee e eee e ee e ee e 7
SYNCHIONIZBLION PrOCESS.........ciiuieiieieiteeie ettt sttt b e bbb b e e e snesre e e e e e 8
ACCESS RIGNES. ...ttt b et e bt he et e s bt e se e e e sbeeanenbesneennenren 13
RS w0 = (= 11 0] o R 14
Navigating the APPHICALION..........oiiiiiee et e ne s 14
Certificate System HOME PAgE ......c.oiuiieieee e 16
Create a CertifiCAE Pag. ........ooiiie ettt sttt rb e et e e nae e e sre e e naaeenreeenes 17
AGENCY/FIEIA OFfICR...c i e e e e e s e e e nreeeanes 17
(O 1) o= (=T 1Y/ o= TSRS 18
S VLo ST Y/ oSSR 18
COMMOMILY ClBSS.....cctieciie et e e e s e e st e e sae e e eateesateesaseesnteesnreesareas 19
(=0 L= SO 20
(00011 1H =Y L (1 o TSRS 21
ENTON IMESSA0ES. ...ttt ettt ettt e a e e s ab e e e bb e e e s be e e e e bt e e e nabe e e s nnbeeeesreeennnnes 22
CertifiCaE EQIT PAJE.....cceecee ettt ettt ettt et et e te e re e beesseenseenseesnnenraenneens 23
Issued At/Analysis Weighing Location/LOT NUMDET ..........ccccceiieeieeiie e 24
Inspection TYPE/FIe SAMPIE D ......c.oo i e 24
INSPECLION WEIGNING SEIVICE ..ottt e e e s e e e sneeeneas 24
CeartifiCae NUMDET ...ttt 25
Carrier TYPe/NUMDEr Of CaITiES......civeieeieereesee st esteese e e e e seeeste e e sseesse e se e seenseeseeseenseenes 25
[ dentification/LOCatiON/CIty/SEALE..........c.cccueiieeeee e e e eee e ee e see e see e ee s e eneeeneeeneas 26
IVTOVEIMIENT. ...ttt e ae e ae e e ae e s ae e e ae e s ae e e mn e san e s an e emeesaneennesnneennas 26
Date Sampled/Time SAMPIEM..........oo e ne s 27
SAMPIING MEINOU ...t e e b 27
Bottom Sampled/ Top feet SamMPled ..o 28

Page 2 of 54



Stowage Area EXAMINEd ..........coiieiieiicies ettt ettt n e a e ne e 29

Quantity/Official Weight and Unit of Measure (UOM) ........cccveveeriereeneereee e 30
Date Started Weighing/ Time Started Weighing...........ccoeoeeiiieice e 30
TYPE SNIPIMENT ...t b et b et b e e et e e e 30
Applicant Name/Customer NUMDET ..........ooeiiiieeee e 31
Grade and Grade and/or COMMOAITY ..........coeerieiirieiereee et 31
INSPECLON NUMIDES ...t e b et b et b e e ne s 32
Remark Template and REMEAIK..........c.ooiiiiiiiie e 32
Signature Original and SIgNAtUre COPIES.........cciueeiiieiieeciee e see e see e see e see e ete e s snreeenneas 33
UPIOBO SIGNGLUNE.......eeiieie ettt e s e s e e et e e s e e e abeeasbeeesseeenneeanseeenreasreaans 33
USEA Of BIlIING ..ttt s e s e e e e e e ae e ebeeereeereaans 35
Factor Result/Factor Remarks/Include in Certificate/Delete Factor ..........coovvvvvceiieneveenen. 36
PXo (o 72N (o (L ol g = = ot (0] £ RPN 37
DElIVENY QUANTITY ......eeeieieciee et s e s e e e s e e st eesas e e s abeessseeesseeenseeanseesnreesreeans 38
L= o = =0 L= P 39
=S oo = = OSSR 39
Save/Compl ete/ Complete New/Compl ete/Divided Lot/Void/Return/Preview................c........ 39
View aList Of CartifiCaleS Page .........cceeieiiii e s 40
RECOIAS IO TTANSIMIT ...ttt et st st e b et e b e sre e e nbesreeneeeeas 40
0 11 010 (= oo o 41
AN o GO0 1¥ 3] o TSRS 41
S L0 LS OC0] 11 o] o OSSR 42
“Certificate NUMDEr™ COIUMN ..o 43
“Date of Service,” “Identification,” and “Applicant Name” Columns..........ccccccveevvevieeneeninnns 43
INSPECEION TYPE COIUMN ... et b et sne e ne s 44
NUMDES Of COPIES BOX.......eiiueeiieiisiieiiesie sttt sttt sttt st b e s b e s e b sne e e ne s 44
118 =11 PP 45
Create or Edit a Certificate TEMPIaLE PAJE........cc.oiieiiiiiieeerieeeee s 46
Changing Pages and the Page DiSplay ..........coceiiiieieninieeeee s 48
SEArCh CertifiCAIES PAJE ..ot eas 49
SNOW RESUITS AS: ..ttt et b et e et et e et e et e e e e et e e beeneeenee 50

Page 3 of 54



Displaying the Search Results as aWebh Page: ........cccociviiiie e 50

Displaying the Search Results as an Excel Spreadsheet: ..........coovveve e, 51
Displaying the Search Results as an Accountability LOQ: ......coouvveeeveeiieciie e 53
CertifiCIatE IN PDF VIBW ...ttt ettt et e et eene e e ene e e nneeennaeenneeenes 54

Page 4 of 54



General Information

The Federal Grain Inspection Service's (FGIS Distributed Certificate (DCRT) application was
designed for locations that do not have reliable internet access and for those times when
accessing the internet isinterrupted for an extended period of time.

The Distributed Architecture (DA) used for DCRT is aframework that provides synchronization
capabilities for web-based FGI Sonline applications to be run locally in a disconnected state using
alocal database.

DCRT is designed to mimic the Certificate System (CRT) application functionality. The main
difference in the DCRT system isthat it requires amanual synchronization process when the
record is complete. DCRT also does not support importing records from the Inspection Data
Warehouse (IDW).

The DCRT synchronization processes support two main functions. Uploading certificate records
to the Inspection Data Warehouse (IDW), and downl oading updates that are needed from the
applicable web-based FGI Sonline applications.

This guideisintended to help you access and navigate the application. It is not intended to
provide FGIS policy guidance. If you need policy guidance, please contact your supervising
FGIS Field Office (F/O) or Field Operations and Support Staff (FOSS) at the National Grain
Center in Kansas City, Missouri.

See the CRT Quick Reference Guide for additional information and guidance.

Customer Support

For application support, please call the FGI Sonline Support number 866-275-8915 or contact
Janine.k.goodson@usda.gov, Judith.j.johnston@usda.gov , or Vicki.alacefield@usda.gov.

System Requirements

System requirements are:
Windows X P operating system with service pack 3 (SP3), or
Vista Business (SP1)

NET framework 2.0
It is recommended to use Internet Explorer 6.0 or higher
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Certificate Types and Uses

Certificate Type

Used For

Commodity Inspection Certificate

Official inspections of Commodities
(Processed/Graded), Pulses

Commodity Submitted Sample Inspection

Submitted sample inspections of Commaodities
(Processed/Graded), Pulses, Rice

Commodity Weight Certificate

Weighing only of Commodities (Processed/
Graded), Pulses, Rice

Official Commercial Sample-Lot
I nspection

Official Commercial Sample-L ot inspections of
Grain only

Official Commercial Submitted Sample
Inspection

Submitted Official Commercial samples of Grain
only

Official Export Inspection Certificate

Official Export inspections of Grain only

Official Sample-L ot Inspection

Official inspections of Grain only

Official Stowage Examination Certificate

Stowage examinations of Grain, Commodities
(Processed/Graded), Rice, Pulses

Rice Inspection Services Certificate

Official inspection of Rice only

Submitted Sample Inspection

Submitted samples of Grain only

Supervision of Grain Weight Certificate

Supervision of weights of Grain only

Warehouseman' s Sample-L ot I nspection

Warehouseman' s inspection of Grain only
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| nstallation

DCRT instalation to FGIS computers is completed by GIPSA Operations Branch employeesvia
an Alteris package. Updatesto DCRT are completed through the synchronization process.

Installation to non-GIPSA computers is completed through the FGI Sonline Home Page by the
user. In order to download DCRT you must have Administrator Rights on the computer it is
being downloaded to.

It is recommended that installation be completed on a computer that has high speed internet
capabilities for faster service.

DCRT was developed and tested for use on Internet Explorer 7.0 or higher. 1t may not work
properly on other internet browsers.

Synchronization (Transmitting) Requirement

It is recommended that records be synchronized or transmitted, at least daily.

If you have dial-up or slow connection speeds, you may find it necessary to complete the
synchronization process more than one time a day depending on the number of records you are
trying to transmit. The slower the connection speed, then slower the synchronization/transmit
time.
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Synchronization Process

Once the application has been installed, follow the steps below to complete the installation/
synchronization process.

Click on the FGIS Online
Distributed Icon.

FGIS Online
Distributed

My Computer Windows

Media Player

Recyde Bin

@ “ Enter your eAuthentication
UserName and Password.

FGIS Online  [TW Owverview
Distributed v1l.doox

cert Superceding
numberolda... certs.docx
USDA efuthentication Login

g UserMame | Password

This is a United States Department of Agriculture computer system, which may be
accessed and used only for official Govemment business (or as otherwise
pemitted by regulation) by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, and./or administrative
action. All information on this computer system may be intercepted, recorded,
read, copied, and disclosed by and to autharized personnel for official purposes,
including criminal investigations. Access or use of this computer system by any
person, whether authorized or unauthorized, constitutes consent to these terms.

You must have an running Intemet connection.
= o

Gilbert http /A eauth e ~w.usda.govs
sanchez.docx

Click the Login button.
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In order for the application to download the data it needs to operate, you must have arunning
Internet connection for the installation.

=] FeIsonline =10 x|
About

— USDA eAuthentication Login

Usertame Itl'lEl'IC||'I|'I:_-'1 Fassword IIIIII-I-I-I-I-I-

This is a United States Department of Agriculture computer system, which may be
accessed and used onby for official Govemment business (or as otherwise
pemitted by regulation) by authorzed personnel. Unauthaorzed access or use of
this computer system may subject violators ta criminal, civil, and/ar administrative
action. All information on this computer system may be intercepted, recorded,
read, copied, and disclosed by and to authorized personnel for official purposes,
including crminal investigations. Access or use of this computer system by amy
persan, whether authorized or unauthorized, constitutes consent to these terms.

You must have an running Intemet connection.

http . Awww eauth .egov.usda.gov,

[&=] Fe1S0nline -0l x|
About

Installation Started ...
| [TT11]
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Y ou will be notified when in installation process is complete and that the application will
automatically restart. Click OK.

x|

A Mew Version of FGIS Online Distributed has been installed.
The application will now restart.

]TI Click OK to continue.

Click the Download button under the “ Available Applications’ box.

Thiswill be the same area that you will download future Distributed applications.

E““a Hd9-0 -
2)

By

_ Home Insert Page Layout References Mailings Review View Acrobi
= ] e |[EE =
B inix| =
Pasts 3 File  About =|[i=-||5
Clip Paragraph
) Curmrently Running Available Applications ! :
| DITW (DITW 7)
I K a =12
- Synchronize Dowrload e e e
— a
) ~p—__Click the Download
- button.
- L
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The downloading process may take afew minutes depending on your connection speed.

= 5

My Computer Windows
Media Flayer

Available Applications

DITW {DITW 7)

R

Downloading 3 - 1 ENNRNENER

Transfemed 250 Kb / 460 Kb

Downloading 8 - 2

Downloading 8 -

Downloading 11 -1

Downloading 11 -2

Downloading 5- 1

Downloading 5 - 2
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Oncetheinstallation is complete, double click on the application.

q IH q ‘j = ]
J . ... DoubleClick the

application.
D) e

Paste Jj File  Application:

-

Clip

Curmrently Running

Available Applications

Synchronization Complete. Select and Download |
Double Click to launch application Soln ]

Once the downloading process is complete, it
will display “Completed

I nstall ation/Synchroni zation!”
\

The Certificate System Home Page will come up.

USDA Unitad States Depariment of Agriculturs - -
i Grain Inspection, Packers & Stockyards Administration D’S i’ﬂbui’ed

Home | AboutGIPSA | Help | ContactUs | Logo

Certificate System
Home Page
Select one of the following choices:
Create a Certificate

* Search Certificates

Browse by Subject View a List of Certificates

# Create a Certificate Create or Edit a Certificate Template
* Viewa List of Import Records

Certificates .

B et o G Search Certificates

Certificate Template

* Import Records
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Access Rights

Y ou must have an eAuthentication Level 2 access and have access to CRT in order to access
DCRT.

If the user does not have the proper access roles, DCRT will display the Login Error “The
specified user does not have permission to run the Distributed FGIS Online application.” Please
contact: Janine.k.goodson@usda.gov, Judith.j.johnston@usda.gov , or
Vicki.alacefield@usda.gov for access.

=,

File  Applications  About

USDA efuthentication Login
Usertame jgondson Password |sesssnse

This iz a United States Department of Agriculture computer system, which may be
accessed and used only for official Govemment business (or as otherwise
pemitted by regulation) by authorzed personnel. Unauthorzed access or use of
this computer system may subject violators to criminal, civil, and/or administrative
action. Al information on this computer system may be intercepted, recorded,
read, copied, and disclosed by and to authorized personnel for official purposes,
including criminal investigations. Access or use of this computer system by any
persan, whether authorized or unauthorized, constitutes consent to these terms.

You must have an running Intemet connection.

[ =====_ )
http ./ fwevw eauth egov usda govs

Login Error

@ The specified user does not have permission to run the Distributed FGIS Online application

—
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Record Retention

DCRT will retain records for 31 days after the date of transmission of the record to the IDW.

Navigating the Application

“Breadcrumbs’ located just above the black title bar “Y ou are Here:” show you where you are
in the application. Breadcrumbs will change as you navigate to different pages. Y ou can use
Breadcrumbs to Navigate to different pages by clicking on them.

The “Help” link, located on the right side of the page in the bluish-gray colored bar, will give
you access to the DCRT Users Manual.

The black “Title Bar” displays the name of the page you are on.

The DCRT “Version Number” is shown just above and on the right side of the black Title Bar
displays the version number of DCRT. (NOTE: The version number in the screen shot (2.3.5) is
an example only, and will not be the version number you are using.)

@ FGISOnline =101 x|

File  Applications  About

Y

USDA  unitsd States Depariment af Agriculturs . .
ﬁ Grain Inspection, Packers & Stockyards Administration Dfstr’butEd

| Left | 2 b

bar

Help

ﬁ Breadcrumbs
[Search’  WeiCAE
Certificate System
Home Page
: h ifi
{ Ssren cemiestes Select one of the following choices: i
Create a Certificate \l\/lers;)n
Browse by Subject View a List of Certificates urmoer
# Create 3 Certificats Create or Edit a Certificate Template
* View a List of Import Records
Certificates < h Certificat
# Create or Edit 2 =arc srumcates
Certificate Template
# 1 rt Record c q .
TR e To navigate the system, use either the links on the
left navigation bar, or use the links in the middle of
the page.

Page 14 of 54




NOTE: Do not useyour browser’s“Back” button to navigate through the application, asthis
can generate page errors. Use the breadcrumbs, the navigation buttons provided at the bottom of
the screen (such as Return or Cancel), or the menu links in the grey Browse by Subject menu to
the left of the screen.

Fields underlined in RED are required and must be filled in or the system will display an error
message.

Fieldswith “Arrows’ are drop down menus. Click the arrow to view the selection, and then
click on the selection.

USDA Unitad Statas Deparlment of Agricuiture - -
sl Grain Inspection, Packers & Stockyards Administration D’str’buted

Home | About GIPSA | Help | Contact Us ¢

Vaou are here: Home / Create a Certificats down
Search Create a Cerlificate

menus
Select the Agency or Field Office that performed the service: Ne—
+ Search Certificates = FP— -
Agency/Field Office: |FG|S - Grand Forks Field Office
Select a template or select the appropriate parameter values then click the "Continue"
Browse by Subject button:
* Create a Certificate | Template: No templates available! You must create a template first!
+ View a List of or
Certificates —
¥ Create or Edit = | Certificate Type: I j
Certificata Template Mandatory Service Type: g Certificste Type Selactad
Fields commaodity Elass:l j
| -
Grade: I j
Continue | Return |
GIPSA | USDA.gow
A FOLA | Accessibility Statement | Privacy Policy | Non-Discriminaticn Statement | Information Quality | FirstGov | White House
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Certificate System Home Page

From the Certificate System Home Page you can:

Create a Certificate — create a new certificate record.

View a List of Certificates— view all records (Completed, Transmitted, In Process, or Void).
Create or Edit a Certificate Template — create a new Template or edit an existing one.
Import Records—import .CSV or . XML files from other applications.

Sear ch Certificates — search for records by selecting various criteria.

USD‘A United States Depariment of Agricuiture - [
ﬁ Grain Inspection, Packers & Stockyards Administration D!Si‘rlbui‘ed

Certificate System
Home Page

* Search Certificates

i Help : Contact Us : 'Logo

Select one of the following choices:
Create a Certificate

Browse by Subject View a List of Certificates

# Create a Certificate Create or Edit a Certificate Template
# Wiew a List of Import Records
Certificates

: Search Certificates
+ Create or Edit a

Certificate Template

+ Import Records

GIPSA | USDA.gov
FOIA | Accessibility Statement | Privacy Policy | Mon-Discrimination Statement | Information Quality | FirstGeow | White House
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Create a Certificate Page

Agency/Field Office

“Agency/Field Office” refersto the Official Agency (OA) or Field Office (FO) performing the
services. The “Agency/Field Office” field automatically defaults to the agency or field office
associated with the person logged into the application.

FO’scan view records from their specified service points (SSP's) and any OA to which they
provide oversight by clicking on the drop down arrow and making a selection.

OA’s can view records from any of their SSP' s by clicking on the drop down arrow and making
aselection.

b
USDA Unitad States Depariment of Agriculture [ -
ﬁ Grain Inspection, Packers & Stockyards Administration D’Str’butEd

R - S ! £l
4 3 S

: About GIPSA | Help ;| ContactUs : Logoff

ou are hers: Home [/ Creats 8 Certificats
Search Create a Certificate

Select the Agency or Field Office that performed the service:
Agency/Field Office: 7G5 - Grand Forks Field Office =l

# Search Certificates

Select a template or select the appropriate parameter values then click the "Continue"”

Browse by Subject button:

* Create a Certificate | Template: No templates available! You must create a template first!
* View a List of or

Certificates
# Creste or Edit a Certificate Type: I j

EErifE=iE TemElREE Service TYPe: jo Certificate Type Selected

Commodity Elass:l j

Grade:l j

Continug | Return |

GIPSA | USDA.gov
h FOIA | Accessibility Statement | Privacy Pelicy | Nen-Discrimination Statement | Information Quality | FirstGeov | White House
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Certificate Type

“Certificate Type’ isthetype of certificate being issued. There are 13 certificate types to choose
from, however, not everyone has access to all certificate types.

See “ Certificate Types and Uses’ for alisting of the certificate type associated with
grainsg/commodities.

Click on the “Certificate
Type” drop down arrow to
Certificate Type: j Vi ew the typeS Of Cert|f|0ates

Service Type:

Commoedity Inspection Certificate

Commoedity Submitted Sample Inspection
Grade: |Commodity Weight Certificate

Official Commercial Sample-Lot Inspection i ) )
Official Commercial Submitted Sample Inspection Click on the desired selection.
Official Export Inspection Certificate
Official Grain Weight Certificate

Official Sample-Lot Inspection

Official Stowage Examination Certificate
Rice Inspection Senices Cerificate
Submitted Sample Inspection
Supervision of Grain Weight Certificate
Warehouseman's Sample-Lot Inspection

Commodity Class:

Service Type

“Service Types’ refersto the types of services being performed and lists all services associated
with the “ Certificate Type” selected.

Certificate Type: |Commoc|itg,r Inspection Certificate j
Service Type: garvice Type Select

Bulkweighing
Checkcounting
Checkloading
Checkweighing

Select as many “ Service Types’
as needed by clicking in the
box, a check mark will appear.

Commodity Operations Fumigation
Condition Inspection

Condition of Food Containers
Examination Service

Facility Examination

To de-select, click in the box
again.

Lot (Quality) Inspection
Observation of Loading
Plant Sanitation Inspection

Sampling Service

e R e c< R B R R R e R e R |

Witness Fumigation

NOTE: When selecting services that include sampling service, (i.e., Lot (Quality) Inspection,
Sample-Lot Inspection, Export, ect.) do not select “ Sampling Service”.

NOTE: If you do not click the box to select a service type, the system will display an error
message.
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Commodity Class

“Commodity Class’ isalist al grains, commodities (graded and processed), rices, and pulses.
Thisinformation is pulled from the Agriculture Products Standards (APS) application.
Commodity classes display in a phabetical order.

50.-'5[] Blend Mustard Bran-20MB
All Purpose Flour-APF .
3 All Purpose Wheat Flour/ Bread Flour-VWFBF TO %IeCt the Comm0d|ty CIaS
1Amber D Wheat-ADU 9 .
s & Stockyards 4,0 L CAAF e use either the scroll bar or, typein
Baby Lima B -BLB c .

Bakery Meal 81 : the first letter of your selection.

Barley-BAR

Barley-BARLEY

Barley-BLY For example: For Sorghum, type
Beet Pulp Pellets-BTPP “« .
oms [ Create 2 CartificaiBlack Beans-BLKE theletter “S’. 1t will
Blackeye Beans-BEB . q a
Bread Flour-BF automatically go to the beginning
\gency or Field OffilBrawers Milled Rice-BMR .
ield Office: WBWWH Rice for Processing-BR of all Comm0d|ty Classes that

Buckwheat Hulls-BUHL . .
nplate or select theBuckwheat-BUCK Contin begin with the letter S.
Bulgur-BUL
‘emplate: No templ Bulgur-BULG tl
—|Canola-K

————————|Condensed Distillers Solubles-CDS
Certificate Type: | Copfectionary Sunflower Seed-CSF

Service Type: |controlled Viscosity Flour-CWF
i Carn and Refiners Syrup. Blended-CFS
Commodity Class: Com Cones-CCNS
Grade: |Com Flakes-CFLK
Corn Flour-CF
Caorn Gluten Feed-CGF hd

‘

Cantinue I Return

NOTE: The correct Commodity Class must be chosen so that the system can pull the factors
associated to the commodity class.

When you have multiple commodity classes to select from, agood rule of thumb is to select the
one that has the standard abbreviation. For example: In APS, BARLEY is at the commodity
level; BAR istheclass, BLY isthe subclass. If you select BARLEY, you will not be able to
select factors. Both BAR and BLY allows you to select factors.
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Grade

“Grade” isthe numerical grades associated with the selected commodity class.

The Inspection Data Warehouse (IDW) uses the Grade information for inter-market reports.

Commedity Class: ISDrghLIITI-S j

Grade: I

K

2

2 or better

acy Pelicy | Men-Discriming 3 Quality | FirstGov | Whits Houze

3 or better

4

4 or better

5

5 or hetter I_l_l_l_ %.J Local intranet
[

G or better

NOTE: Grade does not always show as arequired field. However, if agradeis being assigned,
it must be selected.

NOTE: If Gradeis NOT selected, the system will NOT show the word “ Grade” on the grade
line of the certificate. For example: instead of “ Grade and/or Kind:” it will show only the word
“Kind” for grains or the word Commodity for rice/commodities/pul ses. (Seeillustrations below.)

Screenshots taken from the .PDF of the certificate.

GRADE AND KIND: LS. NO. 3 YELLOW CORN
RESULTS:
Test Weight Per Bushel 57.0 ln/bu Noisture 140 %
Camaged Kemels Towl 2.9 % Erocken Corn And Forsign Matenal 2.7 %
KIND: Yelow Soybeans
RESULTS:
Test Weight Per Bushel 35.8 /bu hboesiure 112 %

Forzign Material 0.4 %
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Continue/Return
Once all fields are selected click:
Click the “Continue” button to proceed to the Certificate Edit page, or

Click the “Return” button to return to the Home page.

USDA United States Depariment of Agriculture L] -
i CGrain Inspection, Packers & Stockyards Administration D’Str'butEd

: About GIPSA : Help | ContactUs :

You are here: Hems | Create 3 Cartificsts
Search Create a Certificate

Select the Agency or Field Office that performed the service:
Agency/Field Office: |FG|S - New Orleans Field Office =l

# Search Certificates

Select a template or select the appropriate parameter values then click the "Continue™

Browse by Subject button:
* Create a Certificate ‘ Template: I vI |

# View a List of

Certificates Oor
* Creats or Edit = Certificate Type: | Official Export Inspection Certificate |
Certificate Template .
e Service Type: Sarvice Type select
Export W
Commeodity Class: IYEHDW Com-YC j
Grade: |2 aor hetter j

Continue I Return |
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Error Messages
Not all required fields are underlined in Red, this allows for more flexibility in the application.

If you get an error message displaying that the field isrequired, simply fill in the information
and continue with what you were doing.

“ou are here: Hame [ Creats a Certificats
m Create a Certificate

The following errors have been detected

* Search Certificates . . .
« Commodity Class is required.

Browse b)" SUb]Bﬂt Select the Agency or Field Office that performed the service:

[ Crests @ Certifiezts Agency/Field Office: |FG|5 - Noscow Suboffice |
£ View a List of

Certificates Select a template or select the appropriate parameter values then click the "Continue”
£ Create or Edit 2 button:

Certificate Template

Template: No templates available! You must create a template first!
Oor

Certificate Type: | commodity Inspection Certificate j

Service Type: gervice Type Select
Bulkweighing
Checkcounting
Checkloading
Checkweighing

Commodity Operations Fumigation

Condition Inspection

Condition of Food Containers
Examination Service

Facility Examination

Lot (Quality) Inspection
Observation of Loading
Plant Sanitation Inspection

Sampling Service

Oaoaaxmaaaaaanann

Witness Fumigation

Commodity Class: I j

Grade: |2 j

Along with the error
message ared asterisk will
appear beside the field that
needs filled.
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Certificate Edit Page

The Certificate Edit page is where data is entered to create the certificate.
Certificate Type and ' Service Type” are shown according to previous selections.

Agency/Field Officeis grayed and cannot be changed from this page.

|

USDA United States Depariment of Agriculture ] -
Z Grain Inspection, Packers & Stockyards Administration D’strfbutEd

Home : About GIPSA | Help : ContactUs : Logoff

; “ou are here: Home [ Certificats Edit
<Ll Certificate Edit

* Search Certificates Certificate Type: Official Export Inspection Certificate

Service Type: Export
A Field
Browse by SI.Ib]GCt ge“wé‘ffli?:e: I FGIS - New Orleans Field Office LI

* Creste = Certificate Issued At: I LOT Number: I—
+ View a List of
Certificates Analysis Weighing
* Create or Edit a _Lil:ll:atll:lll: )
Certificate Template Inspection Type: | | File Sample ID: |
* Impert Records Inspection
Weighing Service: I =l

Certificate Number: |-.‘3,: Iszued

Service Request

Number: |
Date of Service: I—v Time of Service: I—
—_— Number of
Calendar icons alow you to select ,é Carriers: |

the date from a pop-up calendar or
you can type in the date by

MM/DD/YYYY format.
N—

NOTE: Not all fieldswill be on shown every certificate type.
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| ssued At/AnalysisWeighing L ocation/LOT number
“Issued At” isthe service point number of the location where the certificate is being issued.

“Analysis Weighing Location” is the service point number of the location where the inspection
or weighing service was performed.

“LOT Number” is mandatory for export shipments.

Issued At: I LOT Number: |
Analysis Weighing
anatinn:l

I nspection Type/File Sample D

“Ingpection Type” is the type of inspection being performed. If an original inspection has been
completed, these choices change.

“File Sample ID” isthe file sample identification.

Inspection Tyrpe:l ..,I File Sample ID: |

Inspection ™ I
Weighing Service: | TFF=2
9 9 Eozrd Sppeal

Certificate Number: [rzw original
| Sriginzl

I nspection Weighing Service
“Inspection Weighing Service” isthe services being performed. Select one of the three services.

Inspection
Weighing SF_rvil:e: =l

aaae—

Inspectien B Weighing
Service Request |[nsp=ction Only —_—
Number: I'.-'w.'EI"hII'I" Only

Inspection & Weighing if both an inspection and official weighing were done, even if the
weighing is certified separately.

Inspection Only if an inspection only service was performed.

Weighing Only if an official weighing was performed and is being certified on other than an
official weight certificate.
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Certificate Number

“Certificate Number” is the sequential numbers that are assigned by the application once the
certificate is“Complete”.

The Certificate Number field will show “Not Issued” until the record has been completed.

Certificate Number: | Mot Iss

Once the record has been completed the certificate number will show in the field.

Certificate Number: Us-NOFO-150-00007

When correcting or superseding a certificate, the Old Cert Number field will display the
certificate number of the corrected or superseded certificate.

Certificate Number: [Not 1ssued Old Cert Number: Jus-

o

Carrier Type/Number of Carriers

“Carrier Type” isthe type of carrier being used for the service, if applicable.

If “Carrier Type” is selected, you must enter the “Number of Carriers’.

Carrier Type: Barge ..,I Number of Carriers: I1

——

Identification:
aml: B=roe

Location: | ©entainsr
Lash Barge

spvge | DEher = .
City: fsil State.l LI

Movement: |ShiF
Truck

Date Sampled: —— [[F+| Time Sampled: [

NOTE: When carrier typeis*“Barge’ the system will automatically enter the number “1” in the
“Number of Carriers’ field. Click in the box to change the default number.
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| dentification/L ocation/City/State

“Identification’ isthe identification of the Lot, Carrier, or Submitted Sample according to your
offices policy.

“Location” isthe location where the service for the Lot, Carrier, or Submitted Sample was
performed.

“City” isthe city where the service was performed.

“State” isthe state where the service was performed.

Identificatinn:l

Location: |

City: | State: I LI

NOTE: These fields are not mandatory on all certificate types.

M ovement

“Movement” refersto the transit mode of the grain/commodity, select:
Export - al shipments outside the U.S.

In - movement of grain into an elevator, or into or through a city, town, port, or other
location without a loss of identity.

Local - grain in bins, tanks, or similar containers which are not in transit or designed to
transport grain.

Out - movement of grain out of an elevator or out of acity, town, port, or other location.

Mowvement: |E>: art vI
Date Sampled: ’ — =k When “Certificate Type’ is Officid Export

Export = ag- -
Sampling Method: |\, [ T5] Inspectlf)n Certificate, M ovement will
Bnttam Camnlad. QUL _automaticallv default to Export.

NOTE: Movement isnot alwaysarequired field but it isimportant that it be filled in order to
collect export information for AMA products (i.e., graded and processed commaodities, rice, and
pulses).
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Date Sampled/Time Sampled
“Date Sampled” is the date the sampling service was performed.

If the sampling service spans several days, then the last sampling date should be entered.

“Time Sampled” is the time the sampling service was performed, when applicable.

Date Sampled: I— v

Sampling M ethod

Time Sampled: |

“Sampling Method” is the sampling devise or method used for obtaining the official sample.

Sampling MEtImd:|

Stowage Area f
Examined:
Quantity / Official
Weight:

Date Started
Weighing:

Type Shipment:

Bag Trier

Ellis Cup
Mechzanical Diverter
Mechzanical Prebe
Multiple

Other

Pelican

Probe

Woodside

s

There are 9 Sampling Methods
to choose from. Click on the
desired selection.

NOTE: If the method you are using is not shown choose “Other”.
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Bottom Sampled/ Top feet Sampled
Both “Bottom Sampled” and “Top Feet Sampled” refer to probe sampling.

If the bottom of the carrier was not sampled, select “No”. Then fill in“Top Feet Sampled” with
the correct number of feet pertaining to the probe used.

If the bottom of the carrier was sampled, select “Yes'. “Top Feet Sampled” isthen disabled, asit
does not apply.

Sampling Method: IMEChanicaI probe x|

Bottom Sampled: ||\,c vI Top Feet Sampled: |12

Stowage Area
Examined:

uantity/ Official UoM: IEar;sIct vI
Weight: Il
Date Started l—,l Time Started |

Weighing: Weighing:
Type Shipment: IEqu vI
Applicant Name: [Vicki

Customer I'Ilumber:l Purpose:
Commuodity Class: |-.;_||3 Carn ;l
Grade: |2cr better ;I

Grade and/or 5, no, 2 or better vellow Corn ﬂ
Commodity:

Fn/a T Ne T ves

Original

El
Inspector Number: |39,3m

Remark Template: NOTE: Move the remarks from left box to right box
and then click on the "Add Selected Remarks’ button to add remark.

Stowage area examined [=| Select one or
Stowage area not examined -.-al:;zrr?rcm
Superzedes laft
Waxy coern drop-down
waxy corn Mot list.

—" The statement that goes

Add Selected Remarks |

with these selectionsis
automatically populated in
the Remark box. This
field is editable you that it
can be deleted if not
needed.

Remark: Top 12 Fest sampled, Bottem not sampled,

NOTE: Bottom Sampled and Top Feet Sampled only apply when Sampling Method is “Probe”
or “Mechanical Probe.”
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Stowage Area Examined
“Stowage Area Examined” isaradial button. It isautomatically set to “N/A” (not applicable).

Click the button beside either “No” or “Yes’ to change.

Stowage Area
Examined:

wosa O Mo O ves
Under certain criteria*:

If you select “No”, the statement “ Stowage Area NOT Examined.” will automatically
populate in the “Remark” box.

Stowage Area -
Examined: = M A @ No Cves

Remark: Stowage Area NOT Examined. ﬂ

If you select “Yes’, the statement “ Stowage Area Examined.” will automatically populate
in the Remark box.

Stowage Area

Examined: o NSA T No & Yes

Remark: Stowage Area Examined, -

NOTE: Either of these statements can be deleted if not needed.

* Criteriafor the auto populate statementsis:
e When Carrier Type = Barge, Container, Lash Barge, Other, Rail, or Truck, and
e Movement = Out or Export, and

o Service Type= Commercial Sample-Lot, Export, Official Sample-Lot, or
Warehouseman's Sample-Lot.

All three criteria (Carrier Type, Movement, and Service Type) have to be met in order for the
auto populate to work.
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Quantity/Official Weight and Unit of M easure (UoM)
“Quantity/Official Weight” is either the count, or the weight of the unit(s).

e |f thelot has been officialy weighed, enter the weight in the “ Quantity/Official Weight”
field.

e |f thelot has not been officially weighed, enter the count of the unit(s) or carrier(s).

uantity/ Official Uom:[ 7]
Weight: I

- : ~rarted |Bzl=: 1
Both Quantity/Official Weight and the UoM fields 1 |E=rz=

Carlet

are used to show the correct count or weight, as H Canreinerlar
Grams

applicable, of the lot or sample. |, |Metric Tans

| |Pounds

Quarts
Trucklst

“UoM” isthe Unit of Measurement that was used for determining the weight or count.
e To show aweight use Bushels, Grams, Metric Tons, Pounds, or Quarts.

e To show the count use Bales, Bargelot, Carlot, Containerlot, or Trucklot.

Date Started Weighing/ Time Started Weighing
“Date Started Weighing” is the date weighing began, when applicable.

“Time Started Weighing” is the time weighing began, when applicable.

Weighing: Weighing:

Date Started I—.l Time Started |

Type Shipment

“Type of Shipment” will be either Bulk or Sack (sack can be used for bags, boxes, tote bags,
etc.).

Type Shipment: | gy vI

Select either
Bulk or Sack. [*
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Applicant Name/Customer Number

“Applicant Name’ is the name of the customer requesting the service.

“Customer Number” is the number assigned from FGI Sonline' s Customer Information
Management (CIM) system specific to each applicant. .

Applicant Name:l

Customer Number: Customer Number is not mandatory, but
should befilled in if obtained.

NOTE: Once the customer number has been obtained, it should entered on all inspection
recordsin order for IDW to connect inspection records to the correct customer. It should also be
shared with the supervising FGISfield office.

Grade and Grade and/or Commodity

“Grade’ isthe actual grade of the lot and must be entered anytime a grade is assigned to the lot
or sample. It can be selected from here or from the “Create a Certificate” page.

“Grade and/or Commodity” is the grade and commaodity/grain as shown on the grade line of the
certificate. Thisfield auto-populates from the selections made from the “ Grade” and
“Commodity Class’ fields. Thisfield iseditable.

Thisfield does not automatically show Special Grades, Dockage, Milling Yield, or other extra
information.

GradE:IEcrbEtter ;I

M LS, Mo, 2 or better Yellow Corn
Commodity:

NOTE: If agradeisbeing assigned, you must select the Grade. 1f no Grade is selected, only the
words “COMMODITY” or “KIND”, as applicable, will show on the certificate.

NOTE: The"Grade and/or Commodity” field should show the information exactly as you want
shown on the grade-line of the certificate.
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I nspector Number

“Inspector Number” is the agricultural commodity grader or licensed inspector’s 5-digit license
number. Thisfield determines the name shown on the signature field of the certificate.

Inspector I'~Iumher:|

NOTE: Thisnumber determines whose name is printed on the Signature line of the certificate.

Remark Template and Remark

“Remark Template” isalist of pre-entered statements, which allows you to select instead of
typing the statement.

Remark Template: MOTE: Move the remarks from left box to right box
and then click on the "Add Selected Remarks’ button to add remark.

no heat or odor A| Select on= or Stowage area examined
not surrendered mers
results composite

Once you have

values from

Rezulta on File . d,.c,ljztcwn .‘ CI|Cked on the
_E-d not examined ;l list. %I eCtl On, It W| ”
<<Remove_| move to the box
Add Selected Remarks | on the right.
Click “Add Selected
Remarks’ in order for the
statement to move to the
“Remark” box and be
shown on the certificate.
The selected statement
will show in the “Remark”
box.
Remark: Stowage area examined. :I

“Remark” box is used for showing the information you want shown in the Remarks section of
the certificate.
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Signature Original and Signature Copies

“Signature Original” and “ Signature Copies’ pertain to how the inspector’s name is shown on
the original and the copies of the certificate.

There are 3 options for signature:
No Print - no name will show on the certificate;

Print Only - the printed name will show on the certificate;

Print and Signature - both the printed name and the scanned signature will show on the
certificate.

Signature Original: | ;' Signature Copies: | ;'

Browse... | Upload I

Upload Signature: §

Mo Brint
Print Cnly
Print and Signaturs

=

NOTE: Both Signature Original and Signature Copies must befilled in. They do not haveto
be the same, (e.g., select Print and Signature for the Original and Print Only or No Print for the
Copies, or whatever combination is needed.)

NOTE: If Print and Signatureis selected you must upload the signature file. SEE “Upload
Signature”.

Upload Signature

To print an inspector’ s signature on the certificate, select “Print and Signature” in the Signature
fields.

Signature Original: | orint 2nd Signzture LI Signature Copies: | Srint znd Signzture LI

Upload Signature: [J\GIPSA Specific\Enterpr  Browse.. | Upload |

NO SIGNATURE FILE

First, click Browseto
find the file. Then click

Upload to load thefile.
Click “Browse” to select the signature file. P

A box will open to allow you to select the signature file.

Once selected, click “Upload” to upload the signature file.
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o>

Signature Uploaded Page
Signature uploaded

successfully on this
certificate.

:_(.-'-r»'.-.vf_;-z"'-ﬁ:\-'.-‘ EEres

R ]

MOTE: This window will close in 10
seconds unless you click on
"Close” button below.

Close |

Signature Original: | Srint znd Signzturs vI

A box will display for 10
seconds displaying the
signature file being uploaded.

Signature Copies: I Zrint and Signature "I

Upload Signature: I

e e Lrlrrseped e v rrE.

APPLICANT NaMmE: dfsadf
ISSUING OFFICE: FGIS - Stuitgart Field Cffice

s e A1 L e
nup-'m

- T
Pl Bt e T il F W P Pl D) @ il ] e Pl
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Browse. I Unload I
The signature will display under
the Upload Signature field.

TERETEY o] Toll e IR S D MBS W FIRAC S W e THE AL T AT

MAME OR SIGNATURE: Karen W Guagliardo

a #
L e B L

R e o e i e )

W ey o L B el i T

LT e -

Both the signature and the printed
name display on the certificate.



Signature File Requirements
Scanned signature files are the responsibility of each Field Office and/or Official Agency.

Signature files must be:

e .jpg (JPEG) images,

e 130 pixelslong by 35 pixels high;

e atleast 150 dpi (300 dpi is preferred);

e created in desired color (black ink for regular use and blue ink for export shipments); and
e inamedium to heavy point pen to ensure a good scan.

NOTE: Thesmaller thefile size the faster it will load, suggested file sizeis9KB or less if

possible.

Used of Billing

The “Used For Billing” field isaradial button. Click either “No” or “Yes’ as applicable. Itis
used for capturing tonnage and user fees. Refer to policy guidelines for the use of thisfield.

Used for Billing: CNo ® Yes

Factor Result
’EII‘IiI]iI]‘IUI]‘I of 1 factor inspection result required)
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Factor Result/Factor Remarks/Includein Certificate/Delete Factor

The “Factor Result” box lists factors that are used mostly commonly by the Commodity Class
selected.

~ Factor Result
{minimum of 1 factor inspection result required)
Factor Factor UoM Factor Remarks Include in Delete

Result Certificate Factor
Test Weight Per | Ib/bu | |AII j il
Bushel
Moisture | % | |AII j il
Heat-Damaged I % I IAII j il
Kernels
Damaged Kernels I % I IAII j il
Total
Broken Corn And | % | |AII j i
Foreign Material

Viewl

MOTE: Click on the View button to add additional factors.

“Factor Result” is the alpha or numeric value of the factor result.

“Factor Remarks’ is where you enter approved remarks about the factor (e.g., 12% Moisture
basis; more than, less than, etc.).

Aflatoxin [«5 PPb  [Afatoxin does not exceed |All 5 ¢

NOTE: Some statements will automatically populate the Factor Remarks box once the Factor
Result is entered. Y ou must click inside the Factor Remarks box for the statement to
automatically popul ate.

NOTE: The system will automatically insert acomma between the Factor and Factor Results for
Qil, Protein, Starch, Wet Gluten, and Falling Numbers, on the certificate.

“Include in Certificate” isadrop down list which allows you to select how much information

you want shown on the Certificate.

~ Factor Result
(minimum of 1 factor inspection result required)

Factor Factor UoM Factor Remarks Include in Delete
Result Certificate Factor
Color | A | All j -

%

Chalky Kernels

-
-
r

Heat-Damaged Kernels
And Objectionable

ct

| |
Heat Damage I ct I
| |

All - displays the Factor, Factor Result, UoM, and Factor Remarks on the certificate.
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Results - displays the Factor, Factor Result and UoM, on the certificate.

Remarks - displays the Factor Remarks only, on the certificate.

None - displays nothing on the certificate, but keeps the factor information on the record.

“Delete Factor” deletes the factor from:

e thescreen,
e thecertificate, and

e theinspection record.

NOTE: Only factorsthat were not analyzed and are not needed, should be del eted.

Add Additional Factors

To add additional factors click the “View” button.

WView |

NOTE: Click on the View button to add additional factors.

A listing of all factors associated with that commodity class will display in alphabetical order.

Damaged Kernels |3 q % |,r._|| j

Total

Broken Corn And |5 0 % I,r._|| j

Foreign Material

Factor Code Factor UoM Select

AFLA Aflatoxin ppb |7 Select factors by
AFLA Aflatoxin N/A T clicking in the
IN Insects MN/A T “Sela:t" bOX.
ANFL Animal Filth % Il

BC Broken Corn %a r To de-sd ect,
BLUE Blue-Eye Mold % r click aga| n.
BORE Insect-Bored Kernels %o r

BROX Bird Excreta % Il

CBUR Cockleburs ct -

Go to the bottom of thelist and Click “Add Factors”.

NOTE: You must click the“Add Factors’ button or the factors will not be added to the record.
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= il R I rr—

RSMT Resmethrin ppb

THIN Thin ppb T You must Click “Add

THMD Tetrahydrophthalamide ppb T Factors’ button for the factor
TFLM Trifluralin ppb [T

to be added to thelist of
factors.

| Add Factors I Cancel—l

MOTE: Click on the "Add Factors"” button to add selected factors to this service result. |

The screen will display the added factor(s) and will display a statement verifying the factor was
added.

Moisture |14 G %o | |ﬂ~.l| = r
Heat-Damaged |g 0 % | Iﬁ.ll j r
Kernels

Damaged Kernels EL All &~ r
Total |3 ? i I I J

Broken Corn And 5 Bl All < r
Foreign Material ID ’ i I I J

Aflatoxin I ppb I I"r""-” j r

Viewl

NOTE: Click on the View button to add additional factors. Factor was added successfully!

The “Factor was added successfully!” statement will display.

Delivery Quantity

The Delivery Quantity fields are for export lots. If an Official Export Inspection Certificateis
selected or export is selected as “Movement,” the Delivery Quantity information is required.

Delivery Quantity

Quantity Destination Delete Delivery Quantity
| | = Add Record Don'’t forget to add
|N[JTE: Enter Quantity and Destination then click "Add Record’. your record!

“Quantity” is either the official weight, or the number of carrier(s) or unit(s).
NOTE: Thisfield should match the Quantity/Official Weight field.
“Destination” isthe country to where the grain/commaodity is being exported.
NOTE: Destination isrequired for export shipments.

Once the *Quantity” and “Destination” have been selected, you must click the “ Add Record”
button for the Quantity and Destination to be added to the record.
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Special Grade
“Specia Grade” isthe specia grade designation of the grain/commodity, when applicable.

Special Grade Delete Special Grade
j Add Record
‘NUTE: sSelect special grade from the dropdown list and click 'Add Record’.

|'Special Grade

Y ou must click Add Record for Special Grade to be added to the record. Thisonly addsit to
the record, not to the certificate.

NOTE: Specia gradeis used for IDW reporting purposes and does not show on the actual grade
line of the certificate. To show special grade on the grade line it must be entered manually.

L ast Update

“Last Update” givesinformation about the record. It displaysthe date and time of the last
change made to the record, and eAuthentication number of the person making the change.

Last Update: Last change made on 12/09/2008 08:48:46,9800000 &AM by user
28200406200030087 183,

Save/Complete/Complete New/Complete/Divided L ot/Void/Retur n/Preview

“Save’ savestherecord to complete later.

“Complete” savestherecord, verifies all required fields are entered, issues the certificate
number, and prepares the record for transmission to IDW.

NOTE: Oncearecord has been completed, it is considered as an issued certificate. Y ou can
Supersede or Correct the certificate.

“Complete New” saves the record, verifiesal required fields are entered, and prepares the record
for transmission to IDW, and brings up a new record with most of the same datafilled in.

“Complete/Divided Lot” saves the record, verifies all required fields are entered, and prepares
the record for transmission to IDW, and automatically completes each divide.

“Complete Weight” saves the record, verifies all required fields are entered, and prepares the
record for transmission to IDW.

“Void” removes the record from the application. Y ou can Void the record at any time before it
has been Compl eted.
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“Return” goes back to View aList of Certificates screen.

“Preview” alows you to view the certificate in Adobe Acrobat before completing.

Sﬂ'."el C.u:lmpletel Complete/New | Complete/Divided Lot | CompletefVeight |

‘-.ﬁ:lidl F‘.eturnl Preview |

NOTE: Preview will not show: the FGIS logo; USDA Shield; or the Inspectors
name or sianature.

View a List of Certificates Page

The“View aList of Certificates’ page displaysalisting of all records; shows the number of
records to transmit; shows the status of the records; allows you to View the records; Correct or
Supersede records; and Print records.

Recordsto Transmit

“Recordsto Transmit” displays the number of records ready to transmit to IDW. It is shown on
the View aList of Certificates page, under the black title bar on the right side of the page.

m Yeou are here: Home [/ Certificats List
View a List of Certificates

2 Records to Transmit.

+ Search Certificates rFilter Search
Agency/Field Office:
~| Clear |
Browse by Subject I J _—
. y Subl : — Recordsto
? Create a Certificate Select one of the following certificate records: .
* View a List of Transrnlt
Seidifismias Number of Copies: IT
F; .
Fr_eate =7 Eefie = Certificate | Date of Applicant | Inspection
Srzidiieiz Templziz Action Status Number | Service | Identification Name Type Print
¢ Import Records [View] Complztes | US-NOFC-iE2. | @mzooz Zarpe 1224 Vallow Com Grigin
[View FDF] 00008 Company I
[Correct]
[EBupersede]
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Sorting Records
Records can be sorted by Status, Certificate Number, Date of Service, Identification, Applicant
Name, or Inspection Type.

NOTE: All fields, except “Action” and “Print”, can be sorted in
either ascending or descending order.

Mumber of Copies: I? 'I Print |

It allows you to:
Edit - make changes to records that are “In Process’;

Void - void or delete arecord that is“In Process’;

Certificate | Date of e Applicant | Inspection
Action Status Humber Service I[|Erltlf+tlﬂﬂ Mame Type Print
[Edit] In Process 11/3/2008 Farm Land Chrigiina
[Void] Foods
View] Completed UE-5TFZ-41- 282008 °© | difadf Reinspection
(i POE" o _ ~
icor  To sort records click in the gray area of the field you
want to sort by. The label will become underlined.
Click onceto sort in ascending order, click again to
sort in descending order.
“Action” Column
The “Action” column shows which actions can be completed on each record.
Action column
[\ Certificate | Date of Applicant | Inspection
Action Status Number Service | Identification Name Type Print
[Edit] In Process 12025008 Test commaodity test Mew O £
[Vaid] nspection
[¥iew] Completed US-ETFO-4 2IE 2008 Barge 24556 |  dfadf Or
[View FOF] 2015 I_
[Correct]
[Supersede]

View - displays the data used to create the certificate from the “ Certificate Edit” page;

View the PDF - displays an Adobe .PDF view of the actual certificate;
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Correct - issues a corrected certificate and automatically “Voids’ the original. Records that
arein“Completed” or “Transmitted” status can be corrected,

Supersede — allows you to supersede the original inspection record by Reinspection, Appeal,
or Board Appeal and automatically “Voids’ the original.

NOTE: Recordsthat have been “ Transmitted” cannot be superseded on DCRT.

“Status’ Column
The Status column displays the current status of each record.

Certificate | Date of Applicant | Inspection
Action Status Number Service | Identification Name Type Print
[Edit] Im Process 12272008 Test commodity test Mew Origina
[Veid] nepection
[View] Completed US-5TFO-41- 120572008 Barge 3456 dfadf Oirigina
[View POF] ] ™
[Correct]
[Supersede]
[Wiew] Locked US-5TFO-41- 12272008 Test commeodity test Mew Origina
18 nspection
[View] Waided US-5TFO-41- 12272008 Test commodity test Appes
Q00T nspactic
[View] Transmitted US-5TFO-41- 11T 2008 Test for Commodity Test fo Crigina
[View PLOF] 16 Wizight comimdity I_
[Correct] weight
[Wiew] WVoided US-5TFO-41- 11172008 Test for Commodit Test fo Oiri
15 Weight comimesdity
=ight

In Process — the record has been “ Saved” but not “Completed”;

Completed — the record has been “Completed” but has not been * Transmitted” or sent to
IDW;

Transmitted — the record has been transmitted or sent to IDW;

Voided — the record has been voided, either by superseding/correcting the original record
once it has been completed;

L ocked — the record is being corrected or superseded, but the processis not complete. Once
the Superseded or Corrected record has been Completed, the status of the L ocked record will
change from Locked to Voided.
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“Certificate Number” Column

The certificate number column display alisting of the certificates created. If the record is still
“In Process’ no certificate number has been issued and cannot be displayed.

Certificate numbers are issued by the application in sequential order of the record being created.
Certificate numbers are composed of the following:

theletters“US’;

the abbreviation of the issuing office;

the identifying number of the computer, which in the example below is“41”;

a 5-digit record number; and, when applicable,

the number of the divide.

Certificate Number s are not issued
until the record has been Compl eted.

Certificate
Number

Date of

Action Status Service | Id--

[Edit] In Frozess
[Veid]

o - - I T

The number(s) after the issuing office
abbreviation identifies the computer being
used. In thisexample the identifying
number of the computer is 41.

[View]
[View FOF]
[Coarrect]

Transmitted US-ETF-41- 318720059 Contsin

[VWiew] Transmitted US-NOFO-41-
[View FOF]
[Correct]
[View]
[View FOF]
[Correct]

.....

[Wiew] Eh =N - 31172009
[View FOF] 00019
[Correct] | | |

[T

“Dateof Service,” “Identification,” and “ Applicant Name” Columns

The data shown in these fields is displayed exactly as they will be shown on the certificate
record.

Again, any of these fields, except Action, can be sorted by clicking in the gray area.
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Certificate Date of Applicant | Inspection
Action Status Number Service |Identification Name Type Print
[View] Transmitted US-5TFO-41- 2008 USL 335587 Farm L Appes
[View FOF] 0013-5 = I_
[View] Transmitted US-5TFO-41- 2008 USL 335587 Farm L Appes
[View PDF] 000134 s I




I nspection Type Column

The Inspection Type column shows the type of inspection or level of inspection.

Certificate | Date of Applicant | Inspection
Action Status Humber Service | Identification Name Type Print
[Wiew] Completed US-STFO-41- ZIES 2008 Bargs 3455 difadf Reinsp=ction
[View PDF] 00021 =
[Cerrect]
[Supersede]
[Wiew] Completed US-5TFO-4 12/5/ 2008 UMNMEC 535353 Farm Land Bosrd Appes
[Wiew POF] D2 Foods I_
[Cerrect]
[Supersede]
[Edit] In Process 222008 Tast commadit ==t New Origins
[Weid] nEpECtion
[Wiew] oided US-5TFO-4 120572008 Bargs 3455 dfadf Crrigins
[Wiew] Locksd US-5TFO-4 2i2 2008 Test commedit ==t Mew Origina
b E] nspection
[Wiew] oided US-5TFO-4 2i2 2008 Test commedit ==t Appes
“Ingpection Types” are:
Origind
New Original (for AMA use only)
Reinspection
Appeal
Board Appeal

Number of Copies Box

The “Number of Copies’ box refersto the number of copies of the original certificate that you

want to print.

Action
[View]
[Vigw FOF]
[Correct]
[Bupersedes]

[View]
Migw POF]
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Number of Copiesonly represents the

number of copies.

If “O” is selected for Number of
Copies, only the original of the
certificate will print.

PR

Mumber of Copies: I? "I Print

- Applicant | Inspection
1on Name Type Print
HER dfadf Reinspection I—
ALEIRD —';;'::55" Board Appes I—




Print Button
“Printing” can be done from three locations.

The“View of List of Certificates’ page;

The “Certificate Search Results’ page; or

When Viewing the PDF of the certificate through Adobe Acrobat.

Printing from either the “View of List of Certificates’ or the “ Certificate Search Results’ page,

are basically the same as shown below.

Once records have been selected,
Click the Print button.

Mumber of Copies: I? "I Print
te | Date of Applicant | Inspection
£ Service | Identification Name Type Print
12752008 Barge 3458 diadf Reinspection F
2B/ 208 UNNC 535353 Farm Land Board Appe IF

In order to Print
records, you must fir st
select therecords by
clickingin thebox. A
check mark will appear
for selected records.

To de-select the
record, click again.

NOTE: Batch print by selecting multiple records and clicking Print.

“Printing” from the “View the PDF” screen is shown below.

=10
| ® ® [~ #-

| /= hitp:/ localhost /fgisonline/f_crt/F_CRT_PDF.aspx?sur—308get

= == A BN RN
E{i “k to print this PDF file or pages from iti

iy iy
Apsas DM Ha. (003011
DIVIDED-LOT
ORIGINAL

US-STFO-41-00013-5
NOTMEGUTIAELE

.@ UNKITED STATES DEPARTMENT OF AGRICULTURE
(N FEOERAL CRAIN IMSPECTION SERCE
(! AGRICULTURAL MARKETING ACT OF 1946
“TION SERVICES CERTIFICATE
AL WHITE CERTIFICATE
1Y - NOT FOR OFFICIAL USE

DATE OF SERVICE:
Movember 03, 2008

QUANTITY: iihis Is NOT a welght cerificais]
1 Containerict

I

Click View PDF from
the Action column.

ART, AR

Oncethe PDF displays, [*
Click on the Print icon.
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Create or Edit a Certificate Template Page

Creating Templatesis an excellent way to save time.

From the “Create or Edit a Certificate Template” page, Click on “Add New Record.”

m “Wou are here: Home [ Create or Edit 2 Certificats Template
Create or Edit a Certificate Template

* Search Certificates Filter Search
Agency/ Field Office:

Add new record

Browse by Subject | To create anew

P EEai o S Select one of the following Certificate Template records: Template click on
4 Wiew a List of
Certificates Template Template Agency/ Field “ Add new r ecor d”
b oToooiz - Eife o Action MName Description Office

Certificate Template
No Records were found.

rde ir 455 Rows: E Page: |1_

* Import Records

If no Templates have

previously been created, the
message “ No Records
wer e found.” will display.

Select a naming convention that will readily help you to identify the needed record for future
use. For example, by customer name, by commaodity class, or a combination of information.

“ou are here: Home [ Create or Edit 3 Certificate Template [ Certificate Template Edit

Template Name Na'"E:Iﬂ'—'.EC Elevator Yellow Carn

Template I::I'Es':ril:’ti':”":IShi|::|-:I: with &flatoxin results

Certificate TVPE:I Cfficizl Export Inspection Certificats ;I
Service TYpe: Sarvice Type Select
Export [l

Certificate Template Edit

Agency/Field Df'ﬁI:E:I FEIS - Mew Orleans Field Office

Issued A.t:llf.'legé

Analysis Weighing anatinn:ll;- 1656

Inspection Tvpe:loriginal vI

Inspection Weighing 5enri|:e:| Inzpecticn Only |

Carrier Tvpe:[=hin =
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Once the template is complete, Click “Insert New Record”, to save the template.

Last update: *** Mo lsst updsts information available 5%
| Inzert New Record I Return |

Enter data to add new Certificate Template record.

The Certificate Template View” page allows you to review the data entered.

You are here: Home [ Create or Edit a Certificate Template [ Certificate Template View
Certificate Template View

Template Name: ABEC Yellow Corn
Template Description: Trucks, yellow carn, 2 or better
Certificate Type: Submitted Sample Inspection

Service Type: gapvice Type Select

Official Submitted [¥]
Agency/Field Office: FGIS - New Orleans Field Office
Issued At:
Analysis Weighing Location:
Inspection Type: Criginal
Inspection Weighing Service: Inspaction COnly
Unit of Measure:
Applicant Name: AEC Yellow Corn Company
Purpose: Originzl
Commodity Class: vellow Corn-¥C
Grade: Z or better
Grade and/or Commodity: U. 5. Na. 2 or better Yellow Comn

To edit or update the template, select it from the “Create or Edit a Certificate Template” page.

+ Create a Certificate

. Select one of the following Certificate Template records:
* View = List of

Certificates Template Template Agency/Field Applicant Commodity
¥ Creste or EDit = Action MName Description Office Name Class
Certificate Template [Edit] Wicki test sxpart Export Templats STFO Export Templats Amber Durum Whe
temiplate
L

\ 1 records in 1 Pages. Rows: ﬁ Page:|1_
Click Edit to make
changesto a previousy
created Template.

N—
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To use atemplate, select it from the “ Create a Certificate” page by Clicking on the drop down
menul.

Select the Agency or Field Office that performed the service:

= “ou ars hers: Home [/ Create & Cartificats
@ Create a Certificate

*»o5-

~ield Office: [F5)5 - 1yew Orleans Field Office |
Templates can be |

Ll selected for use (once
" created) on the “ Create remelaeel =

Ce HY 7 H H
= aCertificat€ page. ABC Yellow Corn Company

_artCate Type: L v|
Ca

b
b }q’_____‘l Service Type! no Certificate Type Selectsd

plate or select the appropriate parameter values then click the "Continue”

Changing Pages and the Page Display

The information recorded at the bottom of the page displays the number of recordsin the
application and the page number.

“Rows” indicates the number of items per page being displayed.
“Page’ indicates the page number being displayed.

Enter a“Page” number and Click the “GQO” button to go to that page or use the arrowsto go
forward or backward one page.

Both fields are editable.
[Wiew] Transmitt=d US-NOFO-150- BZ20v2005 Rzl Test Wicki Rl Ornigina
[Wiew POF] OeDeen2
[Correct] I—
[View] Transmitted | US-NOFC-130- 522005 Rail 1 icki Ra Crigina
View PDF DD 1
l-\I[E:urrem]] I—
Print
25 record(s) in 1 page(s). Rows: I50 Page: |1
Change the number of records Move Move
ShOWﬂ per page by Changlng gment | LI forward FirstGow backward
the number of “Rows’ one page.
one page. Page.

displayed. Click in the box to
change. Default is set to 50.
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Sear ch Certificates Page

The “Search” feature allows you to search on avariety of different criteria.
expand your search to as many or few criteria as needed.

It also alows you to select how you want the results displayed.

Wou are hers: Homa [ Szarch Certificatas
Search Certificates

Agency/Field Office:

EL bl FGIS - New Orleans Field Officy

or more
values from

FGIS - Moscow Suboffice -
FGIS - Portland Field Office

FGIS - Stuttgart Field O ffice leit
FGIS - Toledo Field Office drop-down
FGIS - Washingten Federal/State Off list.
FGIS - Wichita Field Office ~
<< Remove_|

Type Of Certificate:

Official Grain Weight Certificate O fficial Export Inspection Ce
Qfficial Sample-Lot Inspection

Official Stowage Examination Certificate el
Rice Inzpection Services Certificate fram left
Submitted Sample Ingpection drop-
Supervizion of Grain VWeight Certificate ﬂ C:_C\:n
IST.

Select => | <= Remove |
Certificate Status:

(e ] S e —
= values from left
CAEE u drop-down list.
Select => | << Remove |

Certificate Number:lcumainsj r

Certificate Date: From; I— ~ —=E
ate of Service: |l . “ i ,
prrecre rrom | Boxes that displaysthe word “ Contains

Commodity Class:

e e Tor pieces of information that are:
e “Equal To”,

“Equal To/Less Than”

“Less Than”,

tssued Ao o[ “Equal To/More Than”
More Than” or

Inspection Type:

Appeal

Board Appeal “Contains’ the information entered.
Newe Original N
== R
Carrier Type:
Barge » | Select one or more

Container values from left
h - drop-down list.
Lash Barge = P

Select == |

Identification:l Cantains j I

Applicant NamE:ICDmainSj I

Search Data I Cancel | Show results as: |VWeb Page hd
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Show Results As:

“Show results as” allows you to choose how you want the information displayed.
(The default is set to Web Page.)

Search Data | Cancel I Show results as:

ov
ility Statement | Privacy Policy | Mon-Discrimination Statement | Infermation Quality | Firsy

Accountability Loa

Displaying the Sear ch Results asa Web Page:
Selecting “ Show Results as.” aWeb page will display the results as shown.
% {L":‘un ;ZE:EIT?S?SSES::NE’:?:;:S & Stockyards Administration Dis tr ibu tEd

Home | About GIPSA | Help | ContactUs : 'Logn

i You are here: Heme [ Szarch Certificates [/ Certificate Search Resules
can Certificate Search Results

. The following is a list of all Certificate records where Agency/Field Office Another
# Bearch Certificates has a value of ('FGIS - Stuttgart Field Office") Search
Browse by Subject Number of Copies: |3 'I Print
| » Certificate Date of Applicant | Inspection
v Tz Certificate Action Status Number Service |Identification] Name Type Print|
* View = List of iy N e T - In=pentian = Inzspection Orining
Cortificatas [!_ri[::-l_-E;é;F] Transmitt=d us :E:T:F:.__;-I V202008 Rlice Inspectic Rlice Inspactio Origina I—
* Create or Edit a [Correct]
Sz TEmniEE [View] | Trsngmittes | US-STFO-41- 10/14/2008 1S5 122455 | Expart Tempizte Origina r
[View FDF] 00007
[Carrect]
[View] Voided UE-ETRO-41- 1142008 155 123458 Export Temgplats Origina
[View] Transmitted US-ETFC-41- 10/14/2008 IS5 123458 Export Templats Crrigina
[View PDF] D005 : I-
[Carrect]
[View] Transmitted 1- 1071472008 USS Vicki Wicki Test Rics Orrigins
[View FDF] r
[Carrect]
[View] Transmitted US-STFC-41- 1001472008 Test Submitt Test Submitt Orrigina I
[View FDF] 00003
[Carrect]
[View] Tranzmitt=d 1- 10v14/2008 S== R=marks ==t Orrigina
[View FDF] : r
[Correct]
. a Q Bin 25 Test Origina
NOTE: You can aso View, Edit, Correct, | r
and/or Print records from this page. —

N —

g record(s) in 1 page(s). Rows: IT Page: 4 |1— »

GIPSA | USDA.gov
‘ FOI& | Accessibility Statement | Privacy Pelicy | Nen-Discrimination Statement | Information Quality | FirstGeov | White House
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Displaying the Search Results as an Excel Spreadshest:

Selecting “ Show Results as.” Excel will open a pop-up box that asks do you want to Open the
file or Savethefile.

Excel gives you the option of Opening or Saving the records.

j' values fram left

Iln Process drep-down list.
Select == | -
File Download - Security Warning =y

Do you want to open or save this file? "
=g
< MName: Certificate_Search_Results -
Sel ect O pen to Type: Microsoft Office Excel 97-2003 Workshest, 2. 12KB

=

From: localhost

open the records
i nan EXCGI Open | Save | Cancel I ft
Spreadsheet _— /

= While files from the be useful, this file type can
v W patentialy ham . i you do not trust the source, do n
‘\ .
= open or s at's the sk ?

Select Saveto savetherecordsto afile. [~ === Sele_ct Cancel todo
- == nothing and return to
TreewETTTmaT i

S the Search screen.

Selecting Open displays the records in an Excel spreadsheet format as shown below.

@J F_CRT_ServiceResultSearchResults.aspx [Read-Only]
A B C D E F
1 | Status |Certificate Mumber | Date of Service | Identification | Applicant Name | Inspection Type
2 Transmitted. US-STFO-41-00002 1082042008 Riice Inspection Riice Inspection Ciriginal
3 | Transmitted US-STFO-41-00007 101442008 155123456 Export Template Crriginal
a woided US-STFO-41-00006 10¢1442003 1S5 123456 Export Template Orriginal
5 | Tranzmitted US-STFO-41-00005 1041442008 IS5 123456 Export Template Crriginal
B | Transmitted US-STFO-41-00004 10¢1442003 LSS Vicki Wicki Test Rice Orriginal
7 | Transmitted US-5TFO-41-00003 10A4#2003 Test Submitt Test Submitt Ciriginal
& | Transmitted US-STFO-41-00002 04200 See Remarks Test Orriginal
9 | Transmitted US-STFO-41-00001 10¢1442002 Ein 95 Test Orriginal
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Selecting “ Save”, allows you to choose where to save the file.

Once Saved you can then open thefile.

ﬁé My Pictures —
[ Wy Videos

) Updaters /_
20 currentissuestor2, 1,4.xls

2] [dentified Services for TTW.xls

Choose where you want to save
the file and click Save.

File name: ICert'rficate_Search_Hesults j Save I

Save as typs: I}-‘dl Filzz j ﬂl

Selecting Save
displays a pop-up box
to choose where to

=) My Music save thefile.

FMOVE |

Identification:l Contains j I

Applicant Name:[~_ o =1 |

Once Saved you can open the
recordsin an Excel
spreadsheet format as shown
on the previous page.

Wn p pag
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Displaying the Sear ch Results as an Accountability L og:

USD‘A Unilad Statas Depariment of Agricultura - -
Z Crain Inspection, Packers & Stockyards Administration DfStrfbuted
=~ Selecting “ Show Results as”
. Accountability Log displays

iihe records as shown.

{ About GIPSA : Help ;| ContactUs Logoff

. The following is a list of all Certificate records where Agency/Field Office Another
# Search Certificates has a value of ("FGIS - Stuttgart Field Office') Search
A -
Browse by SI.Ih]IHEt _ _ Nun-lber of Copies: I I
: Certificate Certificate Date of Applicant | Inspection
4 Create a Certificate Status Number Date Service |Identification Name Type
* View = List of Transmitted | US-STFO-41-0007 10/20/ 2008 10/20/2008 Rice Inspaction Rice Inspection Origina
Certificates
* Create or Edit a Transmittzd | US-STFO-41-07 10202008 10V14/2008 IS5 123458 Export Templats Origina
Certificate Template Voided | US-STFO-41 10/14/2008 10/14/2008 |55 123458 Export Tempists Origina
Transmitted | US-STFO- 101472008 101472008 155 123458 Export Templste Origins
Transmitted | US-STF 10147 2008 101472008 USS Vick Wicki Test Rice Crrigjina
Transmitt=d | US-5 kﬂi]:i 101472008 Test Submitt Test Bubmitt Origina
- - T 10142008 S== Ramarks Test Crrigjina
NOTE: Sort your records by clicking in the gray |orizo0e - —

area of the column you want to sort by. Mo - T .
owWs: Page:
Records can be sorted by any of the Headings on

\\thls page.

GIPSA | USDA.gov
FOIA | Accessibility Statemeant | Privacy Pelicy | Non-Discrimination Statement | Information Quality | FirstGov | White House

h
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Certificiatein PDF view

The View PDF displays the record in an Adobe Acrobat format exactly asit will print.

=10 |

2

e
rosy paap |
s, i L T s

f ! AGRICULTURAL MARKETING ACT OF 1345
%w ) COMMODITY INSPECTION CERTIFICATE ORIGINAL
OFFICIAL WHITE CERTIFICATE US‘G;D'Z_PN?JDM Qo001
EXAMPLE ONLY — NOT FOR OFFICIAL USE
LEVEL OF INSPECTION: ISSUED AT: DATE OF SERVICE:
Criginal GRAND FORKS, ND January 05, 2008
IDENTIFICATION: LOCATION: GUANTITY: {this = NOT 3 welght cereeats]
MD123456 Grand Farks, ND 40,085 Pounds
TYPE OF MOVEMENT: DATE SAMPLED: METHOD OF SAMPLING:
Cut January 05, 2008 Bag Trer
GRADE AND U.5. No. 1 Finto Beans.
COMMODITY:
RESULTS:
Foreign Material Total 0.0 % Confrasting Classes 0.0 %
Splits 0.3 % Defects 0.8 %
Moisture 155 % Camaged Kernels 0L %
REMARKS:

Contract: 12343872
gﬂnnﬂnogmegt: E“Egﬁgm 40,085 nd o 1660 Cases/12-2 d polyethylene b,
eckweighed: 01/05/ , 40, pounds net esfimate - n thylene bags
£ iated 13nuary 1. 2008,

Packaging and marking specification comply with Announcemnt VEP 12245 anuary 1
EMD OF REMARKS
LERRPY T A B LTS 0 0D AT WS P L AL AT
APPLICANT NAME: Sacked Beans Inc. MAME OR SIGNATURE: Karen W Guagliarde
ISSUING OFFICE: FGIS - Grand Forks Field Office e = ;
« f:rl".'(."h' .'V"'W-"T"."{Fr'
T W b e el D el W T ol AN e TR e e (LR D W o s a0 e B CPRN W e el wietal e E T Ul Wi i i e
R e e s Ly S e e e S P T T A ——

s 1 i ik s [t
R T L T S B L s N R R L T s nt i e
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