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This is the FGISonline Home Page.  Depending on your authority level, you 

may or may not have access to these applications.

On the bottom left side select FGIS Menu to go to the Certificate Program.
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This is the FGIS Home Page.  Depending on your authority level, you 

may or may not have access to these applications.

To go to the Certificate application, select Certificates (CRT).  
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Click on “I Agree”



Enter your User ID and Password.  Click on “Login” or hit “Enter”.

If you make a mistake entering your User ID or Password 3 times in 

a row, you will be locked out of the system for 1 hour.  
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PLEASE DO NOT USE THE BACK BUTTON TO NAVIGATE THE 

SYSTEM.
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Create a Certificate: Creates and stores a printable official certificate in PDF format and         

automatically transmits the data record to the Inspection Data Warehouse. 

View a List of Certificates:   Lists every certificate you create and allows you to view, 

supersede or correct the record.

View or Edit a Certificate Template:  Allows you to create, view and edit templates to 

facilitate the issuance of certificates.   

Import Records:  Allows you to import shiplot records from the Cusum database, which 

can be used to generate certificates and detail records for IDW.

Import a Certificate from IDW:  Allows you to import a record from IDW that was created 

by software other than CRT.  Field office users must use this function to issue appeal 

certificates when the original or reinspection certificate was issued by a service provider 

that does not use CRT.  When an imported record is superseded to create a review 

inspection certificate, many of the fields will be pre-populated.  You can edit the 

information, as applicable for the review inspection. 

Create or Edit Remarks:  Allows the Application Administrator to add, delete or change 

statements that users select for the Remarks section.  

Search Certificates:  Lets you search records by the data fields listed on the search 

page.  
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To create a certificate, select that option from the menu at the 

center of the screen or on the left navigation column.                                        
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Use the drop down list to select your Agency/Field Office.

Fields which are underlined in  RED are mandatory.

10



By using the drop down menu select a template you 

have already prepared to type a certificate.    

Fields which are underlined in RED are mandatory.  

On this screen you have the option of typing a certificate by using a 

template OR a blank fillable screen.
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Use the drop down list to select the template you wish to use. You 

must first create a template.
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Use the drop down list to select  the Certificate Type.
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Use the drop down list to select the Commodity Class.  
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Use the drop down list to select the  grade, if 

applicable.  Select No Grade if the certificate is 

for a factor-only or criteria-only inspection.
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Complete all fields underlined in RED and any others 

that are applicable to the service provided.  
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Certificate Type, Service Type and Agency/Field Office have been 

populated from the Create a Certificate screen.  These fields are not 

editable and if any of these fields are incorrect, you will have to return or 

void this certificate and start a new one.

Issued at:  Enter the 6-digit Service Point Number for the service point 

where the certificate is being issued.  

Lot Number:  Enter the Cusum-assigned lot number when detail (sublot, 

composite or subsample) records are associated with the 

inspection/weighing service. 
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Analysis Weighing Location:   Enter the 6-digit 

service point number for the location where the 

sample analysis or weighing service is performed.  

Mandatory when any sample analysis or weighing 

service is performed. 

Examples of analyses:  Grading a sample, testing for 

moisture, protein or aflatoxin
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Inspection Type: Use the drop down list to select the 

appropriate Inspection Type.  New Original pertains to AMA 

services only.  

File Sample ID: Enter the ID assigned to the file sample.  If 

there is no file sample, enter N/A or None.  
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Inspection Weighing Service: Use the drop down list to select 

the inspection and/or weighing service according to the services 

requested by the applicant.  When both services are requested, 

select Inspection & Weighing even though separate inspection and 

weighing certificates are issued.   

Certificate Number:  A sequential number is automatically 

assigned when the certificate is completed.    
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Service Request Number:  Unique number assigned to each request 

for service that is used to link inspection & weighing records to the 

request for service.  

Service point number  where service is requested + date service is 

requested (YYYYMMDD) + 3-character (maximum) sequential number. 

Examples:  244121-20070702-001 or 244121-20080702-1

Mandatory if Commodity is Grain and Movement is Export

All records pertaining to an export shipment (e.g. Cusum train) should 

have the same Service Request Number.  
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Date of Service:  Enter the date on which the service was completed in 

MM/DD/YYYY format or use the calendar button.  

Time of Service:   Enter the time the service was completed in 24-hour 

format (e.g. 13:45).  Note:  The Time of Service will appear on the final 

certificate as “Finish Time”. 

Carrier Type: Use the drop down list to select the carrier type.   When 

totes are inspected, select Other for carrier type.

Number of Carriers:  The number of carriers represented by the 

certificate.
22



Identification:  Enter the identification of the carrier, lot or 

submitted sample.  

Location:  Enter the name of the location (e.g. elevator, 

warehouse, fleet, or rail yard) where the commodity is located at 

the time of sampling or other service, or where the stowage 

examination is performed.    

City:  Enter the city where the commodity is located at the time of 

sampling or other service or where the stowage examination is 

performed.

State: Use the drop down list to select the state.  
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Use the drop down list to select the movement.  

Select Local for a bin run or other in-house movement, 

or when the commodity is located in a bin, tank or 

warehouse.
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Date Sampled:  Enter the date the sampling is completed in  

MM/DD/YYYY format or with the calendar button.  Required when a 

Sampling Method is entered.

Time Sampled:  Enter the time of sampling is completed in 24-hour 

format.

Sampling Method: Use the drop down list to select the appropriate 

sampling method.  An example of selecting Other for Sampling Method is 

when a truck tailgate sampler is used to sample a trucklot under Official 

Commercial Inspection Service. 
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Bottom Sampled:  If the carrier is probed, use the drop down 

list to select Yes or No.

Top Feet Sampled:  If Bottom Sampled is No, enter the 

number of top feet sampled.  

Stowage Area Examined:  If the carrier is probed, use the 

drop down list to select Yes or No.  Use the Remarks field to 

describe the area examined (if required).  
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Quantity/Official Weight:  Enter the Quantity or Official Weight of the 

commodity as a whole number.  

UoM – Unit of Measure: Use the drop down list to select the 

weight/quantity’s unit of measurement.  Required when a 

Quantity/Official Weight is entered.  

Date Started Weighing:  Enter the date as MM/DD/YYYY or use the 

calendar button.

Time Started Weighing:  Enter the time in 24-hour format.  Note:  This 

field will appear on the certificate as “Start Time”. 
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Type Shipment:  Use the drop down list to select the appropriate shipment.  

Select Bulk when totes are inspected or weighed.  Select Sack when the primary 

or secondary container is a bag, can, box, bottle or jug.  

Applicant Name:  Enter the applicant’s name

Customer Number:  Enter the FGISonline Customer Information Management 

customer number as provided by your applicants.  

Purpose:  CRT automatically populates this field as either Original or Corrected

according to the purpose of the record.  This is not an editable field.  

Commodity Class:  This field is populated by the drop down list on the Create a 

Certificate screen or from using a template.  This is not an editable field.  
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Grade:  Use the drop down list to select the grade.  This should 

match the Grade and/or Commodity field.  

29



Grade and/or Commodity:  Enter the name of the commodity, grade 

And special grade EXACTLY how you want it to be shown on the 

certificate (e.g. U.S. No. 1 Yellow Corn, Infested).  

Inspector Number:  Enter the 5-digit license number for the licensee’s 

Name that will appear on the certificate.  
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Remark Template:  The Remark Template feature lets you quickly 

insert a standard statement into the Remarks section of the certificate.

To insert a remark, scroll through the Remark Template selection box.  

Highlight the remark with the mouse and click Select.  When you have 

finished adding remarks, click Add Selected Remarks to insert the 

Text in the Remark field.  
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Remarks:  Use this field to record any remarks or additional information, 

such as fumigation statements, contract numbers, seal numbers, etc.

Some remarks are automatically inserted when you populate certain 

fields.  For example, entering a value in the field Top Feet Sampled 

automatically creates the statement “Top * feet sampled.  Bottom not 

sampled.”
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Signature Original and Signature Copies: Use the drop down list to select: 

No print:  When you select No Print, the inspector’s name will not appear on the 

certificate.  

Print only – When you select Print Only, the inspector’s name will be printed on the 

certificate.   

Print and Signature:  When you select Print and Signature, both the printed name 

and a scanned image of the inspector’s signature will appear on the certificate.  

Upload Signature:  Use the Browse button to locate the signature file on your 

computer. When the signature file is selected, click Upload.  A confirmation window 

will appear.  Once uploaded, the signature image will be added to the certificate when 

“Print and Signature” is selected for the Signature Original and/or Signature Copies 

fields. 
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Factor Results:  Depending on the certificate and service type, you may 

be required to enter factor results.  When required, CRT will automatically 

display a default selection of factors for the commodity class.  These default 

factors can be used or deleted, or additional factors can be added to the 

screen by clicking on the View button.  A minimum of one factor must be 

entered to complete the certificate.  
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Factor Result:  Enter the alpha or numeric value of the factor’s result.

Factor Remarks:  Enter approved remarks about the factor or the test.

Include in Certificate:  By using the drop down list, if you select:

All:  The factor, factor result, factor remarks will all appear on 

the certificate.

Results:  The factor and factor result will appear on the certificate.

Remarks:  The factor remarks only will appear on the certificate.

None:  The factor will remain in the records but will not appear on 

the certificate.  

Delete Factor:  This removes the factor from the list.    
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When you need to add factors, click on the View button.

Additional factors will appear.  You must select the 

factors that you need. 

Once you have selected the factors, go to the end of the 

factor list and click on the Add Factors button.   
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Note that the factors have been added successfully.  
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Special Grade: Use the 

drop down list to select the 

Special Grade. 

Click Add Record to save 

the information.   A second 

special grade entry field will 

appear.  Leave blank if not 

needed.
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The Official Export Inspection Certificate screen includes the following fields that 

will be automatically populated when Cusum shiplot records are imported into CRT.  

They are optional for other export shipments.  

Sublots With Insects:  Enter the number of sublots containing live insects.  

Components Infested: Enter the number of components that are infested.

Insects Per Lot:  Enter the total number of live insects found in the lot.

Insecticide: By using the drop down list, select Actellic, Malathion, Reldan, or 

Other.

Dust Suppressant: Use the drop down list to select Water, Oil or Other.

Dye: Use the drop down list to select either Yes or No.

Fumigant: Use the drop down list to select Aluminum Phosphide or Other.

Aflatoxin Test Basis: Use the drop down list to select Both Composite & Sublot,

Composite, Other, or Sublot.
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Load Order:  If you include moisture, starch, oil, and/or protein as a 

factor on an Official Export Inspection certificate, CRT will generate an 

additional field for entering the Load Order .    

Use the drop down list to select the Load Order requirement.

Enter the Load Order PCT (percentage) as a number to the nearest 

tenth.
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Delivery Quantity:  All official export inspection 

and weighing records require at least one delivery 

quantity and destination.  CRT allows you to enter 

as many as 10 per lot.

Quantity:  Enter the quantity associated with each 

destination as a whole number.  The sum of the 

quantities for multiple destinations should equal 

the total quantity entered in the Quantity/Official 

Weight field near the top of the screen.  Note:  Do 

NOT enter the unit of measure.  

Destination: Use the drop down list to select the 

country of destination.  

Click Add Record to save the information.   A 

second destination entry field will appear.  Leave 

blank if not needed.
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Special Grade: Use the drop down list to 

select the Special Grade.  

Click Add Record to save the information.   

A second special grade entry field will 

appear.  Leave blank if not needed.
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Save:  Allows you to Save the certificate anytime – even if all the 

mandatory fields have not been entered.    

Complete:  Allows you to Complete a certificate once all the mandatory 

fields have been entered.  Note: Once a certificate has been 

completed, it cannot be edited.

Complete/New:  Allows you to Complete a certificate and brings up a 

new certificate with most of the fields already populated with information 

from the previous certificate.  There will only be a few fields – such as 

File Sample ID, Identification and the Factor Results – that are blank.  

Fields that have been pre-populated can be edited, as necessary.  
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Complete/Divided Lot:  Allows you to create divided-lot certificates from 

information that is entered for the entire lot.  

Note:  Divided-lot certificates cannot be created from certificates that have 

already been completed.  

Complete/Weight:  Allows you to create an associated weight certificate 

from the inspection certificate that has been entered 

but not yet completed.  

Void:  Allows you to void a certificate that has not been completed.  

Return: Allows you to return to the Create a Certificate screen.

Preview:  Allows you to preview the certificate that has not yet been 

completed. 
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Use the drop down list to select all Service Types that apply.

To create a Commodity Inspection Certificate:
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Example of the Certificate View screen for a 

completed Commodity Inspection Certificate
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Commodity Inspection Certificate continued
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To create a Commodity Submitted Sample Inspection 

Certificate:  

Use the drop down list to select all Service Types that apply.
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Example of the Certificate View screen for a completed 

Commodity Submitted Sample Inspection Certificate
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Commodity Submitted Sample Inspection 

Certificate continued
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To create a  Commodity Weight 

Certificate:    

Use the drop down list to select Bulkweighing for bulk 

commodities or Checkweighing for packaged (e.g. 

sacked) commodities.
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Example of the Certificate View screen for a completed 

Commodity Weight Certificate 

54



55

Commodity Inspection Certificate continued
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To create an Official Commercial Sample-Lot 

Inspection Certificate:

The Service Type is automatically populated. 
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Example of the Certificate View screen for a completed Official 

Commercial Sample-Lot Inspection Certificate
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Official Commercial Sample-Lot Inspection 

Certificate continued
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To create an Official Commercial Submitted Sample 

Inspection Certificate:

The Service Type is automatically populated. 
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Example of the Certificate View screen for a completed 

Official Commercial Submitted Sample Inspection    

Certificate
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Official Commercial Submitted Sample Inspection 

Certificate continued
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To create an Official Export Inspection              

Certificate:

The Service Type is automatically populated. 

65



Example of the Certificate View screen for a completed Official 

Export Inspection Certificate
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Official Export Inspection Certificate continued
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To create an Official Grain Weight 

Certificate: 

Use the drop down list to select Checkweighing for sacked 

grain or Class X Weights for bulk grain.
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Example of the Certificate View screen for a completed Official 

Grain Weight Certificate
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Official Grain Weight Certificate continued
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To create an Official Sample-Lot Inspection 

Certificate: 

Use the drop down list to select the Service Type that applies.
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Example of the Certificate View screen for a completed Official 

Sample-Lot Inspection Certificate 
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Official Sample-Lot Inspection Certificate continued
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To create an Official Stowage Examination 

Certificate:

The Service Type is automatically populated. 
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Example of the view screen for a completed Official          

Stowage Examination Certificate 
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To create a Rice Inspection Services             

Certificate:

Use the drop down list to select all Service Types that 

apply.
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Example of the Certificate View screen for a completed Rice 

Inspection Services Certificate
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Rice Inspection Services Certificate continued
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Rice Inspection Services Certificate continued
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To create a Submitted Sample Inspection  

Certificate:

The Service Type is automatically populated.
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Example of the Certificate View screen for a completed Submitted 

Sample Inspection Certificate

Hard Red Winter Wheat
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Submitted Sample Inspection Certificate continued

Hard Red Winter Wheat
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Example of the Certificate View screen for a completed 

Submitted Sample Inspection Certificate

Yellow Corn
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Submitted Sample Inspection Certificate continued        

Yellow Corn
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To create a Supervision of Grain Weight 

Certificate:

The Service Type is automatically populated
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Example of the Certificate View screen for a 

completed Supervision of Grain Weight Certificate
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Supervision of Grain Weight Certificate 

continued
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To create a Warehouseman’s Sample-Lot 

Certificate: 

The Service Type is automatically populated. 
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Example of the Certificate View screen for a completed 

Warehouseman’s Sample-Lot Inspection
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Warehouseman’s Sample-Lot Inspection Certificate 

continued
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Specialized Certificate Examples

•Witness Fumigation

•Multiple Grade

•Mixed Grain

•Mixed Corn

•Stowage Exam Failed (Containers)

•Stowage Exam Passed (Containers)

•Sanitation Inspection

•Examination Service 
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Witness Fumigation
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Multiple Grade
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Mixed Grain
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Mixed Corn
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Stowage Exam Failed
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Stowage Exam Passed
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Sanitation Inspection
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Examination Service
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