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Additional help is available by: 
 

• Calling the ARM Help Desk at 1-301-851-2252 (Monday-Friday, 8am-10pm EST) 
• Emailing the ARM Help Desk at ARM-Helpdesk@USDA.gov, typing "ARM CBP 

AQIM" in the subject line. 
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AQIM Air Passenger Baggage Pathway 
 
 
This job aid describes how to enter AQIM information into ARM for the Air Passenger Baggage Pathway. The 
following topics are included in the AQIM Air Passenger Baggage Pathway Job Aid: 
 

1. Create a New Air Passenger Baggage AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Air Passenger Baggage AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.      Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Air Passenger Baggage AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane. 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the Air Passenger Baggage Pathway from the dropdown.  

 
 
Note: ARM will redirect you to the Air Passenger Baggage page. 

 
 

3 
IF:  THEN:  
Submitting a Diagnostic Request 
first  

1. Go to Step 21 and SELECT Yes.  
2. Add the article following instructions for Topic 2: Add 

AQIM Inspection Articles and Results.  
3. Go to Topic 3 to submit a Diagnostic Request (DR) 
4. Go to Step 4 after you submitted the DR to continue and 

close the record. 
Not submitting a Diagnostic 
Request first 

Go to Step 4 
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4 Type the date and time of the inspection. 

 
 

OR  
 

Click on the Calendar icon and select the date and time. 

 
 

5 Click on Apply tab.  

 
 

6 Select Passenger Country of Origin from the dropdown list.   

 
 

7 Select Arrival Final Destination State from the dropdown list. 

 
 
Note: Select passenger's primary state of destination in the USA. If the passenger is in transit to a 
foreign country, select "In Transit" from the dropdown list. 
 

8 Enter the full name of the Final Destination City. 
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9 Enter the number of Passengers Present.  

 
 

10 Enter the number of Passenger Trips Past Year.  

 
 
Note: Enter the number of foreign trips (to or from the U.S.) passenger(s) took in the past year 
from the AQIM Inspection. If this is the first trip, enter "0." 
 

11 Select the main reason for travel from the dropdown list. 

  
 

12 Select U.S. Citizen/Resident status from dropdown list. 
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13 Select an Inspector if needed. 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 
 

14 Select the Port/Terminal from the dropdown list. 

   
 

15 Select an Airline.  

   
 
Note: If the airline is not in the list, contact the ARM Help Desk. 
 

16 Enter Flight Number.  

 
 
Note: You will be able to enter up to 4 characters/numbers in this field. 
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17 Select or add a Departure Airport. 
IF THE DEPARTURE 
AIRPORT IS:  THEN:  

Listed on the dropdown list 1. Select the airport from the dropdown list.  

 
 
2. Go to Step 18. 

 
 Not listed on the dropdown list 1. Click on the search Icon at the end of the field.  

 
 
Note: A new window will appear to search for an airport as 
shown here: 

 
 
2. Enter the Airport Name or the Airport Code.  

 
3. Click Search. 
4. Select the radio button for the correct airport from the.  

option(s) that appear. 
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 5. Click on Select. 

 
 
Note: The selected airport will now show on the dropdown 
list. Once the record is saved, the airport will be on the 
dropdown list for all users at your location.  

 
 
6. Go to Step 18. 

 
 
 

18 Select How Agriculture Question on Custom Declaration is Marked from the dropdown list.  

 
 

19 Select Yes or No for the "Has been on a farm or ranch/near livestock" question. 

20 Select Yes or No for the "Going to a farm or ranch" question.  
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21 Select Yes or No for the "Any items of Agriculture interest" question. 

IF: THEN: 

Yes 1. Select Yes or No when the "Civil Penalty Issued" question 
appears. 

2. Go to Topic 2: Add AQIM Inspection Articles and Results when 
Headings 2 and 3 appear, as shown here: 

 
 

No Click on Close. 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to add an article to the page 
STEP ACTION 

1 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables. 
 

2 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 4 

Not listed Go to Step 3A. 

 
 

3A Click on the search icon.  
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STEP ACTION 

3B Enter at least 3 characters of an article and click Search. 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 

3C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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STEP ACTION 

3D Select an Article using the radio button and then click Select. 

 
 

4 Enter the Article Quantity.  

 
 

5 Select the Article Units. 

 
 
Note: Units will default according to the Article Type. 
 

6 Select Yes or No for the "Article was declared" question. 

7 Select an Action Taken from the dropdown list. 
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8 Select a type of luggage. 

 
 

9 Select Checked or Hand Carried for the "Hand Carried or Checked" question. 

10 Select a contaminant from the dropdown list if needed. 

 
 
Note: This field defaults to None. 
 

11 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 

   
 



ARM Job Aid: AQIM for CBPAS  AQIM Air Passenger Baggage Pathway 

09/2024 FOR OFFICIAL USE ONLY 13 

  

12  

IF THE ARTICLE: THEN: 

Needs an Article 
Determination 

1. Click on the Article Determination check box on Article Master 
Table on Heading 2. 

        
Note: A new window will appear asking for confirmation on your 
request. 

          
2. Enter remarks if needed. 
3. Click on Yes. 
4. Go to Step 13. 

 

Does not need an Article 
Determination 

Go to Step 13. 
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13  

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article to be updated under Heading 2. 

 
2. Update the article as needed. 
Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 14. 

 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 

 
4. Go to Step 14. 

 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 14. 
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14 
 

 

IF: THEN: 

Submitting a Diagnostic 
Request (DR) 

Go to Topic 3 Submit a Diagnostic request 

Not submitting a 
Diagnostic Request (DR) 

Go to Step 15. 

 
  

15 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found on an article during the inspection, users s can create and submit a Diagnostic Request for the 
identification of the pest.  
 

Steps to submit a Diagnostic Request 

  

STEP ACTION 

1 Click the Pest Found checkbox. 

 
 
Note: Heading 4 will appear to Create Diagnostic Requests as seen here: 

 
 

2 Enter Diagnostic Request data by following the steps in the Enter Data for an AQIM Diagnostic 
Request Job Aid. 
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3  

IF SUBMITTING A DR 
BUT: 

THEN: 

Still need to complete the 
Inspection Information 

1. CLICK on Save. 
2. Write the Event ID number  

 
 

4 Click on Close Tab after submitting the Diagnostic Request. 
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
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Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply. 

 
4. Locate the record and Go to Step 2. 

 
Note: You can also type the date range in the field. 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 
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STEP ACTION 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 
Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 
 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 
 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 
 

IF:  THEN: 

Associating a Diagnostic Request 
to the record 

1. Refer to the Enter Data for an AQIM Diagnostic 
Request Job Aid for steps to associate the Diagnostic 
Request to the record. 

2. Update data as needed. 

3. Go to Step 6. 

Not associating a Diagnostic 
Request to the record 

1. Update data as needed. 

2. Go to Step 6. 
 

6 Click on Close Tab. 
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AQIM Pre-Clearance Air Passenger Pathway 
 
 
This job aid describes how to enter AQIM information into ARM for the Pre-Clearance Air Passenger Pathway. 
The following topics are included in the AQIM Pre-Clearance Air Passenger Pathway Job Aid: 
 

1. Create a New Pre-Clearance Air Passenger AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Pre-Clearance Air Passenger AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.     Entered information 
will auto-populate subsequent pages, saving the user time. 
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Steps to create a new Pre-Clearance Air Passenger AQIM Inspection 

 
  

STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane. 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 

 
 
Note: ARM will automatically default your pathway to Pre-Clearance Air Baggage. 
 

2 
IF:  THEN:  
Submitting a Diagnostic Request 
first  

1. Go to Step 21 and SELECT Yes.  
2. Add the article following instructions for Topic 2: Add 

AQIM Inspection Articles and Results.  
3. Go to Topic 3 to submit a Diagnostic Request (DR) 
4. Go to Step 4 after you submitted the DR to continue and 

close the record. 
Not submitting a Diagnostic 
Request first 

Go to Step 3 
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3 Type the date and time of the inspection. 

 
 

OR  
 

Click on the Calendar icon and select the date and time. 

 
 

4 Click on Apply tab.  

 
 

5 Select Passenger Country of Residence. 

 
 

6 Select Passenger Country of Origin from the dropdown list  

 
 
Note: Select the country where the passenger began the trip to the U.S. port of entry 
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7 Select Arrival Final Destination State from the dropdown list. 

 
 
Note: Select passenger's primary state of destination in the USA. If the passenger is in transit to a 
foreign country, select "In Transit" from the dropdown list. 
 

8 Enter the full name of the Final Destination City. 

 
 

9 Enter the number of Passengers Present.  

 
 

10 Enter time spent at the airport 

 

IF PASSENGER IS:  THEN:  
Connecting from another Arriving 
flight to a U.S. bound flight  

1. Enter the number or a best estimate of hours passenger(s) 
waited at the airport. 

 
 

2. Go to Step 11. 
 

Not connecting from another 
Arriving flight to a U.S. bound 
flight 

1. Enter 0 hours  
2. Go to Step 11 
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11 Enter number of days visiting the country 

IF PASSENGER IS:  THEN:  
Not a permanent resident of the 
Pre-Clearance country 

1. Enter the number or a best estimate of days spent in the 
country 

 
 

2. Go to Step 12 
 

A permanent resident of the Pre-
Clearance country 

1. Enter 0 days. 
2. Go to Step 12. 
 

 

12 Enter a number of passengers. 

 
 
Note: Enter the number of passengers reported on the Customs Declaration (CBP Form 6059B) or 
passenger kiosk receipt(s) 
 

13 Enter the number of Passenger Trips Past Year.  

 
 
Note: Enter the number of foreign trips (to or from the U.S.) passenger(s) took in the past year 
from the AQIM Inspection. If this is the first trip, enter "0." 
 

14 Select the main reason for travel from the dropdown list. 

  
 



ARM Job Aid: AQIM for CBPAS  AQIM Pre-Clearance Air Passenger Pathway 

09/2024 FOR OFFICIAL USE ONLY 27 

  

12 Select U.S. Citizen/Resident status from dropdown list. 

 
 

13 Select an Inspector if needed. 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 
 

14 Select the Terminal from the dropdown list. 

  
 

15 Select Arriving Airline.  

 
 
Note: If the airline is not in the list, contact the ARM Help Desk. 
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16 Enter Arriving Flight Number.  

 
 
Note: You will enter up to 4 characters/numbers in this field. 
 

17 Select Departing Airline.  

 
 
Note: Select the airline name that passenger(s) are leaving on to the U.S.. If the airline is not in the 
list, contact the ARM Help Desk. 
 

18 Enter Departing Flight Number. 

 
 
Note: You will enter up to 4 characters/numbers in this field. 
 

19 Select Yes or No for the "Has been on a farm or ranch/near livestock" question. 

20 Select Yes or No for the "Going to a farm or ranch" question.  
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21 Select Yes or No for the "Any items of Agriculture interest" question. 

IF: THEN: 

Yes 1. Go to Topic 2: Add AQIM Inspection Articles and Results when 
Headings 2 and 3 appear, as shown here: 

 
 

No Click on Close. 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to add an article to the page 
STEP ACTION 

1 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables. 
 

2 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 4 

Not listed Go to Step 3A. 

 
 

3A Click on the search icon.  
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STEP ACTION 

3B Enter at least 3 characters of an article and click Search. 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

3C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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STEP ACTION 

3D Select an Article using the radio button and then click Select. 

 
 

4 Enter the Article Quantity.  

 
 

5 Select the Article Units. 

 
 
Note: Units will default according to the Article Type. 
 

6 Select Yes or No for the "Article was declared" question. 

7 Select an Action Taken from the dropdown list. 
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8 Select a type of luggage. 

 
 

9 Select Checked or Hand Carried for the "Hand Carried or Checked" question. 

10 Select a contaminant from the dropdown list if needed. 

 
 
Note: This field defaults to None. 
 

11 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 
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12  

IF THE ARTICLE: THEN: 

Needs an Article 
Determination 

1. Click on the Article Determination check box on Article Master 
Table on Heading 2. 

        
Note: A new window will appear asking for confirmation on your 
request. 

          
2. Enter remarks if needed. 
3. Click on Yes. 
4. Go to Step 13. 

 

Does not need an Article 
Determination 

Go to Step 13. 
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13  

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article to be updated under Heading 2. 

 
2. Update the article as needed. 

Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 14. 

 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 

 
4. Go to Step 14. 

 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 14. 
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14 
 

 

IF: THEN: 

Submitting a Diagnostic 
Request (DR) 

Go to Topic 3 Submit a Diagnostic request 

Not submitting a 
Diagnostic Request (DR) 

Go to Step 15. 

 
  

15 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found on an article during the inspection, users s can create and submit a Diagnostic Request for the 
identification of the pest.  
 

Steps to submit a Diagnostic Request 

  

STEP ACTION 

1 Click the Pest Found checkbox. 

 
 
Note: Heading 4 will appear to Create Diagnostic Requests as seen here: 

 
 

2 Enter Diagnostic Request data by following the steps in the Enter Data for an AQIM Diagnostic 
Request Job Aid. 
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3  

IF SUBMITTING A DR 
BUT: 

THEN: 

Still need to complete the 
Inspection Information 

1. CLICK on Save. 
2. Write the Event ID number  

 
 

4 Click on Close Tab after submitting the Diagnostic Request. 
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
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Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply. 

 
4. Locate the record and Go to Step 2. 

 
Note: You can also type the date range in the field. 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 
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STEP ACTION 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 
Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 
 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 
 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 
 

IF:  THEN: 

Associating a Diagnostic Request 
to the record 

1. Refer to the Enter Data for an AQIM Diagnostic 
Request Job Aid for steps to associate the Diagnostic 
Request to the record. 

2. Update data as needed. 

3. Go to Step 6. 

Not associating a Diagnostic 
Request to the record 

1. Update data as needed. 

2. Go to Step 6. 
 

6 Click on Close Tab. 
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AQIM Air Cargo Pathway 
 
 
This job aid describes how to enter AQIM information into ARM for the Air Cargo Pathway. The following 
topics are included in the AQIM Air Cargo Pathway Job Aid: 
 

1. Create a New Air Cargo AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Air Cargo AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.      Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Air Cargo AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane. 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the Air Cargo Pathway from the dropdown.  

 
 
Note: ARM will redirect you to the Air Cargo page. 
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3A On Search by Dropdown: 
 

IF AQIM 
INSPECTION IS: THEN: 

Associated with a CBP 
Batch Exam 

1. Select CBP Exam Batch ID. 

 
2. Go to Step 3B. 

Associated with a CBP 
Pest ID 

1. Select CBP Pest ID 

 
2. Go to Step 3B 

Associated with a 
Regulatory Action ID 

1. Select Regulatory Action ID 

 
2. Go to Step 3B 

Not associated with any 
of the options above 

Go to Step 4. 
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3B Enter the number of your selection on Step 3A on the Search Record ID text field. 

     
 

3C Click on search. 
 
Note: A new window will appear with the data of the event that will be associated with your AQIM 
event.  
 

  
 
 

3D Click Load. 
 
Note: All data related to the inspection event associated with your AQIM will populate most of the 
AQIM fields.  
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3E Review all populated fields and complete any missing AQIM data. 
 
Note: A big red asterisk will appear in front of article(s) where there is missing data.  
 

   
You will find more information about this in Section 2. 

3F Go To Section 2 Add AQIM Inspection Articles and Results. 

4 Enter the Exam Batch ID. 

 
Note: This is a non-required field. SKIP this step if needed. 

5 Select Shipment Identifiers Type from the dropdown list.  

 
 

IF: THEN: 

Master Bill: House Bill Go to Step 6A. 

Simple Bill Go to Step 7. 
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6A Enter the Master Bill: House Bill Shipment Identifier Number and click on the plus sign. Repeat 
the step to add a new number. 

 
 

 

ARM has a unique format for Master Bill: House Bill Shipment Identifiers. 
The format for Master Bill: House Bill xxx-nnnn is 3 alphanumeric digits 
followed by a dash (-) and 4 alphanumeric digits. 
 
To delete the Master Bill: House Bill Number, click on the trash icon next to 
the number.  
 

 
 

 

6B Enter the House Bill Number and click on the plus sign. Repeat this step to add a new number. 

 
 
 

 

House Bill Numbers do not have a specific format in ARM. Repeat this step 
as needed. 
 
To delete a House Bill Number, click on the trash icon next to the number.  
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7 1. Enter a Simple Bill Number and click on the plus sign. 

 
 

 

ARM has a unique format for Simple Bill Shipment Identifiers. The format 
for Simple Bill (Airway Bill) xxx-nnnn is 3 alphanumeric digits followed 
by a dash (-) and at least 4 alphanumeric digits. 
 
To delete a Simple Bill Number, click on the trash icon next to the number.  
 

 
 

 
2. Repeat Steps 6A–7 as needed. ARM allows users to enter multiple Shipment Identifiers. 

 
8 Type the date of the inspection. 

  
 
OR  
 
Click on the Calendar icon and select the date. 
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9 Click on Apply tab.  

 
 

10 Select a Departure Country of Origin from the dropdown list.  

 
 
 

11 Select an Inspector if needed. 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 
 

12 Select the Inspection Method from the dropdown list. 

 
 

13 Select the Port/Terminal from the dropdown list. 
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14 Select an airline from the dropdown list. 

 
 
Note: If the airline is not on the list, contact the ARM Help Desk.   
 
 

15 Enter the Flight Number.  

 
 
Note: You will enter numbers in this field. Up to 4 characters. 
 

16 Select Yes or No on the Additional actions necessary to reduce agricultural risk question. 
 
Note: When you select Yes, five additional fields will appear on the Article section. These are: 

a) Intended Use of Cargo. 
b) Actionable Pest Found: Yes or No. 
c) Article or cargo requires mandatory treatment? Yes or No. 
d) Agriculture Items Mismanifested, smuggled, phyto issue, uncertified WPM? Yes or No. 
e) Contaminant Found? Yes or No. 

 
You will see more guidance regarding these fields on Topic 2: Add AQIM Inspection Articles and 
Results. 
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17 Select Yes or No for any Wood Packing Material (WPM) 

IF: THEN: 

Yes 1. Select the type of WPM from the dropdown list. 
 

 
 
2. Select Yes or No for if the WPM has the official ISPM marking. 

 
3. Select Yes or No if bark was found on WPM. 

 
4. Enter the percent of WPM inspected. 

 

 
5. Select Yes or No if treatment documents are present. 

 
6. Select Yes or No f there is evidence of other treatment. 

 
7. Go to Topic 2: Add AQIM Inspection Articles and Results. 

 

No Go to Topic 2: Add AQIM Inspection Articles and Results 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to add an article to the page 

  

STEP ACTION 

1 If AQIM was associated with a 
 

IF: THEN: 

Associated with: 

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 2A. 

Not associated with:  

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 3. 
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2A  

IF POPULATED 
ARTICLES: 

THEN: 

Has a red asterisk 1. Click over the article line. 

   
Note: The line will turn green, and the article's available data will 
populate back on Heading number 3 Add Articles. 

 
2. Identify and complete any required missing data. 
3. Click on Update Article. 

  Note: The article data will update, and the asterisk will no longer 
appear near it. 

   
4. Go to Step 21 

Does not have a red 
asterisk 

Go to Step 21 
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3 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables. 
 

4 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 5 

Not listed Go to Step 4A. 

 
 

4A Click on the search icon.  
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4B Enter at least 3 characters of an article and click Search 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

4C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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4D Select an Article using the radio button and then click Select. 

 
 

5 Enter the count of total cargo amount. 

 
 

6 Select the total cargo amount units from the dropdown list. 

 
 

7 Select the cargo category from the dropdown list. 
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8 Select or add a consignee.  

 
 
Note: If the Consignee is not found in the dropdown list, users can search or add them. Refer to the 
Search, Add, and Edit a Trade Party in ARM Job Aid for steps to complete this task. 
 

9 Enter the counted amount of cargo inspected. 

 
 

10 Select the units of counted amount of cargo inspected from the dropdown list. 

 
 

11 Enter the full name of the Consignee's Ultimate Destination City.  
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12 Select the Consignee's Ultimate Destination State from the dropdown list. 

 
 

13 Was there additional action necessary to reduce agricultural risk, as answered in Step 15 when you 
created the Inspection Record (Topic 1 of this Job Aid)?  

IF YOU SELECTED: THEN: 

Yes Go to Step 14. 

No Go to Step 19. 

 
 

14 Select the intended use of cargo from the dropdown list.  
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15 Select Yes or No if an Actionable Pest was found. 

IF: THEN: 

Yes 1.  Select where the pest was found from the dropdown list.    

 
 2. Go to Step 16. 
Note: This field will appear when selecting Yes. 
 

No Go to Step 16. 

 
 

16 Select Yes or No if the commodity or cargo requires mandatory treatment. 
 

17 Select Yes or No if the items were mismanifested, smuggled, had a phytosanitary issue, or 
uncertified WPM. 

IF: THEN: 

Yes 1. Select a Regulatory issue(s) from the dropdown list. 

     
2. Click on the plus sign to add the Regulatory issue(s) 
 
Note: Repeat steps 1 and 2 as needed.  
3. Go to Step 18. 
Note: This field will appear when you select Yes. 
 

No Go to Step 18. 

 
 



ARM Job Aid: AQIM for CBPAS  AQIM-Air Cargo Pathway 

09/2024 FOR OFFICIAL USE ONLY 61 

  

18 Select Yes or No if a contaminant is found. 

IF: THEN: 

Yes 1. Select Yes or No if the article or cargo is prohibited. 
2. Select where the article was found from the dropdown list. 

 
3. Select a contaminant from the dropdown list.  

 
4. Click on the plus sign to add the Contaminant(s) 

Note: Repeat steps 1 and 2 as needed.  
5. Go to Step 19. 
 

No Go to Step 19. 
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19 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 
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20 IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article to be updated under Heading 2. 

 
2. Update the article as needed. 

Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 21. 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 
4. Go to Step 21. 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 21. 

 

21 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found in an article during an Air Cargo Pathway AQIM Inspection, users will need to create and 
submit the Diagnostic Request (PPQ Form 309) from the APTL Pest ID module. Pest intercepted on cargo 
cannot be recorded in the ARM CBP AQIM module.   
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
 

 
 
Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: 

THEN:  

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply.  

 
4. Locate the record and Go to Step 2. 

 
Note: You can also type the date range in the field. 
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STEP ACTION 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 

 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 
Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 

3 Click Reopen Tab at the right bottom side of the page. 

 
Note: After selecting Reopen, the inspection fields will enable again. 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 Click on Close Tab. 
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AQIM Maritime Cargo Pathway 
 
 
This job aid describes how to enter AQIM information into ARM for the Maritime Cargo Pathway. The 
following topics are included in the AQIM Maritime Cargo Pathway Job Aid: 
 

1. Create a New Maritime Cargo AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Maritime Cargo AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.      Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Maritime Cargo AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane. 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the CBP Maritime Cargo Pathway from the dropdown.  

 
 
Note: ARM will redirect you to the Maritime Cargo page as shown here. 
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3A  

IF AQIM 
INSPECTION IS: 

THEN: 

Associated with a CBP 
Batch Exam 

1. Select CBP Exam Batch ID. 

 
2. Go to Step 3B. 

Associated with a CBP 
Pest ID 

1. Select CBP Pest ID 

 
2. Go to Step 3B 

Associated with a 
Regulatory Action ID 

1. Select Regulatory Action ID 

 
2. Go to Step 3B 

Not associated with any 
of the options above 

Go to Step 4. 

 

3B Enter the number of your selection on Step 3A on the Search Text field. 

    
 
Note: All fields related to the Batch ID will populate on the AQIM fields. 
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3C Click on search. 
 
Note: A new window will appear with the data of the event that will be associated with your AQIM 
event.  
 

  
 
 

3D Click Load. 
 
Note: All data related to the inspection event associated with your AQIM will populate most of the 
AQIM fields.  
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3E Review all populated fields and complete any missing AQIM data. 
 
Note: A big red asterisk will appear in front of article(s) where there is missing data.  

   
You will find more information about this in Section 2. 
 

3F Go To Section 2 Add AQIM Inspection Articles and Results. 

4 Enter the Exam Batch ID. 

 
Note: This is a non-required field. SKIP this step if needed. 

5 Select Shipment Identifiers Type from the dropdown list.  

 
 

IF: THEN: 

Container Number Go to Step 6 

Master Bill: House Bill Go to Step 7A 

Simple Bill Go to Step 8 
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6 Enter the Container Number and click on the plus sign. Repeat the step to add a new number. 

 
 

 

ARM has a unique format for Container Numbers. The format for Container 
Numbers XXXXnnnnnnn is 4 upper case alpha characters and exactly 7 
numeric digits (no spaces or dashes). 
 
To delete the Container Number, click on the trash icon next to the number.  

 

 

7A Enter the Master House Bill Number and click on the plus sign. Repeat the step to add a new 
number. 

 

 

ARM has a unique format for Master House Bills. The format for Master 
House Bill xxxx-nnnn is 4 alphanumeric digits followed by a dash (-) and 4 
alphanumeric digits. 
 
To delete the Master House Bill Number, click on the trash icon next to the 
number.  
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7B Enter the House Bill Number and click on the plus sign. Repeat this step to add a new number. 

 
 

 

House Bill Numbers do not have a specific format in ARM. Repeat this step 
as needed. 
 
To delete a House Bill Number, click on the trash icon next to the number.  

 
 

8 Enter a Simple Bill Number and click on the plus sign. 

 
 

 

ARM has a unique format for Simple Bills. The format for Simple Bill 
(Airway Bill) xxxx-nnnn is 4 alphanumeric digits followed by a dash (-) 
and at least 4 alphanumeric digits. 
 
To delete a Simple Bill Number, click on the trash icon next to the number.  

 

 
Repeat Steps 4-6 as needed. ARM allows users to enter multiple Shipment Identifiers. 
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9 Type the date of the inspection. 

 
 
OR  
 
Click on the Calendar icon and select the date. 

 
10 Click on Apply tab.  

 
11 Select the County of Origin from the dropdown list.  
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12 Select an Inspector if needed. 
 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 

13 Select the Inspection Method from the dropdown list. 

 

14 Select a Port/Terminal from the dropdown list. 

 

15 Enter the Carrier's Name. 

 
 

16 Select Yes or No on the Additional actions necessary to reduce agricultural risk question. 
 
Note: When you select Yes, five additional fields will appear on the Article section. These are: 

f) Intended Use of Cargo. 
g) Actionable Pest Found: Yes or No. 
h) Commodity or cargo requires mandatory treatment? Yes or No. 
i) Agriculture Items Mismanifested, smuggled, phyto issue, uncertified WPM? Yes or No. 
j) Contaminant Found? Yes or No. 

 
You will see more guidance regarding these fields on Topic 2: Add AQIM Inspection Articles and 
Results. 
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17 Select Yes or No for any Wood Packing Material (WPM) 

IF: THEN: 

Yes 1. Select the type of WPM from the dropdown list. 

 
2. Select Yes or No for if the WPM has the official ISPM marking. 
3. Select Yes or No if bark was found on WPM. 
4. Enter the percent of WPM inspected. 

 
5. Select Yes or No if treatment documents are present. 
6. Select Yes or No f there is evidence of other treatment. 
7. Go to Topic 2 Add AQIM Inspection Articles and Results 

 

No Go to Topic 2 Add AQIM Inspection Articles and Results 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to enter add a new Article to the page 

  

STEP ACTION 

1 If AQIM was associated with. 
 

IF: THEN: 

Associated with: 

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 2A. 

Not associated with:  

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 3. 
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2A  

IF POPULATED 
ARTICLES: 

THEN: 

Has a red asterisk 1. Click over the article line. 

   
Note: The line will turn green, and the article's available data will 
populate back on Heading number 3 Add Articles. 

 
2. Identify and complete any required missing data. 
3. Click on Update Article. 

  Note: The article data will update, and the asterisk will no longer 
appear near it. 

   
4. Go to Step 21 

Does not have a red 
asterisk 

Go to Step 21 
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3 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables. 

4 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 5 

Not listed Go to Step 4A. 
 

4A Click on the search icon.  
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4B Enter at least 3 characters of an article and click Search 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

4C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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4D Select an Article using the radio button and then click Select. 

 

5 Enter the count of total cargo amount. 

 
 

6 Select the total cargo amount units from the dropdown list. 
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7 Select the cargo category from the dropdown list. 

 
 

IF: THEN: 

Italian Tile Go to Step 7A 

Other, Perishable or WPM Go to Step 8 
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7A Is the Italian Tile Manufacturer on the dropdown list? 

IF: THEN: 

Yes 1. Select the manufacturer from the dropdown list. 
2. Click on the plus sign.  

 
Note: The selected manufacturer will appear below the field, as shown 
here: 

 
 
Note: To delete the manufacturer, click on the trash can icon.   

 
 
Note: Repeat the above steps to add a new manufacturer or to add 
multiple manufacturers. 
 
3. Go to Step 8 

No 1. Search or add the Italian Tile Manufacturer. Refer to the Search, 
Add, and Edit a Trade Party in ARM Job Aid for steps to complete 
this task. 
2. Refer to steps 1-2 above once the manufacturer is added. 

3. Go to Step 8 
 

8 Select or add a consignee.  

 
 
Note: If the Consignee is not found in the dropdown list, users can search or add them. Refer to the 
Search, Add, and Edit a Trade Party in ARM Job Aid for steps to complete this task. 
 

9 Enter the counted amount of cargo inspected. 
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10 Select the units of counted amount of cargo inspected from the dropdown list. 

 
 

11 Enter the full name of the Consignee's Ultimate Destination City.  

 
 

12 Select the Consignee's Ultimate Destination State from the dropdown list. 

 
 

13 Was there additional action necessary to reduce agricultural risk, as answered in Step 15 when you 
created the Inspection Record (Topic 1 of this Job Aid)?  
 

IF YOU SELECTED: THEN: 

Yes Go to Step 14. 

No Go to Step 19. 
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14 Select the intended use of cargo from the dropdown list.  

 
 

15 Select Yes or No if an actionable Pest was found. 
 

IF: THEN: 

Yes 1. Select where the Pest was found from the dropdown list.  

  
2. Go to Step 16. 
Note: This field will appear when selecting Yes. 
 

No Go to Step 16. 

 
 

16 Select Yes or No if the commodity or cargo requires mandatory treatment. 
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17 Select Yes or No if the items were mis-manifested, smuggled, had a phytosanitary issue, or 
uncertified WPM. 

IF: THEN: 

Yes 1. Select a Regulatory issue(s) from the dropdown list. 

     
2. Click on the plus sign to add the Regulatory issue(s) 
 
Note: Repeat steps 1 and 2 as needed.  
3. Go to Step 18. 
Note: This field will appear when you select Yes. 
 

No Go to Step 18. 
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18 Select Yes or No IF: a contaminant is found. 

IF: THEN: 

Yes 1. Select Yes or No if the article or cargo is prohibited 
2. Select where the article was found from the dropdown list  

 
3. Select a contaminant from the dropdown list  

 
4. Click on the plus sign to add the Contaminant(s) 

Note: Repeat steps 1 and 2 as needed.  
5. Go to Step 19 
 

No Go to Step 19. 
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19 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 
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20 
 

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article to be updated under Heading 2. 

 
2. Update the article as needed. 
Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 21. 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 
4. Go to Step 21. 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 21. 

 

21 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found in an article during an Air Cargo Pathway AQIM Inspection, users will need to create and 
submit the Diagnostic Request (PPQ Form 309) from the APTL Pest ID module. Pest intercepted on cargo 
cannot be recorded in the ARM CBP AQIM module.   
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
 

 
 
Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: 

THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply.  

 
4. Locate the record and Go to Step 2. 

 
Note: You can also type the date range in the field. 
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STEP ACTION 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 

 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 
Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 Click on Close Tab. 
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AQIM Southern Border Cargo Pathway 
 
 
This job aid describes how to enter AQIM information into ARM for the Southern Border Cargo Pathway. The 
following topics are included in the AQIM Southern Border Cargo Pathway Job Aid: 
 

1. Create a New Southern Border Cargo AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Southern Border Cargo AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.      Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Southern Border Cargo AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the Southern Truck Cargo Pathway from the dropdown  

 
 
Note: ARM will redirect you to the Southern Truck Cargo page as seen here: 

 
 



ARM Job Aid: AQIM for CBPAS  AQIM Southern Border Cargo Pathway 

09/2024 FOR OFFICIAL USE ONLY 97 

  

STEP ACTION 

3A  

IF AQIM 
INSPECTION IS: THEN: 

Associated with a CBP 
Batch Exam 

1. Select CBP Exam Batch ID. 

 
2. Go to Step 3B. 

Associated with a CBP 
Pest ID 

1. Select CBP Pest ID 

 
2. Go to Step 3B 

Associated with a 
Regulatory Action ID 

1. Select Regulatory Action ID 

 
2. Go to Step 3B 

Not associated with any 
of the options above 

Go to Step 4. 

 

3B Enter the number of your selection on Step 3A on the Search Record ID field. 
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3C Click on search. 
 
Note: A new window will appear with the data of the event that will be associated with your AQIM 
event.  
 

  
 

3D Click Load. 
 
Note: All data related to the inspection event associated with your AQIM will populate most of the 
AQIM fields.  
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3E Review all populated fields and complete any missing AQIM data. 
 
Note: A big red asterisk will appear in front of article(s) where there is missing data.  
 

   
You will find more information about this in Section 2. 

3F Go To Section 2 Add AQIM Inspection Articles and Results. 

4 Enter the Exam Batch ID. 

 
Note: This is a non-required field. SKIP this step if needed. 

5 Type the date of the inspection. 

 
 

OR  
 

Click on the Calendar icon and select the date. 

 
 

6 Click on Apply tab.  
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7 Select the cargo origin from the dropdown list.. 

 
 

IF: THEN: 

Mexico 1. Select the Origin State from the dropdown list. 

 
 
2. Go to Step 8. 

Other than Mexico Go to Step 8. 
 

8 Select an Inspector if needed. 
 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 
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9 Select the inspection method from the dropdown list. 

 

10 Select Bridge/Crossing from the dropdown list. 

 

 
11 Enter the Carrier (Trucking Line/Company). 

 
 

12 Select the truck size from the dropdown list 

 
 

13 Select Yes or No if the refrigeration was on or run recently. 

14 Select Yes or No is there is an additional action necessary to reduce agricultural risk.  
 
Note: When you select Yes, five additional fields will appear on the Article section. These are: 

a) Intended Use of Cargo 
b) Actionable Pest Found: Yes or No 
c) Commodity or cargo requires mandatory treatment? Yes or No. 
d) Agriculture Items Mismanifested, smuggled, phyto issue, uncertified WPM? Yes or No. 
e) Contaminant Found? Yes or No. 

 
You will see more guidance regarding these fields on Topic 2: Add AQIM Inspection Articles and 
Results. 
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15 Select Yes or No for any wood packing material (WPM). 

IF: THEN: 

Yes 1. Select the type of WPM from the dropdown list.  

 
2. Select Yes or No if the WPM has the official ISPM marking. 
3. Select Yes or No if bark was found on WPM. 
4. Enter the percent of WPM inspected.  

 
5. Select Yes or No if treatment documents are present. 
6. Select Yes or No if there is evidence of other treatment. 
7. Go to Topic 2: Add AQIM Inspection Articles and Results 

No Go to Topic 2: Add AQIM Inspection Articles and Results 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to enter add an Article to the page 

  

STEP ACTION 

1 If AQIM was associated with a 
 

IF AQIM 
INSPECTION IS: 

THEN: 

Associated with: 

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 2A. 

Not associated with:  

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 3. 
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2A  

IF POPULATED 
ARTICLES: 

THEN: 

Has a red asterisk 5. Click over the article line. 

   
Note: The line will turn green, and the article's available data will 
populate back on Heading number 3 Add Articles. 

 
6. Identify and complete any required missing data. 
7. Click on Update Article. 

  Note: The article data will update, and the asterisk will no longer 
appear near it. 

   
8. Go to Step 21 

Does not have a red 
asterisk 

Go to Step 21 
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3 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables. 

4 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 5 

Not listed Go to Step 4A. 
 

4A Click on the search icon.  

 



ARM Job Aid: AQIM for CBPAS  AQIM Southern Border Cargo Pathway 

09/2024 FOR OFFICIAL USE ONLY 106 

4B Enter at least 3 characters of an article and click Search 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

4C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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4D Select an Article using the radio button and then click Select. 

 

5 Enter the count of total cargo amount. 

 
 

6 Select the total cargo amount units from the dropdown list. 

 
 

7 Select the cargo category from the dropdown list. 
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8 Select or add a consignee.  

 
 
Note: If the Consignee is not found in the dropdown list, users can search or add them. Refer to the 
Search, Add, and Edit a Trade Party in ARM Job Aid for steps to complete this task. 
 

9 Enter the counted amount of cargo inspected. 

 
 

10 Select the units of counted amount of cargo inspected from the dropdown list. 

 
 

11 Enter the full name of the Consignee's Ultimate Destination City.  

 
 

12 Select the Consignee's Ultimate Destination State from the dropdown list. 
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13 Was there additional action necessary to reduce agricultural risk, as answered in Step 13 when you 
created the Inspection Record (Topic 1 of this Job Aid)?  

IF YOU SELECTED: THEN: 

Yes Go to Step 14. 

No Go to Step 19. 
 

14 Select the intended use of cargo from the dropdown list.  

 
 

15 Select Yes or No if an actionable Pest was found. 
 

IF: THEN: 

Yes 1. Select where the Pest was found from the dropdown list.  

  
2. Go to Step 16. 
Note: This field will appear when selecting Yes. 
 

No Go to Step 16. 
 

16 Select Yes or No if the commodity or cargo requires mandatory treatment. 
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17 Select Yes or No if the items were mismanifested, smuggled, had a phytosanitary issue, or 
uncertified WPM. 

IF: THEN: 

Yes 1. Select a Regulatory issue(s) from the dropdown list. 

     
2. Click on the plus sign to add the Regulatory issue(s) 
Note: Repeat steps 1 and 2 as needed.  
3. Go to Step 18. 
Note: This field will appear when you select Yes. 

No Go to Step 18. 
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18 Select Yes or No IF: a contaminant is found. 

IF: THEN: 

Yes 1. Select Yes or No if the article or cargo is prohibited. 
2. Select where the article was found from the dropdown list. 

 
3. Select a contaminant from the dropdown list.  

 
 

4. Click on the plus sign to add the Contaminant(s) 
Note: Repeat steps 1 and 2 as needed.  

5. Go to Step 19. 
 

No Go to Step 19. 
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19 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 
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20  

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article to be updated under Heading 2. 

 
2. Update the article as needed. 

Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 21. 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 
4. Go to Step 21. 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 21. 

 

21 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found in an article during an Air Cargo Pathway AQIM Inspection, users will need to create and 
submit the Diagnostic Request (PPQ Form 309) from the APTL Pest ID module. Pest intercepted on cargo 
cannot be recorded in the ARM CBP AQIM module.   
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
 

 
 
Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: 

THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply.  

 
4. Locate the record and Go to Step 2. 

 
Note: You can also type the date range in the field. 



ARM Job Aid: AQIM for CBPAS  AQIM Southern Border Cargo Pathway 

09/2024 FOR OFFICIAL USE ONLY 116 

STEP ACTION 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 

 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 

Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 Click on Close Tab. 
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AQIM Northern Border Cargo Pathway 
 
 
This job aid describes how to enter AQIM information into ARM for the Northern Border Cargo Pathway. The 
following topics are included in the AQIM Northern Border Cargo Pathway Job Aid: 
 

1. Create a New Northern Border Cargo AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Northern Border Cargo AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.      Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Northern Border Cargo AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane. 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the Northern Truck Cargo pathway from the dropdown.  

 
 
Note: ARM will redirect you to the Northern Truck Cargo page as seen here: 
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STEP ACTION 

3A  

IF AQIM 
INSPECTION IS: THEN: 

Associated with a CBP 
Batch Exam 

1. Select CBP Exam Batch ID. 

 
2. Go to Step 3B. 

Associated with a CBP 
Pest ID 

1. Select CBP Pest ID 

 
2. Go to Step 3B 

Associated with a 
Regulatory Action ID 

1. Select Regulatory Action ID 

 
2. Go to Step 3B 

Not associated with any 
of the options above 

Go to Step 4. 

 
 

3B Enter the number of your selection on Step 3A on the Search Record ID field. 
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3C Click on search. 
 
Note: A new window will appear with the data of the event that will be associated with your AQIM 
event.  
 

  
 
 

3D Click Load. 
 
Note: All data related to the inspection event associated with your AQIM will populate most of the 
AQIM fields.  
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3E Review all populated fields and complete any missing AQIM data. 
 
Note: A big red asterisk will appear in front of article(s) where there is missing data.  
 

   
You will find more information about this in Section 2. 

3F Go To Section 2 Add AQIM Inspection Articles and Results. 

4 Enter the Exam Batch ID. 

 
Note: This is a non-required field. SKIP this step if needed. 

5 Type the date of the inspection. 

 
 

OR  
 

Click on the Calendar icon and select the date. 

 
6 Click on Apply tab.  
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7 Select the cargo origin from the dropdown list.. 

 
 

8 Select an Inspector if needed. 
 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 

9 Select the inspection method from the dropdown list. 

 

10 Select Bridge/Crossing from the dropdown list 

 

11 Enter the Carrier (Trucking Line/Company). 
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12 Select Yes or No if the refrigeration was on or run recently. 

13 Select Yes or No is there is an additional action necessary to reduce agricultural risk.  
 
Note: When you select Yes, five additional fields will appear on the Article section. These are: 

a) Intended Use of Cargo. 
b) Actionable Pest Found: Yes or No. 
c) Commodity or cargo requires mandatory treatment? Yes or No. 
d) Agriculture Items Mismanifested, smuggled, phyto issue, uncertified WPM? Yes or No. 
e) Contaminant Found? Yes or No. 

 
You will see more guidance regarding these fields on Topic 2: Add AQIM Inspection Articles and 
Results. 
 

14 Select Yes or No for any wood packing material (WPM). 

IF: THEN: 

Yes 1. Select the type of WPM from the dropdown list.  

 
2. Select Yes or No if the WPM has the official ISPM marking. 
3. Select Yes or No if bark was found on WPM. 
4. Enter the percent of WPM inspected.  

 
5. Select Yes or No if treatment documents are present. 
6. Select Yes or No if there is evidence of other treatment. 
7. Go to Topic 2: Add AQIM Inspection Articles and Results 

No Go to Topic 2: Add AQIM Inspection Articles and Results 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to enter add an Article to the page 

  

STEP ACTION 

1 If AQIM was associated with a 
 

IF AQIM 
INSPECTION IS: 

THEN: 

Associated with: 

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 2A. 

Not associated with:  

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 3. 
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2A  

IF POPULATED 
ARTICLES: 

THEN: 

Has a red asterisk 9. Click over the article line. 

   
Note: The line will turn green, and the article's available data will 
populate back on Heading number 3 Add Articles. 

 
10. Identify and complete any required missing data. 
11. Click on Update Article. 

  Note: The article data will update, and the asterisk will no longer 
appear near it. 

   
12. Go to Step 21 

Does not have a red 
asterisk 

Go to Step 21 

 



ARM Job Aid: AQIM for CBPAS  AQIM Northern Border Cargo Pathway 

09/2024 FOR OFFICIAL USE ONLY 127 

3 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables. 

4 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article. 
2. Go to Step 5. 

Not listed Go to Step 4A. 
 

4A Click on the search icon.  
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4B Enter at least 3 characters of an article and click Search 

 
 
Note: Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

4C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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4D Select an Article using the radio button and then click Select. 

 

5 Enter the count of total cargo amount. 

 
 

6 Select the total cargo amount units from the dropdown list. 

 
 

7 Select the cargo category from the dropdown list. 
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8 Select or add a consignee.  

 
 
Note: If the Consignee is not found in the dropdown list, users can search or add them. Refer to the 
Search, Add, and Edit a Trade Party in ARM Job Aid for steps to complete this task. 
 

9 Enter the counted amount of cargo inspected. 

 
 

10 Select the units of counted amount of cargo inspected from the dropdown list. 

 
 

11 Enter the full name of the Consignee's Ultimate Destination City.  

 
12 Select the Consignee's Ultimate Destination State from the dropdown list. 

 
 



ARM Job Aid: AQIM for CBPAS  AQIM Northern Border Cargo Pathway 

09/2024 FOR OFFICIAL USE ONLY 131 

  

13 Was there additional action necessary to reduce agricultural risk, as answered in Step 13 when you 
created the Inspection Record (Topic 1 of this Job Aid)?  

IF YOU SELECTED: THEN: 

Yes Go to Step 14. 

No Go to Step 19. 

 
 

14 Select the intended use of cargo from the dropdown list.  

 

15 Select Yes or No if an actionable Pest was found. 
 

IF: THEN: 

Yes 1. Select where the Pest was found from the dropdown list.  

  
2. Go to Step 16. 
Note: This field will appear when selecting Yes. 
 

No Go to Step 16. 
 

16 Select Yes or No if the commodity or cargo requires mandatory treatment. 
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17 Select Yes or No if the items were mis-manifested, smuggled, had a phytosanitary issue, or 
uncertified WPM. 

IF: THEN: 

Yes 1. Select a Regulatory issue(s) from the dropdown list. 

     
2. Click on the plus sign to add the Regulatory issue(s) 
Note: Repeat steps 1 and 2 as needed.  
3. Go to Step 18. 
Note: This field will appear when you select Yes. 
 

No Go to Step 18. 
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18 Select Yes or No IF: a contaminant is found. 

IF: THEN: 

Yes 1. Select Yes or No if the article or cargo is prohibited. 
2. Select where the article was found from the dropdown list.  

 
3. Select a contaminant from the dropdown list.  

 
4. Click on the plus sign to add the Contaminant(s) 

Note: Repeat steps 1 and 2 as needed.  
5. Go to Step 19. 

No Go to Step 19. 
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19 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 
 

 
 



ARM Job Aid: AQIM for CBPAS  AQIM Northern Border Cargo Pathway 

09/2024 FOR OFFICIAL USE ONLY 135 

 
  

20 
 

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article that needs to be updated under Heading 2. 

 
2. Update the article as needed. 

Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 21. 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 
4. Go to Step 21. 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 21. 

 

21 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found in an article during an Air Cargo Pathway AQIM Inspection, users will need to create and 
submit the Diagnostic Request (PPQ Form 309) from the APTL Pest ID module. Pest intercepted on cargo 
cannot be recorded in the ARM CBP AQIM module.   
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
 

 
 
Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: 

THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply.  

 
4. Locate the record and Go to Step 2. 

 
Note: You can also type the date range in the field. 
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STEP ACTION 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 

 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 

Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 Click on Close Tab. 
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AQIM Southern Border Vehicle Pathway 
 
 
This job aid describes how to enter AQIM information into ARM for the Southern Border Vehicle Pathway. 
The following topics are included in the AQIM Southern Border Vehicle Pathway Job Aid: 
 

1. Create a New Southern Border Vehicle AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Southern Border Vehicle AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.     Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Southern Border Vehicle AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane. 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the Southern Border Vehicle pathway from the dropdown.  

 
Note: ARM will redirect you to the Southern Border Vehicle page. 

 

3  

IF:  THEN:  
Submitting a Diagnostic Request 
first  

1. Go to Step 22 and SELECT Yes.  
2. Add the article following instructions for Topic 2: Add 

AQIM Inspection Articles and Results.  
3. Go to Topic 3 to submit a Diagnostic Request (DR) 
 

Not submitting a Diagnostic 
Request first 

Go to Step 4 
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STEP ACTION 

4 Type the date and time of the inspection. 

 
 

OR  
 

Click on the Calendar icon and select the date and time. 

 

5 Click on Apply tab.  
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6 Select the Passenger's country of origin from the dropdown list.  

 
 
IF:  THEN:  
Mexico 1. Select passenger's Mexican state of origin 

 
 

2. Go to Step 7 
 

Not Mexico Go to Step 7 
 

 
Note: This new field will appear when selecting Mexico as Passenger's country of origin. 
 

7 
 

Select the Origin from the dropdown list. 
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8 Select the Passenger Destination State from the dropdown list.. 

 

9 Enter the full name of the passenger's Final Destination City. 

 

10 Select a Destination from dropdown list. 

 

 
11 Enter the number of passengers. 

 

12 Select the primary Reason for Travel from the dropdown list. 
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13 Select the Citizenship Status from the dropdown list.  

 

14 Select an Inspector if needed. 
 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 

15 Select a Vehicle Type from the dropdown list. 

 

16 Select the Vehicle License Country from the dropdown list. 
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17 Select the Vehicle License State from the dropdown list. 

 

18 Enter the vehicle license number. 

 

19 Select Bridge/Crossing from the dropdown list. 

 

20 Select Yes or No for the "Have you been on a farm or ranch/near livestock" question. 

21 Select Yes or No for the "Going to a farm or ranch" question.  

22 Select Yes or No for the "Any items of Agriculture interest" question. 

IF: THEN: 

Yes 1. Look for Headings 2 and 3 to appear as shown here: 

s  

2. Go to Section 2 on how to add an article(s). 

No Click on Close 
 



ARM Job Aid: AQIM for CBPAS  AQIM Southern Border Vehicle Pathway 

09/2024 FOR OFFICIAL USE ONLY 147 

2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to add an Article to the page 
STEP ACTION 

1 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables. 

2 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 4 

Not listed Go to Step 3A. 
 

3A Click on the search icon.  
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STEP ACTION 

3B Enter at least 3 characters of an article and click Search 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

3C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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STEP ACTION 

3D Select an Article using the radio button and then click Select. 

 

4 Enter the Article Quantity.  

 

5 Select the Article Units. 

 
 
Note: Units will default according to the Article Type. 

6 Select Yes or No for the "Article was declared" question. 

7 Select an Action Taken from the dropdown list. 
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8 Select where in the vehicle the article was found.  

 

9 Select where the article was Found In from the dropdown list.  

 

10 Select a Contaminant from the dropdown list if needed. 

 
 
Note: This field defaults to None. 
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11 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 

 
 
 

12  

IF THE ARTICLE: THEN: 

Needs an Article 
Determination 

1. Click on the Article Determination check box on Article Master 
Table on Heading 2. 

        
Note: A new window will appear asking for confirmation on your 
request. 

          
2. Enter remarks if needed. 
3. Click on Yes. 
4. Go to Step 13. 

 

Does not need an Article 
Determination 

Go to Step 13. 
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13 
 

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article to be updated under Heading 2. 

 
2. Update the article as needed. 

Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 14. 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 
4. Go to Step 14. 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 14. 
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14  

IF: THEN: 

Submitting a Diagnostic 
Request (DR) 

Go to Topic 3 Submit a Diagnostic request 

Not submitting a 
Diagnostic Request (DR) 

Go to Step 15 

 

15 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found on an article during inspection, users will create and submit a Diagnostic Request for pest for 
identification. 
 
Steps to submit a Diagnostic Request 

  

STEP ACTION 

1 Click the Pest Found checkbox. 

 
 
Note: Heading 4 will appear to Create Diagnostic Requests as seen here: 

 

2 Enter Diagnostic Request data by following the steps in the Enter Data for an AQIM Diagnostic 
Request Job Aid. 

3 Click on Close Tab after submitting the Diagnostic Request. 
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
 

 
 
Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: 

THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply.  

 
4. Locate the record and Go to Step 2. 

 
Note: You can also type the date range in the field. 
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STEP ACTION 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 

 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 
Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 
 

IF: THEN: 

Associating a Diagnostic Request 
to the record 

1. Refer to the Enter Data for an AQIM Diagnostic 
Request Job Aid for steps to associate the Diagnostic 
Request to the record. 

2. Update data as needed. 

3. Go to Step 6. 

Not associating a Diagnostic 
Request to the record 

1. Update data as needed. 

2. Go to Step 6. 
 

6 Click on Close Tab. 
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AQIM Northern Border Vehicle Pathway 
 
This job aid describes how to enter AQIM information into ARM for the Northern Border Vehicle Pathway. 
The following topics are included in the AQIM Northern Border Vehicle Pathway Job Aid: 
 

1. Create a New Northern Border Vehicle AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Northern Border Vehicle AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.      Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Northern Border Vehicle AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the CBP Northern Border Vehicle from the dropdown  

 
Note: ARM will redirect you to the Northern Border Vehicle page. 

 
3  

IF:  THEN:  
Submitting a Diagnostic Request 
first  

1. Go to Step 23 and SELECT Yes.  
2. Add the article following instructions for Topic 2: Add 

AQIM Inspection Articles and Results.  
3. Go to Topic 3 to submit a Diagnostic Request (DR) 
 

Not submitting a Diagnostic 
Request first 

Go to Step 4 
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STEP ACTION 

4 Type the date and time of the inspection. 

 
 
OR  
 
Click on the Calendar icon and select the date and time. 

 

5 Click on Apply tab.  

 

6 Select the Passenger Origin Country from the dropdown list.  

 

7 Select the Origin from the dropdown list. 
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STEP ACTION 

8 Select the Passenger Destination State from the dropdown list.. 

 

9 Enter the full name of the passenger's Final Destination City. 

 

10 Select a Destination from dropdown list. 

 

11 Enter the number of passengers. 

 

12 Select the primary Reason for Travel from the dropdown list. 
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STEP ACTION 

13 Select the Citizenship Status from the dropdown list.  

  

14 Select an Inspector if needed. 
 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 

15 Select a Vehicle Type from the dropdown list. 

 

16 Select the Vehicle License Country from the dropdown list. 
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STEP ACTION 

17 Select the Vehicle License State from the dropdown list. 

 

18 Enter the vehicle license number. 

 

19 Select Bridge/Crossing from the dropdown list. 

 

20 Select Yes or No for"“From a Canadian Airpor"” question. 

21 Select Yes or No for the "Have you been on a farm or ranch/near livestock" question. 

22 Select Yes or No for the "Going to a farm or ranch" question.  
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STEP ACTION 

23 Select Yes or No for the "Any items of Agriculture interest" question. 

IF: THEN: 

Yes 1. Look for Headings 2 and 3 to appear as shown here: 

 
 

2. Go to Section 2 on how to add an article(s). 

No Click on Close 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to enter add an Article to the page 
STEP ACTION 

1 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables 

2 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 4 

Not listed Go to Step 3A. 
 

3A Click on the search icon.  
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STEP ACTION 

3B Enter at least 3 characters of an article and click Search 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

3C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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STEP ACTION 

3D Select an Article using the radio button and then click Select. 

 

4 Enter the Article Quantity.  

 

5 Select the Article Units. 

 
 
Note: Units will default according to the Article Type. 

6 Select an Origin  

 
 

7 Select Yes or No for the "Article was declared" question. 
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STEP ACTION 

8 Select an Action Taken from the dropdown list. 

 

9 Select where in the vehicle the article was found.  

 

10 Select where the article was Found In from the dropdown list.  

 

11 Select a Contaminant from the dropdown list if needed. 

 
 
Note: This field defaults to None. 



ARM Job Aid: AQIM for CBPAS  AQIM Northern Border Vehicle Pathway 

09/2024 FOR OFFICIAL USE ONLY 169 

12 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 

 
 
 

13  

IF THE ARTICLE: THEN: 

Needs an Article 
Determination 

5. Click on the Article Determination check box on Article Master 
Table on Heading 2. 

        
Note: A new window will appear asking for confirmation on your 
request. 

          
6. Enter remarks if needed. 
7. Click on Yes. 
8. Go to Step 14. 

 

Does not need an Article 
Determination 

Go to Step 14. 
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14 
 

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article that needs to be updated under Heading 2. 

 
2. Update the article as needed. 

Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 15. 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 
4. Go to Step 15. 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 15. 
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15  

IF: THEN: 

Submitting a Diagnostic 
Request (DR) 

Go to Topic 3 Submit a Diagnostic request 

Not submitting a 
Diagnostic Request (DR) 

Go to Step 16 

 

16 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found on an Article during inspection, Inspectors can create and submit a Diagnostic Request for pest 
for identification. 
 
Steps to submit a Diagnostic Request 

  

STEP ACTION 

1 Click the Pest Found checkbox. 

 
 
Note: Heading 4 will appear to Create Diagnostic Requests as seen here: 

 

2 Enter Diagnostic Request data by following the steps in the Enter Data for an AQIM Diagnostic 
Request Job Aid. 

3 Click on Close Tab after submitting the Diagnostic Request. 
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
 

 
 
Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: 

THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply.  

 
 

4. Locate the record and Go to Step 2. 
 
Note: You can also type the date range in the field. 
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STEP ACTION 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 

 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 
Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 



ARM Job Aid: AQIM for CBPAS  AQIM Northern Border Vehicle Pathway 

09/2024 FOR OFFICIAL USE ONLY 175 

 

STEP ACTION 

4 Update any information on the fields as needed. 

5 
 

IF:  THEN: 

Associating a Diagnostic Request 
to the record 

1. Refer to the Enter Data for an AQIM Diagnostic 
Request Job Aid for steps to associate the Diagnostic 
Request to the record. 

2. Update data as needed. 

3. Go to Step 6. 

Not associating a Diagnostic 
Request to the record 

1. Update data as needed. 

2. Go to Step 6. 
 

6 Click on Close Tab. 
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AQIM Mail Facility Pathway 
 
This job aid describes how to enter an AQIM Inspection, Articles, Results, and Diagnostic Requests for CBP 
AQIM inspection and/or interception for CBP AQIM Mail Facility Pathways. The following topics are included 
in the AQIM Mail Facility Pathway Job Aid: 
 

1. Create a New Mail Facility AQIM Inspection  
2. Add AQIM Inspection Articles and Results 
3. Submit a Diagnostic Request 
4. Locate, Reopen and Update an AQIM Inspection Record 

 

1. Create a New Mail Facility AQIM Inspection 
 
The AQIM Inspections Page is on the ARM CBP Main Workspace. 

 
 

 

ARM is a workflow-based system. We recommend that you complete as many fields as 
possible, even if they are not required fields with a red asterisk.      Entered information 
will auto-populate subsequent pages, saving the user time. 

 

Steps to create a new Mail Facility AQIM Inspection 
STEP ACTION 

1 
 

Click on the New tab next to the AQIM Inspections Pane 

 
 
Note: After selecting the New tab, the screen will refresh to show the AQIM Inspection Page as 
seen here: 
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STEP ACTION 

2 Select the Mail Facility pathway from the dropdown  

 
Note: ARM will redirect you to the Mail Facility page. 

 

3  

IF:  THEN:  
Submitting a Diagnostic Request 
first  

1. Go to Step 16 and SELECT Yes.  
2. Add the article following instructions for Topic 2: Add 

AQIM Inspection Articles and Results.  
3. Go to Topic 3 to submit a Diagnostic Request (DR) 
 

Not submitting a Diagnostic 
Request first 

Go to Step 4A 
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4A On Search by Dropdown: 
 

IF AQIM 
INSPECTION IS: THEN: 

Associated with a CBP 
Batch Exam 

1. Select CBP Exam Batch ID. 

 
2. Go to Step 4B. 

Associated with a CBP 
Pest ID 

1. Select CBP Pest ID 

 
2. Go to Step 4B 

Associated with a 
Regulatory Action ID 

1. Select Regulatory Action ID 

 
2. Go to Step 4B 

Not associated with any 
of the options above 

Go to Step 5. 

 
 

4B  

Enter the number of your selection on Step 4A on the Search Text field. 
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4C Click on search. 
 
Note: A new window will appear with the data of the event that will be associated with your AQIM 
event.  
 

  
 
 

4D Click Load. 
 
Note: All data related to the inspection event associated with your AQIM will populate most of the 
AQIM fields.  
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4E Review all populated fields and complete any missing AQIM data. 
 
Note: A big red asterisk will appear in front of article(s) where there is missing data.  
 

   
You will find more information about this in Section 2. 

4F Go To Section 2 Add AQIM Inspection Articles and Results. 
 

5 Type the date and time of the inspection. 

 
 
OR  
 
Click on the Calendar icon and select the date and time. 

 
6 Click on Apply tab.  
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7 Enter the Mail Type from the dropdown list. 

 

8 Select the Mail Package Type from the dropdown list.  

 

9 Select the Mail Origin from the dropdown list. 

 

10 Select the Mail Destination State from the dropdown list.. 
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11 Enter the full name of the Destination City. 

 

12 Select an Inspector if needed. 
 

         
 
Note: The system will default to the name of the logged-in user. Users can select coworkers. Skip 
this step if needed. 

13 Select Yes or No if mail is from an Army Post Office (APO) 

14 Select Yes or No if mail is from a Fleet Post Office (FPO) 

15 Select the agency that mail is referred to from the dropdown list because of inspection. 
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16 Select Yes or No if the mail has items of agricultural interest 

IF: THEN: 

Yes 1. Look for Headings 2 and 3 to appear as shown here: 

 
 

2. Go to Section 2 on how to add an article(s). 

No Click on Close 
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2. Add AQIM Inspection Articles and Results 
 
Follow these steps to enter the Article(s) found during the inspection and the inspection results for each Article 
inspected. 
 
Steps to enter add an Article to the page 

  

STEP ACTION 

1 If AQIM was associated with a 
 

IF AQIM 
INSPECTION IS: 

THEN: 

Associated with: 

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 2A. 

Not associated with:  

1. CBP Batch Exam 
2. CBP Pest ID 
3. Regulatory 

Action ID 

Go to Step 3. 
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2A  

IF POPULATED 
ARTICLES: 

THEN: 

Has a red asterisk 1. Click over the article line. 

   
Note: The line will turn green and the article's available data will 
populate back on Heading number 3 Add Articles. 

 
2. Identify and complete any required missing data. 
3. Click on Update Article. 

  Note: The article data will update, and the asterisk will no longer 
appear near it. 

   
4. Go to Step 21 

Does not have a red 
asterisk 

Go to Step 21 
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3 Select an Article Type on Heading 3 if needed. 

 
 
Note: This field defaults to Fresh Fruits and Vegetables 

4 Select the Article from the dropdown list or use the search feature to find the Article. 

 
 

IF THE ARTICLE IS: THEN: 

Listed 1. Select an article 
2. Go to Step 6 

Not listed Go to Step 5A. 
 

5A Click on the search icon.  

 



ARM Job Aid: AQIM for CBPAS  AQIM Mail Facility Pathway 

09/2024 FOR OFFICIAL USE ONLY 187 

5B Enter at least 3 characters of an article and click Search 

 
 
Note: If the article is not found, contact the ARM Help Desk. When searching for Fruits and 
Vegetables you will search by scientific name or by common name. Do not search using both. 
ARM will not provide search results. Use only one option. 
 
 

5C Select an Article Type if needed.  

 
 
Note: The Article Type defaults to Fresh Fruits & Vegetables. Change this value as needed. 
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5D Select an Article using the radio button and then click Select. 

 

6 Enter the Article Quantity.  

 

7 Select the Article Units. 

 
 
Note: Units will default according to the Article Type. 

8 Select Yes or No for the "Article was declared" question. 

9 Select a Contaminant from the dropdown list if needed. 

 
 
Note: This field defaults to None. 
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10 Select an Action Taken from the dropdown list.  

 

11 Click on Add Article Tab. 

 
 
Note: All data entered will populate on Heading 2 Articles Master Table. 
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12  

IF THE ARTICLE: THEN: 

Needs an Article 
Determination 

1. Click on the Article Determination check box on Article Master 
Table on Heading 2. 

        
Note: A new window will appear asking for confirmation on your 
request. 

          
2. Enter remarks if needed. 
3. Click on Yes. 
4. Go to Step 13. 

 

Does not need an Article 
Determination 

Go to Step 13. 
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13 
 

IF THE ARTICLE: THEN: 

Needs to be updated 1. Click on the article that needs to be updated under Heading 2. 

 
2. Update the article as needed. 

Note: All data will populate back to Heading 3. 
3. Click on Update Article Tab. 

 
4. Go to Step 14. 

Needs to be deleted 1. Click on the article to be deleted. 

 
2. Click on Delete Tab. 

 
3. Enter new information if needed. 
4. Go to Step 14. 

Does not require further 
action 

1. Click on Save Tab. 

 
2. Go to Step 14. 
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14  

IF: THEN: 

Submitting a Diagnostic 
Request (DR) 

Go to Topic 3 Submit a Diagnostic request 

Not submitting a 
Diagnostic Request (DR) 

Go to Step 15 

 

15 Click on Close Tab. 
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3. Submit a Diagnostic Request 
 
If a pest is found on an Article during inspection, Inspectors can create and submit a Diagnostic Request for the 
pest for identification. 
 
Steps to submit a Diagnostic Request 

  

STEP ACTION 

1 Click the Pest Found checkbox. 

 
 
Note: Heading 4 will appear to Create Diagnostic Requests as seen here: 

 

2 Enter Diagnostic Request data by following the steps in the Enter Data for an AQIM Diagnostic 
Request Job Aid. 

3 Click on Close Tab after submitting the Diagnostic Request. 
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4. Locate, Reopen, and Update an AQIM Inspection Record 
 
To update information on a closed AQIM Inspection Record, users will need to locate and reopen the record. 
The AQIM Inspection record is on the AQIM Inspections Pane using the Active View or the Date Range. 
 

 
 
Steps to locate and reopen an AQIM Inspection Record 

STEP ACTION 

1 
 

IF THE ARTICLE WAS 
CLOSED: 

THEN: 

Over 30 days ago 1. Click the calendar icon on the Date Range field.  

 
2. Select a date range.  

 
3. Click Apply.  

 
 

4. Locate the record and Go to Step 2. 
 
Note: You can also type the date range in the field. 
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STEP ACTION 

Less than 30 days ago 1. Select a view on the Active view field.  

 
2. Locate the record and Go to Step 2. 

 

2 Click on the Status link on the AQIM Inspections Pane. 

 
 
Note: ARM will redirect you to the AQIM Inspection Page. All fields will appear disabled, as 
shown here: 

 

3 Click Reopen Tab at the right bottom side of the page. 

 
 
Note: After selecting Reopen, the inspection fields will enable again. 

4 Update any information on the fields as needed. 
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STEP ACTION 

5 
 

IF:  THEN: 

Associating a Diagnostic Request 
to the record 

1. Refer to the Enter Data for an AQIM Diagnostic 
Request Job Aid for steps to associate the Diagnostic 
Request to the record. 

2. Update data as needed. 

3. Go to Step 6. 

Not associating a Diagnostic 
Request to the record 

1. Update data as needed. 

2. Go to Step 6. 
 

6 Click on Close Tab. 
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Enter Data for an AQIM Diagnostic Request 
 
This Job Aid describes steps for completing a Diagnostic Request (DR) in the CBP AQIM ARM workspace. 
The following areas are covered in the Enter Data for an AQIM Diagnostic Request Job Aid: 
 

1. Add and Submit Diagnostic Request Information 
A. Print Diagnostic Request Routing Form 

2. Recall a Diagnostic Request to Update or Delete 
 

1. Add and Submit Diagnostic Request Information 
 

 

The user can add and submit a Diagnostic Request (DR) Routing Form directly from the 
AQIM Inspection Record page. This is only available for Non-Cargo AQIM Pathways. 

 

 

ARM will only generate a Diagnostic Request (DR) Routing Form when all three of the 
following headings are completed: 
 

• Heading 1: Select Host(s) 
• Heading 2: Select Pest/Pest Discipline 
• Heading 3: Diagnostic Requests 

 
We recommend that you complete as many fields as possible, even if they are not 
required fields with a red asterisk.      Entered information will auto-populate subsequent 
pages, saving the user time. 
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Steps to add and submit Diagnostic Request Information 

STEP ACTION 

1 Click on the commodity under Heading 1, Select Host(s). 

 
 
Note: The selected commodity row will be highlighted in green. If only one commodity is listed on 
the DR page, it will be auto checked by ARM. 

2 Select Host Proximity from dropdown list. 

 

3 Select Host Part from dropdown list. 

 
 
Note: This field is not required SKIP if needed. 
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STEP ACTION 

4 Select the Pest/Pest Discipline under Heading 2. 

IF THE PEST TAXONOMY IS: THEN: 

Known  1. Click on Pest. 

 
2. Go to Step 5A. 

Not known 1. Click on Pest Type. 

 
2. Select Discipline from dropdown list.   

     
 

3. Go to Step 6.            
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5A 
 

IF THE PEST IS: THEN: 

Listed  1. Select from Pest from the list. 

 

Note: This list will populate from searched and added Pest from users' 
Work Unit. 

2. Go to Step 5D. 

Not listed 1. Click on Search function in the field. 
 

 

2. Go to Step 5B. 
 
 

5B Type at least 4 letters from the pest or full taxa. Click on Search or hit Enter. 

 
5C Select Pest from the list. 
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5D Select a Method and Diagnostic Routing Type.  

   
 
Note: Both fields will default to Morphological and are disabled. Skip this step. 

6 Select or type Date Determined using the Calendar icon. 

   
 
Note: This field will default to the current date. Users may change dates when required, or you may 
Skip this step if needed. 

7 Select Determined By field. 

   
 

Note: The system will default to the name of the logged-in user. Users can enter data for 
coworkers. Skip this step if needed. 

8 
 

IF THE PEST OR 
PEST DISCIPLINE: THEN: 

Has a Pest Stage Type the number of specimens in the correct stage. 

 
Note: This field will populate according to a Pest or Discipline chose 
by users. 

Does not have a Pest 
Stage 

The Pest Stages Field will not show. Go to Step 9. 
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Print a Diagnostic Request Routing Form 
 
After a Diagnostic Request has been submitted, ARM will generate a Diagnostic Request (DR) Routing Form. 
This form will show as a PDF file.  
  

9 Type Pest NumberRemarks. This is not required and you may Skip this step if needed. 

 

10 Type Inspector Remarks. This is not required and you may Skip this step if needed. 

 
11 Click on Add. 

Note: All the information entered Heading 4 will show on Heading 5, Diagnostic Requests. 

 
 
Note: The status will show as Draft Diagnostic Request. 

12 Click on Submit DR 

 
 
Note: The status will show as AI Pending Specimen Receipt. 
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Steps to print a Diagnostic Request Routing Form 

  

STEP ACTION 

1 Access the DR Routing Form by using one of these methods: 
 
ARM Generated Forms Icon 

1. Click on the PDF Icon to be redirected to the ARM Generated Forms Page 

 
2. Click on the Event ID link 

 
 
OR 
 
Heading 3 Status Column 

1. Click on the AI Pending Specimen Receipt link 

 
 
OR 
 
The Information Panel 

1. Click on the Information Icon to be redirected to the ARM Information Panel. 

 
 

2. On the DR Information Pane, click on the Diagnostic Routing PDF link. 

 

2 Open the PDF and select Print from the File dropdown menu. 
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2. Recall a Diagnostic Request to Update or Delete 
 

 

Before recalling a Diagnostic Request while still on the DR Page, users must ensure that: 
 

• The DR has not been received nor accepted by an Area Identifier (AI) 
• The Status on Heading 3 in the record's Diagnostic Request Page is set to "AI 

Pending Specimen Receipt"  
 

 
 
Steps to recall a Diagnostic Request 

 

STEP ACTION 

1 Click on the Record DR radio button. 

 
 
Note: All information for that DR will populate back on Heading 4, as shown here: 
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2 Click on Recall Tab on Heading 2. 

 
 
Note: The status on Heading 3 will change to Draft Diagnostic Request (DR). 

 

3 
 

IF THE USER WILL: THEN: 

Update the DR 1. Update field(s) as needed. 
2. Click on the Update tab. 

 
3. Go to Step 4. 

Delete the DR 1. Click on the Delete tab. 

 
2. Enter required information. Refer to Topic 2 on this job aid. 

 

4 Submit the DR again 
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Navigating Common Fields in ARM CBPAS Workspace 
 
This job aid describes how to navigate through the common fields in the ARM CBP Agriculture Specialist 
Workspace. The following areas (with the corresponding number on the image) are covered in the Navigating 
Common Fields in the ARM CBPAS Workspace job aid: 
 

1. Number of Records to Display Per Page 
2. Filtering Options 
3. Total Number of Records in a Custom View 
4. First, Previous, Next, and Last Navigation Buttons 
5. Sorting Icons 
6. Expand or Collapse Record Details View 
 

  
 
 

1. Number of Records to Display Per Page 
 
ARM allows for users to choose the number of records to display within the pane. Follow the steps below to 
change the number of records per page. 
 

 

Selecting over 10 records per page may affect the software speed and/or performance.  

  

1 2 

3 4 

5 

6 
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Steps to change the number of records to display per page 

 
 

2. Filtering Options 
 
ARM allows for users to filter records in a variety of ways. The following fields and features can be used 
together or separately. 
 
Filter Field 

 
 
 

 
The Filter Field allows users to filter records displayed for a pane. Users can filter any data that is displayed in 
the pane, including, but not limited to: 
 

• Event ID Numbers 
• Shipment Identifiers 
• Diagnostic Request Numbers 
• Commodities, Origin 
• Consignee 

 
Type a full or partial alphanumeric identifier and filtering will occur automatically after a user types three 
characters. The more alphanumeric identifiers entered will narrow the filtered records displayed. 

 
 
To undo the filter, hover the mouse over the right side of the Filter Pane until an "X" appears. Click on the "X" 
to delete the filter.  

 

STEP ACTION 

1 Click records per page dropdown arrow.  

 

2 Select the number of records to display per page from the options. 
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Show Dropdown Menu 
 
 
 

 
The Show Dropdown Menu allows users to filter records according to their status and can be used with the 
Filter Field or independently. Status options include: 
 

• Show Active: Displays records that are currently Active and have not been completed 
• Show Complete: Displays records that were completed in 1 Day, 3 Days, 7 Days, or 30 Days 
• Show All: Displays all Active and Completed records within the date filters, defaulting to 30 days to 

present 
 

 

The Show Dropdown Menu defaults to Show Active, as it is the recommended selection. 
Other options may affect the software speed and/or performance. 

 
Steps to filter records from the Show Dropdown 

 
Date Range Field 

 
 

 
The Date Range Field allows users to find any records within a selected date range and can be used with the 
Filter Field or independently. 
 

 

The Date Range Field is limited to a maximum 90-day date range. 
 

STEP ACTION 

1 Click the drop-down arrow in the Show field.  

 

2 Select the desired view from the options.  
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Steps to filter by a Date Range 

STEP ACTION 

1 Click the drop-down arrow in the Show field.  

 

2 Select the Show All view.  

  

3A Type the dates in the Date Range field using the MM/DD/YYYY format. 

 
 

Note: The date range must be 90 days or less. If over 90 days is entered, ARM will automatically 
change the range to fit the 90-day limit. 
 
OR 
 
1. In the Date Range field, click on the Calendar Icon.  

 
 
 

2. Go to Step 3B. 
3B Two calendars display simultaneously with a list of various date range options, with the Date 

Range option defaulted to Custom Range. 
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STEP ACTION 

 
 

IF YOU SEARCH BY A: THEN: 
Preset Range 1. Click on one of the preset options. 

    
2. Go to Step 4.          

Custom Range: 1. Click on the Month and Year dropdown list on the first 
calendar. This will be the "From" date. 

 
 

2. Select a day. 

 
 

3. Repeat Actions 1 and 2 on the second calendar. This will be the 
"Until" date. 

4. Go to Step 4. 
 

4 Click Apply.  

 
 

Note: Records acted upon during the defined time period will display. 
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3. Total Number of Records in a Custom View. 
 
Once a user applies a custom view, the number of records will show on the bottom, left side of each pane. These 
numbers (with the corresponding number on the image) show: 
 

1. Number of records displayed per page 
2. Number of records for the custom view at the user's location 
3. Number of total entries (also known as records) 

 
 
 
 
 
 
 

4. First, Previous, Next, and Last Navigation Buttons 
 
Users can navigate the records or search results by using the First, Previous, Numbered Pages, Next, or Last 
Navigation Buttons at the bottom, right side of each pane. 

 
 
 

 
• A blue button with white text shows the current page.    
• A white button with blue text shows an available page.  
• A white button with light gray text (or a Ø sign when users hover over the button) shows an inactive 

button.  
• The First button displays the initial page of results.   
• The Previous button displays the previous page of results.   
• The numbered buttons show the Page Numbers for multiple results pages and are in sequential order. 

ARM will default to Page 1 of the search results.  
• The Next button displays the next set of sequential pages of results.  
• The Last button displays the last page of results.   

 
5. Sorting Icons 

 
In the table of the results that display, each column has a sorting icon to the right side of the header.  
 
 
 
To sort the data in the columns, the arrows are toggle buttons, allowing a user to sort in ascending or descending 
order. 
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to a - icon.  Click the - icon to collapse hide the additional record details from view. 

Click the default state icon to see the ascending order and descending order icons.  

ICON DESCRIPTION 

 

This is the default state when results display.   

 

Selecting the ascending order (from smallest to greatest) lists items in this order:  
• Any blank fields  
• Numerically (starting with the smallest number)  
• Alphabetically (starting with the letter a) 

 

The descending order (from greatest to smallest) lists items in this order:  
• Reverse alphabetical order  
• Reverse numerical order (starting with the largest number) 
• Any blank fields  

 
 

6. Expand or Collapse Record Details View 

Throughout ARM, a + icon shows more information about that record is available.   
 
 
 
 

Click the + icon to expand and view the additional record details. When clicked, the + icon changes  
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Search, Add, and Edit a Trade Party in ARM 
 
This job aid describes how to search, add, and edit a trade party in ARM. The following areas are covered: 
 

1. Search for a Trade Party   
2. Add a Trade Party 
3. Edit a Trade Party 

 
1. Search for a Trade Party 

 
The search for a trade party function will be found throughout ARM in the following fields: 
 

• Importer 
• Shipper 
• Broker 
• Consignee 
• Producer 

• Applicant 
• Addressor 
• Addressee 
• Current Location of Commodity 

 
Each of the fields listed above has a dropdown list of all trade parties that were added by users at their work 
locations. At the end of the field, users will see the Search icon shown here: 

 
 
 
Steps to search for a Trade Party in ARM 

STEP ACTION 

1 Click on the Search icon in the field.  

 
 
The Find Trade Party window will appear. 
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2. Add a Trade Party 
 

 

Always search for a Trade Party and edit the Trade Party's 
information before adding a new Trade Party to the system.  
This avoids the same Trade Party appearing multiple times in the system. 

 
If the Trade Party is not found from the search, users can add a new Trade Party in ARM.  
  

STEP ACTION 

2 Enter at least three characters from the trade party's name in the Organization Name field. 

 
3 Select a Trade Party from the list. 

 
4 Click on the Select tab. 

 
Note: The selected trade party will show in the fields' dropdown box. It will also be saved to the 
dropdown list and available to all users in the work location after the record is completed. 
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Steps to add a Trade Party in ARM 

 

STEP ACTION 

1 Click on the Add Trade Party Hyperlink. 

          
 
A set of fields will show: 

 
 
Note: Required fields are identified with a red asterisk.  

2 Enter the organization name.  

 
 
Note: This is a required field. 

3 Enter a point of contact name, if available. 

    
 
Note: This is a not required field; Skip this step if needed. 

4 Enter phone and fax numbers, if available.  

   
 
Note: This is a not required field; skip this step if needed. 
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5 Enter email address, if available. 

 
Note: This is a not required field; skip this step if needed. 

6 Enter street adddress. 

 
 
Note: This is a required field. 

7 Enter city. This is a required field. 

 
 
Note: This is a required field. 

8 Select a country from the dropdown list. 

   
 
Note: This is a required field. 

9 Enter a zip code and county, if available. 

    
 
Note: This is a not required field; Skip this step if needed. 

10 Enter latitude and longitude, if available. 
 

   
 
Note: This is a not required field; Skip this step if needed. 

11 Click on Add Tab.  
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3. Edit a Trade Party 
 
Users can edit/update a Trade Party's profile in the system.  
 
Steps for editing a Trade Party 

 

STEP ACTION 

1 Search for a Trade Party. 

 

2 Select a Trade Party to be edited. 

 

3 Click on Edit Trade Party hyperlink. 

 

4 Update information as needed.  

 
 
Note: Required fields are identified with a red asterisk. 

5 Click on Update Tab. 
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