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User Guide: Entering Data for Document
Review Page in PIS ARM Workspace

Purpose: This user guide describes accessing and entering information in the Document Review
Page. The following areas are covered in this user guide:

1. Access the Document Review page.

2. Enter Document Information
3. Update/Delete Document Information

1. Access the Document Review Page

There are two ways to access the Document Review page from the Inspection Information page
after creating a record.
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Document Review
Event ID: FLORL24020001

1. Click on the Breadcrumb link which is located on the top
right side of the page

or.
2. Click on the Document Tab on the bottom right side of the page.

There are other ways to access the Document Review Page from the main workspace. Users can
click on the status listed in the Status Column.

Orlando PIS: AQI / PIS PHSS Workspace

& Inspections ¢ [l

When there are multiple commodities in a record; users will see “View Details” under the
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Status

View Details
Status column . Click on “View Details”, then find the commodity(ies) with the
“Pending Doc Review”, “Document Review in Progress”, or “Waiting for Documentation — Due
MM/DD/YYYY” to access the Document Review Page.

2. Enter Document Information and Uploading
files

This page consists of three Headings:

a- Heading Number 1 - |n Select Commodity

|ﬂAssociated Documenti(s)

b- Heading Number 2 -

[E) Select Document(s)

¢- Heading Number 3 -
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Document Review

Casmerals MBS Rl = = Al Bt L i e by e e e 1 BT

The Document information will be entered on Heading Number 3. Once the information is added
by the user, it will show on Heading Number 2.
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Note:

All required fields will show a red asterisk. Users must enter information in these fields. The
Document Review page begins with a new field: “Overtime?” This field will default to “No” but
there are other options in the dropdown list.

Select...

Govermment Overtime
Reimbursable Overtime

A. Refer to the table below, to determine which option to select from the dropdown list.

IF WORKING THEN

Government overtime Select Government Overtime
Reimbursable overtime Select Reimbursable Overtime
No overtime Leave the field as-is

B. Reviewed By is defaulted to the user logged into ARM. If needed, for the “Reviewed
By” field users can select any PHSS from their location.

C. Click on the Calendar Icon L= and select a date for the Date in Station.

Refer to the table below to learn how to enter Document information in the Document Review
page:

STEP | ACTION
1 Select the commodity(ies) under Heading 1 — Select Commodity.

B} Select Commodity

Note: If multiple commodities will have the same Document information; users can
click the “Select All” checkbox. All commodities will be checked, avoiding
checking commodities one by one.
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2 Select a Regulatory Type from the drop-down list.

Regulatory Type *

Select. .

Controlled Import Permit

Non-permit Seed

Permit Seed

Permitted Admissible/Restricted Plants
Postentry Quarantine

US Goods Returned

3 Click on the Commodity Split, if needed.

Note: This only works for a single commodity at a time. Refer to the User Guide:
Entering a Commodity Split in ARM.
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4A

Select a Document (s) on Heading 3 — Select Document(s).

IF ADDING A:

THEN:

Phytosanitary Certificate

1. Select Phytosanitary Certificate.

D Phiy i dnery CeeiFod

2. Go to Step 4B.

New Permits

1. Select a Permit.

2. Go to Step 4B.

Permit already entered

1. Click Show Stored Permit(s).

| Show Stored Permit(s)

2. Select the Permit.
3. Go to Step 5.

CITES Document 1. Select CITES Document.
D CITEE Ducismant
2. Go to Step 4B.
Seal 1. Select Seal.
2. Enter the seal number.
3. Go to Step S.
Other Shipment Documents 1. Select Other Shipment Documents
2. Enter the Description.
3. Go to Step 5.

Prohibited Commodity/Product

1. Select Prohibited Commodity/Product
2. Go to Step S.

Note: If there are multiple documents associated with the same commodities, users
can click the checkboxes to submit and link them together. All commodities will be
checked, avoiding checking commodities one by one.
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4B | Select Status/Discrepancy.

Status/Discrepancy

Present

Note: This field defaults to Present, but the user will be able to select the
Status/Discrepancy that applies in the dropdown.
4C | Enter the Document Number.

Document Number *

Note: This field will be required most of the time but will depend on the
Status/Discrepancy selected in the previous step.
4D | Click on the Calendar Icon to Select an Issuance/Expiration Date.

Issuance Date *

Or

Expiration Date

4E | Select a COE Treatment Schedule, SKIP this step if needed.

COE Treatment Schedule

Note: This field will only be available if the user selects Present — COE Treatment
Required in the Status/Discrepancy for the Permit.

Permit Status/Discrepancy

Present - COE Treatment Required v
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4F | For the Postentry Quarantine Permit, enter the Approved Growing Site, SKIP this step
if needed.

Approved Growing Site

4G | Upload files, SKIP this step if needed.

+Add files...

Note: To upload files, refer to the User Guide: How to Upload Digital Imagery
and/or Supports Documents on a Diagnostic Determination. This is a non-required
field.

5 | Adding and completing documents.

IF: THEN:
Click Add & Complete & Upload

Done entering documents

Add/Update & Upload Add & Complete & Upload

Note: After clicking Add & Complete & Upload,
will complete the Document Review.

Need to enter more documents | Click Add/Update & Upload

Add/Update & Upload Add & Complete & Upload

Note: After one commodity is added, most of the fields will remain with the values previously
entered. If users need to add more commodities, update the fields as needed, and click on “Add
Commodity”.
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3. Update/Delete Document Information

Once a Document has been added and appears under the Associated Document(s) Table, users
can update or delete the associated document(s) if needed. When users click on the document,
the row will turn green and two additional tabs will show on the screen.

Document Review
Event ID: FLORL240200

----------

Users will have the option of updating or deleting document(s) associated with the
commodity(ies).

Delete Clear

Refer to the table below to update or delete a document already entered:

IF:

THEN:

Updating a Document

1.

Click on the Document under Heading Number 2 —
Associated Document(s).

2. Select the Document.
3. Review information and update fields.
4. Click on Add & Complete & Upload.

Add/Update & Upload

Add & Complete & Upload

Deleting a Document

1.

Click on the Document on Heading Number 2 —

Associated Document(s).
2. Select the Document.
3. Click on Delete.

Delete Clear

Note: After following the steps above, if you still having issues updating or deleting a document
information, please contact the ARM Help Desk for guidance.
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