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User Guide: Entering Data for 
Predeparture Mail Inspection Results 
Page  
 
Purpose: This user guide describes how to access and enter information in the Predeparture Mail 
Inspection Results page. The following areas are covered in this user guide: 

1. Access Inspection Results page  
2. Enter Inspection Results information 
3. Select an Inspection outcome 
4. Update Inspection Results page 
5. Close a mail inspection record 
6. Locate Letter of Information (LOI) and Mail Inventory documents 
 
 
 

1. Access Inspection Results Page  
 
On the Inspection Results page, users will enter the results information after doing an inspection 
on an article. This will allow users to submit a pest found on an article, a determination for an 
unknown article and/or a regulatory action. 
 
A. From the Article page, there are two ways to access the Inspection Results page after a record 

is created.   
 

1. Click on the Breadcrumb link Inspection Results   
which is located on the top left side of the page. 

 

2. Click on the Inspection Results Tab  which is located on the bottom 
right side of the page. 

 
B. From the main Workspace, there are different ways to access the Inspection Results page.  
 

1. Click on the article listed under the Inspection Target column.  
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2. Click on “Multiple” to access the article Page.  

 

When there are multiple articles on a record; users will see “Multiple”  
under the Inspection Target column instead of the name of the article. Once in the Article 
page, users can navigate to the Inspection Results page using the breadcrumb Inspection 
Results link located on the top of the page or the Inspection Results Tab located on the 
down right side end of the page.  

3. Click on the link “Inspection in Progress”  under the Status column.  
 
 
 
 
 

2. Enter Inspection Results Information  
 
All required fields will show a red asterisk      . Users must enter information in these fields. 
The Inspection Results page begins with the field: “Overtime?” This field will default to “No” 
but there are other options in the dropdown list.  
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A. Refer to table below, to determine which option to select from the dropdown list. 
 

If you are working: Then: 

Government overtime  Select Government Overtime 

Reimbursable overtime  Select Reimbursable Overtime  

No overtime Leave the field as-is 
 

B. Click on the Calendar Icon    and select an Inspection date.  
 
Note: The Inspection Date field is a required field. The Inspection Results workflow could 
not be completed if a date is not selected. 

 
Refer to table below, to enter Inspection Results information. 
 

  

Step Action 
1 Select a type of breakage from the Is There Breakage field. 

 
2 Upload Package Image, if needed.  

 
Note: To upload images refer to User Guide: Upload Digital Imagery in ARM. 
This is a non-required field. Skip this step if needed. 

3 Click on the Article being inspected. 
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If the article is plant material that:  Then:  
Requires an identification by a Botanist 1. Click on the Article Determination 

checkbox. 

 
2.  Add remarks, if needed.  
3. Click Yes to proceed with 

submission for Article 
determinination, window appears.  

4. 
Wait for Area Identifier Final 
Identification.   

Note: When the article checkbox is 
disabled (see below),  this means that the 
Article Determination has been sent to 
the location’s assigned Botanist for a 
Final Determination.  

 
Does not require an identification by a 
Botanist 

Continue to Step 5 
 

4a  

If Article Determination: Then: 

Requires a routing form  1. Click on the ARM Generated Forms Icon. 

     
2. Click on the Event ID hyperlink. 
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Does not require a routing form  Continue to Step 5 
 

5 Select an inspector from the Inspected By field, if needed;. 
  

If the inspector is: Then: 

Different from user logged in  1. Select an inspector from the Inspected By 
Field. 

    
2. Continue to Step number 6 

Same as user logged in   Skip this step and continue to Step number 6. 
 

       
Note: The name showing on this field is defaulted to the user logged in ARM at the 
moment. A user could enter this data for another coworker.  

6 
If user will: Then: 

Update the Article information  Click Save 

Split the article 1. Click on the Commodity Split Tab. 

              
2. Refer to User Guide: Commodity Split.  
3. Continue to Step number 7. 

Enter the outcome of the 
inspection  

Skip this step and continue to Step number 7. 
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3. Select an Inspection Outcome 
 
Inspection outcomes is the result of the inspection on the article(s). Users can select multiple 
outcomes. The selected outcome(s) is either a no action required, pest identification needed, or 
regulatory action (PPQ 287) needed. These outcomes will show under Heading Number 3 of the 
Inspection Results page. 
 
To select the most appropriate Inspection outcome, refer to table below: 
 

7 If user will: Then: 

Upload an Article image 1. Refer to User Guide: How to upload 
Digital Imagery.  

2. Continue to Topic number 3. 

Not upload an Article image Continue to Topic number 3. 
 

Step Action 
1 Select an Inspection Outcome under Heading Number 3 following this guidance.  

If the inspection results in: Then: 

No Action is required Click on an appropriate box under the No Action 
Column, 

 

Pest Identification is needed Click on an appropriate box under the Diagnostic 
Request  
Required Column. 

 

Regulatory Action is needed (PPQ 
287) 

Click on an appropriate box under the Regulatory   
Required Column. 
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Note: Users could select more than one choice in any of the columns. For example; 
you can select Pest from the Diagnostic Request Required column and Remove article 
in Lieu of Identification from the Regulatory Action Required Column.  

2 Click on Add/Update.  
3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

If the inspection outcome is a: Then: 

No Findings 1. Complete inspection. 
2. Go to Step 4. 

Diagnostic Request 1. Scroll to down and Click on Diagnostic  
Request Tab.  

 
Refer to User Guide: Entering Data for 
Diagnostic Request Page. 
2. Go back to Inspection Results Page 
3. Complete Inspection.  
4. Go to Step 4. 

Regulatory Action 1. Complete Inspection. 

 
2. Go to Step 4. 

 

4 Enter Case Number/Warrant Number.  

 
Note: This field will populate if the number was provided on the Inspection 
Information Page 

5 Click on the Calendar Icon to select a date and time when Warrant was Executed. 
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6 Enter where a copy of the warrant and inventory will be left. 

 
Note: This field will always populate “Within Subject Parcel”. But you could edit this 
information as needed. 

7 Enter the name of the USPS person present during the inventory. 

 
8 Enter all Non Agricultural Inventory. 

  
9 Click on Save. 
10 If a PPQ 287: Then: 

Needs to be created it; Click on Create 287 tab. 
    
 
Note: Refer to User Guide: Creating and Submitin   
PPQ 287 in ARM. 

Does not needs to be created it; 1. Click on the Close Tab. 

     
2. Scroll up and Click on the ARM Generated 
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Forms Icon located at the upper left side 
 of the screen. 

         
Note: ARM will re-direct you to the ARM  
Generated Forms page. 

 
3. Click on the Mail Inventory and Letter  

of Information.  
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Note: You will be able to print out these documents if needed.  

               

 

4. Update Mail Inspection Results Page 
 
After a user completed an inspection, it’s possible that the data entered might need to be updated. 
There is two ways of updating information.   
 
A. From the Inspection Results Page:            

 
If the record was completed and users are still on the Inspection Results page; refer to table 
below: 
 
Step Action 

1 Select Pending Inspection under Complete Column, which is under Heading 5. 
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B. From the Main Workspace:  

If a user is on the main workspace and needs to update information on the Inspection Results 
page please refer to table below: 
 

If status of the record 
is: 

Then: 

Pending Quarantine 
Recommendation 

1. Click on the Status Hyperlink. 
2. *Recall DR. 

     *To recall a DR, refer to User Guide: Enter information 
on Diagnostic Page”. 

3. Go into Inspection Results  Page: 
a- Click on Inspection Results Tab located on the down left 

2 Click in the article checkbox on Heading number 5.  

 
3  

 If users wants to: Then: 

Delete outcome Click on Delete Outcome Tab. 

Update outcome Go to Heading 3, Update outcome and Click on 
Add/Update Tab.  

Update any other information in 
the page 

Update any information on Heading number 1 or 
Heading number 2 If applicable: Click on Save 
Tab under Heading 2. 

 

4 Go to Heading 5; Select Inspection Completed under Complete Column.        

 
Note: Once all updates are made, users must complete the inspection once again. 
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side of the Diagnostic page.   or; 
b- Click on Inspection Results Breadcrumb link on top left 

side of the page.  
4. Refer to steps 1-4 from previous table.  

Pending 287issuance  1. Click on the article on Inspection Target Column. 
2. Go to Inspection Results page. Use tab or breadcrumb link. 
3. Refer to steps 1-4 from previous table. 

Issued PPQ 287  1. Go to Regulatory Action Pane. 
2. Select Show Complete 1, 3, 7 or 30 days accordingly. 

 
3. Look for the record and Click on Cancel. 
4. Click Ok when a window appears on screen for user to confirm 

the action. 

  
5. Click on hyperlink and re-submit 287 when record returns to 287 

in Progress Status. 

Closed   1. Contact Area Identifier (AI) to recall Final Determination. 
6. 2. Refer to Status Pending Quarantine Recommendation Status 

steps on this table. 

 
5. Close a Mail Inspection Record 
 
The Mail Inspection record must be closed after the submission of the PPQ 287.  The closing of 
the record is necessary in order for ARM to be able to generate the Letter of Information (LOI) 
and the Mail Inventory documents.  

When a PPQ 287 is submitted, ARM will redirect users to the main workspace. From the main 
workspace users will access the Inspection Results page to close an inspection record.  
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To close a Predeparture Mail Inspection in order to create a Letter of Information (LOI) and Mail 
Inventory documents, refer to table below: 

 

 
6. Locate Letter of Information and Mail Inventory 
Documents 
 
After a Mail Inspection record has been closed, ARM is able to generate the Letter of 
Information (LOI) and Mail inventory documents. To locate these documents in ARM, refer to 
table below.  
 

Step Action 
1 Click on status 287 Issued hyperlink located on the Records Pane. 

    
ARM will redirect users back to the Inspection Results page.  

2 If information for the warrant 
was: 

Then: 

Entered previously Go to step 3. 

Not entered previously  1. Enter Warrant information under Heading 6. 

 
2. Click on Save. 
3. Go to step 3. 

 

3 Click on Close. 
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1 Click on the ARM Generated Form Icon located on the left side of the page. 

 
2 Click on the Mail Inventory and Letter of Information links. 

  
3 New windows with PDF Mail Inventory and Letter of Information documents will 

show. Print if needed.  
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