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WELCOME!

USDA APHIS Plant Protection and Quarantine (PPQ) has a new option to submit PPQ
526 Applications for Pest Permits. This user guide will take you through the process of applying and

how to request and amendment or cancel an issued permit if needed.

If you have not logged into APHIS eFile yet, please refer to the APHIS eFile First Time User Guide.

If you’ve already gone through the first-time user process and are an organization admin, refer to the

APHIS eFile Organization Accounts User Guide.

For more APHIS eFile PPQ Form 526 support materials:

Check out our "How to" playlist on the APHIS YouTube Channel

Review this and other User Guides online on the APHIS eFile Training Page



https://www.aphis.usda.gov/help/eFile/efile-first-time-user-setup.pdf
https://www.aphis.usda.gov/help/eFile/efile-organization-accounts.pdf
https://www.youtube.com/user/USDAAPHIS/playlists
https://www.aphis.usda.gov/aphis/banner/help/efile/efile-training
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I AM THE APPLICANT

Before you apply for your PPQ 526 permit application, there are several things to note when applying in eFile.

eFile PPQ 526 Application:
« Each application has a unique application number, labeled with A - ####H##H##

Post Application Submission:
* You will receive email notifications once a permit or letter has been issued. You will also be able to access your permit or letter directly in eFile.
* You will still be able to access your permits in the Automated Commercial Environment (ACE) system.
* In eFile there are two different permit numbers:
1. System Generated Permit Record Number Example: A-00123456
This number is the Record ID number that is autogenerated when a permit has been created. This is not a smart number, and does
not represent the year, permit type, or any additional information.
2. APHIS Permit Number Example: 526-20-201-00015
This number will be on your permit and the number that CBP will reference when importing your articles into the U.S.
The format of this number is: Permit Prefix-Calendar Year-Ordinal Day-Sequential Number

The Permit Prefix indicates the type of permit.
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Step 1: Sign into APHIS eFile & Create a New Application

Q An official website of the United States government Here's how you know >
|

USDAA imal and Plant He lhI spec
LoLA

° Navigate to https://efile.aphis.usda.gov/s/ in Google Chrome,

Firefox, Edge, or Safari (eFile is not supported by Internet

Explorer).

Welcome to APHIS eFile

Apply and manage your APHIS applications, registrations, permits and licenses.

e Select Login and sign in using your eAuthentication username

and password. If you are not eAuthenticated, select Create an
Ready to Apply?

Account and follow the steps to become eAuthenticated. You must

be eAuthenticated to apply in APHIS eFile.
Welcome to APHIS eFile

Apply and manage your APHIS applications, registrations, permits and licenses

e Under the Ready to Apply section, select the PPQ-526 Application.

Q Select Get Started to begin your application.

Ready to Apply”

Start here if you already know what license, registration or permi

Note: If you have more than one account in APHIS eFile, use
the drop-down to select your Sharing Organization.

DDDDDD
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Step 1: Sign into APHIS eFile & Create a New Application

e Determine if this is the correct application for you. If it is, select Proceed to the PPQ-526 Screening Questions.

Start a PPQ 526

Welcome to the OMB#: 0579-0054, 0579-0088 and 0579-0207
PPQ 526 Application

Proceed if planning to engage in the business of importation, interstate movement, possession, or release into the environment of
plant pests, biological control organisms of plant pests and weeds, bees, parasitic plants, and Federally listed noxious weeds.
To amend, renew, of transfer a permit, start from the permit's card in My Activity,

Application Process

1. Check Agricultural Commodity Import Requirements (ACIR) to verify the requirements for your arficles.

2. _ Ifyour articles require a permit, complete the PPQ 526 Setup Assistant. You will not be able to change answers from the
PP 526 Setup Assistant once you start the application process.
You'll need to identify:
- If you will claim Confidential Business Information (CEBI) in your application
- Intended Use
- Movement Type

3. After completing the PPQ 526 Setup Assist, continue to fill out and submit a PPQ 526 application.

4. Once submitted, PPQ will begin processing your application. Processing typically takes 80 business days or longer.

» My articles are select agents or toxins

» Paperwork reduction act of 1995 statement

Cancel Proceed to the PPQ-526 Screening Questions
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Step 2: Complete Setup Assistant Form

e Once you have created your new application, you will land on the PPQ 526 Setup Assistant part of the application. Answer the

guestions to proceed.
e Select your Intended Use.

e Select your Movement Type and Claim as CBI by selecting the checkbox (If Applicable).

PPQ 526 Setup Assistant

e © o)
li olicies regarding

Back inue
| Note: These answers cannot be changed after you start the application. 3
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Confidential Business Information (CBI) Information

How to Claim CBI: If you indicate your application will contain CBI, you will see shield icons next to all fields available that can be

claimed as containing CBI on the application.

To claim information as CBI, you will either use square brackets [ ] or a Claim as CBI checkbox. On CBI applications, you will be able
to denote CBI data in most text fields by typing square brackets [ ] around the confidential business information. Certain fields with
restricted input types, such as numeric fields, email addresses, and drop-down list have a corresponding “Claim as CBI” checkbox

under the field if it may be claimed as CBI.



e
Step 3: Identify Responsible Parties

Once you have created your new application, you will land on the Applicant/Permittee Contacts section of the application. In this

section you will identify the responsible parties for your import article(s).
Types of responsible parties include:
@ Applicant — The individual is who is applying for a PPQ permit.

@l Permittee — The individual who is the permit holder or responsible party and whose name will be on the permit.

10
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Step 3: Identify Responsible Parties

My Details

° Confirm that your information on your Contact Card is up

plicant
to date. If you are a first-time user, you may need to provide é
. ) ] ) *Will you be the permit c?o
additional contact information such as your business and/or () Thomas Crowne £q ‘ Y
No, I'm applying on behalf of the permittee
ih Business Address Mailing Address
mailing address and phone number. s A P hacress.
. . . . Waterville, Alabama 55697 Waterville, Alabama 55697
e Answer the required question, “Will you be the Permittee?” || unitadstates United States
(312) 456-7878
to indicate whether you will be the permit holder. omesernegsdRpradust

» If you select No, you will need to provide the Permittee’s

contact information in an additional section of the page.

Hand Carrier Details

Note: Depending on your Movement Type, you may not have this section.

} ) B . Hand Carry Request e
Q Answer the required question, “Do you want to request permission to hand
. . ” * Do you want to request permission to hand carry articles in personal baggage?
carry articles in personal baggage?”. 8 Yoc
» If you select Yes, answer the follow up question. Depending on your answer, e

use the Hand Carrier IDs table to add your hand carrier contact information.
11
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Step 4: Add Articles

Article Details

e Specify the Pest Article Type and Equipment Access by

selecting an option from each drop-down. You can select | lllllllllllllllll — — - ?
Soesand Thei Posts Parasites, and Pathogens X v | Scresrhouse X Insect Cages x .
multiple answers for both. —
e Select Add Articles to begin adding your articles and I T l?
complete all the required fields in the pop-up window. oo o e smtoct arteies @
€@ Search for and select your article. If you can’t find your i —— x
article in the search, select the “l can’t find my article” @
checkbox. You will be prompted to enter the article name in | L.~ . G
a free-text field. | O scarsbasi
@ Enter all required information about your article and select | w « . O Abacis nicppe
Add to finish adding your article. Sl O Abacis
| Note: Repeat these steps to add multiple articles. O Bombus
S——
e Each article you add will have its own tab and associated s o v
fields. Use the Save and Next Article button to save the ettt
current article’s details and move to the next article. 12
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Step 4. Add Articles

Article Details

Complete all required fields and Shipping and Transport
iInformation for each article.
e Enter shipment details by selecting Add Shipment Details.
€@ Add Shipment Details by answering all required questions
and selecting Add. In the first question, you can apply
shipment details to all articles on your application.
e After adding shipment details, select Save and Next Article to
navigate to the next article and enter information.
e After adding all articles to your application, select Save and Next

to move to the next section of the application.

Note: A checkmark next to the Article name indicates all required

fields are complete.

Shipping and Transport

v

Add Shipment Details i

You : : : G
Click the Add Shipment Details Add Shipment Details

*Shipment Information

Shipment Details

Instructions

Enter the following information about where the article is shipping from.

*What articles do the shipment details apply to?

lllllllllllllll
This article, and addtional articles to be selected after entry
llllllllllll

*Shipment Information

CountryorContinent @~ Address @~ Contact Name

South Africa Noaddress @~ Nocontact

Total records: 1

| Save and Next Article i 1 3

Save and Previous Article
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Step 4: Add Articles

Article Details

You have the option to copy your shipment details from one article to other articles on your application.
0 Select the article actions drop-down on the article you want to copy shipment details from and select Copy Shipment Details to
additional articles.
e Select the article that you would like to copy shipment details to by selecting the checkbox associated with the article.

G Select Copy Shipment Details to Selected Article.
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Instructions
Select articled to copy the shipment details to. You can only select articles which have already been added to your application.

i o copy shipment details to

~ Collection Origin

aaaaaaaaaaaaaaaaaaaaaaaaaaaaa
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Step 5: Add Destination Detalls

Destination Details

Use the destination cards to search for and select your destination location/facility. Depending on your application’s intended use,
you may be able to select more than one destination.
e After searching for a destination, choose one by selecting the Select as Destination button. If you do not see your location
listed, select Create New Destination.
e You can add multiple destinations to your application by selecting Add Another Destination and repeating these steps.

e Answer the required question, “Is this a release?”. If you answer yes, you’ll be required to enter the release address

|nformat|0n Is this a Release?

* Release State

i
ooooooooooooooooooooooooooooooooooooo

*Release Zip Code

ddddddd

Outdoor Field 1025 Arlington Blvd Outdoor Field
Farmington,CT 06032 Arlington,VA 22209

‘ Note: Facilities that have already been approved by PPQ will have a green “Containment Facility” banner. s
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Step 6: Add Document Detalils Documen ts

Document Details

e In the documents section, if you indicated that there is Confidential Business Information (CBI) on your application, you are
required to provide justification:
@ Enter CBI Justification as text by selecting the checkbox and entering information in the free-text field.
OR
@ Upload CBI Justification documents by selecting Add New File. When adding a file that contains CBI you are required to

also upload a CBI deleted copy of the file.

16
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Step 6: Add Document Detalils Documen ts

Document Details

e To upload CBI Justification or additional documents Add New File
to support your application, select the Add New

File button and answer the required questions.

e Enter any additional information for your application. File Deserition
Select an Option

Q Select Save and Next.

Additional Information

ttttttttt
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Step 7: Review and Submit

Certify and Submit

° Read through each section to make sure the information entered is correct and then Confirm Information Accuracy &

Accept Regulations by checking the two boxes.

e Select Submit Application.

Confirm Information Accuracy & Accept Regulations

18
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Step 8: Submission Confirmation

Congratulations! You have submitted your application. You will receive an email from APHIS eFile once your application has been
processed. You will also receive an email whenever a Permit or Letter is issued and when there are additional actions you need to

take.

Note: Check your junk mailbox if you don’t see an email from aphis.efile@usda.gov in your inbox.

Congratulations, your application has been submitted and itis  rras2sappicaton summary
being I'EVIewed! Application Number

A-00121454
A confirmation email has been sent to the primary email address in your profile. Status

Submitted
Once your application has been processed, you will receive a confirmation email. You can also log back in to review your application status at a

later time. Submission Date

512512022
To ensure our emails reach your inbox, we recommend you add aphis_efile@usda.gov and support@salesforce.com to your address book.

&, Download Application PDF

Add the APHIS eFile emails

aphis.efile@usda.gov and

Select Download eck that your articles meet all legal requirements! SUpport@SaleSforce-Com to

icati our address book to prevent
Ap p l IC atl on P D F bility to regularly check Agricultural Commodity Import Requirements (ACIR) to make sure all conditions met. Rul y - - p

of your application.

sent to junk.

If you have any guestions regarding
admissibility, please visit
https://aciraphis.usda.gov/s/ or email
Q acirdatabase.comments@usda.gov. 19
. N
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1 AM AN APPLICANT

|l want to respond to an applicant questionnaire.

Step 1: Sign into APHIS eFile and navigate to your application details page
Page 21

Step 2: Respond to questionnaire questions
Page 22

20
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Step 1: Sign into APHIS eFile and Navigate to Your Application Details Page

° Navigate to https://efile.aphis.usda.gov/s/, select Sign Up | Sign In, and log in using your eAuthentication username and

password.
e Select the My Activity tab.
e Update the Display Recent filter to All Time.
Q Either search for your application using the A-000 number or use the filters on the left to find it.
e Select the View Details button to navigate to the application details page.

spection Service ) i
Filter ‘ A-0D124035 E (]
=ear fn Showing 378 of 3 Zaaems rt by

Filters Applied (0)

USDA Animal and Plant Health
«ll Us. DEPARTMENT OF AGRIGS!

HOME ‘ GUIDEME MY ACTIVITY

Applications (320)

o Mew View Details Clone Application
Commodity Type Starte d Submittad Status
Fruits and Vegetables 06/02/2022 QEf02r2022 Applicant Action Reguired
H Ref#: A-00124035 | Program: PPQ | PPQ-526 +] View Detail Clone Application
Starte d Submitted Status
06/03/2022 06/03/2022 Applicant Action Reguired

Pending APHIS Review (36)
Pending Inspection (3)

21
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Step 2: Respond to Questionnaire Questions

e Select the Applicant Questionnaire tab. ? N I recors e
e Read the instructions. T — Other Details

Commercial Biclogical plant incculations?

Intended Use Will you be conducting
e Answer all the questions. Red asterisks indicate required| wstutons o aspiicant questionire e

Breeding/MNo breeding)

Please read and answer the guestions below to the best of your ability. Depending on what kinds of answers are required for
Movement Type

each question, you will need to do cne or both of the following:
answer types - s select 'Yes', "Moo, 'N/A', or 'Don't Know' Impert

« enter an answer or explanation in the 'Comments’ field

Q If you need to upload your Standard Operatlng Procedure The required answer fields for each guestion are marked with a red asterisk.

Application
We request that you attach your Standard Operating Procedure (SOP) using the Add New File button on the right side of the

(SOP)’ Select Add NeW Flle’ add a flle descrlptlon’ and D.'-IEE |f§,oud|dnot.|3rewiusl.} attac |tt05.c:urap|3l|cat|0r! hen u. I'I’Ilttl.l'iglt FDrdII’ECIIDI‘ISC!n hat should be included in
your SOP. see the linked SOP Example. Any other supporting files, including photographs or videos, can also be attached
Add New File

using the Add Mew File button on the right side of the page. Files

select Upload Files to select your document.

When you are done, select the Save and Submit button. ¥ou have no supporting documentation.
Click on the Add Fife-button to attach Word

e To send the questionnaire back to PPQ, select Save and | Aeplicant Questionnaire Poouments,PDFe, IPEGS, Exoo Spromshoots and
0 of 1 Questions Answered 5
Submit Questionnaire. Test? e

Need Help?

* Plaase select an option
Yes
Mo

Comments

Upload File

Instructions

If you have any further questions, please call 1-B66-524-
5421 or 301-B51-2357 or email Pest Permits@usda.gov.

Write a brief overview of the information each file contains. Then, upload or drag and drop one or
more files.
Example: This spreadsheet lists all of my product manufacturer's contact information.

Save

If you have any guestions regarding admissibility, please
visit https:/faciraphis.usda.gov/s/ or email

File Description

Standard Operating Procedure

Save

Save and Submit Questionnaire

&, Upload Files Ordraop files

Cancel

22
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| AM THE APPLICANT

| want to respond to draft permit conditions.

Respond to Draft Permit Conditions in APHIS eFile (eAuth Users)
Page 24

Respond to Draft Permit Conditions if you do not have an eFile Account (Non
eAuth Users)
Page 26

23
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Step 1: Sign into APHIS eFile and Navigate to Your Application Details Page

° Navigate to https://efile.aphis.usda.gov/s/, select Sign Up | Sign In, and log in using your eAuthentication username and

password.
e Select the My Activity tab.
e Update the Display Recent filter to All Time.
Q Either search for your application using the A-000 number or use the filters on the left to find it.
e Select the View Details button to navigate to the application details page.

spection Service ) i
Filter ‘ A-0D124035 E (]
=ear fn Showing 378 of 3 Zaaems rt by

Filters Applied (0)

USDA Animal and Plant Health
«ll Us. DEPARTMENT OF AGRIGS!

HOME ‘ GUIDEME MY ACTIVITY

Applications (320)

o Mew View Details Clone Application
Commodity Type Starte d Submittad Status
Fruits and Vegetables 06/02/2022 QEf02r2022 Applicant Action Reguired
H Ref#: A-00124035 | Program: PPQ | PPQ-526 +] View Detail Clone Application
Starte d Submitted Status
06/03/2022 06/03/2022 Applicant Action Reguired

Pending APHIS Review (36)
Pending Inspection (3)

24
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Step 2: Respond to Draft Permit Conditions

e Select the Conditions Review tab. Application Ref#: A-00103288 (ABIEACIeRREaIe: View Application PDF  More Actions v
. . PPQ-588 | Applicant: USDAeFile Applicant | Permittee: Ashok Anant2 | Submitted on: 3/17/2022
e Read the instructions and any notes from PPQ.
G Read and res pon d to all conditions. - Complete conditions review by 06/19/2022 Details  Locations  Contacts
:_ I Provide a response to each of the draft permit conditions is in the Conditions Review section. Application Details
. . . . . Submit a response to all conditions by the specified date to avoid delay in processing your
e Read the authorization statement. If you indicate that the wotkaton, e G e dShy ety -
New Application P-00162681
statement needs edits, enter them in the free-text field. Q
article Conditions Review Article(s) Conditions Review

e Select Save and Send Conditions Draft Back to PPQ.

Hand Carrier Details Conditions Draft

Hand Carrier Details Instructions

Review these conditions and agree or provide a comment if you disagree. You must send this draft back to PPQ by
i i i i . X i i . X . 07/08/2022 or this application risks being voided.
Review this authorization statement, and note if edits are needed regarding personal identifiable info on the entities you

mentioned. Examples include name misspellings, incorrect addresses, etc. Q Conditions Draft

0 of 3 Conditions Completed
*Packaging

. B L . . . All packages for transport must minimally consist of inner/primary and out/secondary package, both in a securely sealed
Chemlcal-"fphymcal analyﬁlﬂ in a controlled laboratory environment at the named famllty on the permit. tertiary container so that all are effective barriers to prevent escape or unauthorized dissemination.

* Authorization Statement

USDA-APHIS issues this permit to Ms. Crowne. The permit authorized the importation of soil from all foreign sources only for

. *Please select an option
* Please select an option P
Agree

This statement has errors Disagree
No edits needed

*Hand Carry

Unless the regulated soil is hand carried by an individual specifically authorized in this permit, it must be shipped by bonded
carrier to the port of entry.
Additional Comments
*Please select an option
Agree
Disagree

Save

25
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Step 1. Navigate to Your Email and View the Draft Permit Conditions

° Navigate to your inbox and find the email sent from review@clm.docusign.net. The emails subject will be APHIS eFile: Permit

Condition Review.
e As the email explains, to review the permit conditions, you first must select the Review Online hyperlink.
e Review the pop-up window on how to Complete Your Review, and then select Got it.

Q In the review section, use the download icon to save a copy to your computer.

Review
o % Re — [T H .
ow to Complete Your Review .
P Review
There are a few ways you can update or comment on this document to complete Instructions
your review for SpringCM AP User.
he document(s) or
E How to complete your review: er. Whe are done
reviewing, continue to the next step.
1. Download or read the document in the browser
: 2 |f you update the document, upload a new version ;

You have a document for review youtp P | 1Document for Review

3. Add notes or a message in the Comments field
D ] PPQ non-eAuth Permit Conditions ... ol

eeeeeeeeeeeeee 22

ns by selecting
een reviewed, i Review the document online

Use our secure review platform to
view and edit the ents right
from your brows

26
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Step 2. Save and Send Conditions Back to the PPQ Permitting Team

Q Once the copy is downloaded, then edit the word document and add your responses. Manually type “Agree” or “Disagree”

for each condition. If you disagree, please add an explanation or some suggested changes.

Save your document once you are done editing the conditions and the select next to land in the edit section of the page. Use

the Select File button to upload the saved word document with your response.

After you upload the file, select next in the edit section which will bring you to the comments section.

Add any comments, and then once you are done, select finish. Your review is now complete and sent back to the PPQ

team.

- Edit Comment Review

Edit Comment Review Edit Commen it

4.0) SHIPPING REQUIREMENTS DURING TRANSIT: Transiting material must be physically separated °
from (i.e. not commingled with) agricultural material destined for entry into the United States. Edit

Admissible material may not be commingled with restricted/prohibited material. Admissible Review Com ment

material may be shipped in open top boxes or cartons securely stacked on pallets with a cover or

insect proof barrier over the top of the pallet. All material that does not meet U.S. requirements for Instructions

entry must have at least one of the following pest-proof shipment safeguards prior to U.S. arrival: Instructions Instructions

a) Insect or leak-proof cartons with no tears or gaps; b) Shrink-wrapped stack(s) on pallets with If you edited any document, upload your

cardboard or an insect proof mesh material on the bottom of the stack(s); c) Insect proof mesh To begin, download the document(s) or new version. If you do not have any edits to Add comments for your review here. Once
(maximum mesh size 0.60mm) completely covering the articles with no tears or gaps (including the review in the browser. When you are done make, please select "Skip" to finish your your review is complete, your comments

bottom); d) Covered with a barrier to prevent pest escape, with no tears or gaps with cardboard or reviewing, continue to the next step. review. and/or document(s) will be passed along to
an insect proof mesh material on the bottom of the stack(s); €) Unit Load Device (ULD) containers i
with solid closed doors that remain unopened throughout transit, such as an LD3 or LD7/9. s e P [ reviewer.

Permittee Response (Agree or Disagree): Agree

Permittee Comments: PPQ non-eAuth Permit Conditions ... 4 Comments
I | Drag and drop here !

5.0) TRANSLOADING AND STORAGE: If the "Transloading Authorized" field indicates "Yes" on the

SELECT FILE
first page of this permit, then all transloading activity (i.e. breakdown of pallets or transfers of
pallets/boxes out of a truck trailer, marine container, or air ULD) is authorized ONLY if approved
and/or supervised by CBP Agriculture Specialists. Storage facilities must be customs bonded and all
in-bond material must be kept segregated from material stored in the facility for entry, even for Updated Document(s)

short periods of time.
PPQ non-eAuth Permit Conditions... X

Permittee Response (Agree or Disagree): Disagree
Permittee Comments: | would like to suggest....

27
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VIEW OUTCOMES

Access Permits and Labels
Page 29

Access Letters
Page 31

28



i

View Outcomes — Permits and Labels

When a permit is issued, you will receive an email with the

permit PDF attached. To access the permit in eFile:

k=] Filter

Filters Applied (1)

Activity Type
Applications (0)
Letters (0)

B 526-22-165-03442

Clear All

Showing 2 of 593 items

Display recent

Last 30 Days w

Sort by Select an option

+| Permits (2)

Ref#: P-00165270 | Program: PPQ | PPQ-526

© New View Details
Permit#: 526-22-165-03442

More Actions w

e Select the My Activity tab.
e Use the search bar or filters on the left to find S

Permittee Issued Effective Expires Status
Test1 USDAeFile 06/14/2022 06/14/2022 06/14/2025
Renewal (0) Applicant1

Transfer (0)

Status
Applicant Action Required / Waiting on Ref#: P-00165266 | Program: PPQ | PPQ-525a ) View Details More Actions w
Customer (0) Permit#: 525-22-165-03440

your permit. The email you received will include

your APHIS permit number, but if you are unable to

el Permi Issued Effecti Expi s
find your permit, you can also search for your el

Ref#: P-00165270 @17

526-22-165-03442 | | PPQ-526 | Applicant: Testl USDAeFile Applicant] | Permittee: USDAeFile
Applicantl | Effective: 6/14/2022 - 6/14/2025

06/14/2Q, 06/14/2025
View Permit PDF More Actions w

Details Locations Contacts

related application (A-000) and navigate to the

permit (P-000) from there.

Admissibility may have changed. You must check ACIR before importing.

I 1 H I __: You must check ACIR ta verify the most current import conditions and verify next steps as the admissibility of you import
Select View Details. =@ st tochangs.

Q Select View Permit PDF.

Permit Details

Permit Type Application Ref #

A-00127432

Print and attach Plant Inspection Station Labels
Before shipping, you are required to attach Plant Inspection Station labels to each package of articles. This routes your

. . o ! shipments to a Plant Inspection Station from the U.S. Port of Arrival. You can access these labels below the Articles Record Type

To view associated labels, scroll to the labels Pra520

Organization

New Application

USDAeFile Applicanti
q A Acc t
Hand Carrier Detalls oun

section and download all labels, or each label

individually.

Hand Carrier Details

Do you want to request permission to hand carry
articles in personal baggage?

No

Other Details

Intended Use
Consumption (Human and
MNon-Human)

Movement Type

Will you be conducting
plant inoculations?

29
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View Outcomes — Permits and Labels

Shipping Labels

Labels
To generate shipping labels for your issued permit: q
° Navigate to your permit details page (see the previous slide for help). | & Permittabels . |
e Scroll to the Labels section and select Generate Labels. PR ISR Tor 2 GESHNAon nOT on T pEmimay be agieq by HE sl and wilps maed es HRlkee
G In the pop-up window, select the port you'd like to generate labels for. ik the “Generate Labels. buon 1 generae abes o your sipment

Q Enter the number of labels you'd like and then Generate Labels.
G Repeat the process to generate additional labels.
G Download an individual label by selecting the associated download

icon. Download all labels by using the Download All Labels button. Generate Labels

@ Permit Labels &, Download All Labels Generate Labels o
* Select a destination for your labels

Florida Containment Facility: 3092 Film St., undefined, Orlando, Florida (FL), 30294 X

Labels intended for a destination not on this permit may be added by PPQ staff and will be marked as “Unlisted".

Label Number Destination Status * Quantity of Labels Needed
526-22-199-0354420 PPQ Test Port: Miami, Florida Active &, :

526-22-199-0354419 PPQ Test Port: Miami, Florida Active o

526-22-199-0354418 PPQ Test Port: Miami, Florida Active &,

526-22-199-0354417 PPQ Test Port: Miami, Florida Active

526-22-199-0354416 PPQ Test Port: Miami, Florida Active o

526-22-199-0354415 PPQ Test Port: Miami, Florida Active +
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View Outcomes — Accessing Letters

Letters
v= r Search your activity
; Sort by Select an option v

If your application results in a letter of denial or no permit | riers aspteacy CarAl  shonying 13 of 593 tems

required, you will receive an email with the letter PDF e
eeeeeee 0)
attached. If you would like to access the letter in eFile: D '“m“” I R+ 200129485  Program: Q| PPa-525

e SeIeCt the My ACtIVity tab. :Zj?:’;;em s Applicant . Started Submitted @~ Status

2222222222222222222222222222222
eeeeeee (0)
eUse the search bar or filters on the left to find your franster©
. ] e a Ref#: A-00127062 | Program: PPQ | PPQ-525a (+]
application (A-000).
Applicant Started Submitted
eSeIect View Detalls. Aoolicat
pplication
QScroll to the Files section and select the File Name
hyperlink to open the letter. |
Files Add New File

ile Name v  File Type Descript... v

pdf

“d4 4 > » Total records: 1
Pagelofl
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1 AM AN APPLICANT

| want to amend or renew an eFile permit.

Step 1: Sign into APHIS eFile and find your permit on the My Activity page
Page 33

Step 2: Amend or renew your Permit
Page 34
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Step 1: Sign into APHIS eFile and find your permit on the My Activity page

Navigate to https://efile.aphis.usda.gov/ in Google Chrome (eFile is not supported by Internet Explorer).

eLog in to eFile using your eAuthentication credentials.

eSelect the My Activity tab and update the Display recent drop-down to View All.

eUse the search bar or filters to find the permit you want to amend or renew.

QSelect the More Actions drop-down and choose Amend Permit or Renew Permit.
« Allissued and active permits are eligible to be amended.

« Allissued permits that are within 90 days of expiration or expired are eligible to be renewed.

* You can only complete one of these actions at a time. E.g., if you've applied&mend your permit, you are not able to renew

until the amendment is processed. = | °
Filters Applied (1) Clear All Showing 2 of 593 items p v
USDA Animal and Plant Heal .
— ctivity Type isplay recent
«lll s DEPARTMENT OF AGR sestcni (3 L ‘
mits (2)
HDME ‘ GUIDE ME t a Refi: P-00165270 | Program: PPQ | PPQ-526 © New View Detlls More Actions w Q
t Ty Permit#: 526-22-165-03442
ndment (0) . '
New (2) Permittee . Issued Effective Expires Stat
Note: APHIS eFile amendments and renewals have an | | renewal ©) poeegrere o oonEEE L oonwEoze 06772029 Q@ ~renarerni
Transfer (@ )
‘A’ and “R” added to the end of the permit number, A1= | | st .
Applicant Action Required / Waiting on Ref#: P-00165266 | Program: PPQ | PPQ-525a © New Viewped | eETEmE
amendment 1, A2 = amendment 2, etc. and R1 = renewal C”Sf"‘er@d o Permiti: 525 22116503440 ] Change Organization
pprove
1, R2 =renewal 2, etc. (e.g., 526-22-165-03442A1). 33
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Step 2: Amend or Renew Your Permit

e Read the pop-up window and select | understand & Continue. You will be taken to a new, amendment or
renewal application. All data from your previous application will be copied into the amendment application.

e Edit your information as needed.

e If this is an amendment, on the Review and Submit page, add your reason for amendment. This is not applicable

for renewals. Amendment Reason
Q Certify and Submit.
* Amendment Reason
I am amending because my article details have changed.
A

Confirm Information Accuracy & Accept Regulations

Check the box below to confirm that you agree that the information you have entered is accurate. Then, click the “Submit Application” button to submit vour application and view
¥

eby certify that the information in this application is complete and accurate to the best of my knowledge and belief.

WARNIMG: Any alteration, forgery, or unauthorized use of this document is subject to civil penalties of up to $250,000 (7 U.S.C 7734(b)) or punishable by a fine of not more than
$10,000, or imprisonment of not more than 5 years, or both {18 U.5.C 1001).

Back Save and Exit
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CANCEL PERMIT

Step 1: Navigate to My Activity Page and Search for your Permit
Page 36

Step 2: Select Cancel Permit, Add Cancellation Explanation, and Submit
Page 37
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Step 1. Navigate to My Activity page and search for your Permit

e Navigate to the My Activity tab.
e Search for your permit by using the search bar or the filters on the left.

You can search for
your permit number

using P- or 588-
Welcome to APHIS eFile My Activity numbers

Apply and manage your APHIS applications

, permits and licenses.
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Step 2: Select Cancel Permit, Add Cancellation Explanation, and Submit

0 Select the dropdown arrow next to the Permit card and select Cancel Permit.

e Enter the reasoning behind your permit cancellation request in the Explanation field and select Submit.

Your permit cancellation request will be reviewed by APHIS. Once it has been reviewed and approved by APHIS you will see a

cancellation banner on the permit details page.

E Ref#: P-00165270 | Program: PPQ | PPQ-526
Permit#: 526-22-165-03442

Permittee Issued Effective Expires Stat
1 1USDA File 06/14/2022 06/14/2022 06/14/2025 @ Pl B
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TRANSFER PERMIT

For guidance on how to transfer for your permit, reference the How to Transfer Your PPQ Permit user guide.

38
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APPENDIX

System Setup Contact

« Compatible browser — For the best user experience, please use ‘Q /
If you require assistance with your applications, please contact:

PPQ Permit Services
(301) 851 2046
pest.permits@usda.gov

Google Chrome. Other available browsers include Firefox, Safari, and

Edge. eFile is NOT supported by Internet Explorer.

* Emails — Add the APHIS eFile email at aphis.efile@usda.gov and

support@salesforce.com to your address book so that any automatic

emails are not sent to junk If you require technical assistance, please contact:

« Zoom —-100% Help Desk
B a help@usda.gov

ooooooooooooooo
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