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Login

This screen is the entry point to the Export Certificates Application. The main window
displays general Shellfish Program information. A smaller pop-up window overlaying the
main window provides the means for members to log in.

Steps:
e Open your internet browser and type in https://fortress.wa.gov/doh/eh/sf/ec/ in the
internet address box
e Click go and wait for the screen to load.
e (lick on “Login” in the upper right hand corner of the screen.

@Shellﬁsh Test == Home - Microsoft Internet Explorer

1Bl x]

File Edit | Wiew Favortes  Tools  Help | #

OEack - \J - l_L| |EL‘ :\I | ,,.-\'Search \i‘:(Favarltes 6}‘ - k,(_ ﬂ - ﬂ ﬁ
| Eeo | tnks

Address I@'] https:/ test-Fortress wa,qov/dohfehf sk fecDefaulk, aspx

O web @ Site Search

Home Contact Us

Click here to login

Links “ou are here : Home

) . Welcome to Export Certificates
Biotoxin Program

Washington State Department of Health
Office of Shellfish and Water Protection
Mailing address:

Biokoxin Closures

UsersOnline

{8 Membership:
': Latest: 0530
‘\brandy.brush
g MNew Today: 1

Mew Yesterday: 0
Overal: 15

Visitors: 0
Members: 0
Total: 0

£ online Now:

? People Online:

PO Box 47824
Olympia, WA 98504-7824
Physical address:
111 E Israel Road
Tumwater, WA

Phone {360] 236-3330
Fax [360) 236-2257

QA VERSION

This is the new version of the Shellfish Export Certificate System.

This version runs under DM 4.9

This was last updated 04,22 /2009

Staff Cortacts
Name Role Email

Haolly Export Certificate
Calvert Administrator

Phone

(360) 236-
Folly calverti@doh.wa goy 3347

Enter your User Name.
Enter your Password.
Click the “Login” button.
If you have forgotten your Password -
o Enter your Username.
o Click the “Forgot Password?” button. Your Password will be emailed to
you.
o Retrieve the email (leave the Login screen open) and enter your Password
from the email.
o Click the “Login” button.
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https://fortress.wa.gov/doh/eh/sf/ec/

@User Log In - Microsoft Internet Explorer

File Edit “iew Favorites Tools Help

e 1A
Qe - O - ¥ 1B )] P Sicreons @] - o vl -l B
Address IEhttps:,f,ftest-fortrass‘wa.gov,l’doh,ieh,l’sF,l'ec;’Home,l’tab\d;’36J‘ctl,|’Login,l'DeFau\t.asnx?raturnurI=%2FsF%ZFEc%zfHome%2Ftabid°.fozf36°/oszefauIt‘aspx J Go Links **

 web [ site I Search

Home Contact Us

Wou are here | Home

User Log In

© User Name:

:nter user hame ::DSSD\brandv.brush

N {# Password:

and password T a—
[ Login |

[ Remember Login

Forgob Password #

Click on “forgo/password?” as shown above to
have your password e-mailed to you.
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Home

The home screen confirms successful login by displaying user information in the upper
right corner. It also displays navigation links to those features available to Export Agent
users. You can also find the name, e-mail address, and phone numbers for contact staff on

this screen.

Steps:
e Click on “Login” in the upper right corner of the screen to enter the site.
e Click on alink (Certificates, Reports, Contact Us) on the main menu to go to that
feature.
e Click on “Logout” in the upper right corner of the screen to exit the application.

3 shellfish Test = Home - Microsoft Internet Explorer _|=] x|

File Edit ‘iew Favorites Tools  Help

eBack - J - d @ _;j | /:\:' Seatch \_j\L(Favor\tes £‘3| <= :\ﬁ - - ﬂ ‘3
Address I@ https:/ test-Fortress,wa govdohfeh/sf fec/Home tabid/ 36/ def ault, aspsx
I

ednesday, April 23, 200

T web @ site Search

Home Certificates Report Contact Us

Links o are here : Home Click here to logout

Welcome to Export Certificates

Washington State Department of Health
Office of Shellfish and Water Protection
Mailing address:
PO Box 47324
Olympia, WA 98504-7824

Biokoxin Program

Biotoxin Closures

UsersOnline

{8l Membershio: Physical address:
\hranddy.brush 111 E Israel Road
Mew Today: O

gNew Vestey;day: 1 Tumwater, WA
Overal: 15

—_— Phaone {3680} 236-3330
Peonle Online; Fan (360) 236-2257
Visitors: 00
Members: 0
Total: 0 QA VERSION

mnnline Now:

This is the new version of the Shellfish Export Certificate System.

This wersion runs under DKM 4.9

This was last updated 04,22 /2009

Staff Contacts
Name Role Email Phone
Hally Export Certificate [360) 236~
Calvert Acministrator holly calvert@dohwagov— *agys
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Certificates

This section explains how to submit a certificate request. It also explains how to retrieve
and modify existing certificates.

Request a Certificate:
e C(Click on “Certificates” on the top menu bar
e Click on “Request Certification” in the drop down box

| @Request Certification - Microsoft Internet Explorer -0 x|
File Edit ‘View Favorites Tools  Help ‘ |','
Oﬁack > B Iﬂ IEL‘ ;\I | /.-\1 search \j\’/ Favorites {‘u’ | = ] - ﬁ f‘i
Address Iﬂj https:/test-Fortress.wa.gov/dohjehsf fec/Request Certificationtabidje 1 jdef ault. aspx ﬂ G0 | Links **
1 . * Edil LSS LT L) =
R G Make sure you are in “edit” mode

Logout | Brandy Brush

 web * site search
Home Certiﬁcatt‘—ﬂapmt_ Contact Us

Request Certification e o e cenesren Click “Certificates”, then “Request

: Cancel Certificate . .
| ¥ Requestcert Certification )
© Help

Your export —ri
company name = EverAent @h Selcet comitoate. [Foe 5]

o SelectTempIate.l EEES] = Template Mame
will appear

here Load from J#mplate  Save Selected Template  Delete Selected Template Save as Mew Template

TragMing Mumber Cert Status:

Requestad Pickup Date: WNOTE: must be 2 wovking daps fom submined date ov it will be ventmed for correction
Do Not select Consigned Ta Select = Part of Embarkation: | Select =
anything from :h'P‘FZd Via: Select - . Port of Debarkation: |Select 4
otal Containers: arked Weigl t-I Final Destination: | Select hd
these boxes Identifying Marks: I
Add Product Save Request Submit Request Cancel/Clear Delste
|
= e e s Y J

Create a New Certificate Request
e Once in the Request Certification screen, your company name will appear in the
“Export Agent” box. Do Not select anything else from this upper portion.
o Fill in each of the following boxes, using the drop down menus or as needed:
o Requested Pickup Date
Consigned to
Shipped via
Total containers (optional)
Marked weight (optional) — use numbers only
Port of embarkation
Port of debarkation
Final destination, and
o ldentifying Marks (optional)
e (lick “Save Request”
o NOTE: this MUST be done before adding product
e (lick on “Add Product”

0 O O O O O O
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@Request Certification - Microsoft Internet Explorer

=10lx|

Fle Edit ‘View Favorites Tools  Help

| &

§ . = n
GBack ML Ij IELI __l\J | 7 | Search ¥;\'/ Favarites 4\;|

-l -8

Address I@ https: fitest-Fortress wa,govidohjeh/sfleciRequest Certification/tabid/é

1/default, aspx

j Go |L|nks b

Mode:  vIEW % EDIT

Home Certificates Report Contact Us

Logout | Brandy Brush

Cweb & site I Search

‘ou are here : Certificates > Request Certification

¥ RequestCert

Select Certificate
Ternplate Name:

Export Agent: ACME SEAFOOD INC-0530 =

Select -

Select Template:

Load from Template  Save Selected Template  Delete Selected Template Save as New Template

Tracking Mumber: Cert Status

Fill in

Reguested Pickup Date:

Select -

HOTE: must be 2 working days from submined date ov it will be renimed fov corection

these Consigned To Select j Port of Embarkation: | Select b
b Shipped Via Select 'I Port of Debarkation: |Select hd

0Xes e
Total Containers: Marked YWeight: Final Destination: Select -

Identifying Marks:

Add ProductQBave Requesy gubmit Request Cancel/Clear Delete
e —

Click “Save Request”, then “Add Product” to add product

o Fill in each of the following boxes, using the drop down menus or as applicable:

o Product (type of product)

Prod Class (live, fresh, or frozen)

Harvest Company (name of harvest company)

Growing Area (name of growing area)

Wait for the system to reset for the selected harvest company
Count Lot Wt. — Optional (product weight)

Label/Brand — Optional (product label or brand)

o Harvest Date — Required (date product was harvested)

& |Request Certification - Microsoft Internet Explorer

O O O O O O

-10ix

Fle Edit Wiew Favorites Tools  Help

I

Gaack - - |£| @ ;\l ‘ /-" Search \;E‘Favnr\tes ‘?| T ] - ﬁ 3

Address |2j https: }jtest-Fortress.wa.gov/doh/sh/sf fecRequest Certificationjtabid/61 fdef ault. aspx

=] EJeo |unks >
I |

Home Certificates Report Contact Us

Wou are here : Certificates > Request Certification

The certificate # will show here

200902535 52

Delete Selected Template Save as Mew Template

¥ RequestCert

Export Agent: Select Certificate:

Select Template:

|ACME SEAFOOD INC-0530

Select 2

Load fram Template  Save Selected Templgle

H

Template Name:

Click “Add
Product” to
add more

product

Tracking Number 200802535 Cert Status In-Progress

NOTE: must be 2 wovking days from submitted date or it will be retumed for comeation

Port of Embarkation: | Seattle =

Requested Pickup Date: [gsm5m9
Consigned Tao: Per j
Shipped Via: Air - Port of Debarkation: | Beijing d
Total Containers:

Marked Yeight Final Destination Beijing hd
Identifying Marks: I

Add Product JSave Request Submit Request Cancel/Clear Delete

Fill in this
Information, Products:
Product Prod Class

Harvest Company Growing Area CountLot Wt Label/Brand

Harvest Date

lee\e:l lee\e:l jl

then C“Ck the @ oot lee\e:l
save button w

e Click on the @ (save) icon to save the product information. HINT: you MUST

enter a harvest date in order to save the product information.
e Click on “Add Product” again to add another line of product.
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e Go through the same steps noted above. Make sure you click the ¥ (save) icon

when you are finished entering in the product information.

e Once you have entered all of your product, review to ensure accuracy

Click on “Submit Request”

Retrieve an Existing Certificate

¢ In the “Request Certification” screen, click on the “Select Certificate” drop down

menu.
e Choose the certificate you wish to view
e The certificate data will load.

@Request Certification - Microsoft Internet Explorer

=18]x|

File Edit Wiew Favorites Tools  Help

,
&

QBack - J - \ﬂ IEL‘ ;\I | /-\: Search '\j‘\? Favorites é“?| - \..". ﬂ - ﬁ ‘i‘i

Address Iﬂj https:{{test-fortress. wa.gov/dohfehysf fec/RequestCertification/tabidjé1 jdefault, aspx

Rl = ‘Links =
=

|Mude:  vIEw  EDIT

Home Certificates Report

Contact Us

‘¥ou are here @ Certificates = Request Certification

¥ RequestCert

Load from Template  Save Selected Template

/- Tracking Mumnber. 200802535 Cert Status In-Progress

Export Agent: ACWE SEAFOOD IMNC-0530 j Select Certificate:
Select Template Selact vl Template Marne:

Logout | Brandy Brush

 web  site I Search

w
200902535 -
Select ‘\

200902531
200802533

Delete Selected Template Save as New Template)

Add Product Save Request Submit Reguest Cancel/Clear Delete

Products:
Product Prod Class Harvest Company
& R htlartic Oyster  Fresh

Acme Seafood Inc.-0530 Annas Bay

~

Modify an Existing Certificate

Requested Pickup Date: [55/2000 NOTE: must be 2 wovking daps from submitted date ov it will be vetoned for corvection
Consigned To: Per j Part of Embarkation: | Seattle 'I
Product Shipped Via: Air v Port of Debarkation: | Beijing -
: - Total Containers Marked Wei ht'l i rilime ﬁ
|nf0rmat|0n i ok g Final Destination Beijing
g entifying Marks
will load !

Growing Area Count Lot Wt. Label/Brand Harvest Date

05/05/2009

o Follow the steps to retrieve an existing certificate, as shown above.

e Once the request loads, make any necessary changes

o To change product data, click on the #” (edit) icon to the left of the

product detail. This will allow you to edit the product.

o After you edit the product, click the L 4 (save) icon to the left of the

product detail to save the changes you make.

o To delete product, click the % (delete) icon to the left of the product

detail.
e C(lick “Save Request”.
e C(Click “Submit Request”.
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Note on Status: The Select Certificates list displays requests that are “in-progress” (not
yet submitted to DOH for review) or “needs additional info” (returned to you by DOH
for additional information).

Requests currently under review by DOH are in “submitted” status and are unavailable
in the “select certificate” drop down menu.

Cancel an Existing Certificate
e C(Click on “Certificates” on the top menu bar
e Click on “Cancel Certificate” in the drop down box

@T-:' IE https ) test-fortress wa gov/doh/eh)sf feciHome kabid 36 /defaulk, aspex j % | X Ib Live Search P~

Fle Edit Wiew Favorites Tools  Help

{3 Favarites | i.:"s @ Suggested Sites = € | Free Hotmail € | Web Slice Gallery -

= ~ o»
@5hellﬂsh Test = Homme | | E}; - - Y mm v Page v Safety » Took v (@

Tuesday, January 12 Logout | BrandyBrush p=

C Web @ Site Search
Contact Us
Click on “Certificates” and “Cancel Certificate”

welcome to Export Certificates

Home Certificates
Request Certification
Cancel Certificate

Link

Biotoxin Program
B B Washington State Department of Health
Office of Shellfish and Water Protection
Mailing address:
PO Box 47824

Olympia, WA 98504-7824

Biotoxin Closures

UsersOnline

il tembershio: Physical address:
\pauloédemee 111 E Israel Road
Mew Today: @

gNew Yash;day': 0 Tumwater, WA
Overall: 28
- Phone (360) 236-3330

People Online: Fax (360) 236-2257
Visitors: 0 =
Members: 0
Total: 0 QA VERSION

{{f online Now:

This is the new version of the Shellfish Export Certificate System.

This version runs under DNN 4.9

This was last updated 12/08/2009

Staff Contacts

e Select a certificate number to cancel from the list.
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@?:' |g, https:/ftest-fortress, wa,govidohfeh/sfiec fCancelCartificate tabid 94/ def aulk, asps ﬂ E *2 | X Ib Live Search 3= 8k

File Edit “iew Favorites Tools  Help

- 7 Favarites | 915 @ Suggested Sites * @ | Free Hotmall @ | Web Slice Gallery +

@Cance\ Certificate | | & B - L] Eéa v Page v Safety v Tools » '@'

Mode: © View ' Edit

Logout | Brandy Brush

 web & Sitel Search

Home Certificates Report Contact Us

You are here : Certificates > Cancel Certificate Cllck the down arrow button to ShOW a
v CancelCertificate list of certificates to pick from 9
Export Agent: ACME SEAFQOD INC-0530 B Select Certificate: Select t_-
Select
Tracking Mumber: Cert Status: 2002?]2547
200902645
Requested Pickup Date: NOTE: must be 2 working days from submised date or 5200902635
200902634 =
Consigned To: Select j Port of Embafikkation T=emett

Shipped Via: Select - Port of Debfrkation: | Select |-
Total Containers: Marked Weight: Final Desfination: Select 'I

Identifying Marks: I /

Cancel Certificate Cancel/Clear

Select a certificate from the
drop down list

e Click on the certificate number that you would like to cancel
e Another screen will pop up containing the certificate information
e Click on “Cancel Certificate” to cancel the certificate

@\T:' IE https: jitest-fortress wa.govidoheh/sffec/CancelCertificate/tabidi 94/ /default, aspe j % X Ib Live Search P

File Edit View Favorites Tools  Help

{g Favorites ‘ i.";, @ Suggested Sites » @ | Free Hotmall @ | Web Slice Gallery =

(& cancel Certificate | | E} - B - @ ~ Page - Safety = Tools - .@v

Mode: ' vIEW ' EDIT

Logout | Brandy Brush

C web & Sitel Search

Home Certificates Report Contact Us

{ Yfou are here : Certificates > Cancel Certificate

v CancelCertificate L7Y

Export Agent: |:«CME SEAFOOD INC-0530 j Select Certificate: 200902645 =

Tracking Number: 200902645 Cert Status:  Submitted (Requested)
The
certificate Requested Pickup Date: [5/15/2009 NOTE: must be 2 working days from submined dase or it will be returned for corvection
information < Consigned To: Per = Port of Embarkation: | Seattle =l

- Shipped Via: - - =

W|” appear PP Air Port of Debarkation: |Beijing I
. Total Containers: Marked W9|ght:| Final Destination: Beijing vl
Ina new Identifying Marks: |
screen Cancel Certificate)Cancel/Clear

Products:

Product Prod ORss  Cert Growing Area  CountLotWt.  Label/Brand  Harvest Date

\ Clams Fresh Acme Seafood Inc.-0530 Samish Bay 06/15/2009

Click on “Cancel Certificate” to cancel the certificate

e A dialog box will appear to confirm that you want to cancel the certificate
o Click “Yes” if you want to cancel the certificate
o Click “Cancel” if for any reason you do not want to cancel the certificate
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@’\ = Ié, https: | test-fortress, wa, govidohjehsf jeciCancel Certificatetabid/ 94/ def ault, aspx j % + (] Ib Live Search 0

File Edit Wiew Favorites Tools  Help

7 Favorites | 75 @8 Suggested Sites ~ @ | Free Hotmail @ | Web Slice Gallery +

(& Cancel Certificate | | far v B - 0 d= - Page - Safety~ Tools - @~
Mode: ' VIEW @ EDIT
C web @ site Search

Home Certificates Report Contact Us

You are here : Certificates > Cancel Certificate

v CancelCertificate L7y
Export Agent: | T YTy 1 Salnnt Cortificate: 200907645 =
| B

Tracking Number: ested)

? Are You Sure You Wish To Cancel the Selected Certificate 7

Requested Pickup | mitted date or it will be requned for corection
Consigned To: I;OK I Cancel J ort of Embarkation: | Seattle =l
Shipped Via: e T ~ort of Debarkation: | Beijing I
C e ” Total Coniairers” I Marked Weig t3| Final Destination: | Beijing 'l
Cth OK entifying Marks: |
to cancel the i 3 ]
certificate tancellcamcatcheanceliticas Click “Cancel” if for any reason you do
Products- not want to cancel the certificate
Product Prod Class Cert Growing Area Count Lot Wt. Label/Brand Harvest Date
Clams Fresh Acme Seafood Inc,-0530 Samish Bay 06/15/2009

e The certificate will cancel and you will be returned to the main screen where you
can select a certificate to cancel.

Templates

If you expect to submit the same type of export request over time, you can create a
template to be used when you request certification. This template can then be used to fill
in the applicable boxes. You can create as many templates as you need. This can save you
time and reduce mistakes. This section explains how to create, use, and modify templates.

Create a New Template
e Once in the “Request Certification” screen, as shown above, type a name for your
template in the “Template Name” box as shown below.
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@Reque;t Certification - Microsoft Internet Explorer ) Ll

File Edit ‘iew Faveriees  Tools  Hzlp | o
= . -~ o ) 5 =
OBack Tl IJ IEI " | - Search ¢ Favorices é‘“ ‘ = ﬂ v ﬂ “‘i
Address Iﬁ_l] https: ] ftest=fortrass.wa.gov/dohjehjsfec/Request Cartification/tabid/6 1 fdef ault. aspx j a Go | Links *>
Home Certificates Repaort Contact Us o

‘You are here  Certificates = Request Certification

¥ RequestCert o

Export Agent: ACME SEAFOOD INC-D530 =l Select Cerificate: Select |

Select Template Celect - Template Name "Template Name"
Name the template here

Load fram Ternplate  Save Selected Template  Delste Selectad Termplate Save as Mew Template

Tracking Mumber: Cert Status:

Requested Pickup Date: [T FOTE: mus be 2 wovking daps fom submined dare ov it will be semumad for cowection
Consigned To: Select | Port of Embarkation: | Select |
Shipped ia: Select = Port of Debarkation: | Select hd
Total Containers Matked Weight: l— Final Destination:  |Select 7]

Identfying Marks: | —
Add Product Save Reguest Submit Reguest Cancel/Clear Delete

o Fill in each of the following boxes, using the drop down menus or as applicable:
o Requested Pickup Date

Consigned to

Shipped via

Total containers (optional)

Marked weight (optional)

Port of embarkation

Port of debarkation

Final destination, and
o ldentifying Marks (optional)

Click “Save as New Template”

e Click “Save Request”
o NOTE: this MUST be done before adding product

e C(Click on “Add Product”.

o Fill in each of the following boxes, using the drop down menus or as applicable:
o Product (type of product)

Prod Class (live, fresh, or frozen)

Harvest Company (name of harvest company)

Growing Area (name of growing area)

Count Lot Wt. — Optional (product weight)

Label/Brand — Optional (product label or brand)

o Harvest Date — Required (date product was harvested)

Click the @ (save) icon to save the product information.
Click on “Add Product” to add additional product
Review to ensure accuracy

Click on “Save Selected Template”

O O O O o0 o0 O

O O O O O

Page 12



& )Request Certification - Microsoft Internet Explorer o [=]E5]

Fie Edt ¥ew Favortes Tools Help | r
Gﬁa(k - - d @ ) | /,7search .. Favorites €}| = el §
Address |@ https:/{test-Fortresswa, gov/dohfeh/sFfec/Request Certificationftabidf6 1 fdefault aspx | Go |um =

Mode:  VIEW & EDIT

Cweb @ site Search

Home Certificates Report Contact Us

Click on “Save
¥ RequestCert )

Selected
5 Expart Agent: [ACME SEAFOOD INC-0530 = Select Centificate Select -
Template after Select Template: Acme Clams = Template Mame: thk on “Save as New

PG T e e
. Load frarn Ternpr®®( Save Selected Termplate ) Delete Selected Ternplatd Save as Mew Template, Tem Iate
certificate D

Wou are here ; Certificates > Request Certification

. . Tracking Number. 200902532 Cert Status: In-Progress
informationto
- equested Pickup Date: |4/30,2009 NOTE: must be 2 worhing days from submitted date ov it will be renemed for corestion
save It to the Consigned To: Per j Part of Embarkation: | Seattle = —
template. Shipped Via: Air - Port of Debarkation: | Beijing =l
Total Containers: Marked Weight l— Final Destination Beijing -

Identifying Marks: I
Add Product Save Request Submit Request Cancel/Clear Delete

Products:
Product ProdClass Harvest Company Growing Area Count Lot Wt. Label/Brand HarvestDate
# X prlantic Oyster Test Type  POLLINGER ENTERPRISE-1278  da 01/01/0001

Use a Saved Template to Request a New Certificate
e Once in the “Request Certification” screen, click on the down arrow in the “Select
Template” box.

e Highlight and click the template you want to use.
e Click on “Load from Template”.

£ ]Request Certification - Microsoft Internet Explorer i [ m]
File Edt view Favorites Tools  Help | ;,'

GBack - -\_:) L2 |ﬂ @ _h | /.:] Search \j‘:( Favorites E_‘}| |~ :; ] - i! ‘;’i

Address [&] https:iftest-fortress.wa.govidohiehisflec /RequestCertification/tabidis L {default. aspx Ei= |Links >

>
Mode:  view @ Edit ’—‘

© web ¥ site l— Search
You are here : Certificates > Request Certification CliCk the drop down arrow neXt to “SeleCt
~ RequestCert Template” to show a list of templates @

Click on “Load =ipam g = Select Certificate T a—
f Template” Select Template: Template Mame l—
rom

tO brlng the ave Selected Template Delete Selected Template Save as Mew Template

template — Tracking Mumber: Cert Status;

information up —

Requested Pickup Date: NOTE: muest be 2 working days from submitted date or it will be returned for correction
on the screen Consigned Ta Select = Port of Embarkation: | Select 'I
Shipped Yia Select 'I Fort of Debarkation: | Select =
Total Containers farked WWeight Final Destination: Select -I

Identifying Marks:

Home Certificates Report Contact Us

[ACME SEAFOCOD INpASR

Add Product Save Regquest Submit Reguest Cancel/Clear Delete

Ll
o Verify the information in each of the following boxes, using the drop down menus
or as applicable:
o Requested Pickup Date
Consigned to
Shipped via
Total containers (Optional)
Marked weight (Optional)
Port of embarkation
Port of debarkation
Final destination, and
Identifying Marks (Optional)

O O O O O O o0 O
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e Verify the product by clicking the # (edit) to the left of the product.

e To add additional product, click “Add Product”

o Fill in each of the following boxes, using the drop down menus or as applicable:
o Product (type of product)

Prod Class (live, fresh, or frozen)

Harvest Company (name of harvest company)

Growing Area (name of growing area)

Count Lot Wt. — Optional (product weight)

Label/Brand — Optional (product label or brand)

o Harvest Date — Required (date product was harvested)

Click the @ (save) icon to save product information
Click on “Add Product” to add more product
Review to ensure accuracy
Click “Submit Request”
o You can also save the current template. Click “Save Selected Template”.

& )Request Certification - Microsoft Internet Explorer o [=]E5]

0 O O O O

Fie Edt Yew Favortes Took Help | a

@k - ) - IiLl ﬁ A | /'3 Saarch ¢ Favorites €"| - -3

Address |:ej https:/{test-Fortresswa, gov/dohfeh/sFfec/Request Certificationftabidf6 1 fdefault aspx RaN= |um =

Mode:  VIEW & EDIT

Cweb @ site Search

Home Certificates Report Contact Us

Wou are here ; Certificates > Request Certification

¥ RegquestCert o
Expart Agent: [ACME SEAFOOD INC-0530 = Select Centificate Select ¥
Select Ternplate: Acme Clams = Termplate Name: Acme Clams
Load frarn Ternplate  Save Selected Termplate  Delete Selected Ternplate Save as Mew Template
Tracking Number. 200902532 Cert Status: In-Progress
Requested Pickup Date: [4,30,2009 NOTE: must be 2 working days from submitted date or it will be retwmed for comestion
Consigned To: Per j Port of Embarkation: | Seattle d s
Shipped Via: Air - Port of Debarkation: | Beijing =
Total Cantainers: Marked Weight Final Destination Beijing -

Identifying Marks: I

Add Product Save RequestCSubmit Request Yoancel/Clear Delete
Products:

Product ProdClass Harvesl\Company Growing Area Count Lot Wt. Label/Brand HarvestDate
# X prlantic Oyster Test Type  POLLINGEMENTERPRISE-1278  da 01/01/0001

Click on “Submit Request” to request the certificate

Modify or View an Existing Template
¢ In the “Request Certification” screen, click on the “Select Template” box. A drop
down box will appear.
¢ Highlight and click on the template you wish to modify.
Verify and/or change the information in each of the following boxes as needed,
using the drop down menus or as applicable:
o Requested Pickup Date
Consigned to
Shipped via
Total containers (Optional)
Marked weight (Optional)
Port of embarkation
Port of debarkation

0O O O O O O
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o Final destination, and
o ldentifying Marks (Optional)
e Click on the # (edit) icon next to each of the product entries and verify each of
the following boxes, using the drop down menus or as applicable:
o Product (type of product)
Prod Class (live, fresh, or frozen)
Harvest Company (name of harvest company)
Growing Area (name of growing area)
Count Lot Wt. — Optional (product weight)
Label/Brand — Optional (product label or brand)
o Harvest Date — Required (date product was harvested)
e To delete product, click on the * to the left of the product entry.
e After all changes have been made, click “Save Selected Template”.

O O O O O

§Request Certification - Microsoft Internet Explorer o [=] ]

Fiz  Edit Wiew Favortes Tools Help | o
) A @ S 31 A

Qe - ) - (%] B _,,|/. Search ¢ Favorites €‘<| - w - B

Address |:ej https: | test-Fartress,wa.gov/doh/eh/sflec/RequestCertificationtabid/61 fdef ault, aspx | Go |L|rvks »

Mode: ¢ VIEW © EDIT

C web @ site Search

Home Certificates Report Contact Us
‘ou are here : Certificates = Request Certification

¥ RequestCert 7

Click on Export Agent [AcmE SEAFOOD INC-0530 = Select Certificats Select 2
Select Template Acme Clams * Template Name: Acme Clams

13
Save
Selected Load from Template\ Save Selected Template _JDelete Selected Ternplate Save as Mew Template
tH) K

Template 200502532 Cert Status In-Progress

to save Requested Pickup Date: 4302000 NOTE: must be 2 working days from subminted date or it will be renemed for comection
Caonsigned To: Per > Part of Embarkation: | Seattle = -

changes . = E
Shipped Via: Air - Port of Debarkation: | Beijing |
Total Containers: Marked Weight Final Destination Beijing =
Identifying Marks:

Add Product Save Request Submit Request Cancel/Clear Delate

Products:

Product ProdClass Harvest Company Growing Area Count Lot Wt. Label/Brand HarvestDate
Q Atlantic Oyster Test Type  POLLINGER ENTERPRISE-1278  da 01/01/0001

Click on the pencil
to edit product info
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Export Agent Reports

There are two separate reports that are available for you as an Export Agent to view. To
view reports, follow the steps below.

Steps:
e Click on “Report” on the top menu
e Choose the report you wish to view

&)Request Certification - Microsoft Internet Explorer —1=] x|

File Edit vWiew Favorites Tools  Help |a' |

@Back - O - @ @ Lh|psaarch *Favor\tes ﬁ}| E}Bv ,':\; 2] vﬂ .':’3

Address I@ https: fftest-Fartress. wa.gov/dohfehisfec/Request Certification /tabid/a1 /default aspx

Mode: © view  Edit = |

Home Certificates Report Contact Us
= Request Certification
Growing Area Reports

Click

on “Report” and .
p Expart Agent: [AcME SEAFOOD IMC-0530 = Select Certificate: |39\ec1 -
Choose a report Select Template m Template MName: I—

T web @ site | Search

¥ RequestCert Le]

Load frarm Temmplate Save Selected Template Delete Selected Template Save as Mew Template

Tracking Mumber: Cert Status

Requested Pickup Date: NOTE: must be 2 workting days from subrined date ov it will be venomed for cowection

Consigned To: Select =1 Port of Embarkation: | Select |
Shipped Yia: Select = Part of Debarkation: | Select =
Total Containers Marked Weight: I Final Destination: Selact vl

ldentifying Marks

Add Product Save Request Submit Request Cancel/Clear Delete —

o Export Agent Reports show all the export certificates you have submitted,
including their status.

@Expnrt Agent Reports - Microsoft Internet Explorer =& LI
File Edit ‘View Favorites Tools  Help | ",'
@ o —
{ - . - -
O O HNE G| s tm= Bl o8 BB
RddrESS@https:Htest-Fﬂrtress.wa‘gnw’dnh,l’eh)’sf,l’ecJ‘ExpﬂrtAgentRepnrtsitabid,l’ﬁS,l’deFau\t.aspx BN = = |L|nks »

T web @ site I Search

LEIES Certificatesyy Report Contact Us
Click Growing Area Reports

¥ Report Grid

s

&

on “Report” and
then “EXPOI’t ! Company  Number Info
Agent Reports” ACIE

0530 SEAFCOD 200902535 04/29/2009
INC

Export Track Requested Issued Cancelled Needs

ACME
0530 SEAFOOD 200902534 04/28/2009
INC

ACME
0530 SEAFCOD 200902533 04/28/2009
IMC

ACME
0530 SEAFCOD 200902532
M

ACME
0530 SEAFOOD 200902531 04/28)2009 -
INC

ACME
0530 SEAFOOD 200902530 04/28/2009
IMC
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o Growing Area Reports show all of the growing areas and their status

(open, closed, etc).

@Ernwing Area Reports - Microsoft Internet Explorer

18]

File Edit W¥iew Favorites Tools Help

| o

@Back - 'J - d @ k;j | /._7\:' Search ‘in:( Favorites €3| <]~ :?_ - - ﬁ ﬁ

Address Iﬁj https:/ftest-fortress, wa,gov/dohfeh)sffeci GrowingAre aR eports tabidfss/def ault, aspx

d GD |L\r|ks >

Mode: " view @ Edit

Home Certificates eport Contact Us
) : Export Agent Reports }Nm frea Reports

C||Ck Growing Area Reports

on “Report” Growing Areas (Current Status)

and then Growing Area Tribal Japan Export Closed

. . da 1zja1f1979

GrOWIHg Area South Anderson Island 125101979

Reports” finnas By 121311979
Devil's Head 12/3111979
Apple Cove 123111979
Thorndyke Bay 123111979
Oyster Bay 1213111979
MeSorley 12/31/1979
Case Inlet 12/3111979
d 12{31}1979
[ana Passage 1Z5101979
Dana Pass 1Z{3101979
Arcadia 1213111979
Austin 123111979

The reports will load in a separate screen.

Open

01/01/1980
01/01/1980
01/01f1980
01/0111980
01/01f1980
01/01f1980
01/01f1980
0170171980
0170171980
01/01/1980
01/01/1980
01/01f1980
01/01f1980
01/01f1980

Logout | Brandy Brush

C web  site I Search

Status
Cpen
Cpen
Cpen
Qpen

Cpen
Qpen
Cpen
Cpen
Cpen
Cpen
Cpen
Open
Cpen
Cpen

Print the report by clicking file and print or by highlighting the information you
would like to print, right clicking the mouse, choose print from the options, and
choose “selection” in the what to print section of the print screen.

o NOTE: there may be multiple pages of the report you run. If this is the
case, there will be numbers at the bottom of the report. By clicking on
these numbers, you can move from page to page in the report. To print
multiple pages, you will need to click on each page and print them

individually.
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Contact Export Staff

If you have questions about a certificate or the program, you can contact Department of
Health Export Certificate staff. This section details two separate ways to contact staff.

Before You Log In

e Type in the web address (https://test-fortress.wa.gov/doh/eh/sf/ec/Default.aspx)

for the Export Certificate system, click go, and wait for the site to load.
e At the bottom of the screen, the names of Export staff are listed along with their
program role, e-mail address, and phone number.
o To e-mail a staff member, click on the e-mail address. You will be
directed to Microsoft Outlook. The staff member’s e-mail address will
appear in the e-mail box. Type in your question or comment and press

send.
@Shellﬁsh Test = Home - Microsoft Internet Explorer =
File Edit | Yiew Favorites Tools  Help | :,’
GEack - \_) - d @ __l\l | /.)Search \;:.\) Favorites 6;{ ‘ == ﬂ - ﬂ ﬁ
Address I@'l https:/ test-Fortress wa,qov/dohfehf sk feciDefaulk, aspx j Go | Links ¥

Home

Contact Us

Links “ou are here : Home

Biotoxin Program

Biokoxin Closures

UsersOnline

{8 Membership:

': Latest: 0530
‘\brandy.brush
Mew Today: 1
MNew Yesterday: O
Overal: 15

Members: 0

People Online:
Visitors: 0
Total: 0

£ online Now:

Name

Haolly
Calvert

Login

O web @ Site Search

| Register

Welcome to Export Certificates

Washington State Department of Health
Office of Shellfish and Water Protection
Mailing address:
PO Box 47824
Olympia, WA 98504-7824
Physical address:
111 E Israel Road
Tumwater, WA

Phone {360] 236-3330
Fax [360) 236-2257

QA VERSION

This is the new version of the Shellfish Export Certificate System.

This version runs under DM 4.9

This was last updated 04,22 /2009

Staff Cortacts
Role Email Phone
Export Certificate (360) 236-
Adrministator Folly calverti@doh.wa goy 3347

Click here to e-mail a staff member
OR

Highlight, copy, and paste into a

new message in your e-mail browser
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https://test-fortress.wa.gov/doh/eh/sf/ec/Default.aspx

File Edt View Favorites Tools  Help

eﬁa:k - -J s lj lELI _:\] ‘ /.__) Search '*«j“\'( Favorites {:‘3

Address |ﬂj https: ftest-fortress.wa . gov/doh/ehjsf fec/Home tabid 36 /default aspx

| &

T

d Gn |L\nks 7

Welcome to Export Certificates
Biokoxin Program

&duntitled - Message (Rich Text) =101

Biokaxin Closures
Eile Edit View Insert Format Tools Actions Help

d=dsend | ol | 4 | 0 | ¥ | =3 options... E Century Schoobook. = | 10

1]
Tl
il
ni
‘i
k.
i

UsersOnline

To.. Calvert, Holly C (DOH
G000
Bec...

Subject:

{8 Membership:
a Latest: 0530
g ‘\brandy.brush

Mew Today: O

Mew Yesterday: 1
m Online Now:

Overall: 15

People Online:
Wisitors: 0
Members: 0
Total: 0

Holly
Calvert

Export Certificate
Administrator

(360) 236-

holly calvert@doh wa.gov 3347

From Within the Online System

e C(Click on “Contact Us” on the main menu.
o The mailing address, physical address, phone number, and fax number
will display.
e To e-mail staff, click on “Home” on the main menu

o Scroll to the bottom of the page

o Locate the staff member you would like to e-mail and click on their e-mail
address under the E-mail heading.

You will be directed to Microsoft Outlook. The staff member’s e-mail
address will appear in the TO box. If you do not have Microsoft Outlook,
highlight the address and paste it into a new message in your e-mail
browser. Type in your questions or comment and press send.

o

@Enntact Us - Microsoft Internet Explorer

1Bl x]
| a

Fle Edt View Favorites Tools  Help

Qﬂack - -\_) - lﬂ lg __h | /,_) Search \j‘:( Favorites €f3| <]~ L__f - - ﬁ ':’i

address I@j https:ftest-Fortress wa. gov/dohfehsffec fContactUsjtabid{B 1 fdefault. aspx

j Go | Links **
[- ]

Logout | Brandy Brush

T web * site I Search

Certificates

Home

Report | Contact Us

You are here @ Contact Us

Click on home
to view the
screen shown
on page 17.
Scroll to bottom
to find staff
e-mail addresses

Contact Us

Washington State Department of Health
Office of Shelifish and Water Protection
Mailing address:
PO Box 47824
Olympia, WA 98504-7824
Physical address:
111 E Israel Road
Tumwater, WA

Phone [360) 236-3320
Fax (3607 236-2257
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Frequently Asked Questions

You can use the following pages to answer questions that may arise regarding the Export
Certificate system. If you do not find the answer you are looking for, please contact our
office and someone will assist you.

Question:

What do | do if the consignment company | need does not show in the drop down menu?
Answer
Send an e-mail to the Database Administrator with the name of the company, the
address, the city, the state (if applicable), the country, and the zip code. The
Database Administrator will add the consignment company for you.

Question:

When | try to add product to a certificate request, click on save request, and then on add

product as stated in the directions: the screen either refreshes and then deletes all of the

information I put in or it refreshes and doesn’t do anything else. Why is this happening?
Answer
In order to submit a certificate request, you must be in edit mode. In the Request
Certificate screen, there is an area in the top left hand corner that is labeled: Mode.
Make sure that the “edit” setting is marked and not the “view” setting. Try the
request again. If you experience the same issues, call the Database Administrator
for further assistance.

Question:

When 1 try to add product to a certificate request, | get the following error: “An error has

occurred. Error: RequestCert is currently unavailable”. Why am | getting this error?
Answer
Make sure that the only entry that you put in the “Marked Weight” box is numbers.
Do not put anything else (i.e. 1bs.) or the system will not recognize the entry and
you will receive an error.

Question:
[ tried to request a new certificate, but when I clicked on “Save Request” I received the
following error: “Invalid Marked Weight (Weight cannot exceed 32,500)”. Why can’t I
save my request?
Answer
The Marked Weight box is limited to 32,500 pounds. If you enter a number larger
than 32500, you will receive this error and will not be able to add product or submit
your request. This box is NOT required. You can either leave the box blank or try to
track this in another way until we are able to change this feature.
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Question:
Can I save a certificate request and go into it later if | get interrupted before | can submit
it?
Answer
Yes. Once you click on “Save Request” a tracking number will be assigned to the
certificate request and the information is saved. The tracking number is located on
the left side of the page just below the link “Load From Template”. If you have
already begun entering product into the request, finish the line you are working on

and click on the @ (save) icon to the left of the product information. This will
save the product information. Make sure you write down the certificate tracking
number. When you are ready to finish and submit the certificate, follow the steps on
page 8 of the user manual to retrieve the certificate. Click on the certificate tracking
number that you wrote down. Once it loads, you can finish entering all of your data.
When you are finished, click on the “Submit Request” button.

Question:
Do | have to enter something in the Total Containers, Marked Weight, and Identifying
Marks boxes? If I don’t enter anything in these boxes, will I still be able to add product to
my request?
Answer
No, you do not have to enter anything into these boxes. They are not required
boxes. Yes - if you leave these boxes blank, you will still be able to add product to
your request.

Question:
Do | have to enter something in the Count Lot Wt. and Label/Brand boxes when | enter
my product information?
Answer
No, you do not have to enter anything into these boxes. They are not required
boxes. The only boxes that you MUST fill in are the Product, Prod Class, Harvest
Company, Growing Area, and the Harvest Date. These are required fields. If you do
not enter anything into the required fields, you will receive an error message.

Question:
| was interrupted when requesting a certificate. When | had time, | went back into the
system and brought the request back up to finish it. When | brought it up, the product
information was different than what I had put in. Why?
Answer
If you do not save the product before you exit the screen, the system will assign
default entries to the required boxes. To change this information, click on the ¢’
(edit) icon to the left of the product information. Choose the correct information and

enter the correct harvest date. Click on the @ (save) icon to the left of the product
information to save the product to the request.
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Question:
Do | have to submit 2 separate certificate requests if | want to send 2 different products to
the same customer?
Answer
As long as all products have the same final destination, you only need to submit 1
certificate request. You will list each different product on a separate line.

Question:

Why doesn’t the port that I send product out of show in the drop down list?
Answer
This means that the port has not been entered into the system. Send the name of the
port in an e-mail to the Database Administrator and the port will be added to the
list.

Question:

| tried to enter product into a certificate request but there weren’t any growing areas for

the harvest company I chose. Why can’t I pick a growing area for this harvest company?
Answer
The harvest company probably does not have any growing areas associated with it.
Send an e-mail to the Database Administrator with the name of the harvest
company and a brief explanation of the problem. If you know the growing areas
associated with the harvest company, send this information in your e-mail. The
Database Administrator will confirm the growing areas associated with this harvest
company and enter them so they will show up in the drop down list.

Question:

I saved a certificate request, but I can’t see the request number in the drop down box

when I go back in to find it. Why isn’t the certificate number in the drop down list?
Answer
If you have submitted a certificate request, it will not show in the drop down list to
choose and edit. The only thing you will be able to do with the certificate is cancel
it. If you submitted the certificate request on accident, cancel the certificate by
clicking on “Certificate”, “Cancel Certificate”, choose the certificate number, click
on “Cancel Certificate”. When the verification box comes up, choose “OK”. This
will cancel the certificate request.

Question:
| submitted a certificate request and now | need to change it. | went into the Request
Certification screen and clicked on the drop down list to choose the certificate | just
submitted, but the certificate number was not in the list.
Answer:
Once you have submitted a certificate, it is no longer available for change. If you
need to make changes to a certificate that you cannot find in the drop down box in
the Request Certification screen, send an e-mail or call a member of our Export
Staff and they can make the changes for you.
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Have you run into other issues or circumstances that others might have run into
also? Let us know and we’ll add your question and an answer to this FAQ section.

If you have suggestions on how to improve this manual, please let us know. We are

dedicated to making sure that this manual is complete and useful. And we welcome
your suggestions and comments.
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