
The Phytosanitary Certificate Printing Program©

The Phytosanitary Printing Program© is designed to quickly and correctly complete a Phytosanitary certificate or a Phytosanitary Certificate for ReExport to the Department of Agriculture specifications. It was developed with the help of the Department of Agriculture. While every effort has been made to comply with the requirements of The Department of Agriculture regarding the Phytosanitary certificate, responsibility for any inaccuracies in program design reside with Waybills.com
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Introduction

Congratulations on the purchase of the Phytosanitary Printing Program©. Like the Professional Waybill Printer Program©, this program is designed to take advantage of computers in the marketplace and add yet another time consuming task to the computers workload. Once you have added your data to this program and added the proper paragraphs from the Department of Agriculture, you will be generating error free certificates in less than a minute. If, for some reason the data is not correct, you can enter the corrections on the screen and print another with no fear of a “typo” somewhere else. Even last minute changes present no problem.

We have kept this manual short. PLEAS READ THE MANUAL COMPLETELY AT LEAST ONCE BEFORE ATTEMPTING TO USE THE PROGRAM We have attempted to make this program user friendly without slowing it down. Any time a program stops to ask you a question, it requires one or more keystrokes before it will continue. We have kept that to a minimum so you sometimes need to remember what you are doing as you go along. This can become difficult on a slow computer where there is waiting between choices. On a faster machine it is quite easy.

Program Features

The Phytosanitary Certificate Printer Program© allows you to:

· Assign any number of products to any number of consignees along with all instructions pertaining to that product and that country.

· Can insert any combination of Consignee, Exporter, Means of Transportation, Products, Place of origin, Declared Point of Entry, Etc., in the certificate that conforms to your shipment, in seconds, error free.

· Any incorrect data can be corrected globally so that once an error is discovered and corrected for one consignee, it is corrected for all consignees for that country and that product

· Multiple page attachments are printed on either the same or a second printer depending on your equipment and how you set up this program.

· If there are additional notes or requirements, you my view or print them at the same time.

· With basic data in place, a completed certificate takes less than a minute.

Installation and setup

The install program creates a directory off the root directory called “Phytosan” and a directory under that called “Data”. Backing up the data directory protects all your entries. Typing pca in the data directory starts the program. You may also use the right button on your mouse to drag pca.bat to your start menu and your desktop to create shortcuts

Install

· If you received this program on disk, place it in the appropriate drive, access that drive through either windows explorer, the dos/command prompt, or the run command on the start menu (Type “(D)rive\install), click on or type “Phytosan”. The program installs from there and you will be at the opening menu.

· If you downloaded it from the Website, it installed at that time.

Setup 

· Choose #4(Maintenance Menu) from the opening menu. Choose #7(Program Setup) on the Maintenance Menu. The screen before you allows you to use two printers for this program. By using two printers you don’t need to unload the certificates in order to print attachments or notes

· Certificate type

· (P) reprinted Phytosanitary Certificates

· (B)lank Certificate Stock

· Attachment copies tell the computer how many copies of the attachment to print.

· Place of issue is normally already on the certificate. If your certificates are already prelabeled the leave this field blank

· As soon as you press <Enter> you are asked if all entries are correct. Pressing <Enter> assumes yes, saves the form and returns you to the Maintenance Menu. Pressing <esc> at the Maintenance Menu returns you to the Opening Menu.

Positioning Certificates

From the opening menu

· Add a consignee and a product

· Add an Exporter

From the Maintenance Menu

· Enter a sample Product

· Enter a sample Phytosanitary statement

From the Opening Menu

· Choose #1 Phytosanitary Certificate

· Press F7

· Choose #1 Setup a new certificate

· Build your certificate

· Press F8 to print your certificate (you can use plain paper and place it over a certificate to check lineup)

Keep printing this certificate until you have the certificates positioned correctly in your printer. Put marks on your printer to help you when you need to re load the certificates. 

Play with the program. Anything you enter you can take out so don’t worry about what you enter.

Products

The products form is accessed through #1 on the Maintenance Menu If you make a mistake while filling out a product line and see it after finishing the field, finish the line, reenter the line #, and when the prompt asks you whether you want to delete the line, answer (N)o (default choice), press <Enter> until you are in the field you want to correct. Make the correction and continue to the end of the line by pressing <Enter>. If you want to delete the line, answer (Y)es to that question.

Other than the product field, if the field directly above the one you are working on says the same thing you want in this field, then simply enter ( “ ) in your field and we will copy the above entry to this one.

If you sometimes list your products on an attachment, be sure you have a “see attachment” product for each type of container listed in item #11

· Choose #4 on the main menu

· Choose #1(or just press <Enter> since #1 is highlighted)

· Enter the first blank line #

· Enter the name of the product. This appears in item #9 of the certificate.

· Descriptive words are not allowed. You can say raspberries but you don’t want to say red,big,yellow,Etc. raspberries)

· Enter Packaging description in singular form.  This also appears in item #9 of the certificate

· This is really a unit of measurement. Strawberries are sold in trays so the # of trays are also the # of packages used in #11. if this is not the same for your products, you will need to edit the certificate screen before you print the certificate.

· Enter Distinguishing Marks. This appears in #12 and must appear on each container of like product.

· Enter Packaging Description in singular form. This appears in item #11

· If the packaging is also the unit of measurement as in raspberries, the quantity will be correct. If not, then this quantity may need to be edited. Assuming the data you’ve entered in the data base is correct, Item#11 is the only editing that may be necessary before printing your certificate.

· Enter botanical plant name. Appears in item #10. this is only required for propagative materials. Raspberries don’t need it, raspberry plants do.

Points of Origin

· This is #5 on the Maintenance Menu. Follow the instructions at the bottom of the form The PR field allows you to override the alphabetical sort because the sorting procedure sorts first on the PR field. You can put Zaire at the top of the list by putting –1 in the PR field for Zaire. When you are finished just press <Enter>.

Inspectors

· This is #6 on the Maintenance Menu. Follow the instructions at the bottom of the form The PR field allows you to override the alphabetical sort because the sorting procedure sorts first on the PR field. You can put Zachary at the top of the list by putting –1 in the PR field for Zachary. When you are finished just press <Enter>.

· Some jurisdictions require their inspectors to print their names in Item #17. If that is true in your area then you need not enter any data here

Consignees

· Choose #2 on the Main Menu

· A blank list appears on this screen. This list will show all your consignees sorted first by (PR) then alphabetically.

· Choose the first blank line and press <Enter>

· If you make a mistake while filling out the top of this form, finish the form. You can go edit the top, and correct any errors.

· A blank consignee form appears on the screen. Everything in Consignee, address1,address2,city, st-prov, zip, and country, appears in item#8 in the order they appear on the screen. You may treat these lines as you want and ignore their titles.

· Point-of-Entry appears in Item #15.

· Listing priority (also appears in PR on consignee list) overrides the alphabetizing of the consignee list. It allows you to move seldom shipped consignees to the bottom of the list.

· The E-mail address is for your convenience now and for future enhancements. Contact, Fax, and Phone numbers are for your convenience and need not be used.

Consignee lines

· To add a product, pick the # of the first blank line and press <Enter>

· You are taken to the product list you entered earlier

· Choose the line # of the product you want

· You are returned to the Consignees record, the product line is started, and you are asked if there is any disinfestation/disinfection or additional declaration required. If there is data above the field you are in and you want to copy it to your current line, enter  “ in the field you are in and the program will copy the data down

·  A “Y” will display the “Phyto” data form and lead you through the sections. If there is already is a data form for this product and this country, it will appear and the prompt at the bottom of the screen will ask if you want to copy it. If there are none then your best source is a recently completed and signed certificate. Otherwise the inspectors can supply you with the appropriate information. 

· An ”N” will put an “N” in the DDT column, skip the (AT)tchment question and ask if there are any official verifications or notes.

·   A “Y” to the (AT)tachment question displays the attachment form. You may move about this form with the arrow keys, the tab and shift/tab keys or enter key. When you are finished, press the save key shown at the bottom of the screen and continue on. The attachment can be several pages long. Each page will have the appropriate heading, the appropriate signature block, and the page number. Your best source for proper information is a recently completed and signed attachment. Otherwise the inspectors can supply you with the appropriate information.

· .  A “Y” to the official verifications or notes questions will display the “NT” form. You may move about this form with the arrow keys, the tab and shift/tab keys or enter key. When you are finished, press the save key shown at the bottom of the screen and continue on. The Official Verifications/Notes can be several pages long. Each page will have the appropriate heading, and the page number. Your best source for proper information is a recently completed. Otherwise the inspectors can supply you with the appropriate information and you can keep any notes here.

· The setup screen lets you ask to be prompted to print any notes when you print the certificate. If you answered (N)o then the notes will be ignored when you print the certificate. You may look at or edit the notes by editing the proper line on the consignees record

· Edit or delete a Consignee product line

· Enter the line # of the line you want to edit or delete. You are asked if you want to delete the line. “Y” deletes the line (default is “N”). if you answer “N” or just hit <Enter> the program takes you through the line and lets you make changes.

Exporters

· Exporters are the third choice on the main menu and contain all the information that is entered in item #7 on the certificate. Like in the Consignees block, the five address lines will appear in the order listed. The rest of the entries are for your convenience.

· Enter the first blank line # to add an Exporter

· Enter the line # of an exporter you want to edit or remove.

Positioning Phytosanitary Certificates in the Printer

· If you are good at this you will need to waste two certificates, one to determine where the top left corner of the form is in your printer. You may also use blank paper as an overlay. 

· Load certificates or blank pin fed paper in your printer. Let your printer do as much of this as possible if you have a printer that sets top of form (TOF) get your printer manual out and use it to set top of form and tear off. A little extra time here will save lots of time when you are printing certificates.

· Go to  “Completing the Phytosanitary certificate” on the next page, set up a sample certificate and print it. Make adjustments on your printer  by moving the tractor feeds right or left and/or setting the top of form up or down, until everything lines up. Put marks on the printer to indicate where the top left corner of the certificate should be when you start printing certificates. Once this is correct, you can print all the certificates you want and not touch the printer. The program knows how long the form is and will advance to the next form as needed.

Completing the Phytosanitary Certificate

OK, clear the desk. This goes fast. Make sure no one is standing near the printer and fasten your seat belt. Your liability insurance may not cover people being hit by flying Phytosanitary Certificates.

· Load some Phytosanitary Certificates in your printer and watch the prompts at the bottom of the screens for additional information and hints.

· Choose #1 from the opening menu

· Press F7 to bring up the procedures menu

· Choose #1. Setup a new Certificate

· Choose the consignee you want for this certificate.

· Choose the line # (s) of the products you want for this certificate.

· Answer the prompt at the bottom of the screen.

· If the product choice you made was “see Attachment” then this number should be the number of packages for item # 11 on the certificate. Even so, you may need to edit #11 and # 12 on the completed certificate screen.

· Choose the line # of the “Place of origin” for this product

· When you have chosen all the products to be listed on the certificate(a maximum of 5 without using an attachment), just press <Enter>

· Pick the line # of the Exporter for this certificate and press <Enter>.

Most of the data as it will be printed on the certificate is now on the screen. The dates, Fpc#, inspectors name are added when you press F8 to print the form. Just before the actual printing starts a box pops up on the screen asking if you want to (P)rint (the form now),(S)ave (to print later), or (R)eview (don’t save or print it now), this certificate. By holding down the <Ctrl> key and pressing <Page Up> or <Page Down> displays all the information that will be printed on the certificate. You may edit any entry on the screen. If the computer finds any entry in the “A”,”B”, or “PerFPC” fields at the top of the screen, it assumes you are printing a Certificate for ReExport

Maintenance Menu

1. Add, Edit, Delete Products (was covered on page 4)

2. Edit Phytosanitary Statements by country 

· Enter #2 and press <Enter>

· Enter name of country you want to edit and press <Enter>

· If there is an existing for the country and product, it will be displayed and offered for editing. If there is none or none you want to use for a “Template” you will have a blank form to work with

· Make the necessary entries and press F7 for the procedure menu.

i. #1 will display each statement for each consignee in that country that imports this product and ask you if you want to update this particular record. (Y) updates the record, and “N” skips that record

ii. #2 Abandons the Current update and starts another

iii. #3 Abandons the current update and exits to the maintenance menu.

3. Edit Additional Declarations by Country (and product)
· Enter #3 and press <Enter> 
· Enter name of country you want to edit and press <Enter>

· If there is an existing for the country and product, it will be displayed and offered for editing. If there is none or none you want to use for a “Template” you will have a blank form to work with

· Make the necessary entries and press F7 for the procedure menu.

i. #1 will display each statement for each consignee in that country that imports this product and ask you if you want to update this particular record. (Y) Updates the record, and “N” skips that record

ii. #2 Abandons the Current update and starts another

iii. #3 Abandons the current update and exits to the maintenance

The following keys help edit the two prior forms

· Insert: inserts a space in the current line.
· Delete: deletes a character or space in the current line.

· <ALT8>: inserts a line directly above the current line.

· F3: deletes the current line in the form.

· Arrow keys: Arrow Keys

· <Enter>: Acts as a carriage return
4. Edit official verifications by country (and product)

· Enter #3 and press <Enter> 
· Enter name of country you want to edit and press <Enter>

· If there is an existing for the country and product, it will be displayed and offered for editing. If there is none or none you want to use for a “Template” you will have a blank form to work with

· Make the necessary entries and press F7 for the procedure menu.

· #1 will display each statement for each consignee in that country that imports this product and ask you if you want to update this particular record. (Y) Updates the record, and “N” skips that record

· #2 Abandons the Current update and starts another

· #3 Abandons the current update and exits to the maintenance

5. #’S 5 and 6 are covered on page 5.

7. Exits to opening menu

8. Program Setup (covered on page 4)
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