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To request China Sanitary Certificates exporters must register to use the Electronic Trade Document
Exchange System (eTDE).

eTDE provides a secure environment for sharing trade documentation with governments and

businesses across the supply chain.

To work within this security framework, there are a number of actions that new users and companies

must take:
= |ndividuals must obtain level 2 eAuthentication
=  Companies must be registered in eTDE

=  First time users must go to eTDE - www.eTDE.usda.gov and will be directed to a profile

page to request party and role association.

More information regarding eTDE registration and Frequently Asked Questions is available at
http://www.etde.usda.gov/eTDEHelpCenter Dairy.aspx

Electronic Trade Document Exchange System
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The USDA Electronic Trade Document Exchange (eTDE) system provides a secure environment for
sharing trade documentation with governments and businesses across the supply chain. To work within
this security framework, there are a number of actions that new users and companies must take before
using eTDE.

1. Obtain a USDA e-authentication account for each user that will access the eTDE system. Users
located in the US need a Level 2 account, while users outside of the US need a level 1 account. After
submitting a request for a Level 2 account, users will need to be identify-proofed by presenting
authoritative identification documents to a USDA Local Registration Authority. If vou do not already
have an e-Authentication user account, please follow the links below for instructions related to
eAuthentication registration.

= Register for eAuthentication account
=« Find the nearest Local Registration Authority (LRA)
» Get help regarding eAuthentication

2. Learn how to finalize eTDE registration, establish a company as an entity in eTDE, associate other
staff to the entity, and more. Please note that the screen prints in the document are generic and refer to
"Peanuts" comimodi i elect your commodity (Dairy).

DE Dairy Owner User Guide
» Frequently Asked Questions Regarding eTDE and eDocs
ou need eTDE technical support contact system administrator at etdeadmin@usda.gov. For other

questions TTr—— = T age v

- eTDE Glossary
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http://www.etde.usda.gov/
http://www.etde.usda.gov/eTDEHelpCenter_Dairy.aspx

1. Go to eTDE home — http://www.etde.usda.gov/
2. Select http://www.eauth.egov.usda.qov/

Electronic Trade Document Exchange System

Welcome to the Electronic Trade Document Exchange System (eTDE)!

The eTrade Document Exchange (eTDE) System supports the trade of US agricultural

commodities domestically and internationally. This system makes trade documents,

including official certificates, available via the internet to facilitate foreign and domestic
trade of US agricultural products.

UsDA provides this information as a service to the supply chain. The certificates available
in the repository are provided by a variety of document providers. Some certificates are
provided by USDA, some by programs under USDA certification, and some from
commercial sources that operate independently of USDA. USDA validates the identity of
each document provider and has security controls in place to ensure that certificate data
obtained from document providers remains unaltered once it is posted onto the site.
Certificates downloaded from eTDE contain statements reminding users that certificates
printed from the eTDE system are not considered authentic copies, and that some

documents are provided by sources that operate independently of USDA.

In order to access eTDE certificate information you must be registered through the

USDA e-Authentication system.
If you are not a regist

ign system please go to
Sfwww.eauth.egov.usda.gov,
International users should apPTy=f

Lottty ' - [hey must notify the eTDE
System Administrator when they have requested eAuthentication by sending an email to
eTDEAdmin@usda.gov The user's name and organization should be included in the
email. The eTDE System Administrator must approve new international users before
access to the eTDE system will be available. Domestic (U.5.) users need to apply for a
Level 2 eAuthentication account, but do NOT need to send an email to the System
Administrator.

If you are a registered user of eAuth System, click here Login to eTDE

Version: 1.0.26 Date: 08/07/2012

3. Select Create an Account
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4, Select Create an Account

5. Select Register for a level 2 Account

3 China Sanitary Certificates - Overview of the USDA Online Procedures
November 2014



Once fully registered in eTDE, exporters must go to the Electronic Document Creation System (eDocs) to
apply for China Sanitary Certificates.

6. Go to - http://etde.usda.qov/edocs to request export certificates

>

7. Select ‘Login to eDocs’. Enter User ID and Password

The first screen shows two tabs: “In Progress’ and ‘Submitted” — these queues show you what
certificates you have submitted and which ones you are still working on “in progress’.
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8. Select “Create Certificate” link in the top right hand corner of the page to begin a
new request.

-

9. Select China from the drop down list

>
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This is the view if China is selected:

Please Select Product Export Country
| China [v]

System Certificate Templates

Dairy China Sanitary
Dairy China Sanitary
Version: 1.0

Created On:
3/10/2014

Create

Exporters can create custom templates for regular shipments. Each company can store up to 60

templates.
Custom Certificate Templates

Help: You can open a system certificate template or any certificate and modify the field values as they are needed and click on 'Save As Template’

button.

Example of Template

System Template Name:
Dairy China Sanitary

Created By:
CARRIE SAYASITHSENA

Created On:
10/29/2014 1:52 PM

Create Delete

First Previous Next Last

There are three sections on the request forms.

e Billing Details
e Part | for consignment details
e Applicant Certifications where you attest your information is accurate

There are three tabs for each request.

e The actual form tab
e A Comments tab where you can add comments or USDA adds comments if a

request is rejected
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e An Attachment tab where you attach your self-addressed courier label if you wish
to receive the certificate via courier service

This is an example of the tabs in the China Certificate form:
Edit Dairy China Sanitary

Dairy China Sanitary Comments Attachments

| Save | | Save As Template ‘ | Close |

* indicates required.

Billing Details | Part I | Applicant Certifications

Dairy China Sanitary

Billing Details Top
Applicant Number:* Customer Reference:*
Contact Name:* Contact:*
Email Address:* Company:*
Phone Number:* Street: *

=  Provide information in all required fields. The individual requesting the document must be
associated with the Consignor and the Consignor company name on the application must match
exactly how the company name is registered in eTDE.

= Save the request if the information is complete.

= Save as a template if you wish to retain the information for future requests.
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Edit Dairy China Sanitary

Dairy China Sanitary Comments Attachments

‘ Save ‘ ‘ Save As Template ‘ ‘ Close ‘

* indicates required.

Billing Details | Part I | Applicant Certifications

Dairy China Sanitary

Billing Details Top
Applicant Number:* Customer Reference:*
Contact Name:* Contact:*
Email Address:* Company: ¥
Phone Number:* Street: ¥

This is the screen view after you select “save”.

If you make last second edits, select ‘save’ again.
If you want to preview your document, select ‘Print PDF’
If you are ready to request a document, select ‘submit’.

If you select submit the screen takes you back to the original screen “My Certificate Requests”.
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Requests in the ‘in progress’ tab are still available for editing.

The requests have not been submitted if they are still in “new” status in the ‘In progress’ tab. These are
active request that can still have edits or attachments added.

Submitted requests appear in the ‘submitted’ tab; they are pending review and approval by USDA.
Exporters may still pull back requests in ‘submitted’ status for editing if USDA has not opened the
request for review.

What if | Need an Amendment?

To request an amendment select the document that needs amended from your queue.
Make the necessary changes, select save, attach courier label if you wish, and select submit.
If you have questions please contact Carrie Sayasithsena or Ken Vorgert

= Carrie.Sayasithsena@ams.usda.gov or Ken.Vorgert@ams.usda.gov

=  Phone: 202-720-3171 — Carrie or 630-437-5037 — Ken

= http://www.ams.usda.gov/AMSv1.0/Dairy
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