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[bookmark: _Toc71553235]Executive Summary 
The purpose of this document is to provide screenshots regarding including LAWGS introduction, Creation of customer eAuth login, Importer and Broker user orgs, Declaration forms and the connection to Importer and Broker users. This document outlines an overview of LAWGS.  
[bookmark: _Toc71553236]Introducing LAWGS
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[bookmark: _Toc71553237]E-Authentication for Importer Org
Step 1: All Users must be e-Authenticated to gain access to USDA APHIS sites.
Link: https://www.eauth.usda.gov
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Step 2: Please enter email address.
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Step 3: The confirmation has sent to your email address. Follow the link to complete the registration process.
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Step 4: Click “Continue Registration” from your email.
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Step 5: It will open the link with USDA eAuthentication Customer Account Registration form. Please fill out and click “Submit” button.
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Step 6: Once you submit the form, it will direct you to the window called “Account Registration complete”.  Click “Log in to your application” button or use the below link to login to LAWGS using your eAuth user id and Password. 
https://lawgs-training.aphis.usda.gov/lawgs/faces/login_initial.jsf
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Step 7: Login to your application using the below link:
Link: https://lawgs-training.aphis.usda.gov/lawgs/faces/login_initial.jsf
Please use your eAuth login credentials to “Log in with your password”.
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[bookmark: _Toc71553238]LAWGS Home Screen
USDA eAuth login window will direct you to the LAWGS Home Screen.  Click “Log In”.
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Step 1: Use option 1 to create Applicant Organizations. 
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Step 2: Fill the mandatory fields and click next.
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Step 3: Please make sure to click “Create a New Organization’s Account within LAWGS and click “Next”.
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Step 4: Select one Account type “Importer Organization”, fill the rest and click “Submit”
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Step 5:  Importer user organization has created and click “Continue” to start using LAWGS.
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Step 6: LAWGS Home Screen for Importer
Click “With out Template” File a declaration form. 
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Step 7: Enter the Entry Number (3 Alphanumeric and 8 Numbers) and click next. 
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Step 8: Create a Consignee. 
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Step 9: Fill the Consignee details and click “Save & Back” button. 
[image: Graphical user interface, application
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Step 10: You can see the Consignee information in the drop down. Select the Consignee for the products that you are importing into the United States and click “Next”.
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Step 11: Please fill the Shipment information and click “Next”. 
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Step 12: Merchandise Information
Please add the “Description of Merchandise” and Choose Option 1 or Option 2 to provide Merchandise information. 
Click Option 1: Enter Merchandise Manually, fill the fields and click “Enter Row Details”.
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Step 13: Select Special Use Designation and click “Generate rows”. 
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Step 14: Click “Save”
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Step 15: Click “Next”
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Step 16: Summary/Submit window
Please review the information that you have provided for the form. Select “Edit” to make changes to the associated part of the form.  Carefully review and click “Submit Form” button. 
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Step 17: Your Plant and Plant Production Declaration From has been submitted and please save the tracking number for future reference.  To speed up the creation of future forms, click “Save as Template” button to do so. 
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Step 18: Click “Manage Template Data” from the left navigation menu.  There is a message displayed in red colour “Template tiled “your file name” was successfully saved.”
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Step 19: Manage Form Templates
You can see your template that you have saved under “List of Templates”.
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Step 20: View Forms
There are multiple options to view forms.  
View Form with “Status”
[image: ]
Step 21: View forms with “Tracking Number”.
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Step 22: View Forms with “Entry Number”
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Step 23: Click “View” button from the resulting list. 
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Step 24: Under “Reviewer/Applicant Notes”, you can add the notes that you want to make communications with Reviewer. Click “Add”. 
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Step 25: Click “Delete” if it is not necessary and then click “Save”. 
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Step 26: Click “Manage” button to manage the submitted form. 
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Step 27: Choose the desired process “Generate Excel” and click “Select”.
The Declaration form of Excel sheet will be generated. 
[image: Graphical user interface, text
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Step 30: Choose the desired process “Generate PDF” and click “Select”.
The Declaration form of PDF will be generated. 
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Step 31: Choose the desired process “Replace Declaration Form” and click “Select”.
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Step 32: Do you want to replace the declaration form? 
Click “Do not Replace”, if you choose not to replace. 
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Step 33: Click “Cancel”
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Step 33: You will be directing to the “View Forms” window. 
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Step 34: Click “Replace” button to replace the declaration form. 
Note: The replacement will have the new Tracking ID. The original will be marked as replaced and will be no longer accessible.
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Step 35: Follow the same process of Creation of Plant and Plant production form submission.
[image: Graphical user interface, text, application

Description automatically generated]
Step 36: Make changes where you would like to update or replace the information, check the box and then click “Submit Form”. 
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Step 37: The new tracking number has created and click “Save as Template” to save for future reference.
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Step 38: Click “View Forms” to view the replaced form. Below you can see the form with update tracking number and the submission date as Today. 
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[bookmark: _Toc71553240]Manage Importer/Broker Relationship
Step 1: LAWGS Home Screen 
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Step 2: Click “Manage Account” on top Right corner and click Manage Importer/Broker Relationship and click “next”.
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Step 3: Click “Generate New Broker Key Code”
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Step 4: Click “Save” button to save the Broker Key code.  
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Step 5: A message will be displayed saying that the Broker Key Code has been successfully saved. You can send this code to the broker of your choice. 
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Step 1: All Users must be e-Authenticated to gain access to USDA APHIS sites.
Link: https://www.eauth.usda.gov
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Step 2: Please enter email address.
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Step 3: The confirmation has sent to your email address. Follow the link to complete the registration process.
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Step 4: Click “Continue Registration” from your email.
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Step 5: It will open the link with USDA eAuthentication Customer Account Registration form. Please fill out and click “Submit” button.
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Step 6: Once you submit the form, it will direct you to the window called “Account Registration complete”.  Click “Log in to your application” button or use the below link to login to LAWGS using your eAuth user id and Password. 
https://lawgs-training.aphis.usda.gov/lawgs/faces/login_initial.jsf
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Step 7: Login to your application using the below link:
Link: https://lawgs-training.aphis.usda.gov/lawgs/faces/login_initial.jsf
Please use your eAuth login credentials to “Log in with your password”.
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Step 1: Use option 1 to create Applicant Organization for Broker Org 
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Step 2: Fill the mandatory fields and click next.
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Step 3: Please make sure to click “Create a New Organization’s Account within LAWGS and click “Next”.
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Step 4: Select one Account type “Broker Organization”, fill the rest, and click “Submit”.
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Step 5:  Broker user organization has created and click “Continue” to start using LAWGS.
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Step 6: Manage Broker/Importer Relationship
Click “Manage Account” on top right corner. 
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Step 7: Click “Manage/Broker Relationship” and click “Next”.
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Step 8: Establish New Importer Relationship
Use the Broker Key Code which is supplied by the importer organizations and click “Save”. 
Please make sure to save the Key code.
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Step 9:  A message will be displayed in red colour. Yo may now create and submit Declaration forms on behalf of the Filer Org which is the importer organization. You can also see the List of import organizations that you have a relationship with in LAWGS.  Click “Back” to LAWGS Home screen.
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Step 10: Creation of Plant and Plant Production Declaration Form
Click “Without Template”
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Step 11: Select the Importer Organization from the dropdown menu.
Type the Entry number and click “Next”.  
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Step 12: Create a Consignee 
[image: Graphical user interface, text, application

Description automatically generated]
Step 13: Enter the Consignee details and click “Save & Back” button.[image: Graphical user interface
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Step 14: Select the Consignee for the product that you are importing to the United States and click “Next”.
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Step 15: Enter the Shipment information and click “Next”[image: Graphical user interface, text, application, email
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Step 16: Merchandise Information
Please add the “Description of Merchandise” and Choose Option 1 or Option 2 to provide Merchandise information. 
Click Option 1: Enter Merchandise Manually, fill the fields and click “Enter Row Details”.
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Step 17: Select Special Use Designation and click “Generate rows”. 
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Step 18: Click “Save”
[image: Graphical user interface, application

Description automatically generated]





Step 19: Click “Next”
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Step 20: Check the “box” and Click “Submit Form”.
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Step 21: Save as Template
Please save it for your future templates also save the tracking number. 
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Step 22: Write the file name and Click “Save”.
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Step 23: A message will be displayed in red colour that your Template was created successfully. Click “Manage Template Data”
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Step 24: Click “Manage Form Templates” 
You can see the templates that you have created under List of Templates. 
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Step 25: Click “View Forms”
Please enter search criteria with Importer Organization to view a list of forms. 
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Step 27: Click “View” button to add notes.
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Step 28: Add notes and then click “Save”.
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Step 29: Click “Manage” to manage the submitted form. 
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Step 30: Choose the desired Process “Generate Excel”.
Click “Select”.
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Step 31: Choose the desired process “Generate PDF”.
Click “Select”.
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Step 32: Choose the desired process “Replace Declaration Form” Click “Select”.
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Step 33: Do you want to replace the declaration form? 
Click “Do not Replace”, if you choose not to replace. 
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Step 34: Click “Cancel” 
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Step 35: You will be direction to View Forms window.
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Step 36: Click “Replace” button to replace the declaration form. 
Note: The replacement will have the new Tracking ID. The original will be marked as replaced and will be no longer accessible.
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Step 37: Follow the same process of Creation of Plant and Plant production form submission.
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Step 38: Make changes where you would like to update or replace the information, check the box, and then click “Submit Form”. 
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Step 39: The new tracking number has created and click “Save as Template” to save for future reference.
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Step 40: Click “View Forms” to view the replaced form. Below you can see the form with update tracking number and the submission date as Today. 
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3. Someone (account admin) has provided you with a unique PIN to join the organization

*You need to have been assigned a unique PIN to access your organization's LAWGS account. If you do not have a PIN, please contact your organization's LAWGS administrator.
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US DA United States Department of Agriculture Lacey Act Web Governance
z Animal and Plant Health Inspection Service System (LAWGS)

Registration Wizard - Create New Organization Need Help (@

Please create a profile for your company/organization. Only one profile per company/organization is needed. As the organization administrator, you are responsible for adding and
maintaining other LAWGS user accounts for your company or organization. When entering additional user accounts to your company/organization, you should also designate at least one
other user as an administrator

Select one Account Type: Importer Organization or Broker Organization.

Importer Account: This is the main account type for the importer of record. This organization is the default filer and is legally responsible for the shipment itseff. The Importer can invite
someone with a Broker Account to file on their behalf, but someone with an Importer Account can only file for that same Importer.

Broker Account: This account type is for agents or companies that perform broker duties and file Customs documentation on behalf of one or more Importing entities. This Account cannot
file any Lacey Act documentation through LAWGS by default. Once a broker has been authorized by an Importer Account through the Broker Key Code process they will be able to file on

that Importer's behalf.
*Organization Type: ¥ @ Importer Organizatiol O Broker Organization

*Organization/Company Name: * Filer Org

Items marked * are required.

*Country: Colombia - CO
Importer Number:

*Street Address: 211

*City: Ellicot
*State/Territory/Province: ¥ VA
*Zip Code: ¥ 22567
*Phone: 987654321 Fax:

E-Mail:
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Congratulations Nec::—- .z 0 , you have successfully created the Filer Org organization in LAWGS. Click the 'Continue’ button to start using LAWGS.
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Welcome Need Help (@

Welcome to the LAWGS System (LAWGS). LAWGS allows you to quickly create and submit the PPQ Form 505: Plant and Plant Product Declaration for the purpose of satisfying the Lacey
Act requirements

‘With Template
Without Template New to LAWGS? Online help is always a click away - just click located toward the top right corer of any page
Manage Template Data

View Forms

Create Form

Messages Whatis New  User Startup ~ Important Links
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USDA United States Department of Agriculture Lacey Act Web Governance
=a‘_ Animal and Plant Health Inspection Service System (LAWGS)

Creation of a Plant and Plant Pi

uct Declaration Form

LAWGS Home
omB: ¥ According to the Paperork reduction Act of 1995, an agency may not conduct or Sponsor. and a person is not required 1o respond to, a collection of information unless it displays a valid OMB control number. The

Form Step By Shep valid OMB control number for this information collection is 0579-0349. The time required to complete this information collection s estimated to average 0.5 hours per response, including the time for reviewing instructions,

| Enfry Number searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information
General Note: The above OMB statement will not print on the electronically generated PPQ Form 505,
Shipment Information
Merchandise Entry Number

Summary/Submit

Items marked * are required.

@ber: v MAC11111111 >

Important: The Entry Number cannot be changed for this declaration form after clicking the ‘Next' button. If the Entry Number needs to be corrected, the Declaration Form

must be deleted and a new one created with the correct Entry Number.
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Creation of a Plant and Plant Product Declaration Form N Ip

LAWGS Home ‘Tracking #7151 Save as Work in Progress ~ Save as Template = View Form Draft = Close = Delete
Form Step By Step
Entry Number
|  General General
Shipment Information
Merchandise Imeortey
Summary/Submit Importer Organization: Filer Org (Org ID 2851)
Importer Address: 211
Ellicot VA 22567 Colombia
Phone: 987654321
Consignee

Please select the Consignee for the products that you are importing into the United States. If the Consignee is not in the dropdown list, please select "Create Consignee" and provide the
required information. ltems marked * are required

*Consignee: Select Create Consignee
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Please enter the required information for a consignee. Please note: If the Consignee Alias Name, which is the consignee name represented in a dropdown, is left empty, the first 40
characters from Consignee Name will be copied to it on save. Items marked * are required.

*Consignee Name:
Consignee Alias Name:

Consignee Contact Person Name:

*Street Address:

*City:
*State/Territory:  Select v
*Zip Code:

Country: USA

Phone:

Fax:

E-Mail

(Cancel) m (Save & Add Another]
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Creation of a Plant and Plant Product Declaration Form Ne:
LAWGS Home ‘Tracking #7151 Save as Work in Progress ~ Save as Template = View Form Draft = Close = Delete
Form By Step
Entry Number
| General General
Shipment Information
Merchandise Imeortey
Summary/Submit Importer Organization: Filer Org (Org ID 2851)
Importer Address: 211
Ellicot VA 22567 Colombia
Phone: 987654321
Consignee

Please select the Consignee for the products that you are importing into the United States. If the Consignee is not in the dropdown list, please select "Create Consignee" and provide the
required information. ltems marked * are required

LAWGS Consignee (East Office) v

*Consignee:
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Creation of a Plant and Plant Pi Need Help

LAWGS Home ‘Tracking #7151 Save as Work in Progress ~ Save as Template = View Form Draft = Close = Delete
Form Step By Step
Entry Number
General Shipment Information
| Shipment Information
Merchandise Please enter the shipment information below. You are required to supply the Container Number(s), Bill(s) of Lading, and Manufacturer Identification Code. ltems marked * are required

Sommory/Submit Note: Container Number, Bill of Lading, and MID may be entered on this page or on the Merchandise page as part of the merchandise data.

*Estimated Date of Arrival: 05/07/2021
mmiddyyyy
Entry Number: MAC11111111

Container Number: ¥
Note: Please use a comma to separate multiple container numbers.

MID (Manufacturer Identification Code): ¥
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Welcome Manusha Test Importer of Filer Org (Org ID 2851).

Manage Account | Sign Out

Lacey Act Web Governance
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‘species, you can select he applicable Special Use option
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Form Siep By Siep
Entry Number
General Merchandise
Shipmen Information
| Merchandise Once you have used the template to create an XML (.xmi) file you may continue to use the Excel spreadshest or you can use the XML file as a template to create addiional XML files. ltems marked * are required.

Summary/Submit

*Description of Merchandise: Hibiscus

(200 character imit)

There are two ways to enter your merchandise. Option 1 allows you to manually enter your merchandie information while with Option 2 you can upload your merchandise list from an Excel XML document. You can choose one option or complete
both of them. To continue, click on one of the Option text below.

A Option 1: Enter Merchandise Manually

A Option 2: Upload Merchandise From An Excel Spreadsheet
List of Articles/Components of Articles
Row Line# | HTSUS | “gnioreq | *aticleiComponentof | Plant Scientific R e *Quantityof | *unit | Percent  MID | BOL | Container
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LAWGS Homs

Your Plant and Plant Product Declaration Form has been submitted on Thursday May 6, 2021 at 15:44

Create Form

With Template For any future communication about this form, please use the tracking number 7151

Without Template
" To speed up the creation of future forms, you can save this form as a template. Click the 'Save as Template’ button below to do so. Othervise, click an option on the left navigation to
Manage Template Doto continue using LAWGS.

View Forms
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With Template

Your Plant and Plant Product Deciaration For Tias been submitted on Thursday May 6, 2021 at 15:44
Without Tamlote

e Tomclote b For any future communication about this form, please use the tracking number 7151
\anage Template Dota I

View Fon To speed up the creation of future forms, you can save this form as a template. Click the 'Save as Template' button below to do so. Otherw
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With Template
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