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Revision History 

Version Number Revision Summary Date 
1 Initial version for 2008.  Updates made for Release 3.2 include the following: 

• Replaced screen captures as necessary due to “Certificate Print 
Wizard” reference being changed to “Print Wizard” on the left hand 
menu. 

• Updated the payment for certificates at the “Issue” screen instead of 
the “Print” screen. 

• Replaced the Change Fee pages as needed. 

April 2008 

 
Configuration Management (CM) Disclaimer – The USDA/APHIS/PPQ has given to 
EDS the responsibility and authority to maintain under CM control all artifacts created by EDS 
for the Phytosanitary Certificate Issuance and Tracking (PCIT) system including this document.  
Any requests for changes to this document should be forwarded to EDS.  USDA/APHIS/PPQ can 
at any time rescind these obligations and thus absolve EDS of all responsibility for this 
document. 
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1.0 PCIT Payment Processing and Financial 
Management 

The PCIT application manages certificate payments, allowing users to add money to their 
accounts via the Pay.gov interface, and managing the balance of that account within PCIT.  PCIT 
interacts with the Department of Treasury Pay.gov system to collect and process the fee for 
issuing certificates. 

Each PCIT applicant organization has an account within PCIT.  To pay for their certificates, 
applicants submitting applications to federal duty stations must supply the processing ACO with a 
manual check or add money to their pre-purchase PCIT account via the Pay.gov interface.  A 
further way of processing is when an ECS sets up an interagency agreement for a PCIT 
organization, allowing certificate payment to be handled outside of PCIT. 

1.1 Payment Methods 
Organizations can pay for their certificates through one of the following methods: 

• Pre-Purchase Account, an account within PCIT used to deduct federal fees.  Applicants can 
add to their pre-purchase account through Pay.gov by clicking the Add to Balance button 
under Financial Management or by making a manual payment at a duty station.  The duty 
station will enter the payment information into PCIT and will submit the check using the 
lockbox procedures with a PCIT generated APHIS Form 94. 

NOTE:  The APHIS Form 94 report is used to track all manual payments processed by a duty 
station within a given period of time.  These payments may be directly related to the 
processing of a certificate specified as "Manual Payment" by the applicant, or they may be 
created when an internal user adds money to an account.  In the first case the processing duty 
station is set to the duty station processing the certificate.  In the second case the user may 
select the processing duty station from their list of duty stations. 

• Manual Payment - pay-as-you-go with check or money order; submitted to the lockbox with 
APHIS Form 94.  Manual payments must be entered into the applicant’s pre-purchase 
account before processing will be complete.  Overpayment will result in the remaining funds 
staying in the applicant’s pre-purchase account within PCIT. 

• Interagency Agreements – authorizations set up within the PCIT system allowing an 
organization’s certificates to be processed without using the pre-payment or manual process. 
The estimated number of certificates required for the upcoming year recorded on FORM 
AD-672. 
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An applicant can select and/or update their payment method on the Summary/Submit page by 
selecting Pre-Purchase Account or Manual Payment before submitting their application.   
Pre-Purchase Account is the default payment method.  

NOTE:  If an organization has an interagency agreement, Interagency Agreement will 
automatically be displayed in the Payment Method section.  Refer to the Creating Interagency 
Agreements section for specific details. 

NOTE:  The Payment Method section will only display if the application is being submitted to a 
Federal Duty station. 
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If the applicant chose the Manual Payment as the payment, the ACO or ACO Admin will 
receive a message when they begin processing the application. 
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1.2 Payment Details 

1.2.1 Federal Fees 
Federal charges apply if the assigned duty station is a federal duty station at the time the 
certificate is issued. 

1.2.2 State Fees 
After entering inspection and/or treatment results and issuing the certificate, the inspector may 
enter the mileage traveled to conduct the inspection as well as the hours spent on the inspection.  
This data may be used to affect billing and the fee for the FPC through a State or County’s 
internal billing system. 

1.2.3 Reissued 577 or 579 
There is a $7 fee for reissuing a certificate in a one-to-one basis regardless of the number of times 
the certificate is replaced. 

If the certificate is split, there is a $7 fee for the first certificate and the regular $23 or $50 fee for 
the additional certificates. 

If the replacement is needed due to an error made by PPQ, a replacement fee is not charged. 
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1.3 Fee Collection Process 
Certificates cannot be processed for an organization when that organization’s pre-purchase 
account does not have sufficient funds to cover the certificate fee(s).  Organizations are only 
charged within the PCIT system for certificates submitted to and processed by federal duty 
stations.  If a certificate is processed by a state or county duty station, no charges are applied 
within the system. 

NOTE:  Certificates in “Issued” status at a federal duty station, prior to Release 3.2, will be 
changed to Issued-Pending status.  This will allow payments to be processed for these certificates. 
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The completion of payment process follows the Issued-Pending process.  Refer to the Processing 
Issued-Pending Applications section for more information. 
 

 
 

1.3.1 Federal Transactions 
The user should follow the routine processing steps as described in the ACO & ACO Admins 
Processing Applications section and then complete the following steps: 

1. On the Certificate Adjustment & Payment page, review the calculated fee.  The fee will be 
charged once the Issue Certificate & Charge Fee button is clicked. 
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2. To change the fee, click the Change Fee button. 

 
NOTE: When selecting a new fee, you may enter your reason for the change.  You may cancel 
the change by clicking the Cancel button or you may enter your change and click the Save 
button.  You will return to the Certificate Adjustment & Payment page. 
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3. If the certificate calculated fee is correct, click the Issue Certificate & Charge Fee button. 
RESULT:  The Print Certificate & Optional Fee Correction page appears displaying the 
payment details. 

 

4. If the fee charged is incorrect, you may immediately change the charge by clicking the 
Correct Fee button. 

5. To print the original certificate, click the Generate Original Certificate button.  Once the 
original certificate has successfully printed, click the Printed button.  This will ensure that 
duplicate original certificates cannot be generated in PCIT and will change the status of 
certificates in “Issued” status to “Printed” status. 

6. If the original certificate printed correctly, you may optionally enter the bar code printed on 
the security paper.  Enter the certificate bar code in the input box and click the Add button. 
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7. If a certificate is eligible for “Reuse”, a Reuse Certificate button will display.  Clicking on 
this button will allow you to reuse this certificate to generate additional certificates with 
similar information. 

1.3.2  State/County Transactions  
The user should follow the routine processing steps as described in the ACO & ACO Admins 
Processing Applications section and then complete the following steps: 

1. On the Certificate Adjustment page, click the Enter State/County Information button. 

NOTE:  No charges are applied within the system when a certificate is processed by a state or 
county duty station. 
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RESULT:  The Enter State/County Information page appears displays. 

 

2. Complete the fields of the Enter State/County Information page according to the following 
field chart.  All data fields are optional.  The data entered on this screen can be downloaded 
and used as input for existing state and county financial systems.  Please contact your office’s 
financial personnel for guidance on what fields to complete. 

Field Notes 
Start Date  Indicates beginning date of inspection process. 

End Date  Indicates end date of inspection process. 

Time  Indicates hours and minutes spent on the shipment inspection. 

Overtime  Indicates overtime hours and minutes taken over shipment inspection. 

Mileage  Indicates mileage traveled to conduct the shipment inspection. 

Shipment Value  Indicates value of shipment. 

Use Of the Shipment  Indicates the use of the shipment. 

Fee  Indicates the fee for the shipment. 

Applicant ID  Indicates the applicant for the shipment. 

Custom Field 1  Free text field. 

Custom Field 2  Free text field. 
 



1.0 PCIT Payment Processing and Financial Management 

USDA PCIT User Guide         13  

3. When you have entered the State/County Information, click the Save button.  At anytime you 
can edit the information by following the steps in the Update State/County Information 
section. 
RESULT:  The Certificate Adjustment page reappears. 

4. To issue the certificate, click the Issue Certificate button. 
RESULT:  The Print Certificate page appears. 

 

5. To print the original certificate click the Generate Original Certificate button.  Once the 
original certificate has successfully printed, click the Printed button.  This will ensure that 
duplicate original certificates cannot be generated in PCIT and will change the status of 
certificates in “Issued” status to “Printed” status. 

6. If the original certificate printed correctly, you may optionally enter the bar code printed on 
the security paper.  Enter the certificate bar code in the input box and click the Add button. 

7. If a certificate is eligible for “Reuse”, a Reuse Certificate button will display.  Clicking on 
this button will allow you to reuse this certificate to generate additional certificates with 
similar information. 
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1.3.3 Manual Payment 
Organizations can pay for their certificates by providing their processing ACOs with a manual 
payment.  Selecting manual payment on the application is simply an indication to the processing 
duty station that a check or money order should have been provided by the applicant.  When a 
duty station receives a manual payment (check or money order) the duty station will update the 
applicant's pre-purchase account prior to processing the application.  All applications processed 
by a duty station will only pull funds from the applicant's pre-purchase account. 

NOTE:  You should NEVER create a new applicant organization account for a manual payment 
received from an applicant that submits applications within the PCIT system. 

The user should follow the routine processing steps as described in the ACO & ACO Admins 
Processing Applications section and then complete the following steps to update their pre-
purchase account or to charge for certificates issued outside of PCIT. 

1. Select the Financial Management link at the left side of the screen. 
RESULT:  The Applicant Organization Financial Transactions page appears. 
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2. To search for an organization to update their pre-purchase account or to charge for 
certificates issued outside of PCIT, enter the organization’s name (or part of the name using 
wildcards “*”) and click the Search button. 
RESULT:  A list of organizations that meet the search criteria appear below the search text. 

NOTE:  If you need to create a new organization, refer to Section 1.5.1 Creating/Updating a New 
Organization for details. 

 
3. Locate the desired organization; click the corresponding Transactions button. 

RESULT:  The Applicant Organization Financial Transactions page displays. 

 



1.0 PCIT Payment Processing and Financial Management 

USDA PCIT User Guide         16  

4. In the Update Account drop-down list, you can either choose to add funds to a pre-purchase 
account or to charge a certificate issued outside of PCIT. 
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1.3.3.1 Add Funds to a Pre-Purchase Account 
5. To add funds to the selected Applicant’s pre-purchase account, from the Applicant 

Organization Financial Transactions page select the Add funds to pre-purchase account 
option and click the Next button. 
RESULT:  The Add Funds to Pre-Purchase Account page appears. 

NOTE:  The money can be collected directly by the ACO in the office or payment can be done 
using the drop-box method. 
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5. Complete the required fields of the Add Funds to Pre-Purchase Account page according to 
the following field chart: 

Field Notes 
Transaction Date  The date on the manual payment. 

Amount Paid  The amount of money paid by the applicant.  Maximum amount allowed is 
5000.00 

Payor  Name of the person providing the payment. 

Payment Type  Certificates can be paid for via check or money order.  Select the appropriate 
payment type from the drop-down list.  

Check or Money Order 
Number 

 The number listed on the check or money order. 

Processing Duty Station  Name of the duty station processing the application.  Select the appropriate 
duty station from the drop-down list. 

 

6. Click the Save button to save your entry. 
RESULT:  The Pre-Purchase Account Update Confirmation page appears displaying the pre-
purchase account update details. 
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7. Click the Yes button.  
RESULT:  The Applicant’s Pre-Purchase Account Balance page appears displaying the 
current balance for the applicant. 

 
 

1.3.3.2 Charge for a Certificate Issued Outside of PCIT 
8. To charge a certificate which was issued outside of PCIT, from the Applicant Organization 

Financial Transactions page select the Charge for a certificate issued outside of PCIT 
option and click the Next button. 
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RESULT:  The Charge For Certificate Issued Outside Of PCIT page appears. 

 

9. Complete the required fields of the Charge For Certificate Issued Outside of PCIT page 
according to the following field chart: 

Field Notes 
Transaction Date  The date on the manual payment. 

Certificate Type  The type of certificate.  Select the appropriate certificate type from the drop-
down list. 

Certificate Number  The number listed on the certificate. 

Amount  The amount of money that will be charged for the certificate.  Select the 
appropriate amount from the drop-down list. 

Processing Duty Station  Name of the duty station processing the application.  Select the appropriate 
duty station from the drop-down list. 
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10. Click the Save button to save your entry. 
RESULT:  The Pre-Purchase Account Update Confirmation page appears displaying the pre-
purchase account update details. 

 

11. Click the Yes button.  
RESULT:  The Applicant’s Pre-Purchase Account Balance page appears displaying the 
current balance for the applicant. 

 

1.3.4 Interagency Agreement 
The user should follow the routine processing steps as described in the ACO & ACO Admins 
Processing Applications section.  Refer to the PCIT Management section, Creating Interagency 
Agreements for further details about creating an interagency agreement. 
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1. To issue the certificate for an Interagency Agreement, on the Certificate Adjustment page, 
click the Issue Certificate button. 
RESULT:  The Print Certificate page appears. 

 
2. To print the original certificate click the Generate Original Certificate button.  Once the 

original certificate has successfully printed, click the Printed button.  This will ensure that 
duplicate original certificates cannot be generated in PCIT and will change the status of 
certificates in “Issued” status to “Printed” status. 

3. If the original certificate printed correctly, you may optionally enter the bar code printed on 
the security paper.  Enter the certificate bar code in the input box and click the Add button. 

4. If a certificate is eligible for “Reuse”, a Reuse Certificate button will display.  Clicking on 
this button will allow you to reuse this certificate to generate additional certificates with 
similar information. 
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1.4 Batch Processing Issue-Pending Applications 
A message appears on the Welcome page indicating that an application in Issued-Pending status 
has been assigned.  The following steps show the flow for the management of the financial 
element of the Issued-Pending process: 
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1. On the Welcome page, click the Issued-Pending message to view further details. 
RESULT:  The My Duty Station Workload page appears. 
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2. You can process all of the Issued-Pending applications by clicking the Process All 577 
Applications button. 
NOTE:  You can also process one application at a time by clicking the corresponding 
Process button. 

 NOTE:  You may review certificates by clicking the View button.  When you have 
completed selecting the certificates to process in batch, click the Next button. 
RESULT:  The Batch Process Issued-Pending (Step 1 of 5) page appears. 
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3. Select the Print (if available) and Approve checkbox for the appropriate certificate to 
process in batch.   
RESULT:  The Batch Process Issued-Pending (Step 2 of 5) page appears. 

 

NOTE: The Batch Process Issued-Pending (Step 2 of 5) page only appears if one or more of the 
certificates have not already been printed and the Printed checkbox is selected.  If all the 
certificates have already been printed and/or no Print checkboxes are selected, you will 
immediately proceed to the Batch Process Issued-Pending (Step 3 of 5) page. 
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4. You can change the Authorized Officer by selecting the appropriate name from the drop-
down list.  Once you have successfully printed the original certificate, click the Printed 
button to mark the certificate as printed. 
RESULT:  The Batch Process Issued-Pending (Step 2 of 5) page reappears with a message 
stating that the selected certificates are marked as printed. 
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5. Click the Next button. 
RESULT:  The Batch Process Issued-Pending (Step 3 of 5) page appears. 
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6. Select your name in the Inspector Name drop-down list, enter the Inspection Findings, and 
enter the average Inspection Percent.  Click the Next button. 
RESULT:  The Batch Process Issued-Pending (Step 5 of 5) page appears. 

 

7. Review the list of certificates that you are processing for the current batch.  To change the fee 
of any federal certificate, click the Change Fee button.  Refer to Section 1.4.1, Change 
Certificate Fee during Batch Process for details. 

 
State and County users have the ability to enter State/County information by clicking the 
Enter State/County Information button next to each certificate. Refer to Section 1.4.2, 
Enter State/County Information during Batch Process for details. 
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NOTE:  Once you click the Submit button, the process will be complete, the certificates which 
are approved will be updated to “Printed” status, those rejected will be updated to “Denied” status 
and the fees will be deducted from the applicant’s pre-purchase accounts for any approved 
certificates to federal duty stations.   
 

RESULT:  The Batch Process Issued-Pending (Confirmation) page appears. 
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1.4.1 Change Certificate Fee during Batch Process 
To change the certificate fee before submitting, click the corresponding Change Fee button on 
the Batch Process Issued-Pending (Step 5 of 5) page. 
RESULT:  The Change Certificate Fee page appears. 

 

Select the new amount and if desired add the reason for the change.  Click the Save button to save 
your change. 
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1.4.2 Enter State/County Information during Batch Process 
To enter state/county information, click the corresponding Enter State/County Information 
button on the Batch Process Issued-Pending (Step 2 of 5). 
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RESULT:  The Enter State/County Information page appears. 

 

Complete the fields of the Enter State/County Information page according to the following field 
chart.  All data fields are optional.  The data entered on this screen can be downloaded and used 
as input for existing state and county financial systems.  Please contact your office’s financial 
personnel for guidance on what fields to complete. 

Field Notes 
Start Date  Indicates beginning date of inspection process. 

End Date  Indicates end date of inspection process. 

Time  Indicates hours and minutes spent on the shipment inspection. 

Overtime  Indicates overtime hours and minutes taken over shipment inspection. 

Mileage  Indicates mileage traveled to conduct the shipment inspection. 

Shipment Value  Indicates value of shipment. 

Use Of the Shipment  Indicates the use of the shipment. 

Fee  Indicates the fee for the shipment. 

Applicant ID  Indicates the applicant for the shipment. 

Custom Field 1  Free text field. 

Custom Field 2  Free text field. 
 
When you have finished entering the State/County Information, click the Save button. 
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1.4.3 Insufficient Funds during Batch Process 
The following screen displays when there are insufficient funds during a batch process.  
Certificates cannot be processed for an organization if that organization’s account has an 
insufficient balance to process all certificates in the batch.  The certificates stay in an intermediate 
state such as Issued-Pending until the payment information is corrected. 
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1.5 Financial Management 

1.5.1 Creating/Updating a New Organization 
Profiles created under the Financial Management section are for use by duty stations that will 
create and submit applications on behalf of applicants who do not have access to the PCIT web 
application.  Only one profile per company/organization is needed.  ACOs can create a new 
applicant organization by completing the following steps: 

1. Select the Financial Management link at the left side of the screen. 
RESULT:  The Applicant Organization Financial Transactions page appears. 
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2. Search for an organization by entering the name (or part of the name using wildcards “*”) 
and click the Search button. 

NOTE:  To avoid adding possible duplicate industry organizations, please try searching with 
the wildcard character.  Click the search tips link for additional help. 
 

RESULT:  After a search is performed, the Create Applicant Org. button appears. 
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3. Click the Create Applicant Org. button. 
RESULT:  The Create an Applicant Organization page appears. 

 

4. Complete the required fields of the Create an Applicant Organization page according to the 
following field chart: 

Field Notes 
Company/Org. Admin Name  Name of the organizational/company administrator (including first name, 

middle initial and last name). 
Company/Org. name  Name of the organization/company. 

Street Address  The organization/company street address.  

City  The organization/company city. 

State/Territory  State/Territory in which the organization/company is located. 

Zip Code  Zip code of the organization/company address.  
 Zip code can be five-digits or nine-digits. 

Phone  Ten-digit organization/company telephone number includes the area code.  
 In addition, you may enter an extension number. 

Fax  The organization/company fax number. 
 This is an optional field. 
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5. Click the Save button to return to the search screen. 
RESULT:  The Applicant Organization Financial Transactions page appears. 

6. To update the applicant organization information, first search for the organization by entering 
the name (or part of the name using wildcards “*”) and click the Search button. 
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7. Once you locate the Organization you wish you update, click the corresponding Update Org. 
button. 
RESULT:  The Update Applicant Organization page appears. 

 

8. Update the applicant organization information as appropriate and click the Save button to 
save your entry. 
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1.5.2 Adding Funds as an ACO 
If you are an ACO and want to add funds to a pre-purchase account, complete the following 
steps: 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 
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2. Select the Financial Management link at the left side of the screen. 
RESULT:  The Applicant Organization Financial Transactions page appears. 

3. To search for an organization to update its pre-purchase account, enter the organization’s 
name (or part of the name) and click the Search button. 
RESULT:  A list of organizations that meet the search criteria appear below the search text. 

 
4. Locate the desired organization; click the corresponding Transactions button. 

RESULT:  The Applicant Organizational Financial Transactions page displays. 
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5. In the Update Account drop-down list, select Add funds to pre-purchase account and click 
the Next button. 
RESULT:  The Add Funds to Pre-Purchase Account page displays. 

 
6. To add balance to the applicant’s pre-purchase account, enter the Transaction Date, 

Amount Paid, Payor, Payment Type, Check or Money Order Number, and Processing 
Duty Station then click the Save button. 
RESULT:  The Pre-Purchase Account Update Confirmation page displays. 
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7. Click the Yes button to confirm the pre-purchase account update. 
RESULT:  The Applicant’s Pre-Purchase Account Balance page displays with the following 
reminder:  Collect the manual payment and submit it using the lockbox procedures. 
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1.5.3 Entering Fees as an ACO 
If you are an ACO and want to use a pre-purchase account to pay for a phytosanitary certificate 
created outside of PCIT, complete the following steps: 

1. If you are not already signed in to PCIT, sign in to PCIT. 
RESULT:  The Welcome page appears. 

 
2. Select the Financial Management link at the left side of the screen. 

RESULT:  The Applicant Organization Financial Transactions page appears. 
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3. To search for the organization to use its pre-purchase account, enter the organization’s name 
(or part of the name) and click the Search button. 
RESULT:  A list of organizations that meet the search criteria appear below the search text. 

 
4. Locate the desired organization; click the corresponding Transactions button. 

RESULT:  The Applicant’s Organization Financial Transactions page displays. 
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5. In the Update Account drop-down list, select Charge for a certificate issued outside of 
PCIT and click the Next button. 
RESULT:  The Charge For Certificate Issued Outside Of PCIT page displays. 

 
6. To use the pre-purchase account to pay for a phytosanitary certificate created outside of 

PCIT, enter the Transaction Date, Certificate Type, Certificate Number, Amount and 
Processing Duty Station, then click the Save button. 
RESULT:  The Pre-Purchase Account Update Confirmation page displays. 
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7. Click the Yes button to confirm the pre-purchase account update. 
RESULT:  If the applicant’s pre-purchase account has insufficient funds for the certificate 
fee, the Charge For Certificate Issued Outside Of PCIT page will reappear with an error 
message regarding insufficient funds. 

RESULT:  If the applicant’s pre-purchase account has adequate funds for the certificate fee, 
the Applicant’s Pre-Purchase Account Balance page displays. 
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1.6 Insufficient Funds 
Certificates cannot be processed for an organization if that organization’s pre-purchase account 
has insufficient funds to cover the certificate fee.  The certificate stays in submitted status until 
the organization’s pre-purchase account balance has sufficient funds to cover the fee and the 
applicant has been processed again.  To add funds to the organization’s pre-purchase account, 
click the Financial Management button.  Refer to the Adding Funds as an ACO section for more 
information on how to add funds. 

 
Once the organization has sufficient funds in their pre-purchase account, you may re-process the 
application. 


