
 
 
 
 

Printing and Report 
Generating in PCIT 
 
 
 
 
 
 
 
 
 
 
Prepared by: 
EDS 
U.S. Government Solutions 
13600 EDS Drive 
Herndon, Virginia 20171 
 

 

 

August 2008 



 

Printing and Report Generating in PCIT        i 
. 

 

 

Revision History 

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

• Updated the screen print for the Duty Station Certificate Summary 
Report. 

 

April 2008 

2 Release 3.3 updates include the following: 
• Changed the document title from “PCIT Reports” to “Printing and Report 

Generating in PCIT”. 
• Added new sections for the new Certificate Relationship and Commodity 

by Country Reports. 
• Updated the following reports due to new enhancements:  Commodity 

Quantity Report, Issued-Pending Report (formerly Unprocessed Issued-
Pending Report), Duty Station Certificate Summary Report, and 
Applicant Certificate Summary Report. 

• Updated the screen print for the Applicant Certificate Summary Criteria 
page. 

• Replaced screen prints as needed with the updated left menu options. 
• Added the Print Wizard section that was originally in the “PCIT 

Certificates” document. 
 

August 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 Reports Overview 

1.1 Overview 
There are 17 reports currently available in the PCIT application.  Each report is described in Section 2.0 Managing Reports.  The system allows 
you to customize your report request to scale down the amount of information that is returned in your report.  The following table identifies which 
reports are available to specific user role(s). 

Report Name Applicant AE Applicant 
SRO and State / 
County DS Personnel 

FRO and Federal 
DS Personnel 

ECS / 
ETS ES PDC 

ACO Training Data       X 

APHIS Form 94 – Information 
(PCIT Generated)    X X X  

Applicant Certificate Summary 
Report X X X X X X  

Applications by Duty Station 
Report   X X X X  

Certificate Manifest Report  X X X X X  

Certificate Relationship Report   X X X X  

Commodity By Country Report   X X X X  

Commodity Quantity Report   X X X X  

Debit Transaction Report X X  X X X  
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Report Name Applicant AE Applicant 
SRO and State / 
County DS Personnel 

FRO and Federal 
DS Personnel 

ECS / 
ETS ES PDC 

Duty Station Certificate Data 
Report (xml)   X X X X  

Duty Station Certificate 
Summary   X X X X  

External Organizations Report      X  

Federal Fees Collected Report    X X X  

Inspections Results Report   X X X X  

Interagency Certificate Report      X  

Monthly Export Certificates 
Report    X X X  

State/County Certificate 
Processing Effort Report 
(includes xml option) 

  X   X  

Treatment Results Report   X X X X  

Issue-Pending Report     X X  

 

NOTE:  Reports are available to Internal PCIT users and Authorized Entity (AE) organization users.  Internal users can print reports for their duty 
stations; AE users can print reports for their applicant organization.  In addition, the external organizations can view the Applicant Certificate 
Summary Report and Debit Transaction Summary Report. 
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2.0 Managing Reports 

After logging on to PCIT, with the appropriate rights, you can view and/or print reports.  The View 
Reports page provides access to the PCIT reporting capabilities. 
 

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

2. Select the View Reports link from the left side of the screen. 
RESULT:  The View Reports page appears. 
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2.1 ACO Training Data Report 
The ACO Training Data Report provides ACO training details conducted during a specified date and can 
be only viewed by internal users with the Personnel Development Center (PDC) role. 

1. On the View Reports page, select the ACO Training Data Report option from the drop-down 
list. 

 

2. Click the Submit button. 
RESULT:  The ACO Training Data Report page appears. 
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3. Complete the fields on the ACO Training Data Report Format page according to the following 
field chart and click the Next button. 
RESULT:  The ACO Training Data Report Format page appears. 

Field Notes 
Training Type  Select the type of training you would like to view. 

Responsible ECS  Select the ECS which the ACO is assigned. 

Training Date Range  Enter the date range when the training was conducted. 
 

 

4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The ACO Training Data Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.2 APHIS Form 94 Information (PCIT Generated) Report 
The APHIS Form 94 – Records of Public Funds Received Report provides details of public funds 
received during a specified date.  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. 

1. On the View Reports page, select the APHIS Form 94 Information (PCIT Generated) option 
from the drop-down list. 

 

2. Click the Submit button. 
RESULT:  The Record of Public Funds Received page appears. 

 



PCIT Reports 

Printing and Report Generating in PCIT        8 
 

3. Complete the fields on the Record of Public Funds Received page according to the following field 
chart and click the Next button. 
RESULT:  The APHIS Form 94 Report Summary page appears. 

Field Notes 
Duty Station  Select the Federal Duty Station for which you wish to create the report. 

Date Received Range  Enter the date range when the public funds were received. 
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4. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.3 Applicant Certificate Summary Report 
The Applicant Certificate Summary Report provides a duty station’s total phytos issued per destination 
country and consignees.  The Applicant Certificate Summary Report also includes each exporter name 
followed by a list of their certificate reports.  This report is available to all internal and external users. 

1. On the View Reports page, select the Applicant Certificate Summary option from the drop-
down list. 

 
2. Click the Submit button. 

RESULT:  The Applicant Certificate Summary Criteria page appears. 
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3. Enter a full or partial Applicant Organization Name and click the Search button.  Click the Select 
button for the corresponding organization. 
RESULT:  The Applicant Certificate Summary Criteria page appears. 

 

4. Enter the range of dates the report should span in the Issued Date Range field and click the Next 
button. 
RESULT:  The Applicant Certificate Report Format page appears. 
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5.  Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Applicant Certificate Report Summary page appears. 
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6. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.4 Applications by Duty Station Report 
The Applications Report provides the number of applications in each status that were submitted to a duty 
station(s) for a user specified submission date range, as well as a total number of applications and the 
percent of the total applications in each status.  This report is available to all internal users. 

1. On the View Reports page, select the Applications by Duty Station option from the drop-down 
list. 
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2. Click the Submit button. 
RESULT:  The Applications by Duty Station Report page appears. 
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3. Select the Duty Station Type and Location from the drop-down lists, and then click the Search 
button to view a list of duty stations.  Select the appropriate duty station(s) check box, or click the 
Select All link.  Enter the Application Status and Activity Date Range and click the Next button. 
RESULT:  The Applications by Duty Station Report Format page appears. 

 

4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Applications By Duty Station Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.5 Certificate Manifest Report 
The Certificate Manifest Report shows a list of issued pending certificates based on a specified Duty 
Station and date range.  The report will include batch and individual certificates for the entered criteria.  
This report is available to all internal users and Authorized Entity Organization users. 

1. On the View Reports page, select the Certificate Manifest option from the drop-down list. 

 
2. Click the Submit button. 

RESULT:  If you are an internal user, the Certificate Manifest Search page appears with a field to 
search for a company. 
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If you are an Authorized Entity Organization member user, the Certificate Manifest Search page 
appears with your company name displayed. 

3. Use the following chart to proceed to the desired action: 

If you… Then… 
Are an Authorized Entity 
organization user 

 Go to Step 4. 

Are an Internal User  Enter the company name. 
 Click the Search button. 

RESULT:  A list of companies meeting the search criteria display. 
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4. Select the desired company. 
RESULT:  The Certificate Manifest Criteria page appears with the Company Name displayed. 
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5. Complete the fields on the Certificate Manifest Criteria page according to the following field 
chart: 

Field Notes 
Duty Station  Select the Duty Station for which you wish to create the report. 

− Internal Users:  The Duty Station drop-down list will include all duty stations 
associated with the logged-in user. 

− AE Users:  The Duty Station drop-down list will include only the duty 
stations for which you have AE rights. 

Issued Pending Date Range  Enter the date range when the Issued-pending application was submitted to 
the requested issuing duty station for approval. 

 

6. Click the Next button. 
RESULT:  The Certificate Manifest Report Summary page appears. 
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7. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.6 Certificate Relationship Report 
The Certificate Relationship Report shows the association between certificates that were replaced, split or 
combined.  The user will search for a certificate or may input a valid Tracking or FPC number and there 
is no limitation by purview.  The report includes the FPC number, issued date, and current status of the 
associated certificates found.  This report is available to all internal users and based on the user’s purview. 

1. On the View Reports page, select the Certificate Relationship option from the drop-down list. 
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2. Click the Submit button. 
RESULT:  The Certificate Relationship Report Criteria page appears. 

3. Select the Duty Station Type, Certificate Status, and Issued Date Range from the drop-down lists.  
Or you can search by entering the Tracking Number or FPC Number.  Then click the Search 
button to view a list of certificates. 
RESULT:  The Certificate Relationship Report page reappears with details of the Certificate 
Tracking Number, Status, Issued Date, and Destination. 
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4. Select the certificate to include in the report and click the Next button. 
RESULT:  The Certificate Relationship Report Format page appears. 

 
5. Select the Report Output (HTML or PDF) and click the Next button. 

RESULT:  The Certificate Relationship Report Summary page appears. 
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6. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 

 

2.7 Commodity by Country Report 
The Commodity by Country Report displays details of commodity shipments for country (ies) selected.  
The report allows the user to select duty station, destination country, issued date range, and commodity.  
The report will display commodity, plant part, and total quantity for each commodity/part combination.  
The detail section will display the same data but will be sorted by destination country.  This report is 
available to all internal users. 

1. On the View Reports page, select the Commodity by Country option from the drop-down list. 
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2. Click the Submit button. 
RESULT:  The Commodity by Country Report Criteria page appears. 
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3. You can select a specific Duty Station Type and Location from the drop-down lists, and then 
click the Search button to view a list of duty station(s).  Select the appropriate duty station(s) to 
include in the report and click the Next button. 
RESULT:  The next Commodity by Country Report Criteria page appears for you to select the 
issuance date range and destination country (ies) to include in the report. 

 
4. Select the Issuance Date Range and appropriate Destination Country (ies) check box, or click the 

Select All link and click the Next button. 
RESULT:  The Commodity by Country Report page appears. 
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5. Add the commodities you want to include in the report by clicking the Add Commodity button. 
RESULT:  The Search for a Commodity page appears. 

 
6. You can select either Common name or Botanical name to search for a commodity, and then click 

the Search button.  Select a commodity from the resulting list to add to your application.   

 
When you have finished selecting the commodity (ies) to include in the report, click the Next 
button. 
RESULT:  The Commodity by Country Report Format page appears. 
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7. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 

click the Next button. 
RESULT:  The Commodity by Country Report Summary page appears. 
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8. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.8 Commodity Quantity Report 
The Commodity Quantity Report provides commodity quantity information by commodity plant part for 
certificates issued during a user specified data range.  Users can specify duty station, date range, country, 
commodity, or part.  The total quantity per commodity plant part will be calculated.  The report will 
display duty station, quantity, unit of measure, commodity, part and consignee country.   
NOTE:  If there is no commodity information for a selected duty station, nothing will display in the 
summary or details of the report.    This report is available to all internal users. 

1. On the View Reports page, select the Commodity Quantity option from the drop-down list. 
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2. Click the Submit button. 
RESULT:  The Commodity Quantity Report page appears. 
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3. Select the Duty Station Type and Location from the drop-down lists, and then click the Search 
button to view a list of duty stations.  Select the appropriate duty station(s) check box, or click the 
Select All link.  Enter the Issued Date Range and click the Next button. 
RESULT:  The next Commodity Quantity Report page appears for you to select the destination 
country (ies) and commodity part(s) to include in the report. 
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4. Select the destination country(ies) and commodity part(s) check box or click the Select All link, 
then click the Next button. 
RESULT:  The next Commodity Quantity Report page appears for you to select the commodities 
based on the issued date range, duty stations, destination countries, and commodity parts 
previously selected. 
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5. Select the appropriate commodity(ies) check box, or click the Select All link and click the Next 
button. 
RESULT:  The Commodity Quantity Report Format page appears. 
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6. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Commodity Quantity Report Summary page appears. 
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7. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.9 Debit Transaction Report 
The Debit Transaction Report provides the transactions for an applicant organization for a user specified 
date range.  Internal users must select the applicant organization.  Applicant users default to their own 
organization.  The report will display the applicant organization name and address, date, activity (such as, 
beginning balance, deposit, debit description (PCIT FPC Number, ACO entered manual FPC Number), 
ending balance) and amount.  This report is available to all users. 

1. On the View Reports page, select the Debit Transaction option from the drop-down list. 

 

2. Click the Submit button. 
RESULT:  The Debit Transaction Report page appears. 
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3. Enter a full or partial Applicant Organization Name and click the Search button.  Click the Select 
button for the corresponding organization. 
RESULT:  The Debit Transaction Report page appears. 

 

4. Enter the Transaction Date Range and click the Next button. 
RESULT:  The Debit Transaction Report Format page appears. 
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5. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Debit Transaction Report Summary page appears. 
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6. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.10 Duty Station Certificate Data Report 
The Duty Station Certificate Data Report generates an XML file containing details of certificates with a 
specified issued date range. 

1. On the View Reports page, select the Duty Station Certificate Data option from the drop-down 
list. 

 



PCIT Reports 

Printing and Report Generating in PCIT        44 
 

2. Click the Submit button. 
RESULT:  The Duty Station Certificate Data Report page appears. 

 

3. Select the Duty Station from the drop-down list and enter the range of dates the report should 
span in the Issued Date Range field, and then click the Generate XML Report button. 
RESULT:  The Duty Station Certificate Data Report Summary page appears. 
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4. Click the Generate Report button. 
RESULT:  The File Download page appears. 
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5. Click the Open button. 
RESULT:  A new screen appears with the XML document displayed. 
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2.11 Duty Station Certificate Summary Report 
The Duty Station Certificate Summary Report provides details of certificates during a specified date and 
differentiates between the 577 and 579 certificates, and voided/replaced certificates in the report 
summary.  You can specify Totals by Country, as well as the total duty station information. 

1. On the View Reports page, select the Duty Station Certificate Summary option form the drop-
down list. 
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2. Click the Submit button. 
RESULT:  The Duty Station Certificate Summary Criteria page appears. 
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3. Enter the Issued Date Range and select the Duty Station Type from the drop-down list.  
Optionally, you can select the State from the drop-down list.  Click the Search button to view a 
list of duty stations.  Select the appropriate duty station(s) check box, or click the Select All link.  
Click the Next button. 
RESULT:  The Duty Station Report Format page appears. 

 

4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Duty Station Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.12 External Organizations Report 
The External Organizations Report provides applicant information for organizations registered during a 
user specified data range.  Users can specify a state or select a specific organization(s).  The report will 
display the applicant organization name, registration date, phone number, number of members and a list 
of members indicating those that are org administrators.  This report is available to Export Services. 

1. On the View Reports page, select the External Organizations option form the drop-down list. 
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2. Click the Submit button. 
RESULT:  The External Organizations Report page appears. 
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3. Enter a full or partial Organization Name and then click the Search button.  Select the 
appropriate organization(s) check box, or click the Select All link.  Then click the Next button. 
RESULT:  The External Organizations Report Format page appears. 

 

4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The External Organizations Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.13 Federal Fees Collected Report 
The Federal Fees Collect Report provides details of fees collected during a specified date. 

1. On the View Reports page, select the Federal Fees Collected option form the drop-down list. 

 

2. Click the Submit button. 
RESULT:  The Federal Fees Collected Report page appears. 
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3. Enter the Duty Station and Activity Date Range and click the Next button. 
RESULT:  The Federal Fees Collected Report Format page appears. 

 

4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Federal Fees Collected Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.14 Inspection Results Report 
The Inspection Results Report provides inspection information conducted during a user specified 
inspection date range for a duty station(s) and commodity (optional).  The report will display tracking 
number, inspection date, duty station, commodity, percent inspected, and inspection findings including 
infestations and contaminants.  This report is available to all internal users. 

1. On the View Reports page, select the Inspections Results option form the drop-down list. 
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2. Click the Submit button. 
RESULT:  The Inspection Results Report page appears. 
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3. Select the Duty Station Type and Location from the drop-down lists, enter an Inspection Date 
Range, then click the Search button to view a list of duty stations.  Select the appropriate duty 
station(s) check box, or click the Select All link.  Or you can enter the Tracking Number.  Click 
the Next button. 
RESULT:  The Inspection Results Report page appears. 
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4. Select the appropriate commodity (ies) check box, or click the Select All link to be included in 
the report, and then click the Next button. 
RESULT:  The Inspection Results Report Format page appears. 

 

5. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Inspection Results Report Summary page appears. 
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6. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.15 Interagency Certificate Report 
The Interagency Certificate Report provides details of certificates issued and printed during a specified 
date. 

1. On the View Reports page, select the Interagency Certificate option form the drop-down list. 

 
2. Click the Submit button. 

RESULT:  The Interagency Certificates Report page appears. 
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3. Enter the Organization Name (or Org ID) and Date Range, and then click the Search button to 
view a list of organizations.  Click Select for the corresponding organization. 
RESULT:  The Interagency Certificates Report Format page appears. 

 
4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 

click the Next button. 
RESULT:  The Interagency Certificates Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.16 Issued-Pending Report 
The Issued-Pending Report provides a summary of the number of unprocessed Issued-Pending certificates 
submitted by a duty station.  This report is available to ECS and SPRO users for oversight of certificate 
processing. 

1. On the View Reports page, select the Issued-Pending Certificate option form the drop-down list. 

 

2. Click the Submit button. 
RESULT:  The Issued-Pending Report page appears. 
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3. Complete the fields on the Issued-Pending Report page according to the following field chart and 
click the Next button. 
RESULT:  The Issued-Pending Report Format page appears. 

Field Notes 
Duty Station  Select the Duty station for which you wish to create the report. 

Region   Select the region (Eastern or Western) for which you wish to create the report. 
 

 
4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 

click the Next button. 
RESULT:  The Issued-Pending Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.17 Monthly Export Certificates Report 
The Monthly Export Certificate Report provides the number of 577, 578 and 579 certificates issued at a 
duty station(s) during a specified month.  Users will be prompted to enter the total numbers of 577, 578 
and 579 certificates manually issued at a duty station including non-commercial/commercial and value 
information.  This report is available to all internal users. 

1. On the View Reports page, select the Monthly Export Certificates option form the drop-down 
list. 
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2. Click the Submit button. 
RESULT:  The Monthly Export Certificates Report page appears. 
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3. Select the Duty Station Type and Location, and then click the Search button to view a list of duty 
stations.  Select the appropriate duty station(s) check box, or click the Select All link.  Select the 
appropriate Month and Year from the drop-down lists.  Click the Next button. 
RESULT:  The Monthly Export Certificates Report Format page appears. 

 

4. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Monthly Export Certificates Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.18 State/County Certificate Processing Effort Report 
The State/County Certificate Processing Effort Report provides the level of effort (LOE) expended for 
issuing Federal certificates.  The user can select one or a date range of certificates issued at his/her duty 
station.  The report will display the total certificates and the total for each of the nine data entry fields for 
entering LOE data.  Certificate detail information includes the issue date, tracking number and each of the 
nine data entry fields for entering LOE data.  This report is available to state and county internal users. 

1. On the View Reports page, select the State/County Certificate Processing Effort option form 
the drop-down list. 

 
2. Click the Submit button. 

RESULT:  The State/County Certificate Processing Effort Report page appears. 

 



PCIT Reports 

Printing and Report Generating in PCIT        74 
 

3. To view a specific certificate, enter the Tracking Number and uncheck the All checkbox.  Or to 
view the level of effort for issuing certificates at a state or county duty station, select the Duty 
Station Type and Issued Date Range.  Click the Next button. 
RESULT:  The State/County Certificate Processing Effort Report Format page appears. 

 
4. Select the Report Type (Summary or Detailed) and the Report Output (HTML, PDF, or XML) 

and click the Next button. 
RESULT:  The State/County Certificate Processing Effort Report Summary page appears. 
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5. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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2.19 Treatment Results Report 
The Treatment Results Report provides treatment information conducted during a user specified treatment 
date range.  Users can specify a duty station(s), commodity (ies), infestation, and treatment type.  The 
report will display tracking number, inspection date, duty station, commodity, infestation, treatment date, 
treatment type, chemical, concentration, temperature, duration and any additional treatment information.  
This report is available to all users. 

1. On the View Reports page, select the Treatment Results option form the drop-down list. 
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2. Click the Submit button. 
RESULT:  The Treatment Results Report page appears. 
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3. Select the Duty Station Type and Location from the drop-down lists and click the Search button 
to view a list of duty stations.  Select the appropriate duty station(s) check box, or click the Select 
All link.  Or you can enter the Tracking Number.  Click the Next button. 
RESULT:  The Treatment Results Report page appears. 

 

4. Enter the Treatment, Chemical, and Treatment Date Range, and then click the Next button. 
RESULT:  The Treatment Results Report Format page appears. 
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5. Select the Report Type (Summary or Detailed) and the Report Output (HTML or PDF) and 
click the Next button. 
RESULT:  The Treatment Results Report Summary page appears. 
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6. Click the Generate Report button. 
RESULT:  A new screen appears with the report displayed. 
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3.0 Print Wizard 

PCIT offers the Print Wizard, which allows authorized users to print originals of one or more 
Phytosanitary Certificates and all users to print a copy of one or more certificates.  The Print 
Wizard allows authorized users, including applicants with one or more duty stations designated 
as (Authorized) in their drop-down list, to print original Phytosanitary Certificates.  All users 
may print certificate copies through the wizard.  For PCIT Release 3.1, all users may also print 
applications using the Print Wizard. 

What This section shows you how to use PCIT Print Wizard to print one or more original 
Phytosanitary Certificates and Applications. 

When After logging on to PCIT, you may print certificates at any time. 

How Complete the following steps: 

3.1 ACO Printing Certificates 
To print certificates using the PCIT Print Wizard, 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 Print Wizard link from the menu at the left side of the screen. 
RESULT:  The Print Wizard – Select Form Type page appears. 
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3. Select a Form Type and click the Next button. 
RESULT:  The Print Wizard – Select Criteria page appears. 

a) For Form 572 Application for Phytosanitary Certificate, the following screen capture appears. 
Select an Application Creation Date Range or to narrow your results to a specific application, 
enter a single tracking or FPC number and click the Next button. 
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b) For Form 577 Phytosanitary Certificate or Form 579 Phytosanitary Certificate for Reexport, the 
following screen capture appears.  Select the Duty Station and Issued Date Range or to narrow 
your results to a specific application, enter a single tracking or FPC number and click the Next 
button. 
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4. RESULT:  The Print Wizard – Set Printing Criteria page appears. 

a) For Form 572 Application for Phytosanitary Certificate, the following screen capture appears.  
Select the Sort By and Show Applications with this Status and click the Next button. 

 
 

a) For Form 577 Phytosanitary Certificate or Form 579 Phytosanitary Certificate for Reexport, the 
following screen capture appears.  Select the Print Type, Sort By, and Show Applications with 
this Status and click the Next button. 
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5. RESULT:  The Print Wizard – Print Selection page appears. 

NOTE:  For printing applications, if you selected ‘Tracking Number’ as the Sort By, the following 
page will display. 
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NOTE:  For printing certificates, if you selected ‘Original’ as the Print Type, the following page will 
display.  Certificates listed in red italics indicate that the original certificate has already been printed by 
the authorized applicant and cannot be printed as an original through the wizard.  Certificates listed in 
blue italics indicate that the original certificate has been marked for manual payment by the applicant and 
cannot be processed as an original through the wizard. 

NOTE:  For printing certificates, if an Issued-Pending has already been printed, you cannot print an 
original through the Print Wizard.  It will display in the Print Wizard, but the checkboxes will be grayed 
out.  You can place the Issued-Pending certificates into Printed status by using the Batch Process issued 
pending process.  However, if the fee is not paid the certificates will remain in Issued-Pending status until 
the payment is applied.  Refer to the Processing Applications section for details about the Batch Process. 
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6. Choose the applications/certificates to print by selecting the checkboxes (maximum of 30 at a time) 
and click the Next button. 
RESULT:  If you selected Form 572 Application for Phytosanitary Certificate or ‘Copy’ as the Print 
Type for Form 577 Phytosanitary Certificate or Form 579 Phytosanitary Certificate for Reexport, the 
Print Wizard – Print Results page will display.   

a) For Form 572 Application for Phytosanitary Certificate, the following screen capture appears.  
Click the Generate Application PDF button. 

 
 

b) For Form 577 Phytosanitary Certificate or Form 579 Phytosanitary Certificate for Reexport, 
the following screen capture appears.  Click the Generate Certificate Copy button. 

 
 



PCIT Reports 

Printing and Report Generating in PCIT        89 
 

7. If you selected ‘Original’ as the Print Type the Print Wizard – Assign ACO and Print page appears, go 
to Step 8. 
RESULT:  A new window opens and the application or certificate displays in portable document 
format (PDF). 
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8. If you selected ‘Original’ as the Print Type, the Print Wizard – Assign ACO and Print page displays.  
Review the steps listed on the page to process and print the certificates.  You may click on the Back 
button to change your selection. 
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9. Click the Generate Certificate PDF button. 
RESULT:  A new window opens and the certificate displays in portable document format (PDF). 
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10. Print the PDF version of the Shipper’s Original certificate on security paper. 
RESULT:  Once you close the PDF window, the Print Wizard – Print Results page appears. 

 
NOTE:  If there are insufficient funds when you attempt to process an application to ‘Printed’ status, the 
following page will display with a message that the certificates could not be processed. 

 
 

 


