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Step 1:  Create a Certificate 

I. From the left navigation menu, under Create Certificate, click Without Template. 

Step 2:  Choose Certificate Contents 

I. Select the Destination Country from the drop-down list. 

II. This will display the Commodity Type list as well as other required information.  Make the necessary selections 

and click the Next button. 

Step 3:  General 

I. Enter the general information for your certificate.  If the Consignor or Consignee is not listed, add a new entry 

by clicking on the corresponding Add button. 

a. After adding the new entry, click the Save & Back button to return to the General page and select the 

entry from the drop-down list. 

II. When you have completed entering your information, click the Next button. 

Step 4:  Export & Shipping 

I. Select the Accredited Veterinarian from the drop-down list.   

NOTE: If you are an Exporter, you need to first choose Internal Accredited Veterinarian or External Accredited 

Veterinarian. 

The list of the internal Accredited Veterinarians is determined by the Commodity’s State of Origin entered on 

the General page. 

II. To include Identification or Seal Numbers, enter the information and click the Add button.  This will build the 
identification list in the table. 

III. When you have completed entering your information, click the Next button. 

Step 5:  Commodities 

I. To Enter Commodities Manually, enter the number of commodities in the Number of Rows field.  You can pre-
fill general information about the commodities by entering default information if available.  Click the Generate 

Rows button to build the commodity list in the table 

Or if Upload Commodities From An Excel Spreadsheet function is provided for the commodity, follow the 
instruction to upload the commodity spreadsheet. 

II. Add the required and other necessary information. 

III. To add more commodities, enter the number you wish to add in the Number of Rows field, selecting any of the 

default information if available.  Click the Generate Rows button to add the new commodities to the table 

Or use the Upload Commodities From An Excel Spreadsheet function if it is available. 

IV. When you have entered all your information, click the Next button. 

Step 6:  Statements 

I. Review the Certification statements and make the appropriate selections.   

NOTE:  Only an Accredited Veterinarian can select the statements. 

II. Click the Next button. 

Step 7:  Attachments 
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I. To add an attachment to the Certificate, click the Add Attachment button and follow the prompts.  

II. When you have completed adding attachments, click the Next button. 

 

Step 8:  Summary/Submit 

I. Review your certificate.  To make any changes, click the corresponding Edit button next to the section you 

want to update. 

II. Review and select the acknowledgement statements. 

III. If you are the Accredited Veterinarian specified on the Certificate, click the Submit Certificate button to 
submit the Certificate for endorsement. 

If you are an Exporter organization and have selected an External Accredited Veterinarian for submission, click 

Submit to Accredited Veterinarian button. 

NOTE: Only the Accredited Veterinarian specified on the Certificate can submit the Certificate. 

Step 9: Confirmation & Save as Template 

I. Once the certificate has been successfully submitted, the Confirmation page will display. 

II. If you would like to save the information as a template to make future certificate creation faster, click the Save 
as Template button.   

a. On the Save Application as Template page, enter a template name and click the Save button. 

Step 10:  Return to VEHCS Home 

I. Click the VEHCS Home link in the left hand navigation menu to continue using VEHCS. 

 


