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1.8

INTRODUCTION

This guide explains how to make an application for seed certification in
England & Wales using the on-line system for the Electronic data delivery for
the Seeds and Plant breeding industry (ESP).

o The ESP Seed Certification On-Line system can be found on the
website at http://seedcert.defra.gov.uk

o Guidance on certification policies and procedures is available on
GOV.UK

The guide covers the Cert2, Cert3Summ, Cert4, Cert7, Cert7Summ and
Cert10 on-line applications.

o Only Applicant Users may enter and submit the Cert2, Cert3Summ,
Cert4, Cert7 and Cert7Summ applications.

o Only Licensed Seed Testing Stations (LSTS Users) may enter and
submit the Cert10 applications.

Payment of certification fees

Fees for crops and seed lots entered for certification can be paid for by BACS
or cheque. The functions necessary to make a payment by credit card are
currently unavailable.

Overview of the ESP system

An overview of the various ESP modules and data flows related to the Seed
Certification On-Line system is given at Appendix A.

The data can be entered into the on-line system either manually or by
uploading the data held in your in-house IT system.

Applications submitted via the on-line system will be validated at NIAB and
held in the Certification of seeds and crops system (Cosacs).

Once NIAB processes your application you will be notified by a business
response email indicating whether the data you submitted have been
‘accepted’ (data passed validation) or ‘rejected’ (data failed validation).

o The email will, as applicable, provide you with details of the reason for
‘rejecting’ the application which you can then correct and re-submit.

Technical requirements for accessing and using the on-line system

Appendix B gives information on the technical requirements needed to access
and use the Seed Certification On-line system.
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1.9

1.10

1.11

1.12

User ID and Password codes

You need to register on the Government Gateway to use Seed Certification
On-Line, as a User ID and Password is required to allow access to the
system.

o You can, as required, register more than one User for your company,
with their own User ID and Password.

o Users who no longer need to use the Seed Certification On-Line
system can be de-registered or un-enrolled.

The Government Gateway is a centralised registration service for e-
Government services in the UK. For more information go to:
http://www.gateway.gov.uk

Help available to Users

A helpdesk service is available if you need any advice and guidance on using
the system or if you need to report any problems encountered whilst using the
system. The contact details are:

ESP Helpdesk

NIAB

Centre for Plant Varieties & Seeds
Huntingdon Road

Cambridge

CB3 OLE

Tel: 01223 342319
Email: esphelpdesk@niab.com

Training available for Users

To get you started, training in using ESP can be obtained from the helpdesk
over the telephone.

Feedback from Users
We would welcome your feedback on the Seed Certification On-Line system

and on this User guide so that improvements as considered necessary can be
made. Please send your comments by email to esphelpdesk@niab.com
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2.1

2.2

2.3

REGISTERING AND ENROLLING AS A USER
Registering as a main User
Before registering you are advised to contact the ESP helpdesk:

o To check that a ‘main’ User in your organisation has not already been
registered. Users at a number of companies were registered and
enrolled when the on-line system was first demonstrated to the seed
trade.

o To obtain the Postcode that is held as a ‘known fact’ in the ESP
Enforcement system. There are occasions where the postcode held in
ESP does not match that in current use. It is not possible to update the
postcode ‘known fact’ in ESP without allocating the organisation a new
official number.

If you or someone else in your company was previously registered and
enrolled but cannot now remember the User ID and/or Password you should
contact the ESP helpdesk.

You can register and enrol from the Home page (http://seedcert.defra.gov.uk)
by clicking on the ‘Register and Enrol’ link under ‘Main Menu’ - see the screen
illustration that follows.

Welcome to Seed Certification.

News ...
‘Welcome to Defra’s Seed Cartification |nternet site — enabling you to =
N T e "~ BAC s payments
make on-line applications for seed certification in England. 5
Main Menu 3;;’5 payments to Lioyds
species must be of ficially
Home g met cErtain g tand before itis marksted.

tior=i5 the process of certifying that these quality Sort Code: 30-31-38
standards are met.
Account No: 03879018
This Internat service offers you significant advantages:-
Account name: NIAB/Cert
Fees Client A/C:

« On-line checking to ensure fewer ermors and greater efficiency,;
« Automatic calculstion of fees;
« Faster pro of your data; #
YML Schemas « Fayment on-ine;
ST » On-line acknowledgement that your dats has been received Help...
Administration If you have any queries about how
To start please select one of the menu options o e left hand to use this site pi m
Log OFF e our Customer Service Helpline on

04223 347319 or send us an
email at esphelpdecki@nisb.com



http://seedcert.defra.gov.uk/

2.4 You now have the option to Register or Enrol.

o If you currently have a Government Gateway User ID and Password
you should select ‘I have registered with ..."” (see the screen illustration
below) and click on ‘Next’.

o If you do not have a Government Gateway User ID and Password, see
paragraph 2.7.

Register or Enrolment @ Open Help

Access to this service reguires registration and enrolment on the Government Gateway.

Use of the Gateway ensures that users are able to access Government websites with confidence that it is secure. Please perform the following Government
Gatewsay registration and service enrolment process, it does not take long and it means that communication is safe and secure.

| have not yet registered with the Government Gateway and do not have a User 1D and Password

@ | have registered with the Government Gateway, but have not yet enrolled for this service

2.5 Enter your User ID and Password (see the screen illustration that follows) and
click on ‘Next’.

Gateway Enrolment @ Open Help

Please enter your Government Gateway User [D and Password and click on Mext

Your Uger D [
Your Password *

2.6  Then follow the instructions on screen to enrol for the Seed Certification On-
Line service.

2.7 If you do not have a Government Gateway User ID and Password, select ‘|

have not yet registered with ...” (see the screen illustration below) and click on
‘Next’.

Register or Enrolment @ Open Help

Access to this service requires registration and enrolment on the Government Gateway

Use of the Gateway ensures that users are able to access Government websites with confidence that it is secure. Please perfarm the following Governrment
Gateway registration and service enralment process, it does not take long and it means that cormmunication is safe and secure.

| have not yet registered with the Government Gateway and do not have a User ID and Password

| have ragistered with the Government Gateway, but have not yet enrolled for this senice

2.8  Enter details called for in the screen provided (see illustration below) and click
on ‘Next'.

Gateway Registration

&) open Help

Access to this service is controlled by the Government Gateway. You must register on the Government Gateway and enral for the application before you will be
able to enter the web site.

In arder to comply with the Government Gateway security requirements you must first identify yourself by providing the following personal information.

Your First Mame *

Your Email Address

|
Your Last Mame * |
|
|

Confirm ¥our Email Address




2.9  On the screen that follows select ‘Organisation ..." (see illustration below) and
click on ‘Next’.

Gateway Registration @ Open Help

What type of user are you? Please select one of the following options

© Individual - Register as an 'Individual’ if you are registering for personal use

& Organisation - Register as an 'Organisation’ if you represent a business, charity, or athar commercial ar non-cammercial organisation.

2.10 On the screen provided (see illustration below) enter details of your Official
number and Postcode and click on ‘Next’.

o The Official number will be your company (Applicant) or Licensed Seed
Testing Station (LSTS) registration number that was allocated by PVS
and held in the ESP Enforcement system as a ‘known fact'.

o The Postcode will be that registered as a ‘known fact’ in the ESP
Enforcement system — see paragraph 2.1.

Gateway Registration @ Open Help

To uniguely identify you or your organisation and allow you to gain access to this service please enter the following information that should previously have been
provided to you.

Please enter your Official Number and Business Postcode, for example, 01234 or LSTS 00123 {please include the leading zeros)

Official Mumber * I

.9, 01234 or LETS-00123
PostCode *
e.g. 3U1ZLD

2.11 After choosing a password, you will be presented with the screen (see
illustration below). Follow the instructions on screen and click on ‘Next’.

o In the ‘security’ box you must type any letters, numbers and symbols
exactly as you see them eg if you see a capital letter, enter a capital
letter.

Gateway Registration @ Open Help

Please take time to read the terms and conditions for using this service.

7| have read and accept the terms and conditions far this senice

Type the characters you see in the picture, then click next

Typing the characters from a picture helps ensure that a person, not an automated program, is creating this account.

SswWwmm9 -

The picture contains B characters, and is case sensitive.

2.12 The screen that follows will display your system generated User ID.
o You may want to print out this page for reference in the future.

2.13 You can now immediately use the Seed Certification On-Line system.



Adding assistant Users via the Government Gateway
2.14 The first registered User at a company is considered to be the main User.
o If there are more User at the company, further User IDs and Passwords

can be set up for ‘assistants’ through the Government Gateway website
at: http://www.gateway.gov.uk

2.15 Go to www.gateway.gov.uk and click on the button labelled ‘Enter the
Government Gateway’ (see the screen illustration below).

overnment

ateway

» What is the Welcome to the Government Gateway
Government o _ ]
Gateway? Do you have an existing account for online government services?
* Help desks

If yes, then please click below to log in

> Is it secure?
Enter the Government Gateway E|

If no, then please register. Registering with the Government Gateway enables you to sign up for any of the UK government's senices that are
available over the internet. Which government services are available online?

To register with the Government Gateway, please read the three sections below and decide whether to register as an Individual, an Organisation
or an Agent. More information about registration

& Individuals & Organisations Agents

Register as an ‘Individual’ for services for Register as an ‘Organisation’ if you represent Register as an ‘Agent’ if you submit forms to

personal use such as view Council Tax, Self  a business (including employers, sole traders  government on behalf of other businesses or

Assessment Online, Carers Allowance and and farming organisations), a charity, or other  individuals. Services include Corporation Tax

Tax Credits Online. commercial or non-commercial organisation.  Online for Agents, Self Assessment Online
Semvices include Electronic VAT Retumns. for Agents and PAYE Online for Agents. You
Employer Direct Online and PAYE Online for  must already have obtained the
Employers. necessary enrolment information from

the relevant Government department.

To find out how the Government Gateway uses the information you provide, read the Privacy policy

2.16 Enter your User ID and Password and click on ‘Login’ (see the screen
illustration below).

Government
Gateway

X% Government Gateway

Login

You will need to register before you can use .
Register
our senices

Please choose your login method:  Help?

User ID & password Enter your User ID & password:

Digital certificate
User ID

Chip & pin - respond Forgotten your User ID?
Chip & pin - identi FEE
Forgotten your password?

|Cance\ | | Log in E]

One time password

= When you have finished your online session, you should either close the browser or log out.
= Please do not use the browser back button as it may not function as expected.

6
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2.17 Click on the link ‘Manage Assistants’ (see the screen illustration below).

G_chmmcm : & i PE .
eway

Welcome PVS Helpdesk Administrator - C Hart Log out
You are logged in as an Organisation

25 September 2012 |~

~ Your account :3'Y0ur services

*  Your services
* Manage services Enrolled services m

* Change your details
# Manage logins You are currently enrolled for the following senices. Select link to go to the service.

* Manage » Defra Seed Certification
Administrators

ices available

¥ Manage Assistants

Select a semvice to enral.

2.18 You can then add your assistants by clicking on the link ‘Add an assistant’
(see the screen illustration below).

Qovernment
Gateway

Welcome PVS Helpdesk Administrator - C Hart Log out
You are logged in as an Organisation

25 September 2012

® s X Manage Assistants
M q . . P N . . . .
A;"% = You can choose the Assistants displayed below by using 'Refine your results’. To view more details for an Assistant, select their
Administrators
name.
¥ Manage Refine your results? | 16 results found

Assistants

o Me - Refine results

Assistant name | Email address | Services ‘Assigned 1o Action

* Add an Assistant

2.19 Fill in the assistant’'s name, email address and assign the assistant a
Password (see the screen illustration that follows) and then click on ‘Submit’.

‘Welcome PYS Helpdesk Administrator - C Hart Log out

“You are logged in 25 an Organisation

25 September 2012

~ your sccount = Add an Assistant
'
ﬁm‘m An Assistant will hawe limi cess to features. Altematively, you could Add sn Administrator who would have scoess to the same

features as you About A nts

 Manaps Assistants
“required information {if you onty hawve a first name ors surmame (not both), lesve one of the name boxes empty)

*  Agdan Assistant

“Assistants first name(s)

“Assistants surmams

Assistant’s email address

Confirm Assistant’s emsai

Fassword must

- COTREI E-12 IETETE SN NUTDETE
= conEin 3 eEst one numDer 3nd ons leer
= Mol coniain e word pEsEwond

“Enter 3 password for Assistant

“Confirm Assistant’s password

Additional information (optonar) -

Information such as your
idepartment, telephons

could help others in the

organisation identify them This information

will ot be sent to amy third parties. i

Max. 255 characiers

| Cancel | | Submit E




2.20 Select the service you wish the assistant to use (see the screen illustration
below), then click on ‘Submit’.

o If you use the Gateway only for the Seed Certification On-line system
then this will be the only option available for selection.

Government
Gateway

Welcome PVS Helpdesk Administrator - C Hart

You are legged in as an Organisation
25 September 2012

* Your account - Assign services
— All the services that your Assistant, Tony Watts can be assigned to are listed below. You should tick the senice(s) you wish them to

Administrators . A " . P . .
be assigned to. if you would rather do this later, you can edit senices in ‘Manage Assistants’.

Manage Assistants
Services
Defra Seed Certification
OfficialNo - N*A*~0"0 ; Postcode - C*37L*

*  Add an Assistant

|Cance\ ‘ | Submit E

2.21 The new assistant is then allocated a User ID (see the screen illustration that
follows).

o You can also navigate from here back to the ‘Services’ menu or the
‘Assistants’ menu.

Welcoms PVS Helpdesk Administrator - C Hart
You are logged in a5 an Organisation

25 September 2012

~ Your scoount E‘ Confirmation
lMznape “ou have successfully sdded Tony Watts 3= an Assistant.

saministrators

=
* Manags Assistants q

= = @,‘ Important
2 susd an Assistant
=« Make 3 note of the below information and inform your Assistant of their User |D and password so they can log in to

the Government Gateway.

Assistants User IO

2638 1502 3532

Assistants password: tonywatts 201

When your organisstion is enrolled in a service, you will {typicalhy) receive s letter containing a User |D card similsr to the one shown
aboveto be given to the new Assistant. Please note: some services, incleding thoss operated by HMRC, donot of fer this facility.

= Where would you like to go next?

Add another Assistant
Add an Ad
Go to ™our services




2.22

Deleting an assistant User via the Government Gateway

To delete an assistant click on ‘Manage Assistants’ from the menu.

GQovernment e I o ] :_.:
Gateway

Welcome PVS Helpdesk Administrator - C Hart Log out
You are logged in as an Organisation

25 September 2012 |
* Your account 3‘Your SerVices

¥ Your services
* Manage services Enrolled services m
* Change vour details

* Manage logins You are currently enrolled for the following services. Select link to go to the semvice.

* Manage v Defra Seed Certification
Administrators

~ Manage Assistants rvices available

Select a service to enrol.

A list of all assistants will be shown, then click on selection list of the name of
the assistant you wish to delete:

Tony Watts tony watts@fera_gsi.gov.uk 1 PVS Helpdesk Administrator - C Hart Edit semvices
De-assign
Delete

Wiewing 11 - 17 of 17 | Previous

=== Where would you like to go next?

Add an Assistant
Go to Your senices’

click delete.

G_G\mmmcm
ateway
Welcome PVS Helpdesk Administrator - C Hart Log out
You are logged in as an Organisation

25 September 2012
* Your account m Delete ASSiStant

Your services

Manage services. Are you sure you want to delete Assistant. Tony Watts?

Change vour details
Manage loging |Cance| | | Continue E]

~ Manage
Administrators

o v

w

Manage Assistants

The deletion will be confirmed:




2.23

2.24

Qovernment
Gateway

¥ Your account

* Your services

# Mlanage services

* Change your details
* Manage loging

¥ Manage
Administrators

-

Manage Assistanis

&}x &£ Q i

Welcome PVS Helpdesk Administrator - C Hart
You are logged in as an Organisation

X Confirmation

Log out

25 September 2012

Assistant Tony Watts, has now been deleted. Please inform them that their login details are no longer valid.

=2 Where would you like to go next?

Add an Assistant
Add an Administrator
Go to Your services'

Maintaining User details via the Government Gateway

The services available on the Government Gateway web site will allow you to
maintain details of the main (first registered) User and assistant Users that
were added subsequently.

o From the ‘Services’ menu you can un-enrol and enrol uses for more
services.
o From the ‘“Your account’ menu you can change your registration details

and change your Password.

o From the ‘Manage Assistants’ menu you can add a new assistant and
change the services of your assistants.

Maintaining User details when logging-on to ESP

Your Government Gateway registration details can also be changed whilst
logging-on to the ESP Seed Certification On-Line system.

o After you have entered your User ID and Password and clicked on

‘Next’, the screen that follows will show details of your name, surname
and email address held by the Government Gateway. Any of the
aforementioned details can be changed as and when required.

If a User needs to be changed to someone else, this can be done by
changing the name, surname and email address to that of the new
User. If you do this the new User can retain use of the User ID and
Password but, if considered necessary, the Password for the new User
can be changed — see paragraph 2.23.
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3. MAKING NEW CERT APPLICATIONS AND SUBMISSION DETAILS
Entering a new Cert application

3.1 Click on ‘Applications’ listed under the ‘Main Menu’ on the Home page (see
the screen illustration below).

Welcome to Seed Certification.

Mews ...

‘Welcome to Defra’s Se=d Certification Internet site — enabling you to BAC's =5
make on-line applications for seed certification in England. paym

Main Menu BAC's payments to Lloyds

Seed of the m g table zpecies must be officialhy TEL
Home wing met cartain quality standards before itis marketed.
ion is the process of certifying that these quality Sort Code: 30-51-58

are met.
Account No: 03572015
This Internet sarvice offers you significant advantages:-
Agcount name: MIAB/Cart
« Onine checking to enswure fewer erors and greater efficiency; Feas Cliznt AIC

s Automatic calculation of fees:

s Faster pro f your data; uas -
U S » Payment on-line;
- » On-line acknowlsdgemant that your dsts has besn received Help...
Administration To start olease select one of the menu ootions on the left hand 1f you have any queries sbout how
To start please select one of the menu options o & left hand to use this site please contact
Log Off S our Customer Service Helpline on

0223 342319 or =end us an
email at esphelpdeskiniab.com

3.2  On the screen that follows enter your User ID and Password and click on the
‘Next’ button.

o The screen that follows will display your details held by the Government
Gateway (see paragraph 2.24). As applicable, update these details and
click on ‘Next’.

3.3 The screen that follows (see the illustration below) will show your Applicant
number and name that were allocated by PVS when you registered to perform
a seed industry activity.

o To enter a new application click on the down-arrow button in the form
‘Type’ data field and, from the drop-down list, select the type of form
that you wish to enter ie Cert2, Cert3Summ, Cert4, Cert7 or
Cert7Summ. Then click on the ‘New Application’ button.

o Section 10 gives details on entering Cert10 applications.

Horne | Applications | Bulk Subrmission | Administration | Log Of
Application Selection

To get started, select the applicant and type of application you wish to process then click the 'Search’ button.

® denotes mandatory field

Applicant Mo 07180 Type |<-- all --= ;I = Species [«<-- all --= ;I
Applicant Mame DEFRA action |<“ P ;l .
Submit Status | <-- all --> =-
sppications [
Vear Received I—
Search I Clearl Mew Application | Reports |

3.4 The Sections that follow give details on entering applications for each of the
form types ie Cert2, Cert3Summ, Cert4, Cert7, Cert7Summ and Cert10.

11



3.5

Submission details

A new application entered in ESP is given an ‘Action’ and a ‘Submit Status’ of
‘New-Not Submitted’. The ‘Action’ and ‘Submit Status’ of an application is
updated at various points eg when the application is submitted, processed at
NIAB, etc.

o The different ‘Action’ and ‘Submit Status’ combinations that apply and
what each of the combination means is given at Appendix C.

o Appendix C also gives information on the editing functionality available
to you in respect of the different ‘Action’ and ‘Submit Status’
combinations.

12



4.1

4.2

ENTERING CERT2 APPLICATIONS

The Cert2 form should be used to provide notification of crops being entered
for the production of certified seed.

See Section 3 on making a new application — after clicking on ‘New
Application’ you will be presented with the screen illustrated below.

Check that the ‘Crop Year’ specified is that which you require — this is
the crop harvest year. If necessary this can be overwritten. The crop
year defaults to the current year if the current date is before 01-July and
defaults to the current year + 1 if the current date is later than 30-June.

In the ‘Species’, ‘Variety’ and ‘Category/Level’ data fields click on the
down-arrow button and select the relevant information from the drop-
down list. Varieties are only available after species has been selected
and categories are only available after variety has been selected.

When you have entered details of the species, variety and
categoryl/level, click on the ‘Add seed lot’ button.

details.

CERT 2: Crop Entry Notification - All Species

To get started, please supply the details below {including at least one sown seed lot) and then click the "Add crop” button to add crop

Home | Applications | Bulk Submission | Administration | Log Of

* denotes mandatony field

Applicant Mo 07180
Applicant Mame DEFRA

Species | ;I - Sown Seed Lot(s)

Watiety - add seed lot «

Crop Year

Application Id Hew Application

Category §Level - I =

IZDDQ -

WFARNING: 3 falze statement on this form may mean certification is withdrawn and may resuft in prasecution
Data Protection Act Statemert

Add crop Submit Go back

When you have clicked on ‘Add seed lot’, a pop-up screen will appear (see the
illustration below).

Click on ‘Yes’ to display the form in which to enter details of sown seed
lot or lots.

CERT

details.

To get started, please supply the details beloy

Z7 LTOp ENTy NOTTCation - All SPECIes

Security Information ZI
r.‘r‘l _This page containg bath secure and nonsecure
i

items.

k the "Add crop™ button to add crop

® denotes mandatory field

Do you want to dizplay the nonzecure items?

Applicart Name DEFRA

ariety

Applicart Mo 07180 Species Lot(s)
F # es I Mo | More Info | J

Application ld Hew Application " - " < x|

13



4.3

4.4

4.5

4.6

The screen that will appear will default to the ‘England and Wales format’ for
the seed lot reference number (see the screen illustration below).

2] x| lications | Bulk Submission | Adrinistration | Log
CERT 2: Crop Entry Notification-[———————
To get started, please supply the details b & England & Wales formt click the "Add crop” button to add crop
details. " Cier format
Seed Lot Ref Ho
Year Cat Applicart Lot Mo
® denotes mandatory field I / - .l"l ;I =
Applicant Mo 07180 Species |B AF ed Lot(s)
" FRA ) — oK | Add another | Cancel | L |

If the seed lot reference number is not in the England & Wales format then
select the ‘Other format’ button and the screen will refresh to give you a free-
text box (see the screen illustration below).

o Appendix E gives details on the formats that should to be used for
entering seed lot reference numbers for seed that was certified outside
England & Wales.

2] x| lications | Bulk Submission | Administration | Log Off
CERT 2: Crop Entry Notification -

© England & vWales format click the "Add crop” button to add crop
g ' Cther format
Seed Lot Refllo

To get started, please supply the details helow (j
details.

® denotes mandatory field

|ApplicamNo oT180 |
" nL

 Bleunc, NEEDA

QK I Add another I Cancell ad Lo‘[sll
s

Species Im

See the screen illustrations at paragraphs 4.3 & 4.4

o Enter details of the seed lot sown that applies to the crop being
entered.

o If you need to enter details of another seed lot sown, then click on ‘Add
another’.

o When you have entered details of all seed lots that apply to the crop,

click on ‘OK’ to save the data.

You will now be returned to the first Cert2 screen (see illustration below).

o Click on ‘Add crop’ to add details of a crop.

Home | Applications | Bulk Submission | Administration | Log Off

CERT 2: Crop Entry Notification - All Species

Te get started, please supply the details below {including at least one sown seed lot) and then click the "Add crep” button to add crop
details.

* denotes mandatony field

Applicart Mo 07180 Species [eariEY - Sown Seed Lot(s) Delete
Applicant Name DEFRA Varisly P —. testseedlot123 iy
Application Id Hew Application Category f Level I 2H = |Certified 2nd Generation HUS = Add seed lot

Crop Year |2009 =

Add crop | Submit Ga back
WARNING: 3 false statement on this form may mean certification is withdrawn and may result in prosecution.

Data Protection fet Statement

14



4.7

Now the whole form is displayed (see the screen illustration that follows). You
should complete the necessary information making sure that all data fields
with a red asterisk alongside, denoting a mandatory field have been
completed.

o Once you have entered the details required, click on ‘Add/Edit previous
cropping’.

Some points to note are:

o The ‘Sheet/Line No’ will automatically be entered but can be
overwritten.
o You may use only the grower’s ‘surname’ field to enter the grower’s

name and surname or the grower’s ‘“Trading As’ title.

o You do not need to complete the grower’s ‘Trading As’ data field as this
is not now used for seed production aid purposes.

. You can enter the ‘IACS Field Number’ and ‘Field Name’ but where the
IACS field number is not known you must provide the field name.

o You should use the ‘Look-up’ facility not only to speed-up manual data
entry but to ensure that the grower’s surname field matches for crops
that will be bulked together in a Cert4 application. Information on how to
use the ‘Look-up’ facility is given at paragraphs 4.11 & 4.12.

Home | Applications | Bulk Submission | Administation | Log OF

CERT 2: Crop Entry

Applicantblo 07180 Sown Seed Lot(s)
Applicart ame DEFRA Test for User Guide Review|
Species | BROWN MUSTARD B E

Wariety FORGE b

Category fLevel | C5 « |Certified =

Crop Year 2009
* denotes mandatory field
sheetilineto  [5 /[0 Crop
Farm Holding Mo l— ; l— "l_ R Area (ha) .
eg. 12/3458759
! ‘Year/Season Sown -
1AC5 Figld Mo
eg. 5¥ 1234 5678 l_ Grower
Field rame Forename
Lookup crop address & grower's details SUMaEme .
from previous application Q
Trading Az
Address of Crop Pleaze uze zame details as seed production aid.
Line 1 I i Contact Humbers =

Ling 2

Telephane
hobile

Ling 3

Taweny

Courty

Pastcade

‘ Add/Edit previous cropping I Go back [previous page] | Go back [first page] |
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4.8

4.9

When you have clicked on ‘Add/Edit previous cropping’ you will be presented
with the screen illustrated below. The various previous cropping classifications
that apply to the various crop groups or species are outlined in Appendix D.

o Select the previous cropping description that applies to the crop by
clicking on the relevant button. If you select ‘Multiple Cropping’ you will
be required to enter details in the free-text box.

o Click on the ‘Add Another’ button to add another crop that relates to the
same sown seed lots and category/level entered. Up to nine crops
(lines) can be entered in an application.

o When you have completed entering crops on the application click on
the ‘Save’ button to save the data.

Previous Croppings -

2008

© Same species and same variety as crop entered
° Same species but different variety to crop entered
© Any other crop, set asideffallow, stc

 Multiple Cropping - specify

2008

Multiple Cropping (free-text)
» Savel Add Another | Go back I

You will now be returned to the main Cert2 screen which will display details of
the application you have just entered (see the screen illustration below).

o You may submit the application by clicking the ‘Submit’ button.

o To add another crop to the same application click on ‘Add crop’.

o If, before you submit the data you require to enter another Cert2
application, click on ‘Go back'’.

® denotes mandatony field

Home | Applications | Bulk Submission | Administration | Log Off

CERT 2: Crop Entry Notification - All Species

Applicant Mo 07180 Species [erCwN MUSTARD == Sown Seed Lot{s) Delete

Applicart Mame DEFRA Variety Im . Test for User Guide Review

Application |d - 29385 Category Level IﬂCerﬁﬁed“

Crop Year W =

Crops

W@y Fage 1 of 1 pages. (1)
Crop Id No Grower Farm CPH IACS Field No Area Sown (ha) Year Sown Edit'View Delete

2008/07 180,008/ Usher 111114111 JJ34567593 10 - V4 iy

WARNING: a falze

on this form may mean

Add crop I Submitl Go back I
and may result in prosecution.
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4.10 Clicking on ‘Go back’ button will return you to the main ‘Application Selection’
screen where the Cert2 application you have just entered will be the first on
the list (see the screen illustration below).

o You can now either enter a new application by clicking the ‘New
Application’ button or you can submit the applications you have just
entered.

o Section 12 gives guidance on submitting Cert2 applications.

Application Selection

® denotes mandatony field

Applicart Mo 10002 Type |Cert 2 ;l = Species' ;I Crop Id Ho

Applicart Fran Foster ) i

Applard - Fran F st [mats ey [ Yo Awpleart Sheet  Lne
S P e [ [toooz | /] i
Status

ear I—
Received
Search I Clear | Mew Application Reports

WAErKW Fage 1 of 2 pages.
Application Id Date Received Species Variety Action Submit Status  Select Edit'View Delete|
1617 13/08/2004  BARLEY BRAZIL e Mot Submitted | ra i
1591 28/0752004  WHEAT JESTER New Submitted &
1572 27072004 WHEAT FALSTAFF  Mew Submitted Va

Using the look-up facility when entering data on the Cert2 form

4.11 When you have entered the ‘Farm Holding No’ and ‘IACS Field No’ click on
the magnifying glass icon (see the screen illustration below). This will provide
details of the crop address and the grower that were last entered for the
particular Farm Holding and IACS Field Number combination.

o Details of the crop address and grower that are provided on the Cert2
form can be overwritten as required.
* denotes mandatory field
Sheet /Line ko Is_ flj__ " Crop
Zzﬂ ggi;gs?[é% IF IIF flaa I ire:ar.;:a:son Sovn I—I—x;l
o Scimsen AL [225 s rower
Field name I— Forename I—
Lookup crop address & grower's details Surname I— =
from previeus application Q
Trading & I—

4.12 If you do not know the IACS Field No’ you can make this up (see the screen
illustration above) and click on the magnifying glass icon.

o If the Farm Holding No. was used previously, this will bring up a pop-up
(see the screen illustration below). Click on ‘Yes'.
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Applicart Mo 0T180

Security Information 5[

r":‘ This page containg both secure and nonsecure
Applicart Mame DEFRA ?. itemns.
Species | BARLET Do you want to display the nonsecure items?

Variety

REGGRE
CE‘EQD"WLEVH ZH 7 |certified 2nd Generati I MNo More Info

Crop “ear

2009

When you have clicked on ‘Yes’ you will be presented with a list of
fields entered under the particular Farm Holding Number (see the
screen illustration below).

o Scroll the list to find the crop address and grower details that you
require. To select the data from list, to populate the Cert2 form that is
being entered, click on the ‘tick’ under the column headed ‘Select’.

o All details provided by the ‘Look-up’ on the Cert2 form may be
overwritten as required.

/} select Crop Details e
i i - ' * ;I
Ho records were found for your original search - the following matches were found for Farm Helding Humber 114111111
[List is sorted by field name and only the latest details entered for a particular combination are displayed]
T Field Name ::]CS Gicld Crop Address Grower Details Select = gof
AA11111111  td farms Itd, cambridge, CAMBRIDGESHIRE dias v

— BBE11111111 td farms Itd, cambridge, CAMBRIDGESHIRE dias v

a:;tﬂ FRIA2P0222 s, o0, AVORN HHHH v

a: AR Test GG Migration, Guildford, SURREY Usher v

= KETT11111 gg, gy, AVON dias v

RO gy, gy, AVON dias v

ry OV s, s, ANORN tony dias v

N O s, s, ANORN tony dias v

N field1 td farms Itd, cambridge, CAMBRIDGESHIRE dias v

B rmy field MWW 1EBBEEEE my farm, my street, my town, CAMBRIDGESHIRE  willits v = B

L _Cancel | e
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PRODUCTION OF LABELS FOR CERT3 CROP INSPECTION CARDS

5.1 If you have entered crops in Cert2 applications you can produce labels for use
with crop inspection report cards. The labels can be printed out and attached

to the card.

To produce the labels click on the 'Reports' button on the Application
Selection screen (see the illustration below).

Home | Applications | Bulk Submission | Administration | Log Off

Application Selection

To get started, select the applicant and type of application you wish to process then click the "Search’ button.

* denotes mandatory field
Applicant Mo 07180 Type |<-- all --= ;' = Species |<-- all --= ;I
Applicart Mame DEFRA action |<“ al = ;I .

Subimit Status | <-- all - =l

Application 0 I
Wear Received I
Search I Clearl Mew Application | Reports | «

Select the report option 'Produce Crop Inspection Report Labels' (see screen
illustrated below).

5.2

Enter the selection criteria that you require eg ‘Species’, ‘Variety’,
‘Submit Status’ or ‘Year Received’ and click on the ‘Show Report’

button.

Home | Applications | Bulk Submission | Administration | Log Off

Applicant Reports

Applicant Mo 10002
Applicart Mame Fran Foster Seeds

o Applications Species I ;I

ariety I - I

Type | Cert 2 2 I =
Date Received: Start Date I Encl Diate:

' Produce Crop Inspection Species I BARLET LI
Repott Lakels

“ariety I vl

Submit Status [«<-- all - -1 «
Year l_

Received

o Payments Application ID l—
Payment Ref l—
Payment Date l—
Typs e

Erter date as dinfy or ddinmbyey eq. 1,304 or 010304

cshnw Rapnrtj Go hack I
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5.3 A preview of the report will be produced (see the screen illustrated below).

o You should use the ‘Export options’ facility to obtain the information in a

format that is suitable for printing on to labels.

o The system is designed to print four labels to an ‘A4’ size page in
‘Landscape’.

Applicant Reports

Haorne | Applicatio

Expaort option
& PDF
C Word
C Excel

Export
Go back |

4 kb
APPLICANT'S MAME: - CID: 2004/10002/001/1 APPLICANT'S MAME: - CIy 20
Fran Foster Seads Fran Foster Seads
SPECIES:- BARLEY SPECIES:

GROWER'S willits GROWER'S willits
MAME AMD WARIETY:-  ALIZE MAME AHD WARIETY:
ADDRESS ADDRESS

my farm my farm

my street CATEGORY:- L my street CATEGOR

iy town AREA:- 10,00 my town AREA-

CAMBRIDGESHIRE CAMBRIDGESHIRE

CB13TS Please Detail LABEL Mo's CB1 3TG Please De
TELEPHOME:- 01223 342373/ TELEPHOME:- 01223 342353/
FARM HOLDIMG MO - 11711171111 FARM HOLDIMG M- 11711171111
IACE FIELD MO, MWiii11112 IACE FIELD MO, MWi11111114
Seed Lot(s) Sown: - Seed Lot(s) Sowni-
2004/PB/10002/0001 2004/PB/10002/0003
APPLICANT'S MAME: - CID: 2004/10002/002/1 APPLICANT'S MAME: - <IDv 20
Fran Foster Seeds Fran Foster Seeds

SPECIES:- BARLEY SPECIES:

GROWER'S willits GROWER'S Fran Foster
NAME AND VARIETY:-  ARTIST NAME AND VARIETY:
ADDRESE ADDRESS

ray farm My Farm

my streat CATEGORY:- 1L My Street CATEGOR
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6. ENTERING CERT3SUMM APPLICATIONS

The Cert3Summ form should be used for reporting crop inspection details and
results, for crops that required only licensed inspections.

6.1 See Section 3 on making a new application — when you have clicked on ‘New
Application’ you will be presented with the screen illustrated below.

o In the ‘Species’ data field click on the down-arrow button, select the
relevant species from the drop-down list and click on the ‘Add Crop’
button.

Horme | Applications | Bulk Submission | Administration | Log Of
CERT 3 Summ: Summary form - licensed crop inspection

To get started, please supply the details below and then click the "Add crop™ button to add crop details.

* denetes mandatory fisld
applcant Mo 07180 Speries -8 «
Applicant Name DEFRA

Application | Hew Application

Add crop Submit Go back

WiARNING: 3 false statement on this form may mean certification is withdraun and may result in prosecution.
Data Protection Act Statemernt

6.2  When you have clicked on ‘Add crop’, a pop-up will appear (see the illustration
below).

o Click on ‘Yes’ to display the form on which to enter further information.

T T T T T S T T S o T T e T T o e T T ey

CERT 3 Summ: Summary form - licensed crop inspection

To get started, pl supply the detail helov X tails.
G‘l _This page containg bath secure and nonsecure
W items.
" denotes mandatory field Do you want to display the nonsecure items?
Applicart Mo 07180 Date Form Receive
applicant Name DEFRA Spesies o Mo More Info
Application | Hew Application

Ldd crop Submmit Go back

WARMING: 3 false statement on thiz form may mean certification is withdrawn and may result in prozecution
Data Protection Aot Statement

6.3  The screen that will appear (see the illustration below) will ask for the variety
and category/level of the crops for which you require to enter a Cert3Summ.

o In the ‘Variety’ and ‘Category/Level’ data fields click on the down-arrow
button and select the relevant details from the drop-down list. Then
click on ‘Get Matches’.

-

3 Select Crops -- We 2l
» & Select Existing Crop

" Add New {Pre Go-Live) Crop oy Off
I Species [earLEY =l- «

“ariety I - l =
t Categary § Level I - l L]

1
- ' Get Matches | Add Selected Cancel
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6.4  You will be provided with a list of crops under the heading ‘Matching Crops’
(see the screen illustrated below). The crops listed will only be those that
reside in Cert2 applications that are ‘Sent-Accepted’.

o Select the crops you wish to enter a Cert3Summ for, by clicking in the
box under the heading ‘Select’.

o When you have selected the crops you require click on ‘Add Selected’.
Note: If a Cert2 application for a crop has not been entered in the on-line

system, you will need to enter the Cert3Summ via the ‘Add New (pre Go-live)
Crop’ — see paragraph 6.7.

& Select Existing Crop

" Add New {Pre Go-Live) Crop og Off
) - Matching Crops

Spe.c:les IBARLEY _I W kW Fage 1 of 2 pages. (71

Variety [sacHA =l Crop ID Grower Variety Cat Select

Category /Level I 2H = ICertiﬁe(I 2nd Generation HYUS ~ J009/07 180/006/4 DIAS  SACHA 2H =

2009/07180/006/3 DIAS  SACHAZH B
2009/07 180/006/2 DIAS ~ SACHAZH W
2009/07180/006/1 DIAS  SACHA 2H
2005/07 18000741 DIAS  SACHAZH [T

—

Get Matches | * add Selected | Cancell

6.5 When you have clicked on ‘Add Selected’ you will be presented with the
screen illustrated below, showing the crops that were selected from the
matching crops list.

o To enter Cert3Summ data for a crop click on the ‘Edit/View’ pencil icon.

Home | Applications | Bulk Submission | Administration | Log Off
CERT 3 Summ: Summary form - licensed crop inspection

= denotes mandatony field

applicart Mo 07180 Dats Form Received [23/07/2008 | -
Applicart Mame DEFRA

Species BARLEY -
Application Id 27807
WA @M FPage \Gbf 1 pages. (9)
Variety Crop Id No IACS Field No Area Sown (ha) Area Passed (ha) Area Rej/WD (ha) EditView Delete
SACHA 200907 180,/006/1 AL11111111 10.0 V4 i
SACHA 200907 180/006,2 AA8T1111111 10.0 7 ('Y
SACHA 200907 180/006/3 AA811111111 10.0 Vs Y
SACHA 200907 180/006/4 2211111111 10.0 rd iy
WAARMING: a false statemnent on this form may mean certification is withdrawn and may result in prosecution fdd STop I Submit | So back |
6.6  You will be provided with the screen illustrated below.
o Enter details of ‘Area Passed’ and, as applicable, details of ‘Area
Rej/WD’ (area rejected or withdrawn).
. Click in the boxes under the column headed ‘Passed’, to indicate all the

categories/levels at which the crop was approved — a category/level not
‘ticked’ denotes that the crop was not approved at the particular
categoryl/level.
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6.7

6.8

o In the data-grid headed ‘Inspector Numbers’ enter the licence numbers

of all crop inspectors who carried out a 1st, 24, 31, 4% or 5 jnspection.

o Click on the ‘Next crop’ button to call up the Cert3Summ form for

another crop that was entered in the application.

o To save the data click on ‘Save’-you can save the data at anytime

during data entry and return to completing the Cert3Summ forms later.

Horme | Applications | Bulk Subrmission | Administeation | Log Of

—

CERT 3 Summ: Summary form - licensed crop inspection

= denotes mandatarny field

Applicant Mo 07180 Code Description Passed
Applicant Name DEFRA 2L Certified 2nd Generation minimum standards [

P = 2H  Certified 2nd Generation HV'S r
Wariety ISACHA -I

Crop o Mo 2005071800071 Grower

Area Sovwn (ha) 10.0 Forename lTuny—

AreaPassed (he) || me  [oias |

Area RejiD (ha) Tracing A3 |wagtail and grub td

Inspector Numbers
1st Inspection 2nd Inspection 3rd Inspection 4th Inspection 5th Inspection

[ I | | |
| I | | |
[ [ [ [ [
[ — | | |
[ l— | | |
* Save | Mestorap | Prevorop | G hack [previous pags] | Go back [first page] |

If you have not previously entered crops in Cert2 applications you can enter
Cert3Summ data by selecting ‘Add New (Pre Go-Live) crop’ (see the screen
illustrated below).

o In the ‘Variety’ and ‘Category/Level’ data fields click on the down-arrow

button and select the relevant details from the drop-down list.

o Enter the ‘Crop Id No’ for the crop and click on ‘Add New'.

" Select Existing Crop
» & Add New (Pre Go-Live) Crop oy Off
Species [earcer =l
Warigty |RELIEF =l-
Category f Level I ZH = lCerti‘ﬁe(I 2nd Generation HVS =

Crop Id Ho
Year Applicant  Sheet Line

[eooz | fJorien | iz 4t -
» Add New | Cancell —

You will be presented with the screen that is illustrated at paragraph 6.6.

o Enter the data called for on the form and click on ‘Save’ — you will be
presented with the screen illustrated below.

o To add another crop to the same application, click on ‘Add crop’.
23




Home | Applications | Bulk Subrission | Administration | Log Off

CERT 3 Summ: Summary form - licensed crop inspection

® denotes mandatory field

Applicant Mo 07180 Date Form Received |24/10/2008 =
Applicant Name DEFRA Species BARLEY -

Application Id 34962

FPage 1 of 1 pages. (1)

Area Sown (ha) Area Passed (ha) Area Rej/WD {ha) EditView Delete

WA@Y
Variety Crop Id No IACS Field No
SACHA 2003/07 180/666/1 100 0oz i3

» Add crop | Suhrnitl Go back |

WARMING: a false statement on this form may mean certification is withdrawn and may result in prosection.
Data Protection et Statemert

6.9  Section 13 gives guidance on submitting Cert3Summ applications.
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7. ENTERING CERT4 APPLICATIONS

The Cert4 form should be used to provide notification of crops that are bulked
together.

7.1 See Section 3 on making a new application — after clicking on ‘New
Application’ you will be presented with the screen illustrated below.

o In the ‘Species’ data field click on the down-arrow button, select the
relevant species from the drop-down list and click on the ‘Add bulk’
button.

Home | Applications | Bulk Submission | Administration | Log Off

CERT 4 - Notification of bulking of crops

To get started, please supply the details below and then click the "Add bulk™ button to add bulk details.

* denotes mandatory field
Applicart Mo 0T180 Species I .I B
Applicart Mame DEFRA

Application Id Hew Application

Addbulk | submit | Goback |

Diata Protection Aot Statement

7.2  The screen that follows (see illustration below) will call for the ‘Variety’ and
‘Category/Level’.

o In the ‘Variety’ and ‘Category/Level’ data fields click on the down-arrow
button, select the relevant details from the drop-down list and click on
the ‘Add crop’ button.

Home | Applications | Bulk Subrmission | Administration | Log Off

CERT 4 - Notification of bulking of crops

* denotes mandatony field

Applicant Mo 07180 Crops
Applicart Mame DEFRA “amrp g Fage 1 of 1 pages. (1)

Crop Id No Grower Delete ‘

Species |erowN TOP =l

Add crop
Wariety IGRASSLANDS SEFTOR vl"

Category fLevel I Cs = Icerliﬁed =

50 back [previous page] I 5o back [first page] |

7.3  When you have clicked on ‘Add crop’, a pop-up screen will appear (see the
illustration below).

e Click on ‘Yes' to display the form on which to enter further information.

Hore | Applications | Bulk Subrmission | Administration | Log Off

CERT 4 - Notification of bulking of crops

Security Information x|
® denotes mandatony field
N ri‘l This page containg both secure and nonsecure
Applicart Mo 0T180 9. e
Applicant Mame DEFRA .

Dia you want ta display the nonsecure items?

Species |BARLEY =1
Wariety SACHA j’ 3 Yes I Mo More Infa

Category /Level | ZH vIl:tertiﬁe(l 2nd Generation H
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7.4

7.5

A pop-up window will then appear and display the matches available to bulk
(see the screen illustration below). The crops listed will only be those that
reside in Cert3Summ applications that are ‘Sent-Accepted’.

o You can then select crops that have been bulked together, by clicking
in the box under the heading ‘Select’.

o You do not have to select the crops in any particular order as the
system will determine the key crop from the crops selected.

o When you have selected the crops to include in a bulk, click on the ‘Add
Selected’ button.

Note: If a Cert3Summ application for a crop has not been entered in the on-

line system, you will need to enter crops via the ‘Add New (Pre Go-Live) crop
— see paragraph 7.7.

3 Select Crops

» ¥ Select Existing Crop

 Add New {Pre Go-Live) Crop

Species |B ALRLET - Matching Crops
WAk Fage 1 of 1 pages. h
Wity |sacHA =-

Crop 1D Grower Variety Cat Select
Categary | Level I 2H = lCerliﬁe(l 2ndd Generation HYS * 2009/07180/005/4 DIAS  SACHAZH [

200307 180/006/3 DIAS ~ SACHAZH Wi
2009/07180/006/2 DIAS  SACHAZH [T
2009/07180/005/1 DIAS  SACHAZH [T

Gt Matehes | ' Add Selected I Cancel|

When you have clicked on ‘Add selected’ you will be presented with the
screen illustrated below.

o You can as required enter further crops to this particular bulk by clicking
on the ‘Add crop’ button.

o When you have added the crops required to bulked together, click on

the ‘Go-back [previous page]’ button.

Home | Applications | Bulk Submission | Administration | Log OfFf

CERT 4 - Natification of bulking of crops

= denotes mandatory field

Applicart Rla 07180 Crops
Applicart Name DEFRA LB B Fage 1 of 1 pages. (1)

Crop Id No Grower Delete
Species [EarLET =l

2008/07 1800105 i Y
Warlety [sEeasTIan =1~
Category / Level | 2L _z|certified 2nd Generation minimum standards

* Go back [previous page] | Go back [first page] |
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7.6

1.7

7.8

The ‘Go-back [previous page] button will take you to the screen illustrated

below.

. To add details of another bulk, click on the ‘Add bulk’ button.

Home | Applications | Bulk Submission | Administration | Log Of

CERT 4 - Notification of bulking of crops

* denotes mandatory field

Applicant Mo 07180 Species BARLEY =
Applicant Name DEFRA

Application ld 27825

Bulks

H 4 L3 2 Page 1 of 1 pages. (1)
Species Variety Category Key Crop Id No Area Sown EditView Delete
BARLEY SACHA Gerifed 2nd Seneration 200907 180/005/3 2000 P

add bulk | submit | o back |

Data Protection Act Statemert

If you have not entered Cert3Summ applications on the system for the crops
there will be no crops to match so you will be shown a warning message (see

screen illustration below).

o To add crops not previously recorded in a Cert3Summ application,

select ‘Add New (Pre Go-Live) Crop’.

4} select Crops = 2=l

» @ Select Existing Crop

" Add New (Pre Go-Live) Crop

Species [earier -
Wariety [rREGINA =1
Category f Level I ZH = lCertiﬁe(I 2nd Generation HVS ~

Please correct the following errors:

» + No matches found for selected variety/category.

Get Matches | Add Selected I Cancel

When you have selected ‘Add New (Pre Go-Live) Crop’ you will be presented

with the screen illustrated below.

o Enter the crop ‘Year’, ‘Sheet’ and ‘Line’ number to complete the ‘Crop

Id No’ and click on ‘Add New'.

3 Select Crops --WebP. 2l
" Select Existing Crop
» & Add New (Pre Go-Live) Crop
Species |BARLEY -
Wariety |REGINA =l
Categary / Level I 2H | lCertiﬁetI 2nd Generation HYS -

Crop ld Ho
Wear Applicant  Sheet  Line

» [eoos~ /[orten | sless [T -

| cancel |

->
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7.9 Once you have clicked on ‘Add New’, the screen illustrated below will be
presented.

o To add more crops to the same bulking, click on ‘Add Crop’ and enter a
different Sheet and Line number.

o Once you have entered all the crops you require click on ‘Go Back
[previous page]'.

Horng | Applications | Bulk Subraission | Administation | Log Of

CERT 4 - Notification of bulking of crops

* denotes mandatory field

St 0740 Crops
Bopicant Nane DEFRA 4B Fage 1 of f pages. (1)
Crop Id No Grower Delete
Species I BARLEY & 2008718010/ 3
vty [sE2asTiaN g «
Add crop
Category 1 LEVE||2L | Certified Ind Generation minimum standards *

» (o back [previous page] | o back [first page] |

7.10 Once you have clicked on ‘Go back [previous page]’, this will present you with
the screen illustrated at paragraph 7.6.

o Section 13 gives guidance on submitting Cert4 applications.
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8. ENTERING CERT7 APPLICATIONS

The Cert7 form should be used to lodge a seed test report and provide
notification of the early multiplication of a blended seed lot ie a seed lot from
multiple sources (crops and/or seed lots).

8.1 See Section 3 on making a new application — after clicking on ‘New
Application’ you will be presented with the screen illustrated below.

o In the ‘Species’ and ‘Variety’ boxes, click on the down-arrow buttons
and select the relevant information from the drop-down lists. Varieties
are only available after species has been selected.

. Enter details of the ‘Seed Lot Reference No’ and click on ‘Add
constituent’.

Home | Applications | Bulk Subrmission | Administration | Log Of

CERT 7 - Application to Lodge a Seed Test Report

To get started, please supply the details below and then@lick the "Add constituent” hutton to add seed lot constituent details.

* denctes mandatory figld

Applicart Mo 0T180 Species | j ® Seed Lot Ref Ho
Applicart Mame DEFRA Warlety - l . Year Cat Applicart Lot No
Application Id Hew Application I ! j' flo718a |/ i «

Add constituent I Submitl Go back |

ERMING: a false statement on this form may mean certification is withdrawn and may result in prosecution.

8.2  When you have clicked on ‘Add constituent’, a pop-up screen will appear (see
the screen illustration below).

o Click on ‘Yes’ to display the form on which to enter further information.

Hame | Apglications | Bulk Subrrission | Administration | Log Of

CERT 7 - Application to Lodge a Seed Test Report
ﬂLeeil lot constituent details,

fl"ﬂ This page containg both secure and nonsecure

?. e,

" denutes mandatory fild Do you war to display the nonsecure fems?

To qet started, please supply the details belov

Applicart Mo 07180 Species | BARLEY

Applicant Natne DEFRA i | ant Lotk
Varely SMH Yeg I No | Wore Info |TI8888

Aplication 1d New Application
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Entering a seed lot as a constituent

The screen illustrated below will be provided, which will show a ‘seed lot’ as
the source.

. If the source of the constituent is a crop, see paragraph 8.6.

Feed Certification On-line

Source

Seed Lot & «
Crop [e!

o England & Wales format
" Other format
Seed Lot Ref Ho

mission | Administration | Log OF

Application to Lot

please supply the details lot constituent details.

ry field “ear Cat Applicant Lot Mo
! =1/ ! -
7180 Species I_E I I —I I I
EFRA wariety [F Lot ho
. I |1234 =

N Application

Met weight (tonnes) I =

Save I add another I 5 I Subnnit I Go back I
Btement on this form may mean certit
[atement *evious page] I Go back [first page] I
|https:,l',l’secure.seedcert.defra.guv. |° Inkernet v

If the seed lot was certified in England and Wales enter the seed lot reference
number — see the screen illustrated at paragraph 8.3.

o Enter the ‘Net weight (in tonnes)’ to three decimal places and click on
‘Add another’ to enter a new constituent.

o When you have added all constituents click on ‘Save’ to return to the
Cert7 screen.

o Section 12 gives guidance on submitting Cert7 applications.
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8.5 If a seed lot was certified outside England & Wales, select ‘Other format’ (see
the screen illustration below).

o Enter the ‘Seed Lot Ref No’ in the format specified at Appendix E.

o Enter the ‘Net weight (in tonnes)’ to three decimal places and click on
the ‘Add another’ button to enter a new constituent.

o When you have added all constituents click on ‘Save’ to return to the
Cert7 screen.

o Section 12 gives guidance on submitting Cert7 applications.

2} seed Lot Constituent 2=l
Source
SeedLot «

Crop [

(& England & Wales format

% Cther format
Seed Lot Ref Ho

Met weight (tonnes)l =
' Save I add another I
Go back [previous page] I Go back [first page] I
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8.6

Entering a crop as a constituent

To add a crop as a constituent, select ‘Crop’ as the ‘Source’. You will be
presented with the screen illustrated below.

o Enter the ‘Crop Id No'.

o Enter the ‘Net weight (in tonnes)’ to three decimal places and click on
‘Add another’ to enter a new constituent.

o When you have added all constituents click on ‘Save’ to return to the
Cert7 screen.

o Section 12 gives guidance on submitting Cert7 applications.
flAsced ot constituent 20| |

- Source -

Seed Lot
Crop = «

Crop Id Ho
“ear Applicart Sheet  Line

] < i

Tl mll

L
Met weight (tonnes) I = E

Save | Add another |

Go back [previous page] | Go back [first page] I

|https:,l',l'secure.seedcert.deFra.gov.|0 Internet 4
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9. ENTERING CERT7SUMM APPLICATIONS

The Cert7Summ form should be used to lodge a seed test report and provide
notification of the early multiplication of a seed lot from a single (crop or seed
lot) source.

9.1 See Section 3 on making a new application — after clicking on ‘New
Application’ you will be presented with the screen illustrated below.

o In the ‘Species’ data field click on the down-arrow button, select the
relevant information from the drop-down list and click on the ‘Add seed
lot” button.

Home | Applications | Bulk Submission | Administration | Log Off
CERT 7 Summ - Application to Lodge Seed Test Reports

To getstarted, please supply the details below and then click the "Add seed lot” button to add seed lot details.

= denotes mandatory field

Applicant Mo 07180 Speries | ==
Applicant Mame DEFRA

Application Id Hew Application

add seed lot_| | submit | Go back
WARNING: 3 false statemert on this form may mean certification iz withdrawn and may result in prosecution

Data Protection Act Statement

9.2  The screen illustrated below will be provided.

o You will need to select the entry type of the seed lot that you wish to
enter ie ‘Normal’, ‘Reentry’, ‘Resample (re-test) or ReClean’.

o Guidance on entering data on each of the seed lot entry types is given
in the pages that follow.

Home | Applications | Bulk Submission | Administration | Log Off

CERT 7 Summ - Application to Lodge Seed Test Reports

Norma e «

Reentry (8l
Resample (te-test)
ReClean [

Species [ELACK MEDICK =]

Wariety I K

Crop Id Ho
“ear Applicant  Shest Lire

P Iy

Hew Seed Lot Ref Ho
“ear Cat Applicart Lot No

/ -1 /lnnan f "
MNet weight (tonnes) =

Save | Add another | Go back [previous page] I Go back [first page] |
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9.3

9.4

Entering a normal seed lot

The ‘normal’ seed lot entry type should be used for a seed lot where
certification is primary and the immediate source is a single crop or several
crops bulked on the same holding under one (key) crop identification number.

This screen defaults to the ‘normal’ seed lot entry type — as indicated by the
bold dot in the circle next to ‘Normal’ (see the screen illustration below).

o In the ‘Variety’ data field click on the down-arrow button and select the
relevant variety from the drop-down list.

o Enter the ‘Crop Id No’ and the ‘New Seed Lot Ref No'.
o Enter the ‘Net weight (in tonnes)’, to three decimal places.

o If you wish to enter another seed lot on the same application, click on
‘Add another’.

. Once you have entered all seed lots, click on ‘Save’.

Haorne | Applications | Bulk Submission | Administration | Log Of

CERT 7 Summ - Application to Lodge Seed Test Reports

Moral o «

Reertry [
Resample (re-test)
ReClean 8

Species [BLACK MEDICK H-

ariety - l =

Crop Id Ho
Year Spplicart Sheet Line

-

Hew Seed Lot Ref Ho
Year Cat Applicant Lot Mo

o Evfermaa -

et weeight Ctonn

Save | Add another | Go back [previous page] | Go back [first page] I

When you have clicked on ‘Save’ you will be taken back to the first
Cert7Summ screen that is illustrated below.

o To add another seed lot to the same application, click on ‘Add seed lot'.

o To submit the application, click on ‘Submit’. See Section 12 for
guidance on submitting Cert7Summ applications.

Home | Applications | Bulk Submission | Administration | Log OfF

CERT 7 Summ - Application to Lodge Seed Test Reports

" denotes mandatary fiald

applicant No 07180 Species BLACK MEDICK -
Applicant Hame DEFRA
Application I 29894
Seed Lots
WAEPFP Pags 10f1pages (1)
A A Net Weight aE
Crop Id / Original SLRN SLRN Variety Type of Entry (tonnes) EditView Delete
2008071801445 2008/CS07 18044472 VIRGO MORMAL 1.000 &7 &

Add seed lot | submit | Go back |

AR NING: a false statement on this form may mean certification is withdrawn and may result in prosecution
Data Protection fct Statement
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9.5

Entering a re-entry seed lot

The “re-entry’ seed lot type should be used for a seed lot that was originally
entered and certified at one category/level and is now being re-entered either
at a lower or higher category/level. Re-entry seed lots will have a new seed lot

reference number and the source will always be the original seed lot.

If the seed lot is a re-entry click on the circle next to ‘Reentry’ — you will be

provided with the screen illustrated below.

o In the ‘Variety’ data field click on the down-arrow button and select the

relevant variety from the drop-down list.

o Enter details of the ‘Original Seed Lot Ref No'. If the seed lot reference
number is not in the England & Wales format, select ‘Other format’ to
obtain a free-text box in which to enter relevant details. Appendix E
gives details of the seed lot reference number format to be used for

seed certified outside England and Wales.
o Enter details of the ‘New Seed Lot Ref No’.

o Enter the ‘Net weight (in tonnes), to three decimal places.

o If you are requesting an upgrade for the seed lot, click in the box next to

‘Upgrade request’.

o If you wish to enter another seed lot in the same application, click on

‘Add another’.

o Once you have entered all seed lots click on ‘Save’ — you will be taken
back to the first Cert7Summ screen (see illustration at paragraph 9.4).

o Section 12 gives guidance on submitting Cert7Summ applications.

Home | Applications | Bulk Submission | Administration | Log Off

CERT 7 Summ - Application to Lodge Seed Test Reports

Hormal &)
Reentry ® «
Resample (retest)
ReClean o

Species [BLACK MEDICK -

Wariety I =

[ England & Wales format
 Other format
Original Seed Lot Ref Ho
Year Cat Applicart Lot Mo

Sl o -

Hew Seed Lot Ref Ho
Year Cat Applicart Lot Mo

! -l /|o7180 f N
et weight (fonnes) =

Upgrade request - «

Save Add another Go back [previous page] | Go back [first page] |
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9.6

Entering a resample (re-test) seed lot

The

'resample (re-test)' seed lot entry type should be used for a seed lot that

failed the standards for the original category/level and is now being re-entered
at the same category/level after taking and testing a new sample. All resample
(re-tests) of the whole seed lot will retain the original seed lot reference
number. Where only part of the seed lot is re-sampled and tested, a new seed
lot reference number is required.

If the seed lot is a ‘whole’ resample (re-test) click on the circle next to
‘Resample (re-test)’ — you will be provided with the screen illustrated below.
Paragraph 9.7 gives guidance on entering data on ‘part’ resample.

In the ‘Variety’ data field click on the down-arrow button and select the
relevant variety from the drop-down list.

Enter details of the ‘Original Seed Lot Ref No'.
If the system does not hold details of the weight of the original seed lot,
you will be prompted to enter the ‘Net weight (in tonnes), to three

decimal places.

If you wish to enter another seed lot to the application click the on ‘Add
another’ button.

Once you have entered all seed lots click on the ‘Save’ button — you will
be taken back to the first Cert7Summ screen (see illustration at
paragraph 9.4).

Section 12 gives guidance on submitting Cert7Summ applications.

CERT 7 Summ - Application to Lodge Seed Test Reports

Mormal

Reertry

FeClean

r
Resample (redest) (& «

Home | Applications | Bulk Submission | Administration | Log Of

Ie

e

Species | BLACK MEDICK k-

Wariety - I =

‘ear

Original Seed Lot Ref Ho

o Hformmo o[

Cat Applicart Lot Mo

Part resample r «

Save

Add another Go back [previous page] | Ga back [first page] I
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9.7 If the seed lot is a ‘part’ resample (re-test) click on the circle next to ‘Resample
(re-test)’ and then in the box next to ‘Part resample’ — you will be provided with
the screen illustrated below.

Home | Applications | Bulk Submission | Administration | Log Of
CERT 7 Summ - Application to Lodge Seed Test Reports

Mormal e
Reertry [

Resample (re-test)

ReClean e

Species [BARLET -
Wariety I - I =

Original Seed Lot Ref Ho
“ear Cat Applicant Lot Mo

o e [

Hew Seed Lot Ref Ho
“ear Cat Applicant Lot Mo

[ = ¢oraeo /] .
Met weight (fonnes) I - «
Patt resample |7

Save Add another Go back [previous page] | Go back [first page] |

o In the ‘Variety’ data field click on the down-arrow button and select the
relevant variety from the drop-down list.

o Enter details of the ‘Original Seed Lot Ref No and ‘New Seed Lot Ref

No’.
o Enter details of the ‘Net weight (in tonnes), to three decimal places.
o If you wish to enter another seed lot to the application click the on ‘Add

another’ button.

o Once you have entered all seed lots click on the ‘Save’ button — you will
be taken back to the first Cert7Summ screen (see illustration at
paragraph 9.4).

o Section 12 gives guidance on submitting Cert7Summ applications.
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9.8

Entering a reclean seed lot

The 'reclean’ seed lot entry type should be used for a seed lot that is being re-
entered for certification following re-cleaning. Re-cleaned seed lots will have a
new seed lot number.

If the

seed lot is a reclean click on the circle next to ‘Reclean’ — you will be

provided with the screen illustrated below.

In the ‘Variety’ data field click on the down-arrow button and select the
relevant variety from the drop-down list.

Enter details of the ‘Original Seed Lot Ref No'.

If the seed lot reference number is not in the England & Wales format,
select ‘Other format’ to obtain a free-text box in which to enter relevant
details. Appendix E gives details of the seed lot reference number
format to be used for seed certified outside England & Wales.

Enter the ‘Net weight (in tonnes), to three decimal places.

If you wish to enter another seed lot in the same application, click on
‘Add another’.

Once you have entered all seed lots, click on ‘Save’ — you will be taken
back to the first Cert7Summ screen (see illustration at paragraph 9.4).

Section 12 gives guidance on submitting Cert7Summ applications.

CERT

Mormal

Reertry

Resample (re-test)

ReClean

Home | Applications | Bulk Submission | Administration | Log Of

7 Summ - Application to Lodge Seed Test Reports

Ie
Ie

. =

species [BLACK MEDICK =l

Wariety I - I E

Year

|

o England & VWales format
" Civer format

Original Seed Lot Ref Ho

Cat Applicant  Lat Mo

[ fomse [-

Year

|

Hew Seed Lot Ref Ho

Cat Applicant  Lat Mo

~| /|071E0 / ®
Met weight (tonl =

Save I

Add another | Go back [previous page] I Go back [first page] I
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10.

10.1

ENTERING CERT10 APPLICATIONS

The Cert10 form should be used for the seed test report on a seed lot. Only an
LSTS User may enter and submit a Cert10 application. An Applicant User can
view a Cert10.

When you have logged-on as an LSTS User, you will be presented with the
screen illustrated below which will automatically show the form ‘Type’ as

Certl0.

Enter the ‘Applicant No’ for the Cert10 that you wish to enter and click
on ‘New Application’.

The Applicant number is the registration number allocated to the
Applicant by PVS when they registered to perform a seed industry
activity.

Home | Applications | Bulk Submission | Administration | Log Off

Application Selection

To getstarted, select the applicant and type of application you wish to process then click the 'Search’ button.

= denotes mandatony field

Applicant Mo B Type [t 10 =l- Species | =1 iee"h"z;"m applcant Lot
seen [amaiem  E vy [ I e —
s o = /=l /oooon /
| =l

L —
)

ear —
Received

Reports |

Search | | Clear |

New Application

10.2 You will be presented with the screen illustrated below.

Enter the ‘Sample No’ for the seed lot.

In the ‘Species’ and ‘Variety’ data fields, click on the down-arrow button
and select the relevant details from the drop-down list. Varieties are
only available after Species is selected.

Enter the ‘Seed Lot Ref No’ and click on ‘Next’. If the seed lot is a
resample (re-test) click in the box next to ‘Resample (re-test) before

clicking on ‘Next’.

Cert 10 - Report on a test of seed

To get started, please supply the details below.

= denotes mandatary fizld

Applicant Mo 07150
Applicant Name DEFRA

Application 14 Hew Application
Test Station Mo [Gz7 2] -

Species I =1-
wariety | =

Seed Lot Ref No

Saimpls Mo

e et Applicant Lot Mo
i = P CEECTRN | -

Resample (retesty [

<=

save | _Goback |

39




10.3

Now the whole form will be displayed on screen as illustrated below.

o You can complete the necessary information making sure that all data
fields with the red asterisk, denoting mandatory fields, are completed.

. The format to use for dates is DD/MM/YY.

o For Certl0(Cereal) the value zero can be entered in the ‘Initial Sample’

and ‘Further Sample’ columns by using the TAB key.

o For ‘Tests Passed’ you should indicate all categories/levels at which the

seed lot was tested and passed (Y) or tested and failed (N).
. Remember to tick the statement at the base of the form.

. You can now click on ‘Save’ to save the data.

Date Sample Received
Date Of Purity Test

Preliminary Germination Satisfactory Yes No MNiA -

Purity & Moisture test results

Pure seed %

Inert Matter % Trace Description
Other seeds % Trace Description
Solid Additives %

Moisture by LSTS o%

Moisture by Sampler %

Cereal

Initial Sample Further Sample Total
S00g 500g 1000g

Humber of Seeds

Other cultivated cereal spp.

Spp. Other than cultivated cereals
Total 0
Avena fatua, A. sterilis (inc. A. ludoviciana)
Lolium temulentum

Raphanus raphanistrum

Agrostemma githago

Elytrigia repens

Bromus sterilis

Ergot - number of pieces

Germination { STZ test results

Loose smut (in examined embryos) 9% Embryo Count
Germination %

Fresh Seed %

STZ o, Seed Count -

Pre-treated for dormancy
Date Final Report
Remarks

Tests Passed
Enter ¥ to indicate tested and passed, and N to indicate tested and failed

PB BH BL 1H 1L 2H 2L I

| confirm that the seed has been found to satisfy or not the cenditions laid down in the Seed Marketing Regulations for the categories of seed indicated above

Save | Submit | | Go back | | Interim/Final Reports

Data Protection Act Statement

10.4 Section 13 gives guidance on submitting Cert10 applications.
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11.

111

11.2

PRODUCTION OF INTERIM AND FINAL SEED TEST REPORTS

The system will allow you to produce a seed test report in the same format as
the official Cert10 form which can be printed out and, as applicable, signed by
the Analyst-in-charge.

o You can produce the report once you have entered purity data in an
application or by opening an application already saved on the system.

o If details of Germination or STZ and Date (Final Report) are not entered
the seed test report will automatically be headed as ‘Interim’.

o The seed test report will automatically be headed as ‘Final’ if details of
Germination or STZ and Date (Final Report) are present.

o All Cert10 reports produced carry a ‘report date’ and will remain on the
system so that, as required, the report can be printed out at anytime.

To produce the Cert10 report, you need to scroll to the bottom of the form (see
the screen illustrated below).

o Click on the ‘Interim/Final Reports’ button.

Germination | 5TZ test results

Loose smut (in examined embryos) 9 Embryo Count
Germination %
Fresh Seed o

STZ 9 Seed Count hd
Pre-treated for dormancy

Date Final Report

Remarks.

Tests Passed
Enter ¥ to indicate tested and passed, and N to indicate tested and failed
PB BH BL 1H 1L 2H 2L

| confirm that the seed has been found to satisfy or not the conditions laid down in the Seed Marketing Regulations for the categories of seed indicated above ‘

Save | [ Submit | [ Go back | | Interim/Final Reports )
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11.3 You will be presented with a preview of the information recorded on the Cert10
application (see the screen illustrated below).

o To generate a report enter the ‘Report Date’ (DD/MM/YY) and click on
‘Generate Report’.

Home | Applications | Bulk Submission | Administration | Log Off

Cert 10 - Interim/Final Reports

* denctes mandsto Id

Interim/Final Refbrts

M4 Pape 1 of 1 pages. (1)
Application Id Report Type Report Date View Report
19376 Final 1710442012 Q
Report Date: B [ Generate Report ]
A g
Main Report ‘
— Preview REPORT on a test of cereal seed Report Date:  Preview Only
= OFFICIAL LICENSED SEED TESTING STATION NO
[ Eran Foster Seeds ] Date Received Sample Number
3555 The AVeaue 1504012
Cambridge
gé\-;l\ﬁﬂLFRDGESIﬂRE Test Required
A preliminary indication of
gmgxiinahm was satisfactory? (Please tick)
Yes . No D NA D
L O N.B. For pre-basic and basic state |:| Ed
Species  [pARIEY | Vasity | ADONIS |
ga]t;g&fly ‘ Certified 15t Gensration HVS ‘ SIRN ‘ 2012/ H/10002/0015 |
Date of punty | % Pure %o Inert %o Other %a Sohd % Motsture by | % Moisture by
test seed matter seads additives LSTS samplar
15/04/2012 100.0 10.0
Inert matter
Other seeds
Number of seads 300g Further 500g | Total 1000g
Other cultivated cereal spp. 0 0 0
Spp. Other than cultivated cereals 0 0 0
Total 0 0 0
| Avena fatua, A. sterilis (inc. A. ludoviciana) [} [} 0
Lolium temulentum 0 0 0
Faphanus raphanistrum 0 0 0
Agrostemma githago 0 0 0
Elytrigia repens 0 0 0
Bromus sterilis 0 0 0
Number of Pieces Ergot - rumber of pisces 0 0 0
Loose smut infection % in . embtyos examined 0
- Please state pre-treatment

STZ% I:l Date (final report) | 16-April-2012

Note: please enter as follows:
T = tested and passed N=tested and failed
REMARKS PB | BH |BLBS| CS§ 1H | IL/Cl| 2H | 2LC2 |
Y |
I confirm that the se2d has been found to satisfy or not the conditions
laid down in the Seed Marl for the of
seed indicated above
Signed
(Analyst in chargs) | ‘
CERT 10 (Cereal) (L) (3/03) Name in BLOCK letters | ‘
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11.4 A preview of the report produced will appear on screen as illustrated below.

o To view the report click on the magnifying glass icon under the column
headed ‘View Report’.

o The report can then be printed out.

o There is also the option to export the report to Adobe PDF, Microsoft
Word or Microsoft Excel.

Home | Applications | Bulk Submission | Administration | Log Off

Cert 10 - Interim/Final Reports

m

* denotes mandstory field
Interim/Final Reports
HA P W Page 1 of 1 pages. {1}

Application Id Report Type Report Date View Report

19376 Final 17104/2012 o} ‘ « i
Report Date: - [ Generate Report )
Wb
Export options —— ‘
@ POF e
& Word
@ Excel
Preview REPORT on a test of cereal seed Report Date:  Preview Only
Export
= QFFICIAL LICENSED SEED TESTING STATION NO.

| Eran Foster Seeds - Date Received Sample Number

5555 Tae AVeme 15040012

Cambridge

CAMEFIDGESHIRE Test Required

§G3 0LF

A preliminary indication of
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12. SUBMITTING APPLICATIONS AND MAKING ON-LINE PAYMENT
New Cert2, Cert7 and Cert7Summ applications will attract certification fees.

12.1 On the main ‘Application Selection’ screen click on the down-arrow button in

the ‘Type’ data field, select the relevant form type from the drop-down list and
click on the ‘Search’ button.

o If necessary you can also, by using the down-arrow button and drop-
down list select ‘Action’ as ‘New’ and ‘Submit Status’ as ‘Not Submitted’
before clicking on the ‘Search’ button.

12.2 You will be presented with the screen illustrated below (this shows a search by
only form ‘Type’).

o You can then select one or more applications that you require to submit
by clicking in the box under the heading ‘Select’.

o To submit the applications selected click on the ‘Submit Selected’
button.

Home | Applications | Bulk Submission | Administration | Log Off

Application Selection

* denotes mandatony field

Applicart Mo 10002 Type |certz =l Species [ =/ |cropaie
:2.—'1:&“ ;La;IFsoster Action <--all --= -Ix arity | —_l' Year Applicant  Sheet  Line
sanit T . I /[ronoz /] i
Status a
Year l—
Received
Search I Clear | New Application | Reports
AA@PMW oz L~ Page 1 of 2 pages.
Application ld Date Received Species Variety Action Submit Status ele Edit'View Delete
1625 16/08/2004 BARLEY ASPEN Mew Mot Submitted v 7 iy
1624 16/05/2004 BARLEY ANALS Mew Mot Submitted I Z Y

Submit Selected L2

12.3 When you have clicked on ‘Submit Selected’, you will be presented with the
screen illustrated below.

° Click on ‘Next’.

VWhen you have finished you will be taken back to Seed Certification On-Line

S sec | W] v 2

44



12.4

You will now be presented with the ‘Application Payment Details’

screen illustrated below.

This screen will show details of the crops or seed lots submitted and
the certification fees due.

You will need to select the ‘Payment Option’ required, by clicking on the
circle next to BACS or Cheque.

HOME | APPICATIONS | t

Application Payment Details

Application ID Type of Entry Species Variety Seed Lot Reference No. Fee Type

Amount

Due

19343 NORMAL WHEAT RIBAND  5010/2H/09999/0001 Seed Lot Fees - Final Generation 32.00
Total £32.00

GRAND TOTAL £32.00

BACS a

Ref No:

Select Payment Option -
) BACS
@ Cheque «

For BACS or Cheque payments please add a meaningful reference number (e.g. cheque number or BACS reference) and an
expected completion date or date of cheque.

Completion DatefCheque Date:

nd Cheque only
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Payment via cheque or bacs

12.5 As applicable select either ‘BACS’ or ‘Cheque’ as the ‘Payment Option’ (see
the screen illustrated below).

o Enter details of the cheque or BACS ‘Ref No’ — this should be a
reference that is meaningful to you.

o Enter the ‘Completion Date/Cheque Date’ (DD/MM/YY) and then click
on ‘Make Payment'.

HOME | Appicanons [ §
Application Payment Details

Application ID Type of Entry Species Variety Seed Lot Reference No. Fee Type Amount
Due

19343 MNORMAL WHEAT R 9010/2H/09999/0001 058 Seed Lot Fees - Final Generation 32.00
Total £32.00

GRAND TOTAL £32.00

Select Payment Option -
) BACS
) Cheque

BACS and Cheque only
For BACS or Cheque payments please add eaningful reference number (e.g. cheque number or BACS reference) and an
expected completion date or date of cheque.

Ref No:

Completion Date/Cheque Date: «

12.6 You will then be prompted to print out the ‘Application Submission’
confirmation page (see the screen illustration below).

o When you click on ‘OK’ this will automatically open up a print command
box — simply choose your printer and click on ‘Print’.

o You may wish to print two copies, as you are required to send a copy of
the report with your payment.

Microsoft Internet Explorer x|

:) Print ouk Page?
-

(Please print this page now as it must be submitted to Defra)

» Gonce
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12.7 On the printout will be instructions of where to send the cheque or BACS slip.

o Please make sure you also enclose the ‘Application Submission’
confirmation page (see the screen illustrated below) as this will facilitate
the payment made to be matched with the correct applications.

12.8 Click on the ‘Go Back’ button to return to the main ‘Application Selection
screen or on the ‘Log Off’ link to exit the system.

Application Type = Cert 7 Summ
Payment Type = Cheque
Customer Payment Reference = jj

Expected Payment Completion Date = 01/07/2012

Application ID Species Variety Crop ID/Original SLRN SLRN Type of Entry Fee Type Amount
19344 WHEAT BRIGADIER  2010/09999/158/1 NORMAL Seed Lot Fees - Multiplication £84.00
19344 WHEAT AC BARRIE  2010/09999/241/1 2010/2H/09999/0001 NORMAL Seed Lot Fees - Multiplication £84.00

2010/1H/09999/0002
TOTAL AMOUNT PAID £168.00

Seed lot fee type No. of seed lots Fee rate per seed lot [£) Amount due (£)
Final Generation 0 32.00 0.00
Final Generation re-test 0 0.00 0.00
Multiplication 2 84.00 168.00
Multiplication re-test 0 0.00 0.00

168.00

Total Amount Due

Please print a copy of this page and post it to Please make cheques payable to NIAB/Cert Fees Client A/C

HIAB BAC's payments to Lloyds TSB

Centre for Plant Varieties & Seeds Sort Code 30-91-56

Huntingdon Road Account No 03979015

Cambridge Account name NIAB/Cert Fees Client A/C
CB3 OLE

Go back

12.9 The applications that you have submitted will show with an action and submit
status of ‘New-Awaiting Payment’. This status will change to ‘New-Submitted’
once payment has been received and processed by NIAB.
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13.

13.1

13.2

SUBMITTING APPLICATIONS THAT DO NOT REQUIRE PAYMENT

New Cert3Summ, Cert4 and Certl0 applications do not attract certification
fees.

On the main ‘Application Selection’ screen click on the down-arrow button,
select the relevant form ‘Type’ (Cert3Summ or Cert4) from the drop-down list
and click on ‘Search’.

o If you are an LSTS User the form ‘Type’ will automatically show as
Cert10 but you may need to enter or change the ‘Applicant No’ to view
the Certl10 applications that you require to submit.

o Before clicking on ‘Search’ you may also, by clicking on the down-arrow
button and selecting from the drop-down list, enter ‘Action’ as ‘New’ and
‘Submit Status’ as ‘Not Submitted’.

You will be presented with a screen as that illustrated below (this shows a
search based only by form ‘Type’).

o You can select one or more applications that you wish to submit by
clicking in the box under the column headed ‘Select’.

o To submit the applications selected click on the ‘Submit Selected’
button.

Home | Applications | Bulk Submission | Administration | Log Off

Application Selection

* denotes mandatory field

iAppIicam No 10002 Type Cert4 ~ ]~ species [<-- all --> =1 Crop Id No
;Applicant Name Fran Foster Seeds | Action m ‘ Year Applicart  Sheet  Line
Submit Status  [<-- all --> - fl1o002 | / i
Year Received
Search I Clear | Mew Application I Print Applications |
WA@Y W Page 1 of 1 pages
‘ Application Id Date Received  Species Variety Area Action Submit Status stect EditView Delete
‘ 1470 15/06/2004 WHEAT DIAMANT Mew Not Submitted Va 'Y
1469 15/06/2004 BARLEY CECILIA New Not Submitted Va 3
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13.3 When you have clicked on ‘Submit Selected’ you will be presented with the

13.4

13.5

screen illustrated below.

. Click on ‘Next’.

This service has been designed to ensure that your submission details are secure.
To make a submission, click next’.

When you have finished you will be taken back to Seed Cerification On-Line.

<=1 Iz

The screen that follows (see illustration below) will call for your Password.

o Enter the Password exactly the same as that you used to log-on and click on ‘Next'.

In arder to submit your data, you are required to sign the data using your Government Gateway User D and Password. Please supply your Goverment Gateway
Password and then click on MNext.

Your User ID WZATTF147MIT
Your Password * \

<1 I

The next screen will provide system generated details of the submission (see screen illustrated

below).
o You must click on ‘Finish’ to complete the submission.
o It is not necessary that you print out this page.

You have successfully made a submission.

0 Your Correlation 1D is 81/45561 ZE7F€4E47BCIA 99/4 935874706
‘our Trangaction 1D is ZAA CF€6A84DB4EIABJF3531 JOEA 27€F2

Print this Page

1] 2
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13.6 Details of the applications that you have submitted will now be provided (see
screen illustrated below).

o You may want to print out this page(s) for your records.

o Click on the ‘Go back’ button to return to the main ‘Application
Selection’ screen or on the ‘Log Off’ link to exit the system.

Homea | Applications | Bulk Submission | Administration | Log Off

Application Submission

Thank You.

Your application(s) have been subrmitted.
Please print a copy of this page for your records as the reference number may he needed if you have a future query

Gateway Reference Number = 62779484508 A13BF9094D536900A01A0

Application Type = Cert 4

Application ID Species Variety Key Crop ID Number
1469 BARLEY CECILIA 2004100024010

1470 WWHEAT DIAMANT 2004100020111

Go back |
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14. VIEWING, EDITING AND DELETING DATA IN CERT APPLICATIONS
Searching for applications entered
14.1 If you wish to view applications already entered click on the ‘Search’ button.

o This will bring up all applications unless you narrow down the search
parameters.

14.2 You can narrow down the search by selecting one or more of the parameters
displayed (see the screen illustration below) ie form ‘Type’, ‘Action’, ‘Submit
Status’, ‘Species’ and ‘Variety’, and then clicking on ‘Search’.

e To enter details in the aforementioned data fields click on the down-arrow
button and make a selection from the drop-down list.

e The ‘Year Received’ (YYYY) may also be used before searching.

Horme | Applications | Bulk Subrission | Adrinistration | Log Of
Application Selection

To get started, select the applicant and type of application you wish to process then click the "Search’ button.
* denotes mandatory field
applcarttis [ - Type |<-- all --> =] - species [<— all --= = |
Applicant Mame Action m =
Submit Status |<-- all --= .Ix
spplicationi [
Year Recebved I_

Search I Clear | Mew Application Reports

14.3 The ‘Search’ facility will also allow you to search by:
o Application 1D

o Crop identity number where the form ‘Type’ selected is Cert2,
Cert3Summ or Cert4.

o Seed lot reference number where the form ‘Type’ selected is Cert7,
Cert7Summ or Cert10.

Note: The search by a Crop ID or SLRN will, if only one record exists, bring up
the page that contains the record. Where more than one record exists, the
search will bring up a grid showing the applications that contain the record.

14.4 You can search for applications based on the ‘Action’ and ‘Submit Status’.

o This will allow you, for example, to narrow down the search to
applications submitted that have been ‘rejected’ by NIAB and need your
attention.

o The meanings of the different ‘Action’ and ‘Submit Status’ combinations

are given at Appendix C, together with information on the editing
functionality available to you.
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14.5

14.6

Viewing data held in an application

You can view the records contained in an application by clicking on the pencil
icon under the heading ‘Edit/View’ — see the screen illustration below.

Home | Applications | Bulk Submission | Administration | Log Off
Application Selection

* denotes mandatory field

Appicant Mo [07180 | - Tyie [cert2 =l Species | =] | |crop kit
Applicart DEFRA Action <-- 3l -- > == |variety Iﬁ_ Year Applicant  Sheet  Line
it
e Subrmit Status [<-- all - =l- I forian 4] i
“ear I—
Received
Search I Clear I New Application Reparts
WAEAPW 12345678810 Fage 1 of 11 pages. (100)
Application Id Date Received Species Variety Action Submit Status Select Edit'View Delete
27765 16/07/2008  BARLEY RETRIEVER New  Rejected r & S
27764 160772008  BARLEY ACROBAT  New  Rejected r 7 >
27763 16/07/2008  SWWEDE RAFE (INC. OILSEED RAPE) ACROBAT  Mew  Rejected I & &
27762 16/07/2008  BARLEY SACHA Mew  Rejected r & S
27761 16/07/2008  BARLEY SACHA Mew  Rejected r & &
27431 19M62008  BARIEY COUNTY Mew  Pot Submitted u Z iy

The screen that follows (see the illustration below) will show the records (lines)
contained within the application.

o To view the data contained in a particular record (line) click on the
pencil icon under the column headed ‘Edit/View'.

Horne | Applications | Bulk Submission | Administration | Log Off
CERT 7 Summ - Application to Lodge Seed Test Reports

* denotes mandatory field

Applicant Mo 00136 Date Form Received  [14/09/2007 - Species PERENNIAL RYEGRASS -
Applicant Hame BRITISH SEED HOUSES LTD Bl Payment et [
Application Id 15988

Payment Reference 3

Gateway Reference 1EB4CTFC1 ABJDIBS4EATTC206A4D3584

Seed Lots
“ 9 ﬂ L | Page 1 of 1 pages. (3}
L . Net Weight -

Crop Id / Original SLRN SLRN Variety Type of Entry (tonnes) EditView Delete
2007001360694 2007/B5001350410 ABERAVON  NORMAL 938 7 i)
2007001360614 2007/BE001360413 ABERZEST NORMAL 206 7/ &
2007001360564 2007 /CHAOM 360414 ABERAVON  NORMAL 5188 /7 i)

Save Add seed lot | Go back |

ARNING: 3 false statement on thiz form may mean certification is withdrawn and may result in prosecution
Data Protection Aot Statement

52



14.7

14.8

14.9

14.10

14.11

14.12

14.13

Editing data held in an application

The ‘Edit/View’ pencil icon is always displayed but its editing functionality will
change depending on an application’s ‘Action’ and ‘Submit Status’ — Appendix
C gives relevant details.

The data in an application with an action and submit status of ‘New-Not
Submitted’ can be edited by you.

o Once you submit an application it is locked and cannot be edited — such
applications will show as ‘New-Submitted’.

If there is a problem with an application that you have submitted, NIAB will
reject it and the status of the application will then show as ‘New-Rejected’.

o You can amend such applications by using the ‘Edit/View’ pencil icon to
display the data — see paragraphs 14.5 & 14.6.

o For ‘New-Rejected’ applications you should amend only the records
(lines) that caused the application to be rejected by NIAB.

o The application will keep the status of ‘New-Rejected’ until it is
resubmitted.

There will be occasions where a data field within a record cannot be amended.

o In such cases you will need to delete either the erroneous record (line)
or delete the whole application — see paragraph 14.15.

If the action and submit status of an application is ‘New-Submitted’ or ‘Sent-
Accepted’ you will need to contact NIAB in the usual manner to get the data
amended.

Editing sown seed lot in a Cert2

Delete the seed lot reference number(s) that need amending and use ‘Add
seed lot’ to enter the correct seed lot reference number(s).

Editing constituent crop or seed lot in a Cert7

Delete the constituent crop or seed lot that is not correct and enter the
constituent crop or seed lot that you require.
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Deleting records held in an application

14.12 You can only delete an application or a record (line) in an application that has
an ‘Action’ and ‘Submit Status’ of ‘New-Not Submitted’ or ‘New-Rejected’.

o Care should be taken when deleting data as you can either delete the
whole application or delete particular records (lines) in an application.

14.13 To delete the whole application you need to be on the ‘Application Selection’

screen (see the screen illustrated below).

. To delete the whole application click on the waste bin icon under the
. 1 )
heading ‘Delete’.
Horne | Applications | Bulk Subrnission | Administration | Log Off
Application Selection «
® denotes mandatory field
Applicant Mo [07180 - Type |cert2 =l Species | =1/ | creptano
Applicart DEFRA Action |<.. all --= ;I = | Variety I ;I Yeat Applicart  Sheet  Line
¥
il Submit Stats [<-- all = =l | Morien 4 i
Year I—
Received
Search I Claarl MNew application I Repo
WABMPMW 12345673530
Application ld Date Received Species Variety Action Submit Status  Select EditView Delete
27765 16407 2008 BARLEY RETRIEVER Mew  Rejected r 7z ;8
27764 16/07/2008  BARLEY ACROBAT  MNew  Rejected r 7 *
27763 16/07/2008 SWEDE RAPE (IMC. OILSEED RAPE) ACROBAT Mew  Rejected I Va [
27762 16407 /2008 BARLEY SACHA Mew  Rejected r 7z ;8
277E1 16/07/2008  BARLEY SACHA Mew  Rejected r 7 iy
27481 19052008 BARLEY COUMNTY [4er Mot Submitted ul & iy

14.14 To delete a record (line) in an application you need to click on the ‘Edit/View’
pencil icon on the Application Selection’ screen. This will allow you to view the
records (lines) in the application (see the screen illustration below).

o You can then delete a particular record (line) using the ‘Delete’ waste
bin icon.

* denotes mandatory field

Applicant Mo 00121

Applicart Name BARTHOLOMEWS AGRI FOOD LTD

Date Form Received I]_?/DEV’ZDD? -

CERT 3 Summ: Summary form - licensed crop inspection

Horme | Applications | Bulk Submission | Administration | Log Off

Species OAT -

Application |d 15353
Gateway Reference B7B437C481944EA2BD25782002070804
WA@APW 122

Variety Crop Id No IACS Field No Area Sown (ha) Area Passed (ha) Area Rej/WD {ha) EditView Delete
S DALGUISE 200700121005/ 12.5 0.0 & i3
SW DALGUISE 2007001210052 6.6 0o Z iy
SV DALGUISE 2007 /0012100573 20 0.0 Va iy
SWW DALGUISE 2007 /0012100544 7.8 0.0 Z iy
SV DALGUISE 2007/00121/005/5 4.7 0.0 Z iy
SV DALGUISE 2007 /00121/006/1 12.0 0o ra A
S DALGUISE 2007/00121/006/2 6.0 0o ra i
S DALGUISE 200700121007 1 5.0 0o & *
SWW DALGUISE 2007001214007 22 25 0.0 & *
SN DAL CIINSE OO7 04794 AT == nn 3
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14.15 Not all data fields in an application can be amended. Where a data field within
an application cannot be amended, you will need to either delete the record
(line) or delete the whole application.

o If an application contains more than one record (line) you can delete
the erroneous record and enter a new record in the same application.

o If an application contains one record (line) only you may need to delete
the whole application and enter a new application or you may be able to
enter a new record and then delete the erroneous record (line).

14.16 Applications or records (lines) within an application with an action and submit
status of ‘Sent-Accepted’ can be deleted only by NIAB.
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15. REPORTS AVAILABLE FROM ESP

15.1 To access the reports, click on the ‘Reports’ button on the main ‘Application
Selection’ screen (see illustration below).

Hormne | Applications | Bulk Submission | Administration | Log Off

Application Selection

F denotes mandatory field

Applicart Mo 10002 Type |<-- all --= ;l = Species |<-- all --= ;I
Applicart Mame Fran Foster Seeds action m R
Submit Status [=—- all -= 5]+
“ear Received I_
Search I Clear | Mew Application
—

WA PW 12345 Fage 1015 pages.

‘ Application Id Date Received Type Action Submit Status Edit'View
AT A0 004 Covt T blowas Sl H il -

15.3 When you have clicked on ‘Reports’ you will be presented with the screen
illustrated below.

o The ‘Applications’ report is already selected by default. To select the
report that you require the circle next to the report description ie
‘Applications’, ‘Produce Crop Inspection Report Labels’ or ‘Payments’.

o Enter the report parameters required and click on ‘Show Report’ — the

paragraphs that follow give guidance on the production of each of the
reports available.

Home | Applications | Bulk Submission | Administration | Log Off
Applicant Reports

Applicant Mo 10002
Applicart Mame Fran Foster Seeds

& spplications

Species | ;I
“Wariety - I
Tyne Cert 2 - I =

Date Received: Start Date |1/8f04 End Date
16/8/04]

© Produce Crop Inspection Specias| ;I
Report Labels

“Warigty - I
Submit Status | <-- all --= 'I
Year l_

Received

C payments appicatonn [ |
Payment Ref I
Payment Date I
Type m =

Enter dste ss dindyy or dodinmbyey eg. 15304 or 010304

¢ show Report ID Go back
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Report on applications

15.4 For details of applications you can refine the report by selecting ‘Species’ and
‘Variety’, form ‘Type’ or a date (DD/MM/YY) range - see the screen illustrated
below.

& applicati :
* Applications SpecleSIBARLEY ;I

Wariety I ADELE vl

Type ICer‘t 3 Summ 'l"

Date Received: Start Date IDl.-"DS.-"’D4 End Date
I20./DB./D4|

15.5 When you click on ‘Show Report’ you will be presented with the screen
illustrated below, showing a preview of the report.

o Select an ‘Export option’ and click on ‘Export’.

o Along with the usual export options you also have a ‘CSV’ option which
will export the report into Microsoft Excel in column format.

Home | Applications | Bulk Submission | Administration |
Applilant Reports

“H4rw
Exportoptions
& POF P
O word ; Department fl;lr Envirqnment, Food and Rural Affairs
defra Seed Certification On-Line
O Excel Date:  20/08/2004
ooy
Cert 3 Summ Applications received between 01/08/2004 - 20/08/2004
Export | Applicant No: 10002 Name: Fran Foster Seeds
Go back | APPLICATION DETAILS
Application ID 1620 Species BARLEY
Date Received 16/08/2004 Submit Status Mot Submitted
CROPS
Crop Ref No 2004/10002/950/5 Area Sown (ha)
Yariety ADELE Area Passed 10,00
IACS Field No Area Rej/Wd 0.00
Categories Passed 2L Certified 2nd Generation minimum standards
2ZH Certified 2nd Generation HY'S
1L Certified 15t Generation minimum standards
iH Cartified 12t Generation HYS
Inspections 1 CHRIS ABRBOTTS

APPLICATION DETAILS

Application ID 1635 Species BARLEY

Date Received 20/08/2004 Submit Status Submitted
CROPS

Crop Ref No 2004/10002/040/1 Area Sowen (ha)

Yariety ADELE Area Passed 10,00
IALS Field Mo Area Rej/Wd 0.00
PP G | A okifind e d : ini crondovd.

Crop inspection report labels

15.6 Section 5 gives details on the production of labels for use with the Cert3 crop
inspection cards.
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Report on payments made

15.7 For details of a payment you can refine the report by selecting an ‘Application

ID’, ‘Payment Ref’, ‘Payment Date (DD/MM/YY) or form ‘Type’.

After selecting form “Type’ you can enter only an application ID that was
contained in a batch submitted. The report will bring up details on all
the applications that were included in the batch submitted.

@ payments spplcationo [ |
Fayment Ret I
Payment Date W
Type |Cer1?—;l *

Erter date as dinfyy or ddimmiyy e, 17304 or 010304

15.8 When you click on ‘Show Report’ you will be presented with the screen

illustrated below.

¢ H ’ H ‘ )
o Select an ‘Export option’ and click on ‘Export’.
Home | Applications | Bulk Submission | Administration |
Applicant Reports
4 W
Export optiens
& POF -5
O ward Q Department for Environment, Food and Rural Affairs
defra Seed Certification On-Line
 Excel Date:  20/08/2004
Export
LI Cert 7 Payments
Applicant No: 10002 Name: Fran Foster Seeds
Go back |
PAYMENT DETAILS REFUND DETAILS
Payment ID (intemal use) 1496 Refund Ref No. Refund Date Amount Refunded
Payment Ref No. 1BSFSQBCMKSL
Date Payment Generated 27/07/2004
Total Amount Due £54.35
Payment Type Cradit
Customer Ref No.
Completion Date
Application ID Species Yariety Seed Lot Ref Fee Type Amount Due
1583 SWEDE RAPE (INC, JAGUAR 2004/CS/10002/0067  Seed Lot Fees £54,35
SILSEED RAPE)
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16. ENTERING CERT APPLICATIONS USING THE BULK SUBMISSION
FACILITY

If you hold certification data in your own IT systems you can use this to
generate XML messages and submit these to the Seed Certification On-
Line system, thus avoiding the need to retype the information into the
web forms.

XML Schema definitions and examples

16.1 To view the XML schema definitions and examples, click on ‘XML Schemas’
listed under the ‘Main Menu’ (see the screen illustration below).

Welcome to Seed Certification. .
News ...
Welcoms to Defra’s Se=d Cartification Internet site — enabling you to -
make on-line applications for seed certification in England. BIETIAMELE
Wi Mens BAC's payments to Lioyds
cies must be of ficialhy TeE
Home fore it is markated.

is the process of certifying that these quality Sort Code: 30-91-56

s are met.

Account No: 02573015

Account name: NIAB/Cart
Fees Client AIC

» PFayment on-ling;
» On-ine acknowledgement that your dsta has been received Help...

If you have any queries shout how
o to use this site please contact
Log Off s our Customer Service Helpline on
01223 342319 or send us an
email at ezphelpdesk@nizb.com

Submitting an XML file

16.2 Before you can submit your XML file you must first create it using your in-
house IT system.

o Save the file somewhere on your Desktop or C drive ready for
uploading.
16.3 To use the bulk submission facility click on the ‘Bulk Submission’ link from the
Main Menu (see screen illustrated below)

Welcome to Seed Certification.

News

fel::orra to Defra's Sesd Certification Irlerrerl sllz—erab\lr-; youte BAC's payments.

BAC's payments to Lioyds

Seec TSB
oe sted
Seac Sort Code: 20-51-56

Account No: (3379015

Account name: NIAB/Cert
Fees Client A/

=nt that your data has been recsiv Help.

If you have any queries about how
' to use this site please contact
Log Off sie= ‘our Customear Sarvice Halpline on
01223 342349 or send us an
email at espheipdesk@nisb com
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16.4 You will be presented with a screen (see illustration below) to log-on to the
system.

Security Validation

Fleage enter your Gavernment Gateway User |0 and Password and click on Mext.

Your User D™ ||

Your Password ™ I

OR select one of the other options below and then click on Next.

C | have a digital certificate
| have nat yet registered with the Gavernment Gateway and do not have a User ID and Pasgword
| have registered with the Gavernment Gatewsay, but have not yet enrolled for this service

| have registered with the Gavernment Gateway, but have fargotten my User ID and/or Passward

Unauthorised access may constitute a criminal offence.

Please note that in order to login, your browser must be configured to accept cookies.

<=z I

16.5 When you have logged-on to the system, the screen illustrated below will be
provided.

o Click on the down-arrow button and select from the drop-down list the
‘Type’ of form you wish to upload.

o Then click the ‘Browse’ button to search for your XML file.

Horne | Applications | Bulk Submission | Administration | Log Off
XML Bulk Submission

Use the "Browse" button to locate the XML file containing the applications that you wish to submit to Seed Cert,
then click on the "Submit’ button to validate the file and import the applications to the system,
or the Test' button to validate the file without importing to the system.

To review the XML schema definitions/revisions please click here
To view a list of valid variety names please click here

Type <-- please select --= -Ix «
Erowse... |

XML File [

submit | Test
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16.6 Search for the XML file and highlight it in the window that opens.

o Then click on ‘Open’.

Chooze file

Loak i I @ Deszktop j

ki E3

My D ocuments
- d by Carnputer

Recent by Mebwark, Places

©

Deszktop

File name: IEert?.:-:mI j
I

Filez aof type: I.-'i‘-.ll File= [*.")

C o D
Cancel |

7

16.7 When you have selected the XML file, click on ‘Test’ to validate the file or

‘Submit’ to submit the file.

o The ‘Test’ function is only checks the validity of the format of the XML

file and the data values.

o Further validation checks are applied to the data in the XML file when

the ‘Submit’ function is used.

XML Bulk Submission

Use the ‘Browse’ button to locate the XML file containing the applications that you wish to submit to Seed Cert,
then click on the "Submit’ button to validate the file and import the applications to the system,
or the Test’ butten to validate the file without importing to the system.

Ta review the XML schema definitions/revisions please click here
To view a list of valid variety narmes please click here

Home | Applications | Bulk Submission | Administration | Log Off

Type |<-- please select --= -I=
HML File | Erowse...

Submit I Test I «

16.8 The applications contained in the XML file are uploaded to the system and any
fees due are calculated automatically. You will, as applicable, asked to enter

payment details.

o See Section 12 on how to submit applications that require payment or

Section 13 on how to submit applications that do not require payment.
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APPENDIX A

OVERVIEW OF ESP MODULES & SEED CERTIFICATION ON-LINE DATA FLOWS

The following modules comprise the on-line system for the

Electronic data delivery for the Seeds and Plant breeding industry (ESP)

NL & Non-NL
Varieties

Seed Certification

Enforcement

Certification Fees
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APPENDIX A - continued

Overview of data flows related to the ESP Seed Certification On-Line system

v

A

Applicant & LSTS Users

IT systems
used locally
l ,,
data uploaded data entered
using XML manually

formatted file

v
A

ESP Seed Cert On-Line

Business ESP-Cosacs interface Business
response (data validation checks undertaken) response
‘rejected’ ‘accepted’
A l
N Y
° Data passes es
validation?
Cosacs

(Certification of seeds and crops system - held at NIAB)
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APPENDIX B

TECHNICAL REQUIREMENTS FOR ACCESSING AND USING THE ESP SYSTEM

1.

To access the Seed Certification On-Line website on your PC you will need
Internet Explorer Browser Version 6.0 or higher.

o You can check if you have Version 6 by opening Internet Explorer,
clicking ‘Help’ and then ‘About Internet Explorer’.

Your internet security will need to be set to Medium or High, to allow you to
access services provided via the Government Gateway - see paragraph 4
below, items 4.1 to 4.6.

Your internet browser will need to allow pop-ups from the on-line website. This
can be set-up as follows:

3.1 Open internet browser

3.2 Click on ‘Tools’ and highlight ‘Pop-up blocker’

3.3  Select ‘Pop-up Blocker Settings ...’

3.4 Inthe ‘Address of web site to allow’ enter *.defra.gov.uk
3.5 Click on ‘Add’ and close the form

To view the varieties in the drop-down list your internet browser will need to
enable Javascript. This can be set-up as follows:

4.1  Open browser

4.2  Click Tools then Internet Options on menu bar

4.3  Select Security tab

4.4  Select Internet Web content zone

4.5  Click Custom Level button to open Security Settings window

4.6  Select Medium in Reset To: ie from dropdown list at bottom and click
Reset — click Yes to confirm

4.7  Scroll down Settings list until Scripting section is displayed

4.8 Under Scripting there is a category called Scripting of Java applets —
select Enable

4.9 Under Scripting there is a category called Active Scripting - select
Enable

4.10 If you have a heading of Microsoft VM and a category called Java
permissions — set this to High saftey

4.11 Click OK button

To export reports to Microsoft Word your PC should be set-up as follows:

5.1 Right Click the 'Start' button on the bottom left of the screen

5.2  Select 'Explore’ this opens File Explorer

5.3 Inthe File Explorer window click on the 'Tools' menu option at the top of
the page

5.4  Click the 'Folder Options' menu item
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APPENDIX B - continued

5.5 On the 'Folder Options' page select the 'File Types' tab

5.6  Scroll down the 'Registered File Types' list box until you find "DOC
Microsoft word document" make sure that this list item is highlighted

5.7  Now, click the 'Advanced' button at the bottom of the 'File Types' page

5.8 Make sure that the 'Confirm open after download' and 'Browse in same
window' check boxes are unchecked.

5.9 Click the OK button

5.10 Close the File Explorer

To export reports to Microsoft Excel your PC will need to be set as per item 5
above, except at stage 5.6 you will need to select "XLS Microsoft Excel
Worksheet".

Pop-up not being displayed even though the pop-up blocker has been
disabled.

On the browser menu bar, click Tools> Compatibility View and check box next
to View All Websites in Compatibility View. Close the browser and e-open (for
the setting to take effect).

The maximum file size for bulk uploads is 24MB.

Business response email notification

When your application is processed by NIAB you will be sent a business
response email to confirm whether the application has been accepted or
rejected. To receive such emails an email address needs to be registered in
the ESP Enforcement system.

o The email address registered in the ESP Enforcement system for a
company is normally that of the ‘Nominated Contact’.

o If you are not the nominated contact but need to see the business
response emails, you can do so by asking the nominated contact to use
‘Tools’ and ‘Rules Wizard ...” (when in ‘Microsoft Outlook’) to forward
automatically to you the emails in question.

o If you want to update or change the nominated contact’s email address,
please notify the Seed Certification: seed.cert@apha.gsi.gov.uk
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APPENDIX C

MEANING OF AN APPLICATION’S ACTION AND SUBMIT STATUS COMBINATION

Action-Submit Status

Meaning and editing functionality available

New-Not Submitted

This is an application that has been entered in ESP but
has not yet been submitted. The application will remain
on the system until it is deleted. If you entered the
application you will be able to edit such applications.

New-Pending

This is an application that has been submitted correctly
but due to a technical fault will need to be submitted
again by you. If you use the F4F Portal to upload
applications, all Cert 4 and Cert 10 applications
uploaded will show as New-Pending. The F4F User will
need to submit such applications. You will not be able
to edit but not delete the New-Pending applications.

New-Submitted

This is an application that you have submitted and is
waiting to be processed by NIAB. You will not be able to
edit such applications.

New-Awaiting Payment

This is an application that you have submitted but
where the certification fees due is being paid by cheque
or BACS. Once the payment is received by NIAB, the
submit status will change to submitted. You will not be
able to edit such applications.

New-Rejected

This is an application that has been rejected by NIAB
due to erroneous data. You will receive a business
response email giving the reason for rejecting the
application and you will be asked to correct and re-
submit such applications. You will be able to edit such
applications.

Sent-Accepted

This is an application that has been processed
successfully on to Cosacs by NIAB. Only NIAB is able
to edit such applications. You will not be able to edit
such applications.

Sent-Deleted

This is an application that was previously accepted but
has subsequently been deleted by NIAB. Such
applications will remain on the system but they cannot
be edited further.

Amend-Not Submitted

This is a previously accepted application that NIAB has
amended and remains to be re-submitted. You will not
be able to edit such applications.

Amend-Submitted

This is a previously accepted application that NIAB has
amended and re-submitted. You will not be able to edit
such applications.

Delete-Not Submitted

This is a previously accepted application that has been
deleted by NIAB and remains to be re-submitted. You
will not be able to edit such applications.

Delete-Submitted

This is a previously accepted application that has been
deleted by NIAB and re-submitted. You will not be able
to edit such applications.
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APPENDIX D

PREVIOUS CROPPING DATA CLASSIFICATIONS AND CODES

The previous cropping classifications and codes that are used in ESP for the various
crop or species group are indicated below (Y).

Crop Group/ Species of Crop Entered

GRASSES
3 g
gl . 2
2 E’ £ < 3| S
§ o) g | 8 o2&
: : o 3l B g cE 95
Previous cropping o5 s8> |233 o
data classifications 2 |, |g2]36(3 |s&8|12 |8 |5
and codes » & g |22185S 258 | |& ”
3 — > 273 -3 S o|= § © - K= =3
s |2 |& |88|8S|s |22/ |8 |z |8 |3 |&
(&) [ 24 O=|X3|T OO |xT (e n om a T
SV Same species and same variety Y Y Y Y Y
DV Same species but different variety Y Y Y Y Y
SS Same species as crop entered Y Y Y Y
OR Other ryegrass species Y
OG Other grass Y Y
SC Seed bearing crucifer Y
AC Any crucifer Y
BT Beet (fodder & sugar) Y
LU Lupins Y
AO Any other crop, set aside/fallow, etc Y Y Y Y Y Y Y Y Y Y
MC Multiple Cropping — specify Y Y Y Y Y Y Y Y Y

Note: In ESP the number years for which previous cropping data are required is

based on ‘minimum compatibility’ as opposed to ‘good practice’ requirements.
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APPENDIX E
ADDITIONAL NOTES FOR USERS
General

Whilst logged-on in ESP you should not use the ‘Back’ button at the top left
hand corner of the screen.

o You should use only the buttons provided on the on-line form eg ‘go
back’ or ‘cancel’.

Some screens take a little longer than others to refresh - you should allow time
for screens to refresh before activating a ‘button’.

Locating a variety in the drop-down list — you can enter one or more
characters to locate the variety name.

If you cannot find a variety you require in the drop-down list, please contact
the ESP helpdesk.

o Before contacting the helpdesk you can check the list of valid variety
names that can be viewed via the ‘Bulk Submission’ link on the Home

page.

When submitting applications, ensure that you click on ‘Finish’ before exiting
the system.

All data fields with a red asterisk alongside are mandatory fields ie the field
must be completed.

o This does not wholly apply to the ‘IACS Field Number’ data field in a
Cert2 application — in this case, if the IACS number is not known then
the ‘Field Name’ must be completed.

When entering or submitting data any error messages will appear at the top or
bottom of the screen — as applicable scroll the screen to view all the error
messages.

Logging-on

If you hold your User ID in a (read-only) spreadsheet, you can use ‘copy and
paste’ to enter the User ID when logging-on to ESP ie instead of typing the 12-
character long User ID. The User IDs issued cannot be changed.

If you were issued with a system generated (12-character long) Password you
can change this via the Government Gateway website to something that will
be easier to remember.

When you are logging-on to ESP update, as applicable, your Government
Gateway registration details that appear on screen.
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APPENDIX E - continued

If you receive the message ‘Unable to log you in’ and the error number is
80010001 — 80010002, this will be because the User ID and or Password that
you used is not correct. You should note that the system locks out the User
for two hours after three successive failed attempts to log in.

Reporting system errors to the ESP helpdesk

System errors should be reported to the helpdesk by email and should provide
a screenshot of the error message and provide details on what you were doing
on the system at the time the error message was received.

Seed lot reference number format — When bulk uploading data the seed lot
reference number must be shown as follows:-

England and Wales seed lots — The year as four digits, applicant number as
five digits, and the lot number as four digits eg 2011/1H/09999/0001

For seed lots certified in Scotland - The seed lot reference number should
be entered in ESP exactly as that stated on the label eg
07/3026/142/2/1H/3026/01.

For seed lots certified abroad, the seed lot reference number should be
entered in ESP using only numbers and letters ie spaces, hashes, dashes, etc
should not be included - see examples given below. Ensure the number 1 or
0 and letters | or O are entered correctly.

Seed lot reference number on Enter reference number in ESP

label: as:
FO076S400063 N FO076S400063N
D/BN 4127/0064 DBN41270064
DK 07BA919-1 DK0O7BA9191
TIW 123/09-37 TIW1230937

Ways of speeding-up manual data entry

Instead of using the mouse to click in the data fields you can use the TAB key
to navigate through most of the data fields and also to select an ‘action’ button
on a form. You can then use the ENTER key to activate the button.

When selecting information from the drop-down lists, after you have clicked on
the down-arrow button you may enter the first letter only to reduce the list of
options to select from.

For Cert2 use the ‘look-up’ facility to obtain details of the crop address and
grower that were previously entered under a particular Farm Holding Number.
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APPENDIX E - continued

For Cert2 use the same application to enter up to nine crops that belong to the
same sown seed lot(s) and category/level entered.

For Cert3Summ, once the corresponding Cert2 applications are ‘sent-
accepted’, use the ‘get matches’ facility to select crops from a pick-list.

For Cert4, once the corresponding Cert3Summ applications are ‘sent-
accepted’, use the ‘get matches’ facility to select crops from a pick-list.

For Cert10(Cereal) use the TAB key whilst in the ‘initial sample’ and ‘further
sample’ columns to populate the field with a zero.

Business response emails

This ‘application accepted’ email only indicates that the data in the
applications you submitted were processed successfully by NIAB (on to
Cosacs). It should be noted that this business response email is not a
replacement for the ‘acknowledgement letter sent by NIAB to notify you of
crops entered and seed lots certified.

The ‘application rejected’ email will indicate the Cert records within an
application that need to be corrected.

You cannot reply to the business response emails — if you need to respond,
use the email address of your usual contact person at NIAB.

The business response will be sent to the email address of the Nominated
Contact (NC) that is hled in the ESP Enforcement system. If this email needs
to be viewed by persons other than the NC, you can when in Microsoft
Outloock use Tools>Rules Wizzard to auto-forward the emails to one or more
named recipients.

Re-submitting Cert2, Cert7 & Cert7Summ applications

This relates to new-rejected applications that need to be amended and re-
submitted.

o You will not be able to re-submit ‘payment’ applications across batches
— only applications within the original batch submitted may be re-
submitted together.

Payment details
A NIAB User is able to enter and submit Cert 2, Cert 7, & Cert 7 summ
applications on behalf of Applicants and set the payment option as BACS

or Cheque. Such ‘awaiting payment’  applications will be processed in the
normal way after the payment has been received at NIAB.
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APPENDIX E - continued

Bulk uploads

‘Test’ and ‘submit’ functionality. The ‘test’ function checks that the XML file is
the correct format and the data values used are valid. The ‘submit’ function
applies data validation checks to the XML file.

FAF Portal and reporting of SOAP Faults. The system provides the user with
the XML file that failed within which is embedded the errors identitfied. This
method of reporting the errors is not user friendly. F4F users can use the ‘test’
function on the on-line system to obtain a summarised and comprehensive
report on SOAP faults ie as that provided when the data are uploaded via the
On-line system.

Re-sending User ID

The re-sent User ID will take 2 to 7 days to be received — this will be posted to
the company address held in the ESP Enforcement system.

A Password cannot be re-issued until 3 clear days have elapsed since the
User ID was requested to be re-sent. If the User is clear that the email
address registered in the Government Gateway (GG) is correct, the User can
use the ESP System to obtain a re-issued password — the first 6 characters of
the re-issued Password will be displayed on screen and the next 6 characters
will be emailed to the address held in the GG.

Only PVS or IBM can access the GG helpdesk system to request that the
User ID is re-sent and a Password is re-issued.

The User can, when logging in (via Applications) use the ‘I have registered

with the Government Gateway, but have forgotten my User ID and/or
Password’ route to obtain the User ID and/or Password.
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