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Purpose of this document

Exporters using the NEXDOC Portal can now add Alternate Trading names to their exporter account.
This document will give you a step-by-step guide to adding an Alternate Trading name in the

NEXDOC Portal.

How to add a new commodity to my existing exporter profile.

As more commodities are onboarded onto NEXDOC you can add a commodity onto your existing

exporter profile.

NEXDOC Portal Homepage

Step 1

Log in to NEXDOC. | Online Services - Login

A

’ Australian Government

Department of Agriculture,
Fisheries and Forestry

Don't have an account?

1 Create Account

and reuse your 1D online.

#4% Continue with Digital ID

Digital ID is 3 secure, convenient and voluntary way to verify

!_4

Step 2 Home My Detas
Select Go to NEXDOC
Homepage.

Welcome to Agriculture Online Services

This pertal provides access to online services within the Department of Agriculture, Fisheries and Forestry,
Connect 1o 2 service to:

1. Register your company s an exporter
2. Register as = Client group administrater (extemal software users)
3. Request to be an AZPI (Automzted Sxport Permit Issuer)

4. Creste web service sers for your software

the exporter

f you want to update your personal details, go to the "My Details’ tab and update your contact details

My services

Go to NEXDOC Homepage >

Manage Client Groups >

Manage web service users >

Caonnect to a new service

#your company Is already registered as an exporter — the person in your company who manages your NEXDOC access will be able to add your online account to

Inbox 0 (UG) User Guide

NEXDOC How to add a new commodity to my existing exporter profile.
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Step 3
Select Account tab.

Home Exporis  Certificate.  Account

Welcome to NEXDOC

The NEXDOC system is used to generate export documents. This includes export permits and
certificates and related documents as required by imparting countries. Refer to the Department
of Agriculture, Fisheries and Forestry's Exporting_from Australia page for more information
about NEXDOC.

Start new Request for Export

Your last five requests

Inbox 0

(ve ) user Guide v

Step 4
Select NEXDOC

services.

Home Exports  Certificates  Account

Your NEXDOC Account

My details >

NEXDOC services >

Address Books »

Manage company users >

Ste|:_) 5 Home Bxports Certificates  Account
Select Manage Export
Commodities. :

o=

NEXDOC Services
Client Groups »

Software installation >
Exporter Management >

Manage My Printer >

Manage Export Commodities >

Inbox

(UG ) User Guide v

User Guide ¥

Step 6
Select the commodity

you would like to export
and select Save.

NEXDOC How to add a new commodity to my existing exporter profile.
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Home Exporis  Certificates  Account

+ Back

Export Commodities

Select all commodities this exparter will be exporting
Honey
e

Dairy Australia

Do you give approval for your export dats to be provided to Dairy Australia?

Save Cancel

Step 7
YOU WI” receive a Home Exports Certificates  Account

notification your
request has been
submitted to the
department.

+ Back

Export Commodities

Inbax (UG ) User Guide01 v

- 02241120165279
(] Your request has been lodged with the department.
The request identifier s available in the Senvices section of the client portal

Return to Account

SteQ 8 Home Bports Cerificates  Account
You will receive a

notification advising you
application has been “ ok

approved. Inbox

inbox @ (UG ) User Guide01 v

as soon as practical.

From Subject Message Sent
NEXDOC  SRA:02241120165279 - Amend Request ID; 02241120165279 Your request te Amend Client Group has been 02/05/2024
Client Group is appraved approved. We recommend you keep your details up to date and advise any changes  04:05 pm

NEXDOC How to add a new commodity to my existing exporter profile.
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Once the department has approved your commodity request you will need to request My print.

How to request My print for a commodity.

Step 1
Select Account.

Home Exports  Certificate.  Account

Welcome to NEXDOC

The NEXDOC system is used to generate export documents. This includes export permits and
certificates and related documents as required by importing countries. Refer to the Department
of Agriculture, Fisheries and Forestry's Exporting_from Australia page for more information
about NEXDOC

Start new Request for Export

Your last five requests

Inbox 0 (UG ) User Guide v

Step 2
Select NEXDOC

services.

Home Exports  Certificates  Account

Your NEXDOC Account

My details >

NEXDOC services >

Address Books »

Manage company users >

Inbox

(UG ) User Guide v

Step 3
Select Manage My e

Printer.

NEXDOC Services
Client Groups >
Software installation >

Exporter Management >

Manage My Printer >

Manage Export Commodities >

er Guide v

NEXDOC How to add a new commodity to my existing exporter profile.
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Step 4
Select the commodity

you would like to allow
My Printer permissions.

Update My Printer Permission

D0 o wtill reguire ssoem te my printes?

My Printer

.......................................

Step 5
Select Submit

Requires My Printer
@ Yes
O Me

My Printer available for following commodities

Select the commodities you wish to use with My Printer

Honey
Eggs

NEXDOC How to add a new commodity to my existing exporter profile.
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Update My Printer Permission

Do o atill require wcoem b= oy printee

My Printer

]
=]
Step 6
A notification WI” sme xports  Certificates  Account Inbox nLlj,w User Guide01 v

appear confirming the
action.

+ Back

Update My Printer Permission

. 0224120171335
o Your request has been lodged with the department.
The request identifier is available in the Services section of the client portal.

Return to Account

Contact the NEXDOC help desk.

For more information or assistance, please contact NEXDOC@aff.gov.au

NEXDOC How to add a new commodity to my existing exporter profile.
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