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How do | manage my inspection requests and
bookings?

This task card demonstrates how to view inspection requests and bookings in the Biosecurity Portal using your Digital
ID via myID pathway, and also the Other User email and password pathway.

NOTE: Refer to “How do | login to the Biosecurity Portal?” on how to register and login to the Portal.
NOTE: The Portal works best with the latest version of Google Chrome, Safari and Microsoft Edge. Internet Explorer
and Mozilla Firefox are not supported.

You must allow pop-ups on your browser before proceeding..

Inspection Requests and Bookings

View Inspection Requests and Bookings

Browse to biosecurity.awe.gov.au
The Portal provides three views of your inspection requests:
e Inspection requests: This view displays a list of inspection requests that have been lodged, but not yet
booked by the department. It also displays cancelled inspection requests.
e Upcoming bookings: This view displays bookings made by the department against your requests for
inspections, including inspections that may be in progress.
e Historical bookings: This view displays cancelled and completed bookings.

Select Inspection requests from the Portal Home Page. Use the dropdown control to select your required view.

Inspections

Request an import >
inspection

Inspection requests
Select a value from the dropdewn to view your inspection requests, historical bookings, or upcoming bookings

ction requast [ booking from the ‘Inspection requests’ view or ‘Upcoming boakings' view.

Figure 1:Inspection request / bookings views

In the Inspection Requests, Upcoming Bookings and Historical Bookings views you can:

e Filter by any column (in-column filtering function)

e Sort by any column

e Search by Entry ID on the Inspection requests view and

e Search by Entry ID or Booking ID in the Upcoming bookings view and Historical bookings view.
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Select an Entry ID and click on the hyperlink to view the details about that specific Inspection Request.

Inspection requests
Szlect a value from the dropdown to view your inzspection requests, histarical bookings, or upcoming bookings

You can cancel, medify, or archive your inspection request / booking from the “Inspection requests’ view or "Upcoming bookings' view.

View: |Historical bookings ] Archived View

Search Q

Entry ID Request Id Booking ID Booking date Status Actions

27/09/2022 nspection Completed

27/09/2022 nspection Completed

MRWOPRDOS

Q20000282

Figure 2: View details of an historical booking

Cancel Inspection Requests and Bookings

A inspection request can be cancelled at any time when the inspection request status is Requested (not booked).

To cancel an inspection request:

e Select Inspection requests and search for your inspection request in the Inspections request view.
e Select the down arrow to the right of the list under Actions and click Cancel.
e Select the Confirm button on the pop-up window to cancel the selected inspection request.
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Figure 3: Cancel an inspection request via the Inspection request view

TIP: You can resubmit a cancelled inspection request through the import inspections screen by selecting the
corresponding AIMS Entry ID.

A booking can be cancelled from the Upcoming bookings view when its status is booked. Bookings with a status of
In-progress or On our way cannot be cancelled. To cancel a booking:

e Select Inspection requests and search for your booking in the Upcoming bookings view.
e Select the down arrow to the right of the list under Actions and click Cancel.
e Select the Confirm button on the pop-up window to cancel the selected booking.
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Inspections
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Figure 4: Cancel an booking via the Inspection request view

When submitting a booking cancellation, a message will advise users to check to see if the cancellation has any
related bookings as per the import conditions, and to ensure they also cancel the dependant inspection. Failure to
do so may result in a charge.

TIP: The cancelled booking will be moved to the Historical bookings view, and its status will be updated as
Cancelled.

You can resubmit a cancelled booking through the import inspections screen by selecting the corresponding
AIMS Entry ID.

NOTE: You may be charged a cancellation fee for cancelling a booking within 24 hours of the scheduled
inspection.

Modify Booking Date and/or Time

NOTE: You cannot modify a booking via the Portal if you have booked the inspection using the Other User
email and password method.

TIP: The booking modification function can be used to request changes such as a new date, a new time
window, or change the 'to-meet' requirement of your booking.

You can request to change the date or time of an existing booking from the Upcoming bookings view when the
booking status is booked. Bookings with the status —In-progress or On our way cannot be modified.

To lodge a request to modify date/time of a booking:

Select Inspection requests.

Find your booking in the Upcoming bookings view.

Select the down arrow to the right of the list under ‘Actions’ and click Modify date/time.
Enter new date/time information and submit the request.

Confirm the request when you see a pop-up window requesting your confirmation.
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Inspection requests
Select a value from the dropdown to view your inspection requests, historical bookings, or upzoming bookings

You can cancel, madify, or archive your inspection request / booking from the ‘Inspection requests’ view or ‘Upcoming bookings' view.

iew: [Upcoming bookings % | Archived View

e &

Entry 1D 4 Request Id Booking ID Booking date Status Actions
€50030000 R-IEZ3C-RTY3-40285 BK-YBRIL-WIQ3L 11/08/2022 Baoked

SWMGOV013 R-TAT1F-F280-26108 BK-07ROT-K2D78 02/08/2022

SWMGOV013 R-TAT1F-F280-26108 BI-Y MSV 05/08/2022 Baoked

SWMGOV013 R-TAT1F-F280-26108 BK-04Q7I-HALSD 04/08/2022 Baoked

Figure 5: Modify a booking via the Upcoming booking view

Modification request for Booking ID - BK-Y8R1L-W1Q9L

The booking modification function can be used to request changes such 25 2 new date, 2 new time window, or change the 'to-meet’ requirement of your booking.

Goods availability

Indicate when goods will be ready for inspection *

Select a date and fime using the calendar icon. You can record a time by selecting the clock ican lacated at the bottom of the calendar. Date provided must be in the future. The
depertment will try 1o book your inspaction sz closs a5 possible to the availsble dste and time

DD/MNM/YYYY HH:mm

Praferred inspection period *

“Ta mest” inspections anly apply to bookings where 2 biosecurity officer is required to attend the booking at 2 specific time, in cases where specialist equipment or labour hire is required
for the inspection, for perishabls commodities and CCV inspactions (if requirsd).
'] Request a to-meet inspection

o

Figure 6: Enter details for the new booking

By submitting the request:

e The status of your booking will be changed to ‘Modification Requested’ and will remain in the Upcoming
booking view.

e Your request to modify date/time will be reviewed by the department and new booking will be made by the
department.

When submitting a booking modification, a message will advise users to check if the booking has any dependant

bookings, as per the import conditions, and to modify those dependant bookings. Failure to do so may result in a
charge.

NOTE: You may be charged a cancellation fee for modifying a booking within 24 hours of the scheduled
inspection.
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