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[bookmark: _Toc181889176]Purpose of this document
[bookmark: _Definitions]The below information will guide you through how to manage your Online Service account details in NEXDOC. 
[bookmark: _Toc181889177]Update NEXDOC account details
	Step 1
Log in to NEXDOC.
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	Step 2
Select Go to NEXDOC Homepage
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	Step 3
Select Account tab
	[image: ]




My details
	Step 1
From the Account tab
Select My details tab
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	Step 2
Select Edit in the field that requires updating.
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	Step 3
Update the details and select Save
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A message will advise the change has been saved successfully. 
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NEXDOC services
	Step 1
From the Account tab
Select NEXDOC services tab
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	Step 2
Select the relevant tab and update details as required. 
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	Step 2a
[bookmark: _Toc181889178]Client groups
For software users only – refer to client group administrator for external software users for further detail.
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	Step 2b
[bookmark: _Toc181889179]Exporter management
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You can add additional exporter accounts or amend your current exporter profile.


Select Back
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	Step 3
Select the Manage My Printer tab.
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	Step 3a
[bookmark: _Toc181889180]Manage My Printer
Depending on importing country requirements, you can print your certificates outside of department offices. Certificates can be printed on client premises once they have been assessed and cleared to do so by the department. You can select which commodities you would like the My Printer permission to apply to.
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	Step 3b
If you select My Printer, the following options will present. 



When you have made your choices, select Submit
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	Step 3c
Your printing choices have been submitted to the department. 

Select Return to Account.
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	Step 4
[bookmark: _Toc181889181]Select NEXDOC Services

[bookmark: _Toc181889182]Select Manage export commodities. 
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	Step 4a
The Export Commodities screen displays. The data shown mirrors your registration. If you need to update this page, amend as required.
Select the tick box of the commodities you wish to export.
When certain commodities are selected you may be given an option to share your export data with relevant industry bodies.
Select Save. 
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Address Books
	Step 1
[bookmark: _Toc181889183]Select Address Books 
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	Step 2
Select Consignee (Importer)
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	Step 3
Select Add a new consignee (importer)
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	Step 4
Fill in the relevant fields.
Select Save
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Manage company users
	Step 1
Select Manage company users.
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Step 2
You can deactivate or active company users from this screen.

The Status column displays the current status.

The Action column displays the action you can take.
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	Step 3
Select Add new user.
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	Step 4
Type in the email or AG ID and select search. 
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Step 5
Type in the email or AG ID and select Search.

Select Save. 
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You will receive a notification to advice the user has been added your company users. 
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[bookmark: _Toc181889184]Contact the NEXDOC Help Desk
For more information or assistance, please contact NEXDOC@aff.gov.au
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By clicking the Next button below, | hereby agree to and accept the following:

o I declare that the information | have provided is true and correct. | understand that it is a criminal
offence under the Criminal Code Act 1995 to knowingly give false or misleading information to a
Commonwealth officer exercising powers under Commonwealth law. This offence carries a maximum
penalty of 12 months imprisonment.

o 1, and/or the company where | am employed, may be audited by authorised department officers
regarding any interaction | have had with NEXDOC, and as part of this process may be asked to
provide evidence to substantiate any information I entered into the NEXDOC system.

o 1 have read and understood the Privacy Notice and Privacy Policy.

o 1 consent to the collection, use and disclosure of my personal information, including disclosure to
overseas authorities, as set out in the Privacy Notice.

Privacy Notice:

Personal information means information or an opinion about an identified individual, or an individual who
is reasonably identifiable.

The Department collects your personal information (as defined in the Privacy Act 1988) in relation to this
form for the purposes of issuing export permits and/ or certificates in relation to goods to be exported
from Australia where relevant requirements are met under the Export Control Act 2020, and related
purposes. The Department may also use your personal information for the purposes of reporting on tariff
rate quotas managed by the department. If you fail to provide some or all of the personal information
requested in this form, the Department will be unable to issue certificates in relation to goods to be
exported from Australia.

The Department may disclose your personal information to Australian Government agencies, including the
Department of Home Affairs, other Australian agencies, persons or organisations where necessary for the
above purposes, provided the disclosure is consistent with relevant laws, particularly the Privacy Act. Your
personal information will be used and stored in accordance with the Australian Privacy Principles.

Your personal information may also be disclosed to overseas governments and relevant authorities in an
importing country where this is required for importing country requirements. The Department has not
taken steps to ensure that the relevant authorities in the importing country do not breach the Australian
Privacy Principles. This means that:
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overseas recipients may not be accountable under the Privacy Act;

you may not be able to seek redress under the Privacy Act;

you may not be able to seek redress in the overseas jurisdiction; and

overseas recipients may not be subject to any privacy obligations or to any principles similar to the
Australian Privacy Principles.

See the Departments Privacy Policy web page (http://www.agriculture gov.au/about/privacy) to lear more
about accessing or correcting personal information or making a complaint. Alternatively, telephone the
Department on +612 6272 3933.
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Manage company users
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Guide User Userguide@affgovay AGO16242588 Deactivate
Guidedl  User User.Guide01@affgovau AG02712498 Deactivate
Guide2 User User.Guide2@aff gov.au AGO07311817 Deactivate
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