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- Introduction and Getting Started

The National Pest Plant Accord (NPPA) inspection database was designed to store inspection results and to
allow reporting at a regional and national level to help inform trends in compliance across the spectrum.

The NPPA inspection database user guide for SuperUsers has been designed as a workbook to assist users to
navigate and use the inspection database.

For any queries or suggestions (either general or technical), please contact the NPPA Coordinator at
nppa@mpi.govt.nz

Step | Database action

Receiving the introductory email

1 Once your details have been entered into the NPPA inspection database for the first time by the MPI NPPA
Coordination, you will receive an email that details your user name (login name) and password.

Welcome Jones),

Your login for the NPPA-Inspections Database is now active:

Login Name: Jones)
Password: Jones)107

You can now log in to the site: https://nppa-inspections.maf.govt.nz/

What’s next?

Please change your password when you log in for the first time. For further assistance,
please contact the NPPA Coordinator at nppa@mpi.govt.nz

2 Go to the NPPA inspection database (https://nppa-inspections.maf.govt.nz) by clicking on the link contained
within your introductory email.

Forgot Password?

Contact us  Biosecurity New Zealand NPPA  Download User Guides

3 Enter the user name (login name) and password contained within the introductory email and click on the Log
In button.
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Step | Database action

ERTTTR (ET)
|

Forgot Passward?

Contact us  Biosecurity New Fealand NEES  Download User Guides

The screen displays a privacy statement. Read the disclaimer text and click on the 1 Accept button if you
accept the Privacy Act statement.

Privacy AcCLt

I accept that the information collected and stored in this database is confidential
and is only to be used in the implementation of the MNational pest Plant Accord

and for statistical ar research purposes. [ also agree that I will not release any of
this information to any unauthorised person.

[ | Accept ”_ | Decline ]

Please note:

This is the only time you will see this screen. Subsequent logins will take you directly to your NPPA
inspection database home page.

The next screen you see displays your user details and prompts you to change your password.

Enter the password you were provided with in the introductory email. In the boxes that appear below that enter
in a new password that contains at least eight (8) characters.

Click on the Save button. A screen will appear that notifies you that your details were saved successfully.
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Step

Database action

Edit My Details

Welcome to NPPA! Please change your password.

First Name: |Jane

Last Name: |J0nes

Email: |nppa@maf,gnvt,nz

Phone: |

— Physical Address

Street:

Suburb:

City:

Post Code:

— Postal Address

P.0. Box/Street Address:

City:

Post Code:

Password must be at least 8 characters in length

Current Password:

New Password:

Re-Type New Password:

Save || Cancel

Complete or update your user details and click on the Save button, a screen will appear that notifies you that
your details were saved successfully.

Edit My Details

First Name: |Jane

Last Name: |J0nes

Email: |nppa@maf.gu\n.nz

Phone: |

Fields marked with
an asterisk (*) are
mandatory

— Physical Address

Street:

Suburb:

City:

Post Code:

— Postal Address

P.0. Box/Street Address:

City:

Post Code:

Change Password

Cancel
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Step | Database action
7

To double check your password has changed properly, log out and then log back in using your new password.

Contact us  Biosecurl SW 2 NPPA  Download User Guides

What happens if | forget my password?

If you forget your password, go to the NPPA inspection database (https:/nppa-inspections.maf.govt.nz) and
enter your Username. Then click on Forgot Password?

An email will be sent to your with your new temporary password.

Forgot F'.:I.J._-.WI_lrd '

Contact us Biosecurity New Zealand NPPA

Download User Guides

Click on the Contact us link found on the login screen

Contact us Biosecuri

2 This screen allows you access to help.
1.

2.

The link to the NPPA Co-ordinator is for general issues related to the National Pest Plant Accord.

The link to the NPPA Technical Queries is for technical issues related to this database and its operation.
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Step

Database action

Please complete the form below to raise and issue with the NPPA Coordinator

To: @NPPA Coordinator (General queries related to NPPA)

ONPPA Technical Queries (All database, technical and connectivity related queries or requests)

Name: | |
I 1

The other links on the login screen at https:/nppa-inspections.maf.govt.nz allow you to:

e Access the Biosecurity New Zealand website — www.biosecurity.govt.nz

e Access the NPPA-specific part of the Biosecurity New Zealand website:
https://www.mpi.govt.nz/protection-and-response/long-term-pest-management/national-pest-plant-
accord/

e Access both the SuperUser and Inspector user guides for the NPPA inspection database
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Step

Database action

‘ |

Log in to the NPPA inspection database (https:/nppa-inspections.maf.govt.nz). From your home page, select
Users from the Administration link.

¥ou are logged in as Jones]

PEST
PLANT
ACCORD

Users

viewing items 1 to 11 of 11

Gotta Grow
Struggling Dairy
Roses and Stuff
Lotsa Pots

Fine Vines

My Flower Shop
Daisyrama
Everyday wreaths

Test Place

Pets Galore

Delect Edibles

@

viewing items L to Sof 5

||

287022012 Weeds Incorporated

28/10/2012 Under the Sea

@

7/12/2012 Tall Poppies

<Ml <]

2f05/2014 Greener Gardens

Jane Jones

Adding a new inspector

1

Once you have selected Users from the Administration link, the usernames of all the existing users within
your region will display on screen.

To add a new user, click on the Add New link.

Add New viewing items 1 to 22 of 22

a

Add Site
AndersonD

@

Users

@

DeVv

|

Devil

@

Dev2

&'1

v

@4
>y
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Step

Database action

2

Enter the following details and then click on Save:
e Inspector's warrant number

e Tick the Active box (if this is not done, the inspector will not have access to the NPPA inspection
database)

e The expiry date of the inspector’'s warrant
e The inspector’s full name and contact details.

Add New User

Warrant Number: |12345 | E

Active:

Expiry Date: |9/12/2013 =] =

First Name: |JUE

| Fields marked with
D an asterisk (*) are
- mandatory
|

Last Name: |Smith

Email: |joe.smith@training.cu.nz

Phone: |

Physical Address

Street:

Suburb:
City:
Post Code:

Postal Address
P.0. Box/Street Address:

City:
Post Code:

Cancel

The details are saved and the User screen displays again.

Add New viewing items 1 to 22 of 22

<]

Add Site a

Users

DeV

QEa

Devi

Dev2

||

The new inspector will automatically receive an introductory email detailing their user name and temporary
password.

Updating an existing inspector’s details (including how to reset their password)

Once you have selected Users from the Administration link, the user screen will display.

Ministry for Primary Industries
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Step

Database action

Click on the accordion label L of the inspector whose details you want to update.

Add New viewing items 1 to 22 of 22

Add Site d

AndersonD
Users

Devi

Dev2

g =
<
<< Bl << MW< Nl

The user details will display. Change the details as required and click Save.

iT

Warrant Number: 13563
Active:
Expiry Date: [1/12/2015 =

First Name: |Inspector

Last Name: |Trainer
Email: nppa@maf govt.nz
Phone:

Physical Address
Street:

Suburb:
City:

Post Code:

Postal Address
P.0. Box/Street Address:

City:
Post Code:

[ Reset Password Cancel]

The screen will display a message informing you the user has been successfully saved.

User saved successfully.

Add Site

To return to your home page, click on the Home link.

]

User saved successfully.

Add Site

.

AndersonD
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Step

Disabling an inspector

Database action

1 Once you have selected Users from the Administration link, the user screen will display.

2 Click on the accordion label L of the inspector whose access to the NPPA inspection database you wish to
remove (reasons for removing access to the database include the inspector ceasing employment with your
council or the employee no longer carrying out NPPA-related inspections ).

AndersonD
Warrant Number: |hhh | *
3 Uncheck the Active box and amend the Expiry date field to reflect when the employee’s access to the NPPA
inspection database was removed / when their warrant expired.
iT
Warrant Number: |95732 | *
I Active: |:|
I Expiry Date: [16/08/2011 H”l
First Name: |Deb | *
Last Name: |Anderson | *
Email: [deb@ihgih com |
Phone: | |
Physical Address
Suburb:
Please note:
You are not able to delete users from the NPPA inspection database due to data integrity issues. Un-
checking the Active box will remove or disable any user’s access.
4 Click Save.
5 The screen will display a message informing the user has been successfully saved. The inspector will now no

longer have access to the NPPA inspection database.

ection Reqgis

er Site Search Reporting Administration «

User saved successfully.

Tasks:

Add Site

Users

AndersonD
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Step | Database action

Log in to the NPPA inspection database (https:/nppa-inspections.maf.govt.nz).

Your home page will display:

o All Opened Inspections assigned to all inspectors for your region
e Due Inspections assigned to all inspectors for your region (any overdue inspections will show in
)

e My Details section.

You are logged in as Jones]
PEST
PLANT
ACCORD

viewing items 1 to 11 of 11

Gotta Grow

@

Struggling Dairy
Roses and Stuff
Lotsa Pots

Fine Vines

My Flower Shop
Daisyrama
Everyday wreaths

Test Place

Pets Galore

Delect Edibles

a

viewing items 1 to S of 5

28/02/2012 Weeds Incorporated
28/10/2012 Under the Sea

7f12/2012 Tall Poppies

<< Bl Bl <]

2/05/2014 Greener Gardens

Jane Jones

|

To view and edit your details in the My Details section, click on the accordion label El
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Step | Database action
Checking to see if the inspection site already exists in the NPPA inspection database
1 Click on Site Search.
Home Inspection Register Site Search Reporting
2 You can search for to see if the inspection site already exists in the database in several ways:
a. Search by keywords
b. Search alphabetically (by index)
c. Clicking on all sites
Contact us  Biosecurity New Zealand NPPA
Home Inspection Register Site Search Reporting
Site Search
Filter By
e
ISearchhv key | I |[ Search ]
BCDEFGHI]KLHNDPQRSTUH’WXYZ All Sites
3 Regardless of which search type you use, a screen displaying your results will appear.
If the site does not appear you will need to create a new inspection site in the NPPA inspection database.

1

Creating a new inspection site

To create a new inspection site, select Add Site from the Administration link on your home page.

Home Inspection Register Site Search Reporting mwuo
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Step | Database action

2 The Add New Site edit screen will open.

Cancel

Users

Type: | Nursery hd

Planned Inspection Date: H *

Active

Organization Name:

Trading As: F|e|dS
marked with

an asterisk
Last Name: (*) are

First Name:

Email: mandatory

Phone:

Physical Address
Street:

Suburb:
City:

Post Code:

Postal Address
P.0. Box/Street Address:

City:

Post Code:

Save

3 Select the site type from the drop down menu

Cancel
Add New Site

Type: | MNursery =
Nursery
Garden Centre
IMarket Stall
Pet Shop
Incidental
Roadside stall
Other
|Cut Flower Growers

4 Enter the planned inspection date.

To enter the date you can either:
a. manually type the date in using the format dd/mm/yyyy (where d = date; m = month; y = year)
b. use the drop down calendar by clicking on the calendar icon =

wt
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Step | Database action
Cancel
Type: | MNursery hd
Planned Inspection Date: |25/08/2011 el =
4 August, 2011 3
Mo Tu We Th Fr Sa Su
: 1 2 3 4 5 B 7
| 8 9 10 11 12 13 14
15 16 17 18 19 20 21
i 22 23 24 25 X 27 28
29 30 31
I
| Today: August 16, 2011
5 Enter the relevant details, including all fields that are marked with an asterisk, and click on Save.
Please note:
The ‘Active’ tick box should be un-ticked when the site is no longer active (for example, when the site
has gone out of business). This will remove the site from your view. The site can be reactivated by
contacting the NPPA Coordinator.
Type: | MNursery v
Planned Inspection Date: |25/08/2011 3]
Active
Organization Name: | Daffodildilly
Trading As:
First Name:
Last Name:
Email:
Phone: 10 269 3543
Physical Address
Street: 77 Bulb Lane
Suburb:
City: | Springstoun
Post Code:
Postal Address
P.0. Box/Street Address:
City:
Post Code:
6 The screen will display a message informing the site has been successfully saved.

A new blank ‘Add New Site’ form will display. Click on Cancel if you do not wish to add further new sites.

Manatt Ahu Matua
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Step | Database action
Site saved successfully.
Cancel
Type: |r\Jurser'_\,r V|
I —
7 Your home page will now display the site you just created under Due Inspections.

Please note:

The site you have just created displays under ‘Due Inspections’ because an inspection has not yet been
opened and assigned to an Inspector.

Gotta Grow
Struggling Dairy
Roses and Stuff
Lotsa Pots
Fine Vines
My Flower Shop

Daisyrama

Test Place
Pets Galore

Delect Edibles

28/10/2012
7/12/2012

2/05/2014

Everyday wreaths

Under the Sea
Tall Poppies

Greener Gardens

Contact us  Biosecurity New Zealand NPPA  Download User Guides

viewing items 1 to 11 of 11

viewing items 1 to 6 of 6

gning and creating a new inspection for a site already in the NPPA inspection database

Once you have undertaken a site search and found the inspection site you are looking for, you can view the
details by clicking on the accordion label El
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Step | Database action
Daisyrama 8
Delect Edibles E

Physical Address: 1223 Trakir Road New Inspection
Daisyville

Type: Mursery &l Site Inspections

Agency: Training Regional
Council Contact Details

Planned Inspection Date: 22/10/2014
Active: Yes

Everyday wreaths

Fine Vines

BE e

Gotta Grow

The accordion label then allows you to view the site inspection details, including:
e Physical address of inspection site
¢ Planned inspection date
o All site inspections.

Please note:
In some cases, the inspection information details may also display an option to view current inspection.
This indicates an inspection has already been created for your inspection site and is pending data entry
after the site inspection has been undertaken.

Daisyrama

'-.-'iew_ Current Inspection

Physical Address: &7 Hilly Yale Road

Flowerville All Site Inspections

Type: Nursery Contact Details

Agency: Training Regional
Council

Planned Inspection Date: 5/10/2014
Active: Tes

Delect Edibles

Evervdav wreaths

2 If an inspection has not already been created for the inspection site, click on new inspection.
Edit =
Physical Address: 77 Bulb Lane Mew Inspection
Springstoun
Type: Mursery All Site Inspections
A : Traini
aeney R;a.;::jnlggl Contact Details
Council
Planned Inspection Date: 25/08/2011
Active: Yes
3 The new inspection information screen will drop down. This allows you to enter in the information to create a

new inspection, including who the inspection is to be assigned to.

B
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Step

Database action

Once you have entered in the planned inspection date, type of inspection and who the inspection is to be
assigned to click on Create Inspection.

Edit =

Physical Address: 77 Bulb Lane New Inspection
Springstoun

Type: Mursery ate: [25/10/2011 A *
Agency: Training /ﬂe: Annual |
Eiﬂ'ﬁ;iﬁl Assign To: | ERNEEENINEEERY |
Planned Inspection Date: 25/08/2011/

Active: Tes I Create Inspection I

All Site Inspections

Contact Details

Please note:
The date field will display the same as the date beside planned inspection date as a default setting.
The date you assign cannot be a date in the past — it must be a date in the future.

To change the date you can either:
a. manually type the date in using the format dd/mm/yyyy (where d = date; m = month; y = year)

b. use the drop down calendar by clicking on the calendar icon

The inspection has now been created and assigned. When you click on Home, you will see the new
inspection sitting under Opened Inspections.

PEST
PLANT

ACCORD

Gotta Grow
Struggling Dairy
Roses and Stuff
Lotsa Pots

Fine Vines

My Flower Shop

Daisyrama
Everyday wreaths
Test Place

Pets Galore
Delect Edibles

k. Daffodildilly

wt
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Step | Database action

1 Once you have logged on to the NPPA inspection database (https://nppa-inspections.maf.govt.nz), your home
screen will display. This screen will show any inspections that have been assigned for inspection in your

region.
You are logged in as Jones]
PEST
PLANT
ACCORD

viewing items 1 to 11 of 11

Gotta Grow

Struggling Dairy

—
—
—

Roses and Stuff

@

Lotsa Pots

Fine Vines

My Flower Shop
Daisyrama
Everyday wreaths
Test Place

Pets Galore

@

Delect Edibles

viewing items 1 to S of 5

28/02/2012 Weeds Incorporated

28/10/2012 Under the Sea

<< Bl <]

7f12/2012 Tall Poppies

2/05/2014 Greener Gardens

|

Jane Jones

2 Click on the accordion label L of the site you wish to enter data against.

To enter your inspection data against the site, click on the Edit>> link beside Inspection Details.

Ministry for Primary Industries
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Step | Database action

Physical Address:

Daisytown
Type: Garden Ce

Agency:
Council

7A1z2/2011
Tes

Planned Inspection Date:

Active:

Edit =
Inspection Date: 7/12/2011

Inspection Type: Annual
Inspected By: Jane Jones
Status:

Inspection Result:

open
Mone

Comments:

45 Hoiday Growve

ntre

Training Regional

{Jonesl)

Delect Edibles
Tall Poppies

all Site Inspections

Contact Details

Create Follow-Up Inspection

Entering data against a site where no NPPA species were found (compliant)

1 Click on the Edit>> link beside Inspection Details to open the inspection details screen:

Inspection Date

Inspected By:
Inspection Type:

Inspection Result:

s |7M2/2011 Il

Jane Jones (Jonesd)

Annual hd
MNone v

Inspection Status: | Open v|

Comments:

Save | | Cancel

2 Edit the date that shows in the Inspection Date field to reflect when the inspection was actually carried out.

To change the date you can either:
c. manually type the date in using the format dd/mm/yyyy (where d = date; m = month; y = year)
d. use the drop down calendar by clicking on the calendar icon

oo
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Step

Database action

Please note:

ion

Date: | 22/10/2011

Type: 4

8 ¢ B
1o 11 1z

hs 24
31
ils

Today: Jul

October, 2011 3
Assign To: Mo Tu We Th

17 1a 19 20
25 26 27

3*

Fr 5a Su

1 2
6 7 & 9
13 14 15 16
Z1 22 23
28 29 30

[y 27, 2011

You are not able to enter a date that falls before the date already in the Inspection Date field.

Inspection Date: |22/10/2011 |

Inspected By: | Jane Jones (JonesJ)

TS pECUOm TYper Anmal -
Inspection Result: | Mone A

us: [Mone

Compliance

sz [NonCompliance

Cancel

Mark the inspection as compliant by selecting Compliance from the Inspection Result drop down menu.

Close the inspection by selecting Closed from the Inspection Status drop down menu.

Inspection Date: |22/10/2011 )
Inspected By: | Jane Jones (JonesJ)
Inspection Type: | Annual w

Inspection Result: | Compliance A

eg-3-ie)

Comments: é&

Cancel

Ministry for Primary Industries
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Step | Database action
Please note:
Once an inspection status has been saved as closed, the data related to that specific inspection is
unable to be edited and cannot be changed or deleted.
5 Include any comments in the Comments field (if needed) and then click on Save.
Inspection
Inspection Date: El
Inspected By: | Jane Jones (Jonesd) hd
Inspection Type: | Annual b
Inspection Result: | Compliance v
Inspection Status: | Closed
Comments: |No NPPA species found at this site]
6 The Inspection screen will close and your home screen is displayed.

Contact us  Biosecurity New FZealand NPPA  Download User Guides

Home Inspection Register Site Search Reporting Administration «
Opened Inspections
= Previous |viewing items 1 to 11 of 11 |Next =

Gotta Grow

Struggling Dairy

Please note:
When you save a closed inspection, the inspection site disappears from under Opened Inspections on

your home page. However, you are able to locate the inspection site by carrying out a site search (refer
to section titled Checking the inspection site already exists in the NPPA inspection database under
Creating Inspections) or by using the Inspection Register function (see below).

Checking inspection sites within my region by using the inspection register

Click on Inspection Register.

&
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Step | Database action
National
spection Reqister Site Search Reporting Administration +
Opened Inspections
2 The Inspection Register search screen will display.

Inspection Register

Jane Jones {Jonesd) ﬂ

There are three ways you are able to search for inspection dated within the register:
a. via a single inspection date

Inspection Register

12/10/2010 12/10/2010

Jane Jones (Jonesd) ﬂ

b. inspections within a range of dates

Inspection Register

12/10/2010 12/10/201|
Jane Jones (JonesJ) ﬂ

c. allinspections (no date limit)

Inspection Register

Jane Jones (Jonesd) ﬂ

Ministry for Primary Industries
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Step | Database action
You are able to search for inspections done by one specific inspector or by all inspectors within your region.

Inspection Register

om [ w

Inspector: | All Inspectors \El

D
Inspector Trainer {(1T)
Deb Anderson (AndersonD)
W De (DeV)
W De (DeV1)
W De (DeV2)
Test Email (EmailT)
Mike Harre (Harrel1)}
Jane Jones (JonesJ)
Afraz Liagquat (LiaquatA)
Afraz Liaquat (LiquatA)
MEEL Brod (Pradblt

Entering data against a site where NPPA species were found (non compliant)

1 Once you have logged on to the NPPA inspection database (https:/nppa-inspections.maf.govt.nz), your home
screen will display. This screen will show any inspections that have been assigned to you.

Click on the accordion label L2 of the site you wish to enter data against.

To enter your inspection data against the site, click on the Edit>> link beside Inspection Details

Contact us  Biosecurity New Zealand NPPA  Download User Guides

Home Inspection Register Site Search Reporting

Opened Inspections
Previous |viewing items 1 to 2 of 2 |Next =

i
[

Delect Edibles

Greener Gardens

Site Details: All Site Inspections
Physical Address: 18 Greener
Street Contact Details
Green City

Type: Nursery

Agency: Training
Regional Council

Planned Inspection Date: 2/05/2012

Active: Tes

Inspection Details: Laboratory Samples: Add»
Inspection Date: 2/05/201Z2

Inspection Type: Annual .
Non-Compliance: aAdds

Inspected By: Jane Jones
(Jonesd)

Status: Cpen

Inspection Result: None Create Follow-Up Inspection
Comments:

Ministry for Primary Industries o @
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Step | Database action

2 Edit the date that shows in the Inspection Date field to reflect when the inspection was actually carried out.

To change the date you can either:
a. manually type the date in using the format dd/mm/yyyy (where d = date; m = month; y = year)
b. use the drop down calendar by clicking on the calendar icon

Inspection Date: |2/05/2012 |
Inspected By: M May, 2012 »
Inspection Type: | Mo Tu We Th Fr Sa Su
Inspection Result: L@ F o8 EE
7 8 9 10 11 12 13
Inspection Status: 14 15 16 17 18 19 20
Comments: a1 22 23 24 15 B T
23 29 30 A

Today: August 4, 2011

Cancel

Please note:
You are not able to enter a date that falls before the date already in the Inspection Date field.

3 Mark the inspection as non-compliant by selecting NonCompliance from the Inspection Result drop down
menu.

Inspection Date: |2/05/2012 |
Inspected By: | Jane Jones (JonesJ) v

Inspection Type: | Annual A4

Tnspection Resull: | Tlone K
5= |Mone

Compliance
il NonCompliance

Cancel

4 Leave the inspection open by selecting Open from the Inspection Status drop down menu.

i : . ho gl o
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Step

Database action

Inspection Date:
Inspected By:
Inspection Type:

Inspection Result:

Comments:

TINspectlon statasr |
p
Closed

2/05/2012 T

Jane Jones (Jonesd)

Annual v
NonCompliance v

Cancel

Non-compliance issues are recorded in the Non-compliance Activities screen. However, if you have
additional notes you may wish to add them to the Comments section. Click on Save.

Inspection Date:
Inspected By:
Inspection Type:
Inspection Result:
Inspection Status:

Comments:

26/10/2011 )

Jane Jones (Jonesd)

FollowlUp V|

Mane v

MNane

Compliance
NonCompliance

Cancel

The Inspection screen will close and the site details under Opened Inspections will display.

Ministry for Primary Industries

Manatt Ahu Matua




Step

Database action

viewing items 1 to 2 of 2

Delect Edibles

||

Greener Gardens

All Site Inspections
Physical Address: 18 Greener -
Street Contact Details [¥]
Green City

Type: Nursery

Agency: Training
Regional Council

Planned Inspection Date: 2/05/2012
Active: Yes

Edit » Add =
Inspection Date: 2/05/2012

Inspection Type: Annual

Inspected By: Jane Jones Add
=7
Status: Cpen
I Inspection Result: NonCompliance I Create Follow-Up Inspection 5l

Comments:

Please note:
Under Inspection Details the inspection status will show as open and the inspection result will show as

NonCompliance.

The details of the non-compliance need to be inputted against the non-compliant site.

Click on the Add» link beside Non-Compliance to open up the non-compliance screen.

wiewing items 1 to 2 of 2

Delect Edibles B

Greener Gardens B

&l Site Inspections
Physical Address: 18 Greener
Street Contact Details ]
Green City

Type: Mursery

Agency: Training
Regional Council

Planned Inspection Date: 2/05/2012
Active: Yes

Edit » Add =
Inspection Date: 2/05/2012
Inspection Type: Annual
Inspected By: Jane Jones I Add » I

(Jonesl)
Status: Cpen
Inspection Result: NonCompliance Create Follow-Up Inspection (¥
Comments:

The Non-Compliance screen will display.

5.2 : i B q
Ministry for Primary Industries = g5p
Manatt Ahu Matua EYE




National Pest Plant Accord Inspection Database - SuperUser User Guide - V.9 2020 Page 28 of 55
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Non-Compliance

Common Name:

Scientific Name:

Number of Specimen Fields marked with
Type of Non-Compliance: | - Sslect Type - bl 4 an aSteriSk (*) are
R for Non-Compliance: W‘ b mandatory
Comments:

Non-Compliance Status | Open

9 Enter the species name or common name of the NPPA plant by typing the first few letters of the name in the
appropriate box. A drop-down menu will appear for you to make your selection from.

Contact us  Biosecurit|

Home Inspection Register Site Search Reporting Administration «

Non-Compliance

Common Name: |j

Scientific Name: |

Mumber of Specimen: IEEUIUERIEICHRT
jasmine, ye
Type of Non-Compliance: IEEullE

Ed

Reason for Non-Compliance: |- Select Reason - +

Comments:

Mon-Compliance Status

10 | Enter the number of specimens found on site

Ministry for Primary Industries 16 @ o
Manattu Ahu Matua N
g




National Pest Plant Accord Inspection Database — SuperUser User Guide - V.9 2020 Page 29 of 55
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National

Contact us  Biosecuri

Home Inspection Register Site Search Reporting Administration «

Non-Compliance

Common Name: |[talian jasmine, yellow jas|

Scientific Name: |Jasminum humile *

Mumber of Specimen: 11| * Required

Type of Non-Compliance: | - Select Type - IV; * Required
R for Non-Compliance: | Select Reason — ¥ | * Required

Comments:

Non-Compliance Status | Open ,V;

11 | Select the type of non-compliance from the drop down menu

National

Contact us  Biosect

Home Inspection Reqister Site Search Reporting Administration «

Non-Compliance

Commen Mame: |[talian jasmine. yellow jasi

Scientific Name: |[Jasminum humile =
Mumber of Specimen: |11 *
Type of Non-Compliance: | - Select Type - IV; * Reguired
Reason for Non-Compliance: |- Select Type - * Required

Comments: [n4/si contaminant -
site contaminant

Mon-Compliance Status
S

12 | Select the reason of non-compliance from the next drop down menu

Ministry for Primary Industries © &5, -
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National

Contact us  Biosecurity

Home Inspection Register Site Search Reporting Administration »

Non-Compliance

Commeon Name: |ltalian jasmine, yellow jasi

Scientific Name: |Jasminum humile *
Number of Specimen: |11 *
Type of Non-Compliance: | for sale [ e

Reason for Non-Compliance: | - Select Reason - % | Required

Comments: |- S&lect Reason -
Cultural barrier

Didnt know

Language barrier
Mizlabelled
Other

Non-Compliance Status | Open v

13 | Leave the non-compliance status as open and click on Save

National

Contact us  Biosecurity

Home Inspection Register Site Search Reporting Administration =

Non-Compliance

Common Name: |[talian jasmine, yellow jasi

Scientific Name: |Jasminum humile

Number of Specimen: |11 | =

Type of Non-Compliance: |for sale Iv| *
Reason for Non-Compliance: | Didnt know |v| *
Comments:

Non-Compliance Status | Open | v

Save | | Cancel

14 | The compliance activity screen will automatically display. Unless the owner / operator destroys the NPPA
species while the Inspector is there (see separate section on this), click on cancel.

Ministry for Primary Industries * @ :*
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Home Inspection Register Site Search Reporting Administration «

Compliance Activity
Date: 5/10/2011
Activity:

Resolved By |
(Org/Person):

Planned Resolution Date: I:lm -
resoves:

Save Cancel

15 | A statement informing you that the non-compliance was saved successfully will appear.

Home Inspection Register Site Search Reporting Administration -

Mon-compliance saved successfully. I

Opened Inspections

What do | enter into the database if the owner / operator destroys the NPPA plant species while
| am present?

1 You still need to enter the non-compliance into the database, even if the NPPA plant species is destroyed by
the owner / operator while you are on site.

Follow the above steps for entering in a non-compliance but when you come to the compliance activity
screen you will need to enter the following and then click on Save:
a. the activity itself (for example, species removed on site by owner / operator)

b. who resolved the issue (for example, the owner or operator)

c. the planned resolution date and the date the issue was resolved (this will be the same date if the
plant species is destroyed by the owner / operator while you are on site).

Manatt Ahu Matua
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Home Inspection Register Site Search Reporting Administration =

Compliance Activity
Date: 5/10/2011

Activity: * a
Resolved By | | b
(Org/Person):

Planned Resolution Date: E| * c
resobvess [

Save Cancel

Creating a follow-up inspection

1 A follow-up inspection will need to be created if the owner / operator does not destroy the NPPA plant species
while you are present on site.

2 Under the site which requires the creation of a follow up inspection, click on the accordion label k2l that
correlates to the species you are following up on.

Dattodiidiihy [F]
Greener Gardens
Site Details: Edit» All Site Inspections
Physical Address: 12 Gresner
Street Contact Details

Green City
Type: Nursery

Agency: Training
Regional
Council

Planned Inspection Date: 7/10/2011
Active: Yes

Inspection Details: Edit» Laboratory Samples: Add -
Inspection Date: 2/05/2012

Inspection Type: Annual R
Non-Compliance: Add =

Inspected By: Jane Jones —
(Jonesl) Jasminum humile
Status: Open |

3 This will allow you to check that the non-compliance status is set to open.

Ministry for Primary Industries o @ <
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Edit = Add s
Inspection Date: 2/05/2012

Inspection Type: Annual
Add =

Inspected By: Jane Jones
(Jenes1) Jasminum humile B8
Status: Cpen -
Edit »

Inspection Result: NonCompliance
Inspector: Jane Jones

Common Name: Italian jasmine, vellow jasmine, Italian yvellow jasmine,
vellow bush jasmine

Comments:

scientific Name: Jasminum humile
Number of Specimen: 11
Type of Non-Compliance: for sale

Reason for Non-Compliance: Didnt know

Status: Open

Cardiospermum grandiflorum 7]

Create Follow-Up Inspection [¥]

4 Once you have checked the non-compliance status is set to open, click on the accordion label L4 that is
beside create follow up inspection and enter the following before clicking on create inspection:
a. the date the follow-up inspection is to take place (please note: this date cannot be in the past)

b. mark the type of inspection as FollowUp
c. whois going to be assigned the follow up inspection.

Create Follow-Up Inspection A
Date: |26/10/2011 Ca] =
Type: | FollowlUp I
Assign To: | Jane Jones (Jonesd) |

Create Inspection

5 The follow up inspection details are saved and the screen closes, displaying your home screen.

The site that you created a follow-up inspection for may be showing at the bottom of the list of opened
inspections. This is because the inspections are sorted by date.

5.2 : i B {
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1
ACCORD

viewing items 1 to 13 of 13

@

Gotta Grow
Struggling Dairy
Roses and Stuff
Lotsa Pots

Fine Vines

My Flower Shop
Daisyrama
Everyday wreaths
Test Place

Pets Galore
Delect Edibles

[<HR4]

Greener Gardens

viewing items 1 to 4 of 4

28/02/2012 Weeds Incorporated

28/10/2012 Under the Sea

7/12/2012 Tall Poppies

@

|

Jane Jones

Please note:
The annual inspection for the site you have just created a follow up inspection for will automatically be set
to closed.

Conducting the follow-up inspection

1 Log into the NPPA inspection database to display your home page.

[ PRAINIT
ACCORD

viewing items 1 to 13 of 13

Gotta Grow

<]

Struggling Dairy

||

Roses and Stuff

Lotsa Pots

a

Fine Vines

My Flower Shop
Daisyrama
Everyday wreaths
Test Place

Pets Galore

Delect Edibles

a

|

Daffodildilly

a

Greener Gardens

2 Locate the site that requires the follow up inspection and click on the accordion label L1 to display the follow
up inspection details.

g : - £ Gk
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Daffodi
Greener Garden B
Edit» Al Site Inspections
Physical Address: 15 Greener
Street Contact Details [}
Green City
Type: Nursery
Agency: Training
Regional
Council
Planned Inspection Date: 7/10/2012
Active: Yes
Edit » Add »
Inspection Date: 26/10/2011
Inspection Type: Followlp
Add »
Inspected By: Jane Janes
{Jones) Jasminum humile 1]
Status: Cpen N 5 -
Inspection Result: Hone Cardiospermum grandiflorum [+ ]
Comments:
Create Follow-Up Inspection [}
wiewing items 1 to 4 of 4
28/02/2012 Weeds Incorporated [ ¢]
28/10/2012 uUnder the Sea 8

3 Click on the non-compliance issue accordion label 4 to view the non-compliance screen.

Daffodildilly =
Greener Gardens 2
Edit » Al Site Inspections

Physical Address: 18 Greener

Street Contact Details [¥]
Green City

Type: Nursery

Agency: Training
Regional
Counil

Planned Inspection Date: 7/10/201Z2
Active: Yes

Edit » Add =
Inspection Date: 26/10/2011
Inspection Type: FollowlUp

Inspected By: Jane Jones

Add =
{Jonesl) E

Jasminum humile

Status: COpen ) N —
Inspection Result: Nane Cardiospermum grandiflorum ]

Comments:

Create Follow-Up Inspection [¥]

4 Click on Edit>> under the non-compliance issue (that is, under the plant that has been found at the non-
compliant site).

Ministry for Primary Industries
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Edit = Add =
Inspection Date: 26/10/2011
Inspection Type: FollowUp

Inspected By: Jane Jones
(Jonesl)

Jasminum humile B
Status: Cpen

. Edit =
Inspection Result: None

Inspector: Jane Jones
Comments:

Common NMame: Italian jasmine, yellow jasmine, Italian vellow jasmine,
yellow bush jasmine

Scientific Name: Jasminum humile
Mumber of Specimen: 11
Type of Non-Compliance: for zale
Reason for Non-Compliance: Didnt know
Comments:
Status: Cpen

Cardiospermum grandiflorum 1]

Create Follow-Up Inspection ¥

5 The non-compliance screen will display. Select Closed from the drop down menu under Non-Compliance
Status and click on Save.

Common Name: [ltalian jasmine. yellow jasi
Scientific Name: |Jasminum humile
Mumber of Specimen: |11
Type of Non-Compliance: |far sale |
Reason for Non-Compliance: | Didnt know M

Comments:

Mon-Compliance Status Open V

0]
& Cancel

6 The Compliance Activity screen will display. Click on Cancel.

o5 & : 2 b5 Gl o
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Date: 17/10/2011
Activity:

Resolved By
{Org/Person):

Planned Resolution Date: H

DResolved: H

Cancel

7 You will be taken back to the inspection details screen. Click on Edit>> beside Inspection Details.

Lowioiian, ]

Greener Gardens

Eelii All Site Inspections
Physical Address: 18 Greener -
Street Contact Details (¥
Green City

Type: Nursery

Agency: Training
Regional
Council

Planned Inspection Date: 7/10/2012
Active: Yes

Edit = Add =
Inspection Date: 26/10/2011
Inspection Type: FollowUp

Inspected By: Jane Jones Ldd -

(Ienes1) Jasminum humile B

Status: Cpen
Inspection Result: MNone
p Inspector: Jane Jones
Comments:

Common Name: Italian jasmine, yellow jasmine, Italian yvellow jasmine,
vellow bush jasmine
Scientific Name: Jasminum humile
Number of Specimen: 11
Type of Non-Compliance: for sale
Reason for Non-Compliance: Didnt know
Comments:
Status: Closed

Cardiospermum grandiflorum HB

Create Follow-Up Inspection &2

8 The Inspection screen will display. You will need to:
a. set the Inspection Result to Compliance
b. set the Inspection Status to Closed

c. add any comments in the Comments box

5.2 : U
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d. click on Save

Home Inspection Register Site Search Reporting Administration

Inspection

Inspection Date: |26/10/2011 E

Inspected By: | Jane Jones (Jonesd) v
Inspection Type: Followllp |+
Inspection Result: | Compliance V|

Inspection Status: | Open |+

Comments: OEen

Save | | Cancel

9 Your home page will display and the follow up inspection will no longer show as an opened inspection.

[ tog ]

Contact us  Biosecurity New Zealand MPPA  Download User Guides

Home Inspection Register Site Search Reporting Administration ~

= |viewing items 1 to 12 of 12 | Nex

Gotta Grow

< B <]

Struggling Dairy

Lotsa Pots

<l <]

Fine Vines

My Flower Shop
Daisyrama
Everyday wreaths
Test Place

Pets Galore
Delect Edible:

Daffodildilly

Harper's Hallows

o
g
m [
-
=]
"]
o 5 g
8 £
a ]
o
-
"]
@
)
3
z
el B << <<

viewing items 1 te 5 of 5

28/02/2012  Weeds Incorporated

28/10/2012  Under the Sea

7/12/2012 Tall Poppies

7/10/2013 Greener Gardens

<]

What do | enter if a suspected NPPA species requires identification by a laboratory?

1 From your home page, select the opened inspection site where a suspected NPPA species was found that
requires identification by a laboratory.

Ministry for Primary Industries o @ )
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Click on the accordion label L1 beside the inspection site.

You are logged in as Jones]

PEST
PLANT
ACCORD

viewing items 1 to 12 of 12

Gotta Grow

Struggling Dairy

Lotsa Pots

<R <]

Fine Vines
My Flower Shop

Daisyrama

Everyday wreaths

Test Place

a

Pets Galore

‘

Delect Edibles

Daffodildilly

gama

Harper's Hallows

Beside Inspection Details, click on Edit>>

Delect Edibles
Daffodildilly

Edit =

Physical Address: 77 E_'ulb Lane
Springstoun Contact Details
Type: Nursery

&l Site Inspections

Agency: Training
Regional
Council

Planned Inspection Date: 25/08/2011
Active: Ves

Inspection Date: 25/10/2011

Inspection Type: Annual

Inspected By: A Trainee
(Traineed)
Status: Cpen

Inspection Result: None Create Follow-Up Inspection

Comments:

The following screen will appear. Complete the following actions and then click on Save:

edit the Inspection Date if necessary

leave the Inspection Result as None

ensure the Inspection Status is set to Open
enter any comments into the Comments field.

Ministry for Primary Industries
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Inspection Date: |25/10/2011 )|
Inspected By: | A Trainee (Traineed) hd
Inspection Type: | Annual w
Inspection Result: | MNaone hd

Inspection Status: Open *

Comments: |Suspected NPPA species. Lab ID required.

ISaveJ Cancel

4 The inspection details screen will display again.

wiewing items 1 to 12 of 12
Gotta Grow
Struggling Dairy
Lotsa Pols
Fine Vines
My Flower Shop

Daisyrama

Everyday wreaths

a

Test Place

a

Pets Galore

Delect Edibles

g

=

g

f
CIEL

Edit =
Physical Address: 77 Eulb Lane
Springstoun Contact Details
Type: Nursery

All Site Inspections

«

Agency: Training
Regional
Council

Planned Inspection Date: 25/08/2011
Active: Yes

Edit » Add =
Inspection Date: 25/10/2011

Inspection Type: Annual

Inspected By: & Traines 2dd »
(Trainesl)
Status: Cpen
Inspection Result: None Create Follow-Up Inspection [¥]

Comments: Suspected
NPPA species.
Lab ID
required.

5 Beside Laboratory Sample, click on Add>>

o5 & : 2 b5 Gl o
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Delect Edibles []

Daffodildilly B8
Eelis All Site Inspecticns

Physical Address: 77 I_3u|b Lans
Springstoun Contact Details [¥]

Type: Nursery

Agency: Training
Regional
Council

Planned Inspection Date: 25/08/2011
Active: Yes

Inspection Date: 25/10/2011

Inspection Type: Annual
Inspected By: A Trainee Add >
(Traineea)

Status: Cpen

Inspection Result: None Create Follow-Up Inspection ;_@

Comments: Suspected
BIDDA "

6 The Laboratory Sample edit screen will display

[EVLTILTVE - Select Laboratory — W=

Laboratory Reference:

Date Sent: E *
Date Received: E
Positive: |:|

Comments:

Cancel

7 Complete the following fields and then click Save:

e which Laboratory the sample is going to

¢ the Laboratory Reference you are giving the sample
e the Date Sent

e any Comments

Laboratory: | Mational Institute of Water and Atmospheric Resear (Hamiltan) |

Laboratory Reference: [2011-11-3

Date Sent: |G/01/2012 i
Date Received: H
Positive: |:|
Comments: Identification required of submitted plant
specimen.

? Muphar lutea (yellow water lily)

[ Cancel

5.2 : U
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You will be returned to your home screen where you will have a message letting you know the laboratory
sample was saved successfully.

Laboratory sample saved successfully. I

viewing items 1 to 12 of 12

< MR <HE <l

Edit »

All Site Inspecticns

> AR MR <Nl <M< < <]

Physical Address: 77 Eu\h Lane
Springstoun Contact Details [¥]
Type: Mursery
Agency: Train\ng

Once results have been received from the laboratory, open the related inspection site from your home page.
Click on the laboratory sample accordion label k2 to display the details.

Delect Edibles 8
Daffodildilly B8

Edit =

Physical Address: 77 Bulb Lane
Springstoun Contact Details ]
Type: Nursery

All Site Inspections

Agency: Training
Regional
Council

Planned Inspection Date: 25/06/2011

Active: Yes

Edit »
Inspection Date: 25/10/2011
Inspection Type: Annual

Inspected By: A Trainee
(Traineed) add =

Status: Open
Inspection Result: None

Comments: Suspected .
MPPA species. Create Follow-Up Inspection [¥]
Lab ID
required.

10

Click the Edit>> link in order to enter the results received from the laboratory.

Manatt Ahu Matua
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Edit »
Physical Address:

Type:
Agency:

Planned Inspection Date:
Active:

Inspection Date:
Inspection Type:
Inspected By:

77 Bulb Lane
Springstoun

Mursery

Training
Regional
Council

25/08/2011
Tes

Edit 2

25/10/2011
Annual

A Trainee

required.

All site Inspections

Contact Details

MNational Institute of Water and Atmospheric Resear

(TrainseA) Laboratory:
Status: Open Laboratory Reference:
Inspection Result: None Date Sent:
Comments: Suspected Date Received:
NPP& species. Positive:

Lab ID
Comments:

MWational Institute of Water and Atmospheric Resear
z011-11-a
6/01/2012

Ha

Identification required of subritted plant specimen, ? Nuphar
lutea {yellow water lily)

11

Record the results from the laboratory, including the date the results were received and any comments, and

then click on Save.

Negative identification received from the laboratory:
If the laboratory report confirms the sample is not a NPPA species, you will need to ensure the positive
box is unchecked and then proceed as you would for a compliant inspection (including closing the

inspection).

Laboratory: | National Institute of VWater and Atmospheric Resear (Hamilton) |

Laboratory Reference: |2011-11-a
Date Sent: 6/01/2012 & -

Positive: [ |

Dat:

specimen.

TPV SO PSR PN T) '

Comments: Identification required of submitted plant

L8 132

10/01/2012 - laboratory confirmed sample is not

iy

T

CEHCE|

Positive identification received from the laboratory:

You will need to tick the Positive box if the sample is confirmed as a NPPA species and then proceed as

you would for a non-compliant inspection result.

Manatt Ahu Matua
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Laboratory: | Mational Institute of Water and Atmospheric Resear (Hamilton) bl

Laboratory Reference: |2011-11-3 | :
Date Sent: |6/01/2012 i
Date Received: |10/01/2012 it

I Positive: I

Comments: |Identification required of submitted plant
specimen.

? Nuphar lutea (yellow water lily)

10/01/2012 - laboratory confirmed sample is
Muphar lutea|

Cancel

12 | You will be returned to your home page where it will note the laboratory sample was saved successfully.

I Laboratory sample saved successfully. I

viewing items 1 to 12 of 12

<

Gotta Grow

Q

Struggling Dairy

Q

Lotsa Pots

Q

Fine Vines

Q

My Flower Shop

)

Daisyrama

Q

Everyday wreaths

Q

Test Place

Q

Pets Galore

Delect Edibles

Ba

Daffodildilly

Edid= All Site Inspecticns

Physical Address: 77 I_3u|b Lane
Springstoun Contact Details ¥

Type: Nursery

How do | enter details of the supplier to the site I've just inspected (for trace back purposes)?

If a site you have inspected is non-compliant (and you have entered the details of the non-compliance into the NPPA
inspection database), you may wish to include information regarding the person or organisation who supplied the
inspected site with a NPPA species. This is for trace back purposes.

1 From your home page, open the site you wish to add trace back details to by clicking on the accordion label
beside it
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You are logged in as Jones]

PEST
PLANT

ACCORD

viewing items 1 to 12 of 12

Gotta Grow

||

Struggling Dairy
Lotsa Pots
Fine Vines

My Flower Shop

7]
7]
7]
]

Daisyrama
Everyday wreaths

Test Place

Pets Galore

Delect Edibles

Daffodildilly

Harper's Hallows

viewing items 1 to 5 of 5

||

28/02/2012 Weeds Incorporated

28/10/2012 Under the Sea

]
]

7f12/2012 Tall Poppies

7/10/2013 Greener Gardens

@

The inspection screen displays. Click on the accordion label L that sits beside the species that was found to
be non-compliant during your site inspection.

Delect Edibles [¥]
Daffodildilly B
Edit= All Site Inspections
Physical Address: 77 Eulb Lane -
Springstoun Contact Details [

Type: Nursery

Agency: Training
Regional
Council

Planned Inspection Date: 25/08/2011
Active: Yes

Edit =

Inspection Date: 23/12/2011 National Institute of Water and Atmospheric Resear 8
¢

Add =
Inspection Type: Annual

Inspected By: Jane Jones
{Jonesl] Add =

Status: Cpen
Inspection Result: Nuphar lutea |

MonCompliance

Comments: Suspected
NPRA species.
Lab 1D
required.
10/01/2012 -
zample
confirmed as
Muphar lutea

[

Create Follow-Up Inspection

Harper's Hallows 8

Click on Add>> beside Trace Backs.
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Delect Edibles ]
Daffodildilly B

Edid= All Site Inspecticns

Bulb Lane .
Springstoun Contact Details ¥
Type: Nursery

Physical Address:

Agency: Training
Regional
Council

Planned Inspection Date: 25/08/2011
Active: Yes

Edit »

d =
Inspection Date: 23/12/2011 National Institute of Water and Atmospheric Resear

Inspection Type: Annual

Inspected By: Jane Jones
(Jonesl)

Status: Cpen

d s
Inspection Result: COEEC IS

MonCompliance Edit =
Comments: Suspected Inspector: Jane Jones
NPPA species. c Name: Yell ter lily, spatterdock, cow lily, brandybatt
Lab 1D ommon Name: Tellow water lily, spatterdock, cow lily, brandybottle
required. Scientific Name: Nuphar lutea
10/01/2012 - Number of Specimen: S
zample
confirmed as Type of Non-Compliance: for sale

Nuphar lutea Reason for Non-Compliance: Didnt know

Comments:
Status: Cpen

Add =

4 The trace back edit screen displays:

Organization Name:
Trading As:
First Name:
Last Name:
Region: | Auckland W
Email:

Phone:

Physical Address
Street:

Suburb:
City:

Post Code:

Postal Address
P.0. Box/Street Address:

City:

Post Code:

Action:

Save Cancel

Ministry for Primary Industries
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5

Complete the trace back details (these are the details of the supplier to the site you have just inspected where
a non-compliance was found) and click Save.

Organization Name: |Lily Specialists

Trading As:

First Name: |Lou b Flelds marked Wlth
Last Name: |Bottle : an aSteI'ISk (*) are
Region: | Otago v mandatory

Email:

Phone:

Physical Address

Street: |56 Spatterdock Lane

Suburb:

City: |\Waterille
Post Code:

Postal Address
P.0. Box/Street Address:

City:
Post Code:

Action: |Supplier details sent to local
regional council for further
investigation.

Save | | Cancel

The inspection details screen displays, noting that the trace back was successfully saved.
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Trace back saved successfully. I

Gotta Grow
Struggling Dairy
Lotsa Pots

Fine Vines

My Flower Shop
Daisyrama
Everyday wreaths
Test Place

Pets Galore
Delect Edibles

Daffodildilly

Edit =
Physical Address: 77 Bulb Lane
Springstoun
Type: Nursery

Agency: Training
Regional
Council

Planned Inspection Date: 25/08/2011
Active: Yes

Edit =
Inspection Date: 23/12/2011
Inspection Type: Annual

Inspected By: Jane Jones
(Jones=l)

Status: Cpen
Inspection Result:
MonCompliance
Comments: Suspected

NPPA species

All Site Inspections

Contact Details

viewing items 1 to 12 of 12

Add =

National Institute of Water and Atmospheric Resear

Edit =

Add =

Inspector: Jans lones

]

> << << Bl <<

o | view open and / or closed inspections for sites in my region?

To search for inspection details, click on the Inspection Register link.

The Inspection Register search function allows you to view either open and / or closed inspections for sites
in your region. This search is based upon an inspection date or range of dates. The results are displayed in
chronological order based on the inspection date.

The inspection register search screen displays.

Ministry for Primary Industries
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National

Contact us  Biosecurity New Zealand NPPA  Download User Guides

spection Register Site Search Reporting

Inspection Register

3 To search the inspection register you can either:
a. search by inspection date

Inspection Register

22010/2011 22010/20M

|< October, 2011 .‘
Mo Tu We Th Fr Sa Su

26 27 28 29 30 1 2
3 4 5 85 7 8 9

0 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 2970

31 1 o 5 4 |Saturday, 22 Ockober z011)
Today: August 2, 2011

b. search within a range of inspection dates

Inspection Register

10/10/20M 26107201

30
2 4 5 &
[wedresday, 26 Octaber 2011]

Today: August 2, 2011

c. search for all inspections

Inspection Register

4 The results from your search will display:

R

A

Ministry for Primary Industries
Manatt Ahu Matua




Step

Database action

From: 3 To: 3

Save results to fils

22/10/2011 (Open) {Annual) Delect Edibles

22/10/2011 {Annual) Tall Poppies

2/05/2012 (Open) {Annual) Greener Gardens

A closed inspection displays with the inspection date, the status (Closed), the inspection type, and the site
name.

An open inspection will display with similar information to a closed inspection but will have an (Open)
inspection status.

To check the details of the inspection, click on the accordion label E

22/10/2011 (Open) (Annual) Delect Edibles

a

22/10/2011 (Annual) Tall Poppies

2

All Site Inspections
Physical Address: 45 Hoiday Grove
Daisytown Contact Details ]
Type: Garden Centre

Agency: Training Regional
Council

Planned Inspection Date: 7/12/2012
Active: Yes

1]

Inspection Date: 22/10/2011
Inspection Type: Annual
Inspected By: Jane Jones (Jonesl)
Status: Closed
Inspection Result: Compliance

Comments: Mo NPPA species found
at this site

h 2/05/2012 (Open) (Annual) Greener Gardens 8

Please note:
There is no Edit link displayed. Once an inspection is closed, the data related to that specific inspection is
unable to be edited and cannot be changed or deleted.
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Step | Database action

The reporting function of the NPPA inspection database allows Superusers to access the inputted data that
relates to your agency only in some helpful categories:

inspection summa

information on non-compliant sites
species found at non-compliant sites
site list

due inspections for your agency

1 From your home page, click on the Reporting option.

MNational

Home Inspection Register Site Search Reporting Administration «

2 The main reporting page will load.

National

NPPA  Download User Guides

Home Inspection Register Site Search Reporting Administration «

Search

3 The drop down menu options available for your query show the range of search criteria.

Reporting
Query: | - Select Query - ,v; =
Summary of Inspections Search

Mon-Compliance Sites
Species Found

Due inspections

Site List

4 Select a query option from the drop down menu, complete the date field, select the site type and click on

@ &
Ministry for Primary Industries * @ Cal

Manatt Ahu Matua o
R




National Pest Plant Accord Inspection Database — SuperUser User Guide - V.9 2020 Page 52 of 55

Step | Database action
Search.

Reporting

Query: | Surnmary of Inspections l\g| *

Inspections From: |1/07/2004 E
Inspections Until: | 30/06/2010 |

site Type: | All Site Types v
All Site Types

Garden Centre
Market Stall

Fet Shop
Incidental
Foadside stall
Other

Cut Flower Growers

5 The system will begin searching for the information. This may take a few minutes.

e

Searching

6 The reporting information you are searching for will display in table form.
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Query: | Surmmary of Inspections v | *

Inspections From: |1/07/2009

Inspections Until: | 30/06/2070

Site Type: | All Site Types

=
&

Export to Excel

No. of Inspections

No. of non-compliance

User

All

Inspector Trainer

Deb Anderson

¥ De

W De

W De

Test Email

Mike Harre

Jane Jones

Afraz Liaquat

Afraz Liaquat

NPPA Prod

A Superuser

& Superuser

B Superuser

Z Superuser

D Superuser

E Superuser

A Trainee

B Trainee

C Trainee

olo|a|lalalalalalael|ale|alala]e|e|lalale|r|r]|m

olo|alel|e|alalela|alalalala]e|elalale]e]a]=

D Trainee

If you wish to use this data in another form,

click on Export to Excel

Query: | Summary of Inspections (v | *

Inspections From: |1/07/2009

Inspections Until: |30/06/2010

Site Type: | All Site Types

]
il

W

Export to Excel

No. of Inspections

No. of non-compliance

User

2

]

all

If you are using Mozilla Firefox, the following prompt will display (click on OK).
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Opening NPPA_Report.xls

‘ou have chosen to open

&) NPPA_Report.xls

which is a: Microsoft Excel Workshest
from: http:/inppa-inspections,maf.govt.nz

‘Wwhat should Firefox do with this file?

@Qpenuwth |Micr050Ft Office Excel (default) w

() SaveFile

[] Do this automatically For files like this from now on.

H I Ok ] [ Cancel ]

I lrnl

If you are using Internet Explorer, the following prompt will display (click on Open or Save)

Do you want to open or save this file?

j Mame: NPPA_Report.xls
H

Type: Microsaft Excel Warksheet, 1,46KE
From: nppa-inspections.maf.govt.nz

Open ] ’ Save ] [ Cancel

l.--‘ ‘while filez fram the Intermet can be useful, some files can potentially
harm your computer. |f you do not truzt the source, do not open or
zave this file, What's the rigk?

[

File Download 3

Fd

IS peCoons o oL Mo o paee

E3 Microsoft Excel - NPPA_Report.xls [Read-Only]

@I_] File Edit View Insert Format Tools Data  Window  Help
EPurchases' Sikes * !
AN RERENN= REN A NP TR R AR
Al - # Mo. of Inspections
A, B [
1 |Mo. of Inspections [[Ma. of non-compliance |User
2 2 ajAall
3 1 O]lnspectar Trainer
4 1 0]Deb Anderson
g 1] O]y De
5 a 0y De
7 a 0y De

9 Excel will display the information in spreadsheet form and, if required, you can manipulate the data to present
it in the form you wish to use.

The site search function allows you to search the database to locate inspection sites within your region.

1 Click on Site Search
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Home Inspection Register Site Search lieporting Administration =

You can search for to see if the inspection site already exists in the database in several ways:
a. Search by keywords
b. Search alphabetically (by index)
c. Clicking on all sites

Contact us  Biosecurity New Zealand NPPA  Download User G

Home Inspection Register Site Search Reporting

Site Search

Filter By
’7 Type: | All Site Types hs

Search by k rds: H Search I

J\BCDEFGHI]KLMNOFQRSTU\'WXYZlAHSites|

A screen displaying your results will appear. If you wish to use this data in another form, you can select Save
results to file and follow the prompts.
Site Search

Filter By
’7 Type: All Site Types &

Search by kevuords:| | [ Search ]

Orhvindex:ABCDEF.HI]KLI“INOPQRSTU\"WXYZ All Sites

Save results to file I
1 = Previous |viewing items 1 to 2 of 2 | Next =

Gotta Grow

Greener Gardens

Excel will display the information in spreadsheet form and, if required, you can manipulate the data to present
it in the form you wish to use.

B3 Microsoft Excel - NPPA_Sites[1].xls

@ File Edt Wiew Insett  Format  Tools Data  indow Help Type a question for
:Purthases' Sites ~ ! :gnrt... > Show All !
BTN e e e T e 210 -\ B Z U EESEHES % o W8 E -
= =
Al h f& Agency
A B c 8] E F G H | J K L il N
1 |Agency Site Type Planned Inspection date |Active |First Name [Last Name |Organization Name |Trading As |Region |E-fnail [Phone Street Suburb [City
2 |Training Regional Council |Roadside stall 30A12010( 7 Fenny FPea Gotta Grow Gotta Grow | Training 01 234 567 |123 Smith Drive Daisysid
3 |Training Regional Council |Mursery FA02013)Y Greener Gardens Training 88888855 [18 Greener Street Green Ci
4
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