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Order it Online!
My guess is that many of you have purchased a book, some music, a pair of shoes, or even a car
online. If you haven’t, my second guess is that you have a son, daughter, niece, nephew,
grandchild, or friend who has. It is a sign of our technological times that many of the things we
used to do with paper and pencil or over the phone, we can now do with our computers and
Internet access.
The Oregon Seed Certification Service (OSCS) is no different. We entered the age of “online
ordering” some years ago for tag orders, mixture approvals, and sample certificates. Many of
you have been taking advantage of these services. Beginning this fall and winter, however, you
have another option that may be helpful: you will be able to submit your seedling fields online.
It is a simple process, and if you’ve ever purchased anything on the Internet, or just entered
information, this is a quick and easy tool that will save you time!
Whether you have used OSCS online services before or not, here is the starting point. Go to the
following page by placing this address in the address bar of your browser:
http://web.oscs.orst.edu/online/. Once there, you will see a screen like the one shown below
(only the top portion of the screen is shown here).

To get started, you must have a working e-mail address and a PIN that has been assigned to you
by OSCS. If you look at the upper-left corner of the example web form, you will see places to
click if you are a “new user” or if you “already have an account.” New users should click next to
“New user? Get an account here” and fill out the form. It will take a few days to verify the
submitted information and mail you a PIN. This is to protect your client information, as this PIN
will allow access to all information specific to your account. Once you receive your PIN, you
will have full access to the programs at this location. If you have a PIN and password for the
“old” system, click next to “Already have an account? Upgrade here.” You will be asked to
enter your e-mail and current PIN. You do not need to enter any information in the “Proxy”
box. Click on submit, and you will immediately be able to use this new access point to the
online services.
Either way, after you have a registered e-mail address and PIN, you can enter this information in
the appropriate boxes and click on the “login” button. This will allow you to access the forms on
the website. Once there, you will see a list of the services that are currently active (in blue) and
inactive (in black). All of the items in black are still available on the old website and will be

moved over to this new site as they are developed. You can expect to see more “blue” over the
next few months.
Once you have entered your PIN and e-mail address, you will enter the application area and click
on the link titled “Submit an Initial Field Application.” This is where you enter the information
on the field you are submitting. There will be several options regarding the type of application.
The most common applications for new plantings would be “Annual/Perennial Crop Seedling
Application” (for grasses and legumes), “Small Grains Seedling Application” (for cereals), and
PVG Native Plants Seedling Application. As you enter the information down the form, more
entries will become available. A completed form will look similar to the example shown below.

Note: At the top of this form, there is a link to get a PDF file that will provide a complete
explanation of the online submission process. We recommend that you print out this document
before you go through the entire process for the first time. Once you have completed filling in
the form, press the “Submit Application” button at the bottom of the page. If the information on
the form is not complete, you will be prompted to enter the necessary information. Once all of
the information is complete, the form will submit successfully when the button is pressed, and
the next screen you see will be the following one.

Please read through this screen carefully as it has all of the information needed to complete the
process (this information is also on the PDF printout). After you have read through the
information, click on the “Send Application” button. The next screen you see will look exactly
like the previous one. However, at the bottom of the screen, you will see this button:

Press this button, and the completed application will appear in a PDF format that looks like this:

This is the completed application form, which must be submitted to OSCS.
The next steps are critical to completing the application process:
1. Print two copies of the completed Annual/Perennial Crops Application form: one for your
records and one to send to OSCS.
2. You must sign and date the copy you send to us. Please include a primary contact phone
number (preferably a cell phone) where you can be reached if there are questions about
the application.
3. You must supply all seed stock tags used to plant the field. Please attach the tags to the
appropriate application in an envelope or bundled securely. Invoices may be used if the
tags are lost, but this may delay processing of the application.
4. You must provide a map, as before, indicating the township, range, section, and quadrant
location (SW, SE, NW, NE) where the field is located. Be certain to outline the field on
the map. Full mapping instructions and options are provided on the OSCS homepage at
http://www.oscs.orst.edu. Click on “Mapping Options.” Or, you can provide copies of
preprinted FSA maps if you have those available.

5. Place the signed application, tags, map, and a check for the total fee(s) in an envelope and
mail to:
Oregon Seed Certification Service
31 Crop Science Bldg
Corvallis, OR 97331-3003
Your online application cannot be committed to our database until we have received all of the
times indicated in steps 1 through 5 of the list above. Please send a complete packet of materials
when you send in your application(s) or they will be delayed in being processed.
Many of the county extension offices can be of help in filling out these online forms. However,
many are suffering from budget cuts and low staffing numbers. If your local extension office
cannot help you, please call directly to the OSCS office (541-737-4513), and we will assist in the
process over the phone.
For detailed instructions on filling out the online forms, please see the following pages.

This is an example of a completed web form:

This is an example of a complete application form:

