
VET-CVI 

Creating a Template 

Note: When creating a template, user can enter as much or as little information as they 
want to save on the template.  

1. From the main screen, select Create Large CVI 
2. On first page, click Next 
3. Click Yes to proceed without completing required fields 
4. Enter Origin and Consignor information 

If user wants to add additional information, ex Destination/Consignee, animal 
information they can continue. 

5. When done entering information for the template, click the red pin in the upper right 
corner 

 
 

6. To proceed to save as a Template click Okay 

 



7. Once a template is create, the CVI number will change to add a “T” to the beginning 
of the number to note that it is a Template 

 

 

8. Return to the main screen, and then select CVI Drafts & Templates 

 

 

9. Expand the CVI Search Filter 
10.  User can search for Drafts only, Templates only, or both along with additional 

search parameters.  

 

 



11. In the list of Drafts/Template, note that the link to open them is black if it is a 
template and blue if it is a draft.  

12. To edit a draft, click on the Template number link.  

 
 
 

13. To create a CVI from a template, click the Copy button 

 
 

14. To proceed to create a new CVI, click  

 
 
 
 



15. Click Yes to proceed to create a new CVI 

 
 
 

16. After clicking Yes, a CVI is created with all the information from the template, but 
with a new CVI number 

17. User can continue to enter information and then submit CVI 
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