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Companies must first register their account to access on-line tonnage reporting 
 
1. Check the Add/Edit Monthly Fertilizer Large Package Tonnage Button. 

 
 
 
 



 
 
 
 

Reporting “0” Tonnage for the Month 
 

1. Check the “Zero Tonnage” box (please note – monthly tonnage can only be entered for the current reporting period). 
2. Once the “Zero Tonnage” box is checked a second screen will appear, this is your conformation that the monthly reporting is complete. 
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Reporting Tonnage – Upload Method 
 

1. First download the “Excel tonnage template” to your computer. 
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2. Enter grade using the UFTRS Fertilizer Code – This will appear as a drop down box. N-P-K values will automatically fill in once code is selected. 
3. If you select “0 – Identified by Grade” from the UFTRS Code N-P-K values will have to be manually entered. 
4. Enter County product was distributed into. 
5. Enter amount of tons in appropriate column. 
6. Save your file. 

 
IMPORTANT – Do not add/delete columns or cut and paste into your template. 

 
 
 
 



 
 
 
 

Reporting Tonnage – Upload Method (continued) 
 

1. When you have finished with he Excel template, click “Upload Tonnage”. 
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2. Locate your file and click Upload 
3. Follow the prompts. 
 

 
 
 
 



 
 
 
 

Reporting Tonnage – Upload Method (continued) 
 

1. When upload is complete, all information is shown as entered in the Excel spreadsheet. 
2. Click “Save”, tonnage reporting is now complete. 
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Reporting Tonnage – Direct Entry Method 
 

1. Click “Add New Row”. 
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2. Click on row that was added – Note, row will turn yellow when information is being added. 
3. Enter Tonnage data. 
 

 
 
 
 



 
 
 
 

Reporting Tonnage – Direct Entry Method (continued) 
 

1. Click “Add New Row” again to enter additional tonnage information. 
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2. Once all tonnage information is entered, click “Save”. 
3. Tonnage reporting is now complete. 
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