How to Add Fertilizer Semi-Annual Tonnage
Step 1: Log In
[image: Logon/Register button on MTPlants]Go to: https://mtplants.mt.gov  

Select Logon/Register.

[image: Login using ePass Montana on MTPlants]Select Login using ePass Montana.

[image: Welcome ePass Montana]Select the Login button in the Login with ePass Montana box.


[image: ePass Montana Login]If you already have an ePass account enter your information in the Existing User box and select Login.
If you do not have an account please see: How to Create and ePass Account and Activate Your MTPlants Account.

Step 2: Entering Tonnage Information
[image: Account Summary - Add/Edit Fertilizer Tonnage link]From the Account Summary on the Account Home page select the Add/Edit Fertilizer Tonnage hyperlink in the Account Tasks.


[image: Tonnage Grid use the add button ]This brings up the Tonnage Grid. Select the Add button next to the tonnage you would like to enter. 



[image: zero tonnage check box]The Tonnage Edit screen will then appear. If you have no tonnage to report for the period indicated Select the Zero Tonnage box.



[image: Add New row button when adding tonnage]There are two ways to add tonnage. You can follow the instructions to import your tonnage information using a downloaded spread sheet. Or you can manually add the data by selecting Add New Row, Selecting the tonnage type from the drop down and entering in the amount.

When all of your tonnage has been entered Select the Save button. 
If the Totals appear correct, Select the Form is 100% Complete box and Select Save & Back


[image: Save button after entering all tonnage]



[image: Pending Tonnage]If you have no other tonnage due to report Select the Back button. 



Since there are no fees associated with the Semi-Annual Tonnage Report this completes the reporting process.
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Account Home

Account Summary

002783 | Feed Tonnage Business | Account Address, Helena, MT 59602 | P1: 406-444-3730

Available Programs

Program Type License ID Status Issue Date Expire Date Phase
Seed License 102230 Active 06/22/2015 06/30/2017
[Feed 102331 Active 01/22/2015 12/31/2017
Fertilizer 102265 Active 01/22/2016 12/31/2017

3 record(s) found.

Online Renewals/Payments

Access online renewals/payments:

Online Shopping Cart

Account Tasks





image6.png
Pending Tonnage

002783 Feed Tonnage Business Account Address Helena MT 59602 US

Total
© Inspection Late Amount
Program Year Schedule Reporting  Tons /
el Fee  Fee Due

Jan 1, 2016 - Jun 30, 2016 (Semi-

Fertilizer 2016
Annual)

Refresh Back
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The Quarterly Tonnage Report is for persons who 'supply’ commercial fertilizer and soil amendments into Montana,
typically to a licensed entity. This includes in-state persons who are responsible for bringing product into the state. The Semi-
annual Tonnage Report is for persons who distribute product to the end-user, typically a non-licensed user. Please
reference the instructions and definitions provided in the Tonnage Report Notice mailed to you to process these online
reports. If you have no tonnage to report for a specific reporting period, indicate so by checking the 'Zero Tonnage' box. If
you are never responsible for reporting tonnage, contact us so we may update your license records and we will discontinue
sending you Tonnage Report Notices.

To enter tonnage amounts, click 'Add New Row’, select the product by clicking in the 'UFTRS Fertilizer Code' box and selecting
from the dropdown, and enter the number of tons under the appropriate package type.

At any time of entering data, you can save your work by clicking the 'Save' button. When you are completely finished
entering tonnage data and the 'Distributed Companies', check the 'Form is 100% Complete' box and click 'Save' or 'Save &
Back'. This will submit your form and you will no longer be able to edit the information. To submit your payment for the
Quarterly Tonnage Report, return to the Account Tasks and work through the Shopping Cart screens.
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If you wish to enter your tonnage data in Excel, please download the Excel Tonnage Template and enter your data. See the

instructions box below.

Upload Tonnage

‘Add New Row

Row  UFTRS Fertilizer Code

Popup Help

Instructions: Importing Tonnage

1. Download and save (save as a local file) the Excel Tonnage Template.

2. Click "Enable Content™ to enable macros (Excel 2007/2010) or click "Enable
Macros" (Excel 2003). Excel Macros Help

3. Enter your tonnage data on each row of the spreadsheet. (Use the predefined codes
and county values, where applicable.)

4. After entering your data, save the spreadsheet as an ".xis" file.

5. Click "Upload Tonnage” (to the left), and then click "Browse...” to locate your
saved Excel file.

6. Click "Upload" to upload the file and then follow the prompts to import your
tonnage data.

Export Tonnage Data to Excel

N P205 K20 FarmUse FarmUse FarmUse Total Tons

24 - AMMONIUM SULFATE _|[21.00[0.00 |[0.00 10

Bag Bulk Liquid
0.00 0.00 0.00 0.00
Page[1 |of 0 » »i[10 V! View 1-10f 1
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‘Add New Row Export Tonnage Data to Excel

Row  UFTRS Fertilizer Code N P205 K20 FarmuUse FarmUse FarmUse Total Tons
Bag Bulk uid
[24 - AMMONIUM SULFATE _|[21.00[0.00 ][0.00 10
0.00 0.00 0.00 0.00
Page[1 ]of0 »» »i[10 V] View 1-10of 1
Add New Row

Note: New rows are added at the end of the tonnage data.
Rows with validation errors are not saved until the errors are corrected.

Total Tons: 0.00 Late Fee: $0.00 Inspection Fee: $0.00 Total Amount Due: $0.00

save || Back -Farm is 100% Complete
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Pending Tonnage

Currently there are no Tonange pending to report.

Refresh -
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B Home » ePass Montana Login

ePass Montana provides access to all authorized eGovernment services using one usermname and password.

Instructions How Do | Feedback

Username
Create an ePass Montana account by selecting the
button below:
Password

Create an Accoul

Forgot your Username or Password?

ogin




