How to Add New Fertilizer Products Online with MTPlants
The new database system MTPlants allows users to add and pay for new products at any time throughout the year. The new products and their corresponding labels are automatically sent to the Fertilizer Specialist for review and approval. You will be notified immediately upon approval and will be able to print an updated Brands Certificate that will contain all of your current brands. 
Step 1: Log In
[image: Logon/Register button on MTPlants]Go to: https://mtplants.mt.gov  

Select Logon/Register.

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

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


[image: ePass Montana username and password entry]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: Add New Product and Labels
 [image: Products links]If your company has multiple program licenses this brings you to the Account Home page. Select the hyperlink for the program you want to add products for.
If you have a single program license this brings you to the Program Home page.
Scroll down and expand the Products grid.

[image: Add New button]This displays all the products for your company. 
Select the Add New button.

[image: Product Name entry]Enter the name of the Product exactly as it appears on the label. 
If you would like, you can enter a product description.


[image: Product Users check boxes - Commercial, Specialty, Soil Amendment, and Waste Derived]Using the definitions and instructions provided, Select the appropriate Product use.


[image: Enter your product’s guarantees as it appears on the label]Enter your product’s guarantees as it appears on the label. 


[image: Add File button]On the Product Label tab, Select the Add File button to upload the products label.



[image: filename, description and Upload button]This File Uploader will appear (your pop-up blocker must be off for this to function). 
Enter a description of the label, this is typically the product name followed by the year.
Select Upload.


[image: Waste Derived Form tab and Submit button]The label will appear under the Product Files grid. 
If your product is also Waste Derived you will also need to upload the Waste Derived form.
Select Submit.

[image: Product Submitted ]If you need to add another product Select Add Another Product.
If you are finished adding new products, Select Close. You will be returned to the Program Home Page.
 Repeat the process beginning with selecting the Add button in the Products grid.


Step 3: Add New Product to Shopping Cart
 [image: Online Shopping Cart]When you are finished adding new products and are returned to the Program page, Select the Online Shopping Cart button. 

[image: Register yes not selection and Add Selected items to Cart button]This will bring you to the Shopping Cart.
Select the Yes radial for all the products you wish to register. 
Then select Add Selected Items to Cart


[image: Proceed to checkout button]If all the labels appear correct select Proceed to Checkout.


[image: email entry and Proceed button]Verify the amount and email address (this will be the email that receives the receipt and product approval/denial emails). 
Select Proceed.


Step 4: Payment Information & Method
[image: payment type selection and next button]This transfers you over to the NIC payment site.
Select the Payment Type you would like to use from the dropdown.
Select Next.

Note: The processing fees vary based on the payment type: E-Checks are charged a flat $2 fee, and Credit Cards are $1.25 + 1.995% of the transaction amount.

Credit Card
[image: credit card customer information entry and next button]Fill out the Customer Information section including: Country, First and Last Name, Company Name, Address, City, State, ZIP Code, Phone Number, and Email.
Select Next.

[image: credit card entry and next button]Verify the Customer Information and enter the Payment Information including the Credit Card Number, Expiration Month, Expiration Year, and Name on Credit Card.
Select Next. 
Note: The Montana Department of Agriculture does not accept American Express. 


[image: Submit Payment button ]Verify the Customer Information and the Payment Info.
Select Submit Payment.
This will send you to the payment confirmation page and give you an opportunity to print your license. (See Step 9)


Electronic Check (E-Check)

[image: Customer Info entry and next button]Fill out the Customer Information section including: Country, First and Last Name, Company Name, Address, City, State, ZIP Code, Phone Number, and Email.
Select Next.

[image: Payment info entry and next button]Verify the Customer Information and enter the Payment Information including the Name on the Account, Routing Number, Account Number, Re-enter the Account Number, and select the appropriate account type (checking or savings). 
If this is a Business Account, select the “This is a business account” check box.
Select Next. 

[image: yes check box authorize and submit payment button]Read through to the bottom of the Terms and Conditions. 
Select the check box to authorize the transaction. 
Select the Submit Payment button.
 This will send you to the payment confirmation page and give you an opportunity to print your license.

Step 5: Payment Confirmation
[image: order number and total]You will be transferred to the payment confirmation page and a confirmation email will be sent to the email address provided during checkout. 
On this page you will be able to see the transaction order number and the total of the transaction. 





Step 6: Print an Updated Product Certificate
The Montana Department of Agriculture will review your product label and contact you via email if your product is approved, denied, or if there are further questions. 
[image: Print Certificate button]If the product is approved you will then be able to log into your MTPlants account and print an updated product certificate.
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Fertilizer Program

Account Summary

00277T | Test Run | 134 Account Address, Helena, MT 59601 | P1: 406-444-3730

License Information

Status:

USAPIants ID:

License ID:

Issue Date:
Expire Date:
iginal Effective Date:

License Designate:

Back to Account Home

Reports:

License

00277T
102260
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12/01/2016
12/31/2017
01/01/2016

Online Renewals/Payments

Access online license renewals:

Online Shopping Cart
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Products B (Click to hide your products)

Products
Important: Only products listed in the 'Active’ (A) status are approved for sale.

Display products registered for year: [2016 v Get Results _ Export to Excel || Print Certificate for 2016
Product
Product Name Product ID s
Fertilizer Brand 1 69090 A
Fertilizer Brand 2 69091 A
Fertilizer Brand 3 69092 A

3 record(s) found.
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Instructions

To register a new product that was not registered in the previous year, please fill out the information below. A copy of your
current label is required for each new product. You do not need a separate label for each package weight. Portable Document
Format (PDF) is the preferred format for labels, but image formats (JPG, TIFF, BMP) and Microsoft Word files are also
acceptable. The label must be legible.

Once you have submitted your request and paid for your new product(s) via the shopping cart, the Montana Department of
Agriculture will review. You will receive an email when/if your product is approved/denied or, you will receive an email if the

label requires revisions. Only after your product(s) are approved may you legally sell/distribute your product in Montana.

"Website', 'Product Purpose’ and 'Additional Information’ are optional.

Product Information

Product Name*: @ [Fertizer Product 4 Status: Add Request

This product registration will be
valid in 2017

Website: @

Product Purpose:

Additional Information:
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Product Uses

Please select one of the following Product Uses: Commercial, Specialty, or Soil Amendment. The Product Use is determined by
the definition of the product and each type of product has a different fee. Please use the following definitions:

+ COMMERCIAL FERTILIZER includes any substance containing one or more recognized plant nutrients that is used for its
plant nutrient content and that is designed for use or claimed to have value in promoting plant growth, yield, or quality
of the crop;

« SPECIALTY FERTILIZER is a commercial fertilizer (dry or liquid) distributed primarily for non-farm use and includes
commercial fertilizers used for research or experimental purposes;

« SOIL AMENDMENT means any substance which is intended to improve the physical or chemical characteristics of soil.

If your product is Waste Derived, please check the 'Waste Derived box below, complete this form and upload the completed
form at the bottom of the page under 'Product Files'.

I commercial [Dspecialty ['soil Ammendment [waste Derived
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Product Composition

Please enter your product’s label guarantees below. Each nutrient claimed on the label is required for registration. For
products that do not have a Nitrogen, Phosphate or Potash claim, please enter a zero minimum claim.

Guaranteed Analysis

Group Nutrients Min/Max Nutrients Min/Max Nutrients Min/Max
primary  Total Nitrogen (N) || Available 205 [ Soluble K20 (k20) |||
(P205)
Secondary  Calcium (Ca) Magnesium (Mg) Sulfur (S)
Micro Boron (B) Chlorine (Cl) Cobalt (Co)
Copper (Cu) Tron (Fe) Manganese (Mn)
Molybdenum (Mo) Nickel (Ni) Sodium (Na)
Zinc (Zn)
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Product Files

below. You must upload at least one label.

Please upload a copy of the product label(s) by clicking Add
If your product is Waste Derived, please upload a completed version of this form by selecting the Waste Derived Form tab

then clicking Add File below.

Product Label Waste Derived Form

Product Label V] [TAdd File |
Name Added By

Type Date

0 record(s) found.
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File Upload

‘The file may take a moment to upload. Do not close the window until
the file name is displayed.

ElErnemer
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Product Label

Product Label V|

Product Label

Add

File

11/28/2016

PetFoodLabel.JPG
Note: Product Label

1 record(s) found.

Delete

Back
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Product Submitted

Product Submitted

Your product has been submitted. You may now pay for your product via the shopping cart.

Close Add Another Product
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Fertilizer Program

Account Summary

00277T | Test Run | 134 Account Address, Helena, MT 59601 | P1: 406-444-3730

License Information

USAPlants ID: 002771 Online Renewals/Payments

License ID: 102260

Status: Active Access online license renewals
Issue Date: 12/01/2016

Expire Date: 12/31/2017

Original Effective Date: 01/01/2016

License Designate:

Back to Account Home

Reports: | License
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Shopping Cart

Account Information

00068Z Aunt May 302 North Roberts Street, Helena, MT 59601 , 406-444-3730

Licenses and Product Registrations not renewed from the previous year are displayed below and available for renewal. Be
sure to only select the items you would like to add to your shopping cart, please review each page.

When you are done, click the "Add Selected Items to Cart" button to proceed to the next step.

Products to Renew

Show: |All Products v

Select All On Page | Select None On Page ¥ Show All

. Product istration Container
Program  Register? Product Name |Year "7 Fr - Status
®Yes 102257: Aunt May Dog New
Feed | 0 Foud 2016[30319 T
1 record(s) found.

Clear Shopping Cart

Exit Shopping Cart
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Product Label Review

Please verify that a current label is uploaded for each product being renewed for registration and for each new registration.

If you have new products to register and have not already done so, return to your Account Home page, expand the 'Products’
grid and click on the 'Add New' button.

Your electronic submission will certify that all labels are current and accurate for this year's registration. Clicking the 'Upload
Product Labels' button will attach updated labels to your electronic submission. After completing that process, please proceed
to Checkout.

Once you have submitted your request and paid for your product(s) via the shopping cart, the Montana Department of
Agriculture will review. You will receive an email when/if your product is approved/denied or, you will receive an email if the
label requires revisions. Only after your product(s) are approved may you legally distribute your product in Montana.

Upon successful completion of the application and payment process, a service fee will be added to your method of payment.

If no popup opens when "Chaose File" is clicked a popup blocker is stopping the process. Hold the "CTRL" button and click
"Upload File" again.

Product Upload New Label

102257: Aunt May Dog name Description Date Brows
Food PetFoodLabel. PG |Aunt May Dog Food  |05/20/2016
1 record(s) found.

Upload product Labels

<< Back to Item Selection Exit Shopping Cart
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Shopping Cart

Item

Amount

102257: Aunt May Dog Food

$50.00

Total

$50.00

1 record(s) found.

Credit Card Information

landerson5@mt.gov

A confirmation email will be sent to the email address you provided above.

Once you click the Proceed button you will be taken to the Common Checkout Page to complete the payment process

securely.

Upon successful completion of the application and payment process, a service fee will be added to your method of payment.

<< Back

Exit Shopping Cart
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Credit Card
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Address Phone.
Jane Doe 406-444-3730
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302 North Roberts Street
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Country Email Address
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Payment

Credit Card

Address Phone.
Jane Doe 406-444-3730
‘Sample Agricuture Business
302 North Roberts Street
Helena, MT 59601

Country Email Address
United States landerson5@mt gov

Credit Card Name on Credit Card
Visa 1111 ‘Sample Agricuture Business
Exp 0112018

Cancel
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Address Phone
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Payment Info

Electronic Check

Name on Account
SR

Sample Business

Terms and Con

ions Open a new window to print

Yes, | authorize this transaction. Please print this page if you would like a copy of
this authorization for your records.

By checking “Yes" and opting to pay by electronic debit against the bank account
specified above, | agree and stipulate to all statements

1am the legal owner o have power of attomey in relation to the bank account
specified above to be used for payment.

2. Such bank account s open, valdly issued, in good standing and able to accept

1

[ Yes. | authorize this transaction.

Cancel

Edi
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Account Information

000679 Sample Agriculture Business 302 North Roberts Street, Helena, MT 59601 , 406-444-3730

Your MTPlants order has been processed successfully. The transaction order number is f0cf029a=

12064-4414-843d-8ed90Cf477£3 for a total of

Below is a summary of your order. This document serves as a record for your transaction.

Please click on the "Print" link(s) below to view and print your license(s). You will receive an electronic receipt via the email

address you provided on the Checkout page.

If you have trouble printing, view the Frequently Asked Questions (FAQ).

Shopping Cart

Item Amount | License
'Seed License (102182) / [000679 - Sample Agriculture Business] $355.00 -
Total | $355.00

1 record(s) found.

Transaction Date: 5/4/2016

Credit Card: *1111

Credit Card Confirmation #: 00064A
Total amount charged: $363.33
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Products B (Click to hide your products)

Products

Important: Only products listed in the ‘Active’ (A) status are approved for sale.

Display products registered for year: [2016 v/ | Get Results | AddNew || Exporto Excel | | Pint Certcate |

Product
Product Name Product ID

Status
|aunt May Dog Food 30319 A
|Aunt May Peanut Butter Doa Treats 30318 A

2 record(s) found.
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