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Registered Pesticide Product Search Online Tutorial:

Registered Pesticide Product Search web page: Use this webpage to find MN registered pesticide
products and product information. http://www?2.mda.state.mn.us/webapp/lis/productsdefault.isp

Registered Pesticide Product Search Page Review: This web site identifies pesticide classifications as
an agricultural pesticide (licensed dealer reportable) or non-agricultural pesticide (non-reportable);
restricted use pesticide; status; and registration year. You will need an EPA Registration Number or
MDA Product ID number for each agricultural pesticide to report sales. This web site will identify both
EPA Numbers and MDA Product ID numbers.

Once on the Main screen, enter a “Company Name”, “Product Name”, or “EPA Registration Number”
and press the “Search” button at the bottom of the screen. This will find pesticides registered for use
and sale in Minnesota for the current year that meet the search criteria.

. |
ad\} ww2.mda state.mn.us/webapp/lis/productsdefault L~ "C'/)(Jl\;}RegusteredProm.m~ - f X% Lt
File Edit View Favorites Tools Help
= W Defensive Driving g3 Pesticide Product Label Sy.. g3 Pesticide Product Informa.. & | Registered Product Search... & | Greenbook NET - f.’ > m v =] g v Pagev Safetyv Tools v o'
THESE TGOS TS UISUI@NTIET appiies DOUT 10 TUVIUaT USE UT (€ Uala aiia agyTegaie Use Wit Uiier uata

The Minnesota Department of Agriculture shall not be held liable for improper or incorrect use of the data described and/or contained within this web site, or the consequences of such use. This data and related graphics are not legal documents and are not
Intended to be used as such

The Minnesota Department of Agriculture does not favor one person or company over another and any references herein to any organizations. specific commercial products. process, of service by trade name, trademark. manufacturer, or otherwise, does not
constitute or mply its or rec by the Mi ta Department of Agriculture.

Company Name: (Optional)

If you're not sure how a name begins, type a percent sign (%) in front of it
If you're not sure how a name ends, only type the beginning of . Do not include a percent sign
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To find pesticides not registered in the myst recent year, view pesticideswith older year registration’s

by unchecking the two green boxes for “Blnexpired Licenses Only” and “Last’Registered This Year”, then
click the “Search” button. If you sold pestisides that were not registered for the current year, do still
report those products on your annual sales rgport. To capture an electronic file of all current registered
agricultural pesticides, select the box for “Agricultural Pesticide Products Only”, click on “Search” to

view, or “Download as Text”.


http://www2.mda.state.mn.us/webapp/lis/productsdefault.jsp

The Example page you see below is a result of entering a Company Name.

Locate the pesticide you are searching for in the table.

Check the Last Year Registered to determine if the pesticide is registered as required to be used or sold
in MN.

Check the Agricultiwal Pesticide column to determine if your product is an agricultural pesticide.
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Now go to your Sales Reporting Web application to enter Sales Data for the products you have searched.
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Dealer Agricultural Pesticide Sales Reporting Online Tutorial:

Online Licensing and Payment System: Use this website application to report your sales.
https://www2.mda.state.mn.us/webapp/erenewal/getdealersales.jsp

MDA urges dealers to organize their sales data and prepare in advance to report agricultural pesticide
sales. These guidelines are provided to assist dealers to comply with the reporting requirements
mandated in MN Pesticide Control Law. Reference the “Requirements, Guidelines and Key Information”
document mailed out with your November PIN letter. You can also access this document online at:
http://www.mda.state.mn.us/~/media/Files/licensing/chemicals/dealersalesregs.ashx

Dealers must consolidate all sales of each pesticide for the calendar year. Dealers report ONLY sales of
agricultural pesticides sold to end users to be used in Minnesota. Exempt from reporting are wholesale
(dealer to dealer) sales; outstate use sales; non-agricultural pesticides; or other products.

Online Licensing and Payment System Review:
Enter your Dealer License number. Enter your PIN number. Select “Create Sales Report”. Select “Login”.
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Help
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View Completed Saj

MDA Licensing Regulations and Policies

esota Department of Agriculture Affrmative action policy | Site terms of use | Privacy policy | MDA staff directory | Visitor & parking information
Robert Street North, St Paul, Minnesota 55155-25 1-201-6000 ~ 1-800-967-2474 ~ TDD: 1-800 MDA Info@state mn.us 009 MO

= Online Licens... ‘Q-. Licensing Inf. 58 Inbox - Micr. S Agricultural .. | [Bef Microsoft Ex..

Note: Please retain your PIN number to access your online sales report. You will need it to return to
this report at a later time. PIN numbers are mailed to you annually each November in a Sales Reporting
Packet. You will have a different PIN number for each year of reported sales. A PIN number is assigned
to each fixed licensed location and each license location reports sales individually.


https://www2.mda.state.mn.us/webapp/erenewal/getdealersales.jsp
http://www.mda.state.mn.us/~/media/Files/licensing/chemicals/dealersalesreqs.ashx

At the following screen, verify the license number and dealer name are correct

Answer the question:

“Did your company sell agricultural pesticide products in the previous year? YES or NO’

If you choose NO, you still need to complete this online report. Click “Next” to completé a No Sales
report. Follow the prompts to electronically verify, sign and certify your No Sales Repprt.

If you have Sales choose “YES”.

If you choose “YES”, you will select either:

“Add an Agricultural Pesticide” to add one product at & time

Or

“Upload a CSV File of Agricultural Pesticides” to upload an e-file of sales data.

(Directions for preparing and uploading a .csv data file start on page 13 of these instructions.)

{= Online Licensing and Payment System - Windows Internet Explorer

@;}r - |E https:,l’,l’wwa‘mda.state.mn.us,l’webapp,l’erenewal,idealersaleslist.du}éruductsalesid=71304&methud=delet¥ V| % #2|[% |Search Google
. 7/ YA
File Edit View Favorites Tools Help / /
— . 3
T b [gOn\ine Licensing and Payment Syster l l / / @ - B @ - b Page v () Todls -

L\ MINNESOTA DEPARTMENT
A \GRICULTURE

Home | Site Directory | MDA Divisions | News & Events | Do it opfine | For kids | Contact the MDA

Online Licensing and Payment System

2010 Agricultural Pesticide Sales Report

License Mumber: 20127818
Mame: TEST
Help

Did your company sell agricultural pesticide products in 20107
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Adding Pesticide Product Sales Information

To enter one product at a time, click on “Add an Agricultural Pesticide”.
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Dealers must consolidate all annual sales for each agricultural pesticide sold. Sales must be reported as
cumulative totals for the calendar year for each agricultural pesticide. When reporting products sold in
various container sizes, calculate the correct number of units sold by converting units to a common unit

type.



Fill in product sales information on the screen shown below.
Choose and enter either a Product number, (MDA Product ID number) or EPA Registration Number.

(Tip: The MDA Product number will ID your product most directly. You will find Product ID
numbers and EPA Registration Numbers on the Registered Product Search web site.)

As you type some product entries, you may get a drop down of multiple pesticides sharing the same EPA
Number. Select your pesticide to populate the “Product Name” field.

You may see products ID’s in RED Type. The red products are non-agricultural pesticides that you are
not required to report sales on. Do not choose or report the red products.
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Add Agricultural Pesticide Product Sold
Help

If known, please enter an MDA Product Number. Otherwise. select an EPA Registration Number below.
Product No.

It an EPA Registration Number isn't on the list, press the Up Arrow key after entering the entire number. Then enter the Product Name below.
Note: Items in red are non-agricultural pesticide products that do not need o be reported.

EPA Reg No. 100816

GNUM Ci
IR 100-816 DUAL MAGNUM HERBICIDE |

100-816 MEDAL EC
100-816-55467 BRAWL HERBICIDE
Amount Sold: | No Records Found

Units. -
Sales Dollars:

Save and Retum SaveandContinve | | Cancel

NOTE: If your computer has been idle for over an hour, you must exit the application and login again.

Visitor & parking information

f Agriculture Affismative action policy | Site terms of use | Privacy policy | MDA staff direct
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If your pesticide is not recognized by the system, when entering the product EPA Registration Number,
you will see a “No records found” message. You may have sold unregistered or inactive agricultural
pesticide products.

Do report all agricultural pesticides in the year that you sold them even if the system does not recognize
the pesticide.

To report sales of pesticides that are not recognized by the system, type in the EPA Registration Number
in the EPA Number field. When prompt with “No records found” press your keyboard UP arrow twice to
clear the product field, tab, and type in the product name.



Populate these fields once your pesticide name is captured:

Amount Sold: The number of units sold. Check unit choices in the next field. Unit choices are limited.
Convert your quantities into reportable units.

Units: Use the Drop Down Arrow to select a unit of measure. If you have sold product in
different unit types such as gallons and ounces, total the unit amount for the product by

converting all sales to one unit type. Unit Types are Gallon, Gram, Liter, Ounce (Dry),
Ounce (Wet), Pint, Pound, Quart, or Ton.

Sales Dollars: This is the TOTAL gross dollar amount of all sales of the product sold for the year. The
fee and surcharge amounts due for each pesticide will auto calculate from this amount.
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Online Licensing and Payment System

Add Agricultural Pesticide Product Sold
Help

If known, please enter an MDA Product Number. Otherwise, select an EPA Registration Number below.
Product No: 43124

If an EPA Registration Number isn't on the list, press the Up Arrow key after entering the entire number. Then enter the Product Name below.
Note: ltems in red are non-agricultural pesticide products that do not need to be reported

EPA Reg No:

Product Name:

Amount Soid: 10
Units. Gallon s
Sales Dollars: 57000 (@]

Save and Return Save and Continue Cancel

NOTE: If your computer has been idle for over an hour, you must exit the application and login again

Minnesota Department of Agriculture Affirmative action policy | Site terms of use | Privacy policy | MDA staft directory | Visitor & parking
625 Robert Street North, St Paul, Minnesota 55155-2538 651-201-5000 ~ 1-800-967-2474 ~ TDD: 1-800-627-3529 ~ MDA Info@state mn.us ~ © 2009 MDA
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After you enter all field product information and complete the screen. Choose one of the following:

“Save and Return” (Default) will record the product and bring up the accumulating product sales table
screen showing all product added with the most current product added to the bottom.

“Save and Continue” will record the sales data, and give you a new screen to enter the next product.
“Cancel” will not enter the product, and bring up the sales table screen.

Continue to enter your products until you complete your product entry.
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To ensure accuracy, click on the “Save and Return” button to audit your product sales table.

The screen below shows a sales table with 3 products entered. Continue to enter all sold pesticides until
your report is complete. (Reference “Requirements, Guidelines and Key Information for Dealer
Agricultural Pesticide Sales Reporting” accessible online :)
http://www.mda.state.mn.us/~/media/Files/licensing/chemicals/dealersalesregs.ashx

You may enter and exit the sales report any time. Your sales data will always automatically be saved.

To Edit or Delete a pesticide product entry before certifying your sales report:

mda.state.mn.us/webapp/e al/dealersales.do D v ﬂ ] Cl X ;lgomine Licensing an... X
File Edit View Favorites Tools Help
. . » . = »
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Home | Site Directory | MDA Divisions | News & Events | Do it oniine | For kids Contact the MDA

Online Licensing and Payment System

2011 Agricultural Pesticide Sales Report
License Number. 20127816
Name: TEST
Help

Did your company sell agricultural pesticide products in 2011?  Yes ¥

Add an i Pesticide  Upload a CSV File of Pestici @

|Product No EPA Reg No Product Name ‘Amount Sold Units Sales Dollars \Gross Sales Fee /ACCRA Surcharge
[Edit Delete 101613 524-549 ROUNDUP POWER MAX HERBICIDE 1.00 |GALLON 5.00 0.03 0.01
[Edit Delete 102820 100-1282 | HALEX GT 200 GALLON 5.00 0.03 0.01
[Edit Delete 103008 100-1169 TRAXION 6.00 OUNCE (DRY) 7.00 004 0.01

JOTALS 17.00 0.10 003

NOTE: When you aneady to lete your report, you must select ‘Next' below.
Before you go to the n 5 gither download your report to a text file or print this page for your records.

| Cancel

NOTE: If your computer has been idle for ovel the application and login again

WMinnesota Department of Agriculture Affiemative action policy | Site terms of use | Privacy policy | MDA staff directory | Visitor & parking information
6 r 651-201-6000 ~ 1-800-967-2474 ~ TDD: 1-800-527-3529 ~ MDA Info@state.mn.us ~ ® 2009 MDA

- screenshots ine Licens...| | Y2 LicensingInt... | [Rgpg Inbox - Micr..
[ ]

Choose “Edit” to change any fields in the row of sales data.
Choose “Delete” and the entire row of sales data will be deleted from your repo

10


http://www.mda.state.mn.us/~/media/Files/licensing/chemicals/dealersalesreqs.ashx

11

Completing and Certifying your Sales Report:

Once you have reviewed and are satisfied that your report is complete and accurate, at the table screen,
click on “Next” to complete a summary sales payment screen.

Important Warning: When you finish this summary sales payment screen shown below, and click on
“Yes | Agree” to certify your report as accurate and complete, you will not be able to return to the report
to make changes. Be sure to verify your report sales data at the sales table screen carefully and make
sure all data is correct before clicking on “Yes | Agree” on the sales summary payment screen. To access
your sales table, click on “Back”.

The sales summary payment screen shows the MN Gross Sales Fees, ACRRA Surcharges and “Total
Amount Due”. This is the amount to pay to MDA before the January 31 deadline. Complete all fields by
typing in the rest of this page with your information.

1. Choose a method of payment. (Note: A US bank handling fee of approximately 2.5% will be
added for credit card or electronic bank payment and is subject to change.) If you choose to
pay online, you will be prompted through payment screens. Take note of your electronic
payment PIN-password when shown. To view “Help with Electronic Check Payments” visit
the following MDA web page. http://www.mda.state.mn.us/licensing/e-licensing-
options/echeck help.aspx

2. Answer Yes or No to the Trade Secret question.
3. Type (do not write in) your Signature, Title, Telephone, Fax and Email information. This is

your electronic signature and certification that the report submitted is true and correct.
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[ Online Licensing and Payment System

2011 Agricultural Pesticide Sales Report

License Number: 20127816
Name. TEST
Help

Gross Sales Fee: $0.10 (1017200)
ACCRA Surcharge: $0.03 (1017320)
Total Amount Due: $0.13

@ | want to send a check for the amount due Please print this page and mail it with your check to:
Cashier, Minnesota Department of Agriculture, 625 Robert Street North, St Paul. MN 55155-2538

% 1want to pay the amount due online. A 2% handling fee wil be charged
NOTE: Either way, you must select "Yes, | Agree’ below to complete your report

Do you consider the sales data submitted on this report 1o be trade secrets, commercial. or financial information that should not be classified as public information?
Yes
No

| hereby certify that the report submitted is true and correct

Signature: John Doe Title: Manager
Contact Telephone: 222 - 222 - 222 FaxNumber: 222 .33 - 3333

E-mail Address. john doe@dealer.com

Selecting Yes, | Agree' completes your report. Once complete, you will be unabie to change your report oniine.
[ Yes.iAgies | [ Cancel] (o)

NOTE: If your computer has been idie for over an hour. you must ext the appiication and login again

Caution: This is the last opportunity to make any changes to your sales report. The next step will lock
you out of the sales report. Click on the “Back” button to return to your sales report table for editing if
needed.

Print a copy of the sales summary payment screen before clicking on “Yes, | Agree” and mail a copy of

this page to MDA along with your check payment to have payment applied to your dealer license. If you
paid online, print a copy of the sales summary payment for your records.
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oo

File Edit View Favorites Tools Help

mda state.mn.us/w

L-a8 OXI (2 Online Licensing an... X

I Defensive Driving &3 Pesticide Product Label Sy.. &% Pesticide Product Informa.. & | Registered Product Search.. & | Greenbook NET - '-] v m v
Online Licensing and Payment System

N -

2011 Agricultural Pesticide Sales Report

License Number. 20127816
Name: TEST
Help

Gross Sales Fee: $0.10 (1017200)
ACCRA Surcharge: $0.03 (1017320)
Total Amount Due: $0.13

@ | want to send a check for the amount due. Please and mail it with your check to:
Cashier, Minnesota Department of Agriculture, 625 Robert Street North, St Paul. MN 55155-2538

1 want to pay the amount due online. A 2% handling fee will be charged

NOTE: Either way. you must select 'Yes, | Agree’ below to compiete your report

Yes

Do you consider the sales data submitted on this report to be trade secrets, commercial, or financial information that should not be classified as public information?
No

| hereby certity that the report submitted is true and correct

Signature: John Doe

Contact Telephone: 222 . 222 . 2222

Title: Manager

FaxNumber 222 .333 .3333
E-mail Address. john doe@dealer.com

Selecting Yes, | Agree' compietes your report. Once complete, you will be unabie to change your report oniine

Back Yes. | Agree Cancel o

NOTE: If your computer wﬁl& for over an hour, you must exit the application and login again
Minnesota Department of Agriculture Affemative action policy | Site terms of yse | Privacy policy | MDA s

®100% v
-~ = — —— . o
e screenshots lhve Licens.. || B Licensing Int Inbox - Micr Agricultural .. Microsoft Ex i g
(O e

4. Click on “Yes | Agree” to electronically certify your Report. This step will complete your
report online.

Reminder: Keep your PIN number to print or view sales reports for any year at a later date. Your past
year’s data will remain in the online system for several years. A new PIN number is assigned to each
sales year of reporting. Be sure to keep them for each year to access your sales reports online.

Directions for Uploading a .csv Sales Data File:

Uploading sales data from a spreadsheet into the Agricultural Pesticide Sales Report

Agriculture pesticide sales data can be entered into the web sales report application directly by creating
a .csv file formatted spreadsheet. “.csv” stands for comma-separated values. It is a universal format that
allows data to be transferred from one software application to another. There are several advantages
to uploading sales data from a spreadsheet:

e If a spreadsheet has already been used to compile product sales data, only a few more steps are

needed to the spreadsheet to create an upload .csv file.
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e A pesticide sales spreadsheet from one year can be used as the starting point for organizing

sales data for the next year.

e Compiling sales data in a spreadsheet provides a back-up for your data.

14

Create a pesticide sales file in Excel or other tabled software to save to a .csv format to upload the data.

You may have other data such as product name in your file, but your upload file can only have the
following 4 columns of data formatted correctly in this order.

Column1

Column 2

Column 3

Column 4

List only the products you are reporting. Remove all products not sold, labels, vacant rows or vacant
columns in your electronic file. Your first MDA Product ID number should be in cell A1. Save your file
with a .csv (Comma delimited) format extension. Directions are below this file example:

File Example:

Product ID (MDA Product ID): found online in the Registered Product Search

web page. Format this column as an integer or number with no decimal places

Amount Sold: (number of units sold)
Format this column as a number with two decimal places

Units: Units must be typed exact including spaces and (). Choices are: Gallon,

Gram, Liter, Ounce (dry), Ounce (wet), Pint, Pound, Quart, or Ton. You can use

either upper case or lower case

Sales Dollars: (total annual sales dollars for the product)
Format this column as a number with two decimal places

Product ID Amount Sold

76738
77276
72190
102820
85523
72815
88387
84213
50451
104301
107491
99432
74163
107492

14

41.00
1050.00
215.00
200.00
540.00
288.00
3.00
10.00
3.00
320.00
4350.00
3500.00
25.00
2520.00

Units
Gallon
Pound
Gallon
Gallon
Gallon
Ounce (Dry)
Gallon
Gallon
Gallon
Ounce (Dry)
Ounce (Dry)
Ounce (Dry)
Ounce (Dry)
Ounce (wet)

Sales Dollars
20100.00
4147.50
2773.95
7200.00
5778.00
1070.40
122.50
385.00
1650.00
832.00
25685.00
8137.50
517.50
21750.00



Next, save your Excel or data software file to have a .csv (Comma delimited) extension format

In the: File Name:

Inthe: Save as Type:

(Bl d9-o
e

Home

&Y

Type your file name with .csv extension

Insert Page Layout Fal

Your Upload File Namexlsx - Microsof

rmulas Data Review View

From the drop down choose .csv (comma delimited) (*.csv)

@)_
B @i 2@

15

[= 4

:‘j ;& Calibri General 4
=3
Rt g || BE ) L8 o e o Toe - styies | Bl Format = || Q2+ P~ Setect+
Clipboard ™= Font Number (P Styles Cells Editing
| E10 - / /
A B B D E F G H I J K L [\l N Q i
1 74303 43 Gallon G90.39
2 85176 1 Gallon 84.00
3 54188
4 54199
5| 74307 498 Gal Savein: | () NewFalder | / v @ @I Xoi@E-
6 82172 675|Poy | poy My Recent EZ4jvour File Name. csv,
7| 93151 535 Galf | Decuments
8 76738 21 Galll | (B Desktop
9 84062 3 Gal @MY
E T7276 1050 Po Documents
11 101793 1050 Galf | i3 M
Computer A |
12 72150 215 Gal My Network =
13 102820 200 Gall ‘dPlaces
14 83523 540 Gall
15 72815 288 Ou
16 88387 3 Gal
17 84213 10 Gal
18 50451 3 Gal
19 104301 320 Ou
20 107491 4350 Ou
21 99432 3500 Ou
22 74163 25 Ou w /
23 107292 2520 Ou File: namne: |\"our Upload File Mame.csy v ¥ - |
24 99097 250 Gall Save as bype! |CSV (Comma delimited) (*.csv) - |
25 32229 240 Ou
_I;AEW[ Your File Name h{

/= orline

Choose OK at the next screen
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1 File Namexlsx - Mic

(Cn ) HY--@T s Your L

Home Insert Page Layout Formulas Data Review WView =X

© -
= o || §=Insert ~ xE - %
=" General hd % %
L 5% Delete ~ || (8]~ ﬂ

E‘ ‘* Calibri -l A AT

53 = -
ey | (BT u )2 A ()| - |8 o ][ | onomorel rormar S| et || 2 g T
Clipboard = Font [F] Alignment [} Number ) Styles Cells Editing
| - @ ]
A B c D E F <] H 1 J K L M N o i
1 745903 43 Gallon 690.39
2 85176 1 Gallon 84.00
3 54188 38 Gallon 2972.50
4 541399 38 Gallon 4387.50
5 74307 438 Gallon 7189.13
6 82172 675 Pound 2666.25
7 93151 535 Gallon
8 F6T738 41 Gallon|
9 84062 3 Gallon
10| 7727 1050|Pound The selected fils type does not support workbooks that contain multiple sheets.
11 101793 1050 Gallon & = To save only the active sheet, click Ok,
o 22150 215 Gallon o lilsﬁav:h‘;"a shests, save them individually using a different fie nsme for sach, or choose a fils typs thak supports 1
13 102820 200 Gallon
14 85523 540 Gallon
15 72815 288 Qunce (Dr  1070.40
16 88387 3 Gallan 122.50
17 84213 10 Gallon 385.00
18 50451 3 Gallon 1650.00
19 104301 320 Qunce {Dr 832.00
20 107491 4350 Qunce (Dr 25685.00
21 99432 3500 Qunce (Dr  8137.50
22 74163 25 QOunce (Dr 517.50
23 107492 2520 Qunce (Dr 21750.00
24 99097 250 Gallon 2725.00
25 92229 240 Qunce (Dr 2330.26)
ﬁ Your File Name here < Sheet1 ¥ [ m
Ready | 002 —

T Agricultural P

= B e

Home

_JE l& Calibri

l@ ) F Your Upl

Page Layout Formulas Data Review Wiew

@ -
—— S IR R =

ad File Name.csv - Micro

n ;X

b2 E s

P (B 2w X - A (e - | el ]| omamonm rormer et || 7)) 50 o oz
Clipboard = ] Alignment ] Number = Styles Cells Editing
[ E10 - N\E
A B 5 D F G H 1 J K L M N (=]
1 74303 43 Gallon Q0.23
2 25178 1 Gallon
3 54188 38 Gallon 2972.58
4 54133 38 Gallon 4387.50
5 74307 498 Gallon 7189.13
(] 82172 675 Pound 2666.25
7 93151 535 Gallo =
8 76738 41 Gallo
9 240562 3 Gallo
:l F72T76 1050 Pound
11 101733 1050 Gallo ‘\1.) = To keep this format, whic\Jeaves out any incompatible Features, click Ves,
12 72190 215 Gallo = To preserve the Features, gk Mo, Then save a copy in the latest Excel Format, =
13 102820 200 Gallo = To see what might be lost, Help.
14 85523 540 Gallo [ ves | [ w0 | [ Hem |
15 72815 288 QunceTor 107020
16 88387 3 Gallon 122.50
17 84213 10 Gallon 385.00
18 50451 3 Gallon 1650.00
19 104301 320 Ounce (Dr 832.00
20 107491 4350 Qunce (Dr 25685.00
21 99432 3500 Ounce (Dr  8137.50
e 74183 25 Qunce (Dr 517.50
23 107492 2520 Ounce (Dr 21750.00
24 99097 250 Gallen 2725.00
25 92229 240 Qunce (Dr  2330.26
ﬁ Your Upload File Hame < Sheeti %0 [ m

T Agricultural P I = online Licen

Your .csv file is now ready to upload into the Web Sales Report.
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Go to the Online Licensing and Payment System:
https://www2.mda.state.mn.us/webapp/erenewal/getdealersales.jsp

Login using your license number and PIN number (see direction review on page 3)

Choose: “Upload a CSV file of Agricultural Pesticides”

Click on “Browse” and locate your .csv file you have saved.

Choose either: “Append to Existing Data” If you want to ADD data to data you already have entered.
or
“Overwrite Existing Data”, this will delete all product data you have previously
entered and replace it with the current upload file.

Choose “Upload File”. If you receive red error messages, the message will identify the row(s) with
errors in yqur .dsv file and will not load any further rows. Go back to your .csv file and correct the row,
save and attempt to upload once again.

98] %) |

Filz  Edit

iew  Favorites  Tools | Help

P— = o »
wodr [?Online Licensing and Payr\ent System l I ﬁ - B duhy - ik Page ~ ) Taols ~
——

"\ MINNESOTA DEPARTMENT
‘of AGRICULTURE

Fite Directory ‘ MDA Divisions | Melvs & Events ‘ Do it online | For kids | Contact the MDA

Onfline Licensing and Payment Bystem

Upload C SV File of Agricultural Pesticide PRoducts Sold
Hgl

ile Narne:|G:\nkadoun\DeaIerSa\é| Browse .

& Append to Existing Data
O Qverwrite Existing Data

[ Upload File ] [Cancel]

Minnescta Department of Agriculture Affirmative acticn policy | Site ten
treet North, St. Paul, Minnescta 55155-2535 851-201-8000 ~ 1-500.

s | Privecy oolicy | I
474~ TDD. 1-800-62

ff directory | Wisitor & parking information

MDA, Info@stete mn.us ~ © 2002 MDA

& nternet H100% -

(— ~ - ¢ 3 o
r'.'.’ start v /= Online Lice... /2 online Lice. . T Agricultural... 7 )0 <m, ok mr."’]"-'_,__.- LER
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Amending a Certified Sales Report:

If you find that your Certified Sales Report needs corrections, you will be able to use the website to
electronically amend or change your sales data in your online report. You will not need to do a manual
amend worksheet to submit your changes to sales data.

Before Submitting Payment — Changes Needed to Sales Report:

If you have certified your sales report and are locked out from entries and find errors to correct before
submitting fee payments to MDA, contact Sara Belair at 651-201-6615 or Nancy Kadoun 651-201-6188.
We will be able to unlock your online web sales report, so you can go back into the online report and
make changes and recertify your updated report.

After Submitting Payment — Changes Needed to Sales Report:

Contact Nancy Kadoun 651-201-6188. We will be able to unlock your web sales report, so you can go
back into the online report and make changes. The audit team will need to know if you have already
made payments to MDA. Fees will be manually recalculated based on the amended sales totals.

Web Site Troubleshooting:

Having problems with entering MDA Product ID’s and not getting the agricultural pesticide product
name and EPA# to populate automatically? Browsers have changed in 2012 that affect MDA Product ID
entries. (Google Chrome and Safari became incompatible.)

Use Internet Explorer or Mozilla Firefox browsers to enter your agricultural pesticide sales.

Pesticide sales products are not adding to your table?

The online sales reporting application most likely has timed out.

It will do so automatically with time lapse of activity.

Re-entering into your sales report application may bring you to a timed out page if your browser has
logged the page history.

To clean up your browser history enabling access to an active application:

1) Access your Internet Explorer or browser’s “Tool” bar.
2) Choose “internet options”

3) Review your “Browsing History”

4) Check “Delete temporary Internet files”
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Having problems viewing or using a web page? Check to see if your JavaScript is enabled.

To enable JavaScript in a Microsoft Internet Explorer 7 browser:

1) Under the Tools menu, select “Internet options”

2) Under the Security tab, click on “Custom level”

3) Select “Enable” under Scripting/Active scripting

To enable JavaScript in a Mozilla Firefox 3 browser:

1) Under the Tools menu, select “Options”

2) Select “Content” and check Enable JavaScript.

Capture a previous year’s Online Sales Report into Excel:

If you would like an Excel copy of a past year Agricultural Pesticide Dealer Sales Report to prepare for the next

sales report, you can capture a copy from the Online Licensing and Payment System web site.

19

Important: If you use a past years sales report to edit into your next sales report, you need to verify pesticide ID’s

and correct EPA Registration Numbers at the registered product search web site. Product EPA Numbers and

product manufactures can change year after year. Pesticides are registered annually in Minnesota.

To access a Certified Agricultural Pesticide Dealer Sales Report for any past year, Log into:

http://www.mda.state.mn.us/licensing/licensetypes/pesticidedealer.aspx

Choose “File an agricultural pesticide Sales Report”

3.
4,

Type in the dealer license number for that year’s sales report

Type in your PIN number for the year of sales (each sales year has been assigned a unique PIN
number).

Click on “View Complete Sales Report”.

Click on “Login”. Your sales report table will appear on screen.

The easiest way to capture this table into an Excel spreadsheet is to click and drag to highlight your entire report

table. Copy and paste the data into an Excel spreadsheet.

Click and drag your entire table of sales data to highlight.

Right click for a drop down menu. Choose “copy”.

Open an Excel worksheet.

Right click for a drop down menu. Choose “paste”.

You will need to resize column widths and reformat your Excel Worksheet for a better view.

Make all changes to your Excel sales report file. Update amounts and add or delete rows for product changes.

Always verify all products, EPA Number’s, MDA Product Id’s and Product Names with the Online Registered
Product Search Web Site at: http://www2.mda.state.mn.us/webapp/lis/productsdefault.jsp

To upload your new year’s Online Sales Report, follow the upload instructions in this Tutorial on page 13.
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Capture a MN Registered Pesticide Product E-File

Please reference the Registered Product Search Online Tutorial information starting on page 3 of this
document. Some knowledge of using and saving in .txt and .csv file extensions is helpful.

Important: Registration of pesticide products is done annually throughout the year so a captured data
file is data in the system at the moment. Keep this in mind when creating an electronic file for product
sales referencing or pesticide sales reporting.

Capture a data file of MN registered pesticide products

A means of creating an electronic file database is pulling a product data query from the MDA Registered
Product Search web page. You can query individual product pesticide information, and data tables of
registered pesticides in various ways. Those familiar with spreadsheets can download a text file and
organize a data table to meet your business needs.

A query of “Agricultural Pesticide Product ONLY” contains approximately 3,400 products.
A query or download of all pesticides including non-agricultural pesticides will contain approximately
12,200 products.

Example file capture: Follow these steps to query an agricultural pesticide only spreadsheet:

1. Go to: http://www2.mda.state.mn.us/webapp/lis/productsdefault.isp

2. Inthe “Pesticide Registration” box, choose “Agricultural Pesticide Products ONLY” Choose
nothing for all products registered.

3. Onthe bottom of the page, click on “Download as Text”. Save the file with .txt format

4. Open the saved .txt file in your spreadsheet program (e.g. Excel) and follow prompts to convert
data to columns.

5. Once open, delete columns that contain nonessential information. (Do not delete the “Product
ID” column; it is the MDA Product ID number and is needed if you plan to upload your sales
report.) Save with an Excel extension format or other data spreadsheet software.

As is, the spreadsheet now can be used as an Agricultural Pesticide reference file, a resource for MDA
Product ID numbers or EPA Registration Numbers. Although it is a long table, in Excel, the spreadsheet
can be readily searched using a “Find” function.

By adding columns for “Volume”, “Unit” and “Dollars”, this data spreadsheet also can be used to create

your pesticide sales report. To prepare and download a sales table file into your Online Licensing and
Payment System sales report, follow the directions on page 13 of this tutorial.
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Contact Information:

If you have any questions about:

Products, MDA Product numbers, or EPA Registration Numbers, please contact the Pesticide
Management Unit 651-201-6292.

Pesticide Dealer Licenses and renewals, please contact Xia Moua at 651-201-6137.

Agricultural Pesticide Sales reporting and customer invoicing contact Sara Belair at 651-201-6621 or
Nancy Kadoun at 651-201-6188 .

21

21



	Structure Bookmarks
	Registered Pesticide Product Search Online Tutorial and Dealer Agricultural Pesticide Sales Reporting Application Tutorial 
	Table of Contents:  
	Registered Pesticide Product Search Online Tutorial: 
	Dealer Agricultural Pesticide Sales Reporting Online Tutorial: 
	Completing and Certifying your Sales Report: 
	Directions for Uploading a .csv Sales Data File: 
	Amending a Certified Sales Report:  
	Web Site Troubleshooting: 
	Capture a previous year’s Online Sales Report into Excel: 
	Capture a MN Registered Pesticide Product E-File 
	Contact Information: 




