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FERTILIZER TONNAGE REPORTING

General Instructions

· You may submit your tonnage information in one of the following two ways
1. Online at https://aca.licensecenter.ny.gov/aca
2. On paper using the enclosed Annual Fertilizer Tonnage Report
· List figures accurately as the report is subject to audit.
· Tonnage is only reported once per year and fees are DUE with the ANNUAL tonnage report (January through December of last year).
· Reports are due in the office by February 1st of this year.  

Payments

· Payment of fees is required with the submission of the tonnage report.
· If you choose to file online, you must pay by credit card.
· For paper copy submissions by mail only, you may pay by check or credit card.
1. Checks should be made payable to the “Commissioner of Agriculture and Markets”.
2. If you pay by credit card, please complete and submit the enclosed Credit Card Payment Authorization Form with your report.
· Please DO NOT SEND CASH.

Filing on Paper

· Verify that the name and address on the report is correct.  If there are any changes, cross out the incorrect information and write the changes above.
· Enter the appropriate fertilizer material code, fertilizer common name and the grade information in the N-P-K columns.  Refer to the enclosed code sheet for the correct fertilizer material codes.  If the product is identified by grade, enter code zero (0) in the Fertilizer Code column.
· Tons: enter the quantity of tons distributed.
· Container: Enter “1” if the product was bagged, “2” if the product was bulk or “3” if the product was liquid.
· Use: Enter “1” if the product was intended for farm use or “2” if it was intended for non-farm use.
· Pesticides: Enter “1” if the product contained no pesticides or “2 if it contained some pesticides (insecticides, herbicides, etc.).
· County Code: Enter the code for the county in which the product was distributed.  Refer to the enclosed county code listing for the correct county code.
· Exempt: Enter “Y” if you sold fertilizer to another licensed fertilizer distributor.  Otherwise, enter “N”.  No fee is due for Exempt tonnage.
· Distributor’s Name and Address:  
· If you entered “Y” in the Exempt column, enter the name and address of the distributor to whom you sold the fertilizer.  
· If you entered “N” in the Exempt column, leave this section blank.
· Miscellaneous row: If less than 50 tons of a grade were sold, the N-P-K and tonnage values may be entered individually or combined under this heading.
· Totals and Fees: Multiply the Total Tons x $0.10 per ton to get the Total Fees Due.  If total tons are greater than zero, but less than 500 a minimum fee of $50.00 is due.  If no fertilizer (0 tons) was distributed in New York State, enter 0 in the January – December Total Tons section.  No fee is due in this case, but you must still submit the report.  Tons marked as exempt should not be included in the Total Tons.
· Signature, Title and Date: Please sign the report, enter your official title and date it on the lines provided.

Filing Online

· Log on to the New York State License Center at https://aca.licensecenter.ny.gov/aca and claim your fertilizer license records if you have not already done so.  For assistance with claiming your records, please call the eLicensing call center at 518-453-8130 or 518-485-5326.
· Once you access your fertilizer license record, click on the Amendment link to file a fertilizer tonnage report
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· Follow the online directions until you reach the page in which you can download and complete the tonnage file.  Click on the link Excel fertilizer tonnage upload sheet
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· At the prompt, click Save As and download the file to your computer.
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· Open the file from the saved location on your computer.  After opening the file, click on Enable Editing and/or Enable Content before entering any data into the file.  One or both of these boxes may appear depending on your computer settings.
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· Enter the tonnage data into the spreadsheet.  
1. Fertilizer Code: Select the appropriate Fertilizer Code from the drop down menu.
2. N-P-K Values: Selecting a fertilizer code will automatically populate default values for N, P and K.  Verify that these values are accurate for your selection.  If you select code “0 – Identified by Grade”, you must manually fill in the appropriate values for N, P and K.
3. Quantity: Enter the quantity in tons of the fertilizer sold.
4. Container: Select Bag, Bulk or Liquid from the drop down menu.
5. Use: Select Farm or Non-Farm from the drop down menu.
6. Pesticide: Select None or Some from the drop down menu.
7. County: Select the county in which the product was distributed from the drop down menu.
8. Fee Code: Select “Exempt” from the drop down menu if you sold the fertilizer to another licensed fertilizer distributor.  Otherwise, select “Fee Applies”.  
9. For Fee Code Exempt Only:  If you entered a Fee Code of “Exempt”
· Enter the license number of the company to whom you sold the fertilizer.  If you don’t know the license number, leave this section blank.
· Enter the name and address of the company to whom you sold the fertilizer.  This field is required for a Fee Code of “Exempt”. 
· If you entered a Fee Code of “Fee Applies”, these field should be left blank.

· Tips
· Do not leave any blank rows in between entries.
· You may copy and paste data within the file or from another Excel file.
· Do not change the product names under the Fertilizer codes.
· Commas are only permitted in the address field (when claiming EXEMPT fee code for licensed fertilizer companies).
· Be sure to complete all required entries for each row.

· Save the file – once you have completed entering data in the file, click on the Save as CSV file button.
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· You will be prompted to save the file on your computer.  Saving the file may take a minute or two.  Save it in a location that you can remember.
· The file name will default to Tonnage_Upload_mm-dd-yyyy.csv, where mm-dd-yyyy is today’s month, day and year
· The file will be saved as a .csv file (comma separated values).  Do not change the .csv file extension.
· This is the only file format that is acceptable for online reporting.

· Close the file.  Once the file has been saved, you must close it.  If it is not closed, the upload step will fail.



· Upload the file
1. Once you have successfully saved the tonnage .csv file on your computer, complete the remaining steps in the New York State License Center application for your tonnage amendment.

2. Click on Continue Application until you reach the upload screen (shown below).  Click on the Browse button and the File Upload screen will appear.
[image: ]

3. At the File Upload screen, click on Select Files
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4. Browse to the location of your .csv tonnage file on your computer and click Open
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5. When the file has finished uploading, click the Finish button on the File Upload screen.
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6. At the next screen (shown below), enter a Description for your file and select Save.
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7. You will get a message that says ”The attachment(s) have been successfully uploaded.”  Click Continue Application
[image: ]




8. At the Tonnage Details screen, you will see the data that was uploaded to the system.
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9. Follow the remaining online procedures to complete your tonnage report.  Your tonnage fees will be automatically calculated for you.  Tons marked as exempt are not included in the Total Tons.
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