
How to report fertilizer tonnage online 
 

Once you’ve registered your account online you can also report your tonnage online.  To do this, begin by signing into 
your account, and access your account home page as below. 
 

 
 
Choose the “tonnage” link and click to open.   
 

 
 
Once opened, choose the Add/Edit tonnage button. 



 
 
If you are reporting zero tonnage, you check this box. 
 
This will take you to a page that looks like this.   
 

 
 

Once reporting is complete you may log out.  However, in the above reporting you will notice that the report is being 
entered after the delinquent date. That means that a late penalty is assessed.  The report will not be marked complete 
until all fees due are received.  If your report is not late you will not see any late fee due. 
 
When finished, choose save. 
 
 
 
 
 

This report is being filed after the delinquent date, 
and is being assessed a late fee. This report cannot 

be closed until these fees are paid. 



If you do have tonnage to report, you go through the same steps to log on and choose the enter/edit tonnage.  That 
brings you to the page where you can enter tonnage.  You scroll down past the area where you can enter a zero report 
and you will find the area where you enter tonnage. 
 

 
 

That will add a new row where information can be entered (see below). 
 

 
 

Click on that new row and it will become highlighted as below. 
 

 

Choose add 
new row. 
(You can 

choose either 
button.) 



 
 
 
Click in the highlighted area and you will find that there are drop down menus allowing you to choose the UFTRS code 
for the product you are reporting and the county codes for counties you are reporting the product sold in. 
 

    
 
If you choose a product that has a grade associated with it, the NPK values will populate 
 

    
 
 
You should fill in the remaining information by entering each area and adding the tonnage you are reporting.   
 

 
 

 



To add more tonnage, add a new row.  Continue the process until all tonnage being reported is entered.  Note that your 
tons are automatically added, your fees due are calculated, including late fees if applicable. 
 

 
 

If you need to delete an entry you can delete rows by highlighting the row you want to delete and clicking the X at the 
right side of that row.  When the pop comes up, choose delete and that row will be removed.  Your total tonnage is 
adjusted automatically. 
 

 
 

If you are adding exempt tonnage, use the area provided.  The exempt type, UFTRS codes and Deferred Company areas 
are all drop down menus. 
 

 
Once complete, choose the save or save and back button to enter tonnage. 
It will not be submitted until you hit save 



 
If you prefer not to enter it line by line, you can open the excel spread sheet available, add your tonnage there and then 
upload the spreadsheet.   
 

 
 

Instructions for using the excel spreadsheet are on the spreadsheet. 
 
We also have an excel file of the spreadsheet that we will be happy to email to you if you contact our office. 
 
If fees are due with your report, you will need to mail the front page of the report that is emailed to you with those fees.  
This ensures the payment will be credited to the proper account.  Include the front page of the report with a notation 
“reported online” along with the payment for any fees due. 
 
An important note:  If you choose to file your report online, the report will not be closed on our end until we receive the 
front page of the report that we sent you (example below).  Note on it that your tonnage report was filed online, sign 
and date it, and email, mail or fax it to our office. 

 


