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New York State Tonnage Reporting — 2011 Excel Application Instruction Sheet
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1. Download the excel file from the NYS Department of Agriculture and Markets website
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http://www.agmkt.state.ny.us/Pl/Commodities.html

Save the excel file application as: Tonnage_ NYSDAM _JanJun2011_your company’s shipper code
i.e. Tonnage_NYSDAM_JanJun2011_000000

Begin to populate the application with your companies data; save frequently

Enter your shipper code (six figure number, ESTAB. NO. assigned to your company by NYS DAM)
Enter your state postal code abbreviation (two letter abbreviation)

Select the fertilizer code* from the drop down menu; a default value will automatically populate
many of the other fields; quantity and county are NOT populated automatically

Select the fertilizer code 0 if the item is ‘identified by grade’ AND type grade informationt

Enter the quantity in TONS

Select the county code* from the drop down menu; the county code represents the county
where the product was applied if known, if not, the county where the purchaser is located

If tax code = 1, YOU CAN STOP HERE

If tax code = 2, fill in the firm’s information who should be taxed

REPEAT steps 6 — 11 until all fertilizer’s have been entered

Authorize the document by typing in name and phone of authorized representative

Save application

Email your completed excel file application to Plants@agmkt.state.ny.us by July 31* 2011

*Please reference the enclosed code sheet for fertilizer code and county code information
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ade information can only be one decimal place (10.0-10.0-10.0); round up if necessary
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