Transaction Reporting

A step-by-step guide to Fair Trade USA's™ Transaction Reporting

0 Log in to the Partner Portal

® Log into the Partner Portal using your username and password.
Your username will be your Fair Trade USA email, and your
password was created when you joined the Portal.

® If you have forgotten your password, select “Need help signing in?”
to receive instructions on how to reset your password.

9 Continue to the Transaction Reporting page
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® Once you are in the Partner Portal, navigate to the
tile that says “Transaction Reporting NEW” to view
the transaction reporting page.
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e Begin a report or select “l have nothing to report”
é Home Compliance ~ Explore ~ Resources Help ®
® Once in the Transaction Reporting page, you will Transaction Reports
see all of your pending reports. To begin a report, fe L
click the “GET STARTED" button. =
o YYou have reports that need attention. Please submit these by 31 Jan 2023
Q4 2022 - Manufacturer Sales HAVE NOTHING TO REPORT
Q4 2022 - Cocoa and Sugar Purchases 1 HAVE NOTHING TO REPORT
. R Q4 2022 - Brand Sales 1 HAVE NOTHING TO REPORT
@ If you have nothing to report for a specific
document, select “I HAVE NOTHING TO REPORT.”
e View the instructions and download a report template or view the requirements for your report
® On the Get Started page, you will have the ability . [ . - @

to review report template requirements, as well
as an explanation of the two methods to enter
data. To review report template requirements,
click the link here.

If you would prefer to use a pre-populated
report template to enter your data, you can
download it here and fill it out at your
convenience.

If you would like to enter data directly into the
webpage, you can do so on the next step and
only need to click “CONTINUE" at this point.

e Upload your report or add transactions manually

Current Report: Q4 2022 Cocoa and Sugar Purchases

This repUrtwimalsfar information about which businesses are involved a given To help trace and link across supply chains, the reporting workfiow will check
that data provided matches recoras i esmaystem.

To preview all the data this report will ask for, you can review requirements by clicki| g here.

Choose your preferred method of entering data:

Prepare data on your computer Enter data directly into web portal

Format your transaction data on your local machine If your prefer to have your data validated as you

g0, you can type your report directly into your
\

| ' Just click "Continue” below and get started!

CONTINUE

before uploading. Data will be checked and validated
once uploaded.

To start, download a pre-configured template, and 0 R
“asert your data. Click "Continue” below when ready to

upload:
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® At this stage, you can either upload a document Add transactions
or to manually enter your transactions. If you TSN | e ey
* " . .
]cc:hoo?ﬁ? t"obu p; |t oad a file,* select the “Upload data | byttt OM
rom e u on. ! csv, 15, xis, xisx, Jml, bt spreadshaets acoapted. clean up or remove any corrupted data before finalizing your report.
. If you prefer manua”y enter your data’ you may m:"jlus:amanua“ye:t::yolurnda:ahere: #© Suppli #© Certified Prod # @ Total Quantity #© Quantity M #O C q
type directly into the spreadsheet according to
the column headers. To proceed, skip to Step 7
in this document.
*Accepted file types are .csv, .tsv, .xls, .xIsx, .xml,
and .txt.
° Confirm your column headers and fields for your transaction data
@ If you are uploading a file, you will be asked if a ———
selected row contains headers. You can either Does theselecte row containcolumn headers? © [ [ r—
confirm by clicking “Yes,” or click “Select
" . Encoding @
another row” to designate a new row. If your L ‘
report does not have headers, select “No S el
header row.” s s
BoBack L3 Flatflo Powerod by . [cekfNuHE
® Next, you will confirm that the data from your
upload correctly matches the data in our %
. Add transactions © Upload Match Rep: Complete
system. Using the drop-down menus, you can
assign or reassign text field names if necessary. ’
In the example shown here, “Organic cocoa :
beans” did not match our system, so “Cocoa >
Beans (Organic)” must be selected from the
drop-down menu.
® |If everything looks correct, scroll down and e
select “Review” to proceed.
Go Back 3 Flotile Powered by . LeAi m
0 Review your data and correct errors if needed before processing
® At this point, itis suggested to review all of your Add transactions o o
data to ensure there are no errors before saving
your report. TO VieW Only the rows that have Only show rows with problems Show modifications
. " . Invoice Date #© Invoice Number + @ Supplier #© Certified Product #© Total Quantity 4@ Quantity Measuremen it #@ Comment it L
erro rs, you Can ClICk the Only ShOW rOWS Wlth 2 2021:07:13 XX:\BEDI o CBﬁEEIIESM/Zﬁ:C (Organic) 54749 Pounds
problems” toggle. After changing data, you can | = e i e e e
highlight these changes by clicking the “Show . BB oo iz (G o e
modifications” toggle. P meen s o ot - o
@ If you do have errors, you can correct them = mane i e A o
directly in the page by clicking on the red fields g — e o o
then typing in the Co rrect data_ 21 2022-09-22 XX-10020 Dummnands\ncnmmated:ﬂondz Cane Sugar 48000 Pounds

Once you have ensured all of your data is
correct, you can save your transaction report by
clicking “Continue.”

6 Review and submit your transaction report

@ After continuing, you will be directed to the
Review and Submit screen. If your transaction
report has any errors, you will be shown the
number of errors in the “Review and edit
existing data” section and can correct the data
by clicking the “REVIEW & EDIT” button. You
can also adjust any entered values here.

é Home

If a report has more transactions that need to
be added, you can solve this by downloading
the report with all of the current data, then add
the new data within Excel. To do this, click the
“DOWNLOAD" button, then open the
downloaded file.

® After entering the additional data into Excel,
save your spreadsheet and reupload it here by
clicking the “"UPLOAD" button.

Once all of your data is correct and your report
looks complete, you can submit your
transaction report!

NOTE: Some transaction reports require a
billing quantity label. If one is required, you will
see a text entry field below the “Review & Edit”
button and will not be able to submit your
report without providing a value.
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Current Report: Q4 2022 Cocoa and Sugar Purchases

Review and submit

You're almost finished!
Your progress is saved, and all your data s valid! But you still need to submit this report—you can do so by clicking the submit” button at the bottom of the page.

If you're not ready to submit this report, you can continue making changes now, or access it later through the "Open Reports page.

Review & edit existing data
For this report you have recorded 22 transaction(s), with 0 error(s). You can review your report before submission or adjust any entered values here.

REVIEW & EDIT

Need to add more transactions?

To add more rows to this report, follow the process below

1. Download and Excel file of your existing report. Once downloaded, add new rows of data to the file, and be sure to save your changes.

DDOWNLOAD

2. Ready to upload your modified report? Click below to reupload your file. This will override your current report data.

UPLOAD

GO TO OPEN REPORITS,

SUBMIT



